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PURPOSE

Purpose

This document explains the key activities involved in viewing INFORMS information. It provides
an overview of the sub-processes involved, as well as step-by-step procedural guidance to
perform the activity. This Job Aid will show the Manager how they can obtain additional
Employee Information for employees in their department only.
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MANAGER ACCESSING EMPLOYEE INFORMATION

Step Action
1. Navigate to: Manager Self-Service > Search Employee Information
2. e Enter the desired information into any of the Search Criteria fields or leave all

fields blank to see all employees.
e Select Search.

Employee Current Information

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

* Search Criteria

Empl ID | begins with + | ||
Name | begins with v

Business Unit | begins with

OInclude History [ Correct History ( Case Sensitive

= PR
Clear Basic Search &7 Save Search Criteria

3. e Select the desired Employee.

Employee Current Information

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value ]
¥ Search Criteria
Empl ID | begins with v
Name | begins with v

Business Unit | begins with +

OInclude History (JCorrect History [JCase Sensitive

Clear Basic Search B Save Search Criteria

Search Results

Only the first 300 results can be displayed

View All 1-1000f 300 ~ | .
Empl ID Name Business Unit
00000011 | Luka Mcdonough CR I
00000022 | Darion Whitford WS

00000028 | Telma Hurley AV

00000034 | Kent Luther PR

00000050 | Connor Donchue AT

00000092 | Aarav Murphree P

00000094 | Marcos Havens AV

00000095 Ross Egan CL
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Step Action
4. e Employee details will display in a new page.
Employee Current Information |
Employee ID 00000011 Employee Status Date 05/01/2000
Employee Name Luka Mcdonough Pay Anniversary Date 09/24/2018
BU Description Corrections and Rehabilitation Leave Anniversary Date 02/2002023
Position Title CARPENTER Date of Hire 03/27/1595
Supervisor Level 13 Date of Rehire 03/27/1905
Longevity Years 27
Executive Benefits Pay Period Number (Unique g
Code to the Employee)
Annual Base Salary $68,218.80 Annual Adjusted Salary $86,000.07
Union Code H Local189 - General Employees Employee Class AA Permanent
Grade (Salary Plan) 218 Pay Step 9
Uniform Allowance  $0.00 Tool Allowance 0.00
B Q o6 v
Rate Code Description Compensation Rate
1 CRTRD Corrections Department Trades 275.39
z HFSTP Half Step §3.12
2 TRDS Trades 14913
4 MDBEKLY Base Biweekly Salary 262380
5 PRMPAY Premium Pay T0.00
& LEAD Leadworker 126.25
Leave Balance as of: (9/18/2022
Beginning Eamed Used Ending Balance
Annual 119.250 46.000 90.000 75.250
Sick 51.000 55.000 65.500 40500
Holiday 5.000 0.000 £.000 0.000
Comp 0.000 0.000 0.000 0.000
Available Holidays:
Floating Holiday 0.000 Birthday Holiday ~ Unavailable
Projected Annual Hours to be Forfeited (Sick leave conversion not included) 0.000
Forfeiture Date 02/20/2023
FMLA Used 0.000
Field Lagands:
*Employee Status Date: The last date your status changed, e.g. Probationary fo Fermanent.
*Pay Anniversary Date: The last fime your pay rate changed e.g. Hire, Promation. It excludes the addition/ delefion of compenents of pay, COLAs.
“Leave Anniversary Date: The date when you will complete anather 26 pay periods or one year of service.
* Annual Base Salary: Your rate of pay as per the Miami-Dade County Pay Flan.
* Annual Adjusted Salary: Your base salary plus components of pay.
Return to Search Previous in List
5. e Press the left mouse button and drag the mouse to the desired location.
o Select the Next in List button to show next employee in the list.
6. e End of Procedure.




