inferms

Miami-Dade County

Manage Hire - Job Aid



INFORMS Job Aid: Manage Hire

DESCRIPTION
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This job aid is for DPRs.

The purpose of this job aid is to help end users perform the steps needed to Complete Manage

Hire Process.

Complete Manage
Hire Process

-
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DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative
is responsible for reviewing and approving
Employee Self-Service and Manager Self
Service transactions.

MANAGE HIRE
BUSINESS PROCESS

Employee Record is Created  Review and Audit the

Job Data is Updated Manage Hire
Transaction
@’ v
v
: s s
~
ANa
HR CENTRAL ADMINISTRATOR
TECHNICIAN

The HR Central Administrator Technician
is responsible for Job Data changes. The
HR Central Administrator Technician will
review and audit Manage Hire
transactions.
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MANAGE HIRE

e loginto INFORMS.
e Navigate to NavBar at the top right corner.
|‘Q éu[~n'w|
Finance | Supply Chain (FSCM)  Appeovals Budget Scorecard
1.
iyferms
Click Navigator.

2.
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Click Workforce Administration.

Click Personal Information.
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Click Manage Hires.

5.
Click Refresh.
Manage Hires.
"Seiect Tramaschom Wheee  Sowrte <)
“Equals  Smad MR Tramsacions E
Hue Transactions
Seect  Sorilae Sts  Name Percald  Type of e Source Sabantied by
6. Name St 4R Tramsachons
Seect M0 Deselect Al
Cancel elected Tanwactions |




INFORMS Job Aid: Manage Hire

Click the applicant’s name.

Manage Hires

The folowng Hee Transactons are ready 1 be processed. Seect a Transacion by Name 1 star e process

Manage Hires

Hire Transactions

*Setect Transachons Where | Source v

Equis | SmatHR Tassacioss V]

Select Start Dute Status Name
WNN  Emer Jevey Doe
WILNN  Ackn Requred

192020 Acton Requeed  Tope Tumer

100NN Emer Bob Howne
WI9NN  Eour Be0 Houne
1209 Emr SMART Hre
20VNN  Emu Smat CAR
030N Emx Doty Jones

TRV Acton Requeed  Nancy Seeer

e

PersonlD  Typeof Mre

00510008 289 Ceetingent Vvorker

00350093 L]
003508643 Mee
New A8 Coetingent Worker
Nw A3¢ Coesngent Warker
new 489 Cortingent Worker
w A3d Coetngent Worker
Nw Hee
Nw Hee

Source

Seart HR Transactons

Smart MR Transactons

Smart MR Transactions

Smart MR Transactons

Smart MR Transactons

Smart MR Tramsactons

Senart HR Tramactons

Smart MR Transactons

Smant MR Tramactons

Harry Holleey

Mayra Betran

Maa Trge

Smace Dodeans

Semace Dofears

Haden Hayes

Rcky Bovey

Oepartment
Appiicant Type
“Type of Hee

*Desired Start Dute

Empl 0

Orp Instance

Employment Record

Hire Information

Mire Comments

Add Person

DRECTOR'S OFFICE ADMN
Externs . New

Mee |
03292021 o
Engloyee 10 Vosted

# Create sew Org Instance
Use exntng Org nstance

# Create New Assgament
Use Existing Assigament

View Job Offer Letier
Netiication sent

Select Tu tuice
Recrung Sokvsoss

Retrs 1o Manage Hees
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Click OK.

Oate of Beth 32211980 =
Bath Comntry  USA Q
B State Q
Buth Location
Bacgraphical History
“Cffectve Oate 03292021 B
Geader | Mt &)

“Highest Educason Level  Bachelors Level Degree
Mactai States Marmed

Laguage Code  Engsy V]

Anersate 0
] Ful-Teme Stadent
= National ID
L
“Coantry “National 10 Type
UsA Q  Socl Securty Numter )

[Bcgrachucal Detaly | Costact inkommation | Regonal

g

Years 4y Mosma g A
United States
Warve Data Protecton
Q 1614 View Al
+ -
)
v c
1Y) View Al
Natonsl 0 Primary D
555455555 Fl +|| =
Retresh
an sbonal Relsternhon. v

10.

Click Add Job.

Org Instance

# Create sew Org Instance
Use exinting Org stance

Employment Record

# Create New Assignment
Use Existing Assigament

Hire Information
View Job Ofier Letier
Mire Comments Noticaion sent

View | Eont Person

Retrs 1o Masage Hees

Select Do 10 view or marualy "
View /Eat Person
Add Job
Seloct i bution i crder 19 ol D
Sobion. You wil a0 have Be 0pon 10 access Job bom Persosal Data w




INFORMS Job Aid: Manage Hire

inferms

e Select First Job from the Reason list.
e Click the Job Information tab.

B ] = | [ o [

Garth Beocks

11. oot e

Position Number 0321616

HR FINANCE SPECUALIST
Powtion Entry Date 0329201
Posmon Mansgement Record
Regulstory Regioa  USA United States.
Company MOC Mam Dade County
Business Unt MR Muman Rescurces
Department HAS10M0 DIRECTOR' OFFICE ADMN
Oepartment Entyy Oute 03292021
Location 1000000140 1IN IST ST
D M Dade County Date Created 03292022
Last Start Onte 63292021
300 Oata Empioyment Data Earmgs nvzuson Beretty Progran Padcoaton Crectatie Apated Dates

Emgioyes Empl Record 0
Work Location Detads Q a1y
“Uectve Oste 0392001 £ GoTo Row bt |t
ACSOn  Hee &
. I“"“*iv. |
Payroll Status  Achve

e Select an Empl Class.
e Select a Protected Class.
e Click the Job Labor tab.

Wodlocaton | Job informaton Papt | SayPas  Compematon
Garth Brooks Enpli0 00350096
Emgioyes Empl Record 0
Job formation Detads (7 Q o1
Eflectve Date 03292021 Go To Row
Action M
MR Stes  Actve Reascn First Job
Payroll Sates  Acthve ~
12. o 0
JobCode 000406 M Finance Speciatst
Eatry Onte 03292021
Seperviace Level
Repors To 00016105 R FINANCE & BUDGET ADMIN 00)14579 ingrd Martee:
RegetarTempocary Reg follPart Fub-Time
Regular S Nt Agplcadle
Clasufied ind  Classllied
Standard Hours &
Standard Howurs L1 Work Period 8 Baveedty
e 10X0%
¥ Adds 1o FTE Actusl Coant?
I
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13.

e Review the Job Labor details.

e C(lick the Payroll tab.

inferms

Gor®h Brocks

Emgioyee

Labor Information

[fkectve Date

MR Ststen

Payrod Ststes

Bargarung Unt
Labor Agreement

Labor Agreement Entry Ot
Emgloyee Category
Emphoyee Subategory
Employee Subcatogory 2

Unica Code
Usion Seniortty Oate
Works Cousc 10
Lator Faciity ©

Entry Dote

Assigned Seaiority Dates @

Weklocaton | joblefoematon | JobLabor StwyPun | Compensaton

Empl D 00050096
Empl Record 0
s
Actve
At
Postice Management Record
L Moo Barganng.

$10p Wage Progression
Pay Union Fee
Exempt om Layolt

Acton Mre
Reason Finst Jod

Reascn

1601

New Window | Help

14.

e Enter the Employee Type.
e Enter the Eligibility Group.
e Click the Salary Plan tab.

Payroll Information

Efectve Date 03292001

HR Sutes  Actve

Payroll Ststes  Actve

Paytoll for North Ameeica

Pay Group  MOC

Emgloyee
Tax Location Code  MOC

Combistion Code
Absence Management System

Pay Group  MOC

Woklocaton  jbloomaton  Jobjabxr | Puyrol Compessaton

Garth Brocks

Empioyee.

EmglD 00050896
Emgl Record 0

Acton Hee

Reason  Fiest Job

“Payroll Syvtem Pyl for Mo Amedca )

Abscoce System  Ansence Masagement v

Generd Empiorees

Wolidey Schedwle MOCALL Q woc L

£t OarFeicn

Il)ohl?yClM ()

Q- pion-Barganing L - Joo Bass I
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15.

Click the Step option, if applicable. If the employee is on an Open Range, you will
need to key in the biweekly amount.

Click the Compensation tab.
If the employee is on a pay step, click Default Compensation, and the pay step
amount will default for their base salary (MDBKLY). However, if the employee is

in an Open Range, you will need to enter the biweekly amount for the MDBKLY
component of pay (base salary).

e | o | [ | e R [ ]

Garth Beooks

EmplD 00350896
Emgioyes. g ¢
Salary Plan Details Q '
Effectve Dste 03292021 GoTo Row
Acton Hee
HR Sutes  Acthve Reason  Fist Job
a At
Cament
Salary Admin Plan STEP o
Geade 291 “m Geade Entry Date 93032021
fotsow Ea
00 Ota Empoyment Data Earmngs Dsttuton Beretts Program Partcpston Creotatie Acpsted Dates

10
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e Click + to add a row for additional pay components, if applicable.

e Select the additional pay component details.

e Click Calculate Compensation to add the base salary (MDBKLY) plus the
component(s) of pay added.

e Click Employment Data.

inferms
Achon  Mee
B
MR Sttus  Achve Reascn Fist Job
Payroll Satus  Actve
Cument
Compenaston Rate 15708 U0 Mgy e ety
» Comparative Information
» Pay Rates
16. T R——
Pay Compoaents
2 Q 202V
Amounts Controls Changes. Cooversion B
*Rate Code seq Comp Rate Comency Freqeency Ponts Percent ke Codo
1 moeay  Q [} 1576000005 USO Q e Q —
2 pRwPAY  Q 0 I 70.0000007] USO L) +N -
-
00m Engloyment Osa £ amngn Osreeson Benetts Program Paicoston Crestatie Adyated Dates
L0k | comcet | ey Retresn
Work Locaion | Job infommation | Job Labor | Payroll | Salary Plas | Compensation v

Click Time Reporter Data.

Garth Brooks Empli0 00350896
Emote Emgl Record ¢
Organizational lestance
Organzatonsl Instance Rcd Orgnal Start Date JV29201 0 Oveme
Last StartDte First Seart Dute
Termination Ovte Yers Mo D
Org Inatance Service Date 329021 Oupulle v [) 0
1 7 Organizational Assignmeat Data (1
Instance Record
Last Assigement Stat Date Q3292621 First Assgrment Stat 33292621
Assgrment £nd Date
HomeHoal Classiicaton Home Yews  Moots Oay
Company Semiorty Date 3292021 Override vy ] °
Benetits Service Date  GY2W0N ) Ovemide Y ¢ ®
Seriocty Puy Cakc Date 0328061 | O Y ¢ *
Tusion Class End Dute =
Protessions Epenence ate 5] Last Verication Gate 2
Besness T 1R FINANGE SPECALIST Poation Prse
L_[07}
v
20w Emcicvment Dita [TRv—— Baselts Procyam Parkciouton Crodtatie Agusied Dates
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e Enter the Payable Time Start Date.
e Enter the Elapsed Time Template.
e Enter the Workgroup.

e Enter the Taskgroup.

e Click OK.

“Eecove Oue W2IN2 5 ¢ sun e
“Time Regorter Type  Elapsed Tie Reporter v Payrod

18. r"‘""'""" voceuPsec Q _moa-a-u-ul

Punch Time Temglate Q

¥ sena

Time Pericd 0

Q
Q
Q
Q
Q
Q
Q
Q
Q

Manage Hires

19 Organizativaal Assignment Data 7
Instance Record
Last Assigement Start Date 3292021 First Asagrment Start 93290821
Awsgneeet End Oate -
HameHost Clissitcaton  Home Yewr Moo sy Teme Fsporer Oy
Company Seniorty Dote 03202021 0 Oversits " ¢ e
P
Benefits Service Oute 03290001 £ Omtis I ¢ e
Seniocty Pay Cakc Dute 03292021 0 Overvite * . .
Tuiton Class End Date
Professionst Experience Date Last Veriication Date =
Bavness Tile MR FINANCE SPECULIST Poation Phose
L LY
Job Data Emolovment Data Earmscs Datsbucn Credtatie Afusted Dutes

12
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e Enter the Retirement Kind.
e C(Click OK.

Bavett Record Number 0 v

Go To Row

Efiective Date 03282021

Acton Mes
R Stbes  Artve Rrason  Fd Job
Payroll St Ackve
Cument
“Beneits System  Banetes Admrvsyasc vl Benetits Employve  Actve
Sty
o ACA Exgity Detals

Benetits Admunistratxon Elgdity

20 . B ram—

Benefit Program Partcipstion Details ¥ Q ey p—
“Elecove Oote IV 53) Cunency Code  USD ¥=
*Bonett Progran RGY Q BU CXLM >(1/4/18) FGH (1120
Job Dats Empioymest Dats E amang Distreeson Benetts Program Partepaton Credistie Adpmied Dates

= - e

e Enter the Benefit Program under Benefits Administration Eligibility.
e Select the Benefit Program under Benefit Program Participtation Details.

Benefit Status (@ Q | of 1 v
o,
Benefit Record Number |0 “ Go To Row
Effective Date
11/01/2021
Action Hire
HR Status  Active Reason First Job
Payroll Status  Active
Current o
*Benefits System  Benefits Administration o~ Benefits Employee Status  Active
21 usD ACA Eligibility Details
Benefits Administration Eligibility @
Retirement Kind |HA Executive Benefits I Benefit Program |RG3 I
Benefit Program Participation Details (2 Q | 10f1 v | View All
S Currency Code  ysD * =
I “Benefit Program |RG3 Q
BU CKLM >(1/1/19) FGH (1/1/20)

Click OK.
22.
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