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Ground Rules

Be on time

Turn off your cell
I phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description This course provides a comprehensive review of the Updating Team

Information processes.

This course consists of the following modules:

Module 1: Course Introduction
Module 2: Updating Team Information
o Discipline Management
o Retirement and Voluntary Separation
o Involuntary Separation Approvals
Module 3: Course Summary

Training Audiences o

Department Personnel Representative (DPR)
Manager

Prerequisites o

ERP 101 — Overview of ERP
ERP 102 — INFORMS Navigation, Reporting, and Online Help
HCM 101 — Introductory Course - Human Resources Fundamentals




Course Overview, Continued

Other Related Courses DPR 301 — Departmental HR - ePerformance Management
(Employee Performance Evaluation)

DPR 302 — Departmental HR - Personnel Changes

DPR 303 — Departmental HR - Time Management

DPR 321 — Departmental HR - Recruitment

Estimated Duration 5 Hours




Module 1: Course Introduction

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Purpose and Benefits of the Business Process
The End-to-End Business Process

Introduction to Demonstrations and Exercises
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Course Administration and Logistics

_ , -
To receive credit for Please turn off your cell
completing this course, ﬁ _ phones and refrain from
Users must record your a checking email and the

attendance at the Internet while in class
beginning and end of class

-_—
Y

Take Breaks at scheduled
times

Actively participate in (o T
class

Ask questions; this is
your time to learn

Be back from Breaks on
time




Learning Objectives

* Record and manage disciplinary records of employees

* Record and submit retirement and resignations of employees

5 * Record and submit involuntary separation of employees
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Roles and Responsibilities

The roles and responsibilities associated with this course and will play a
part in conducting the related business processes for the County:

Role Responsibilities

Department Personnel The Department Personnel Representative is responsible for reviewing and
Representative (DPR) approving Employee Self-Service and Manager Self Service transactions.
Manager The Manager is responsible for reviewing and approving HCM Module

transaction types (Time & Labor, Absence, LOA, ePerformance, Retirement,
Terminations, etc.) through Manager self-service functionality.
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Navigation

1. Login to INFORMS and select Human Resources (HCM) from the home landing
page below:

s | inferms
mmalm - -
HOME aQm =
Finance I Supply Chain (FSCM) Approvals Budget Scorecar d
]
| 4 *
"5 on ilsl
e’ () O
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Employee Self-Servi Manager Self-Servi Human Resources (HCM) Learning (ELM)
7 - ° ®
g il E ) -
- S, = -
CCCCC G SOON COMIN.'GI COMING SOON COMING ZO00N
Analytics (OBIA) Capital Securi ity Request Form About
L8 ) :
-
A T = INferms
[ I | | ] | |
OOOOOOOOOO OMING SOON
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Purpose and Benefits to Business Process

The purpose and benefits of Updating Team Information business process include:

Reduce paper processes (Electronic workflows)

Employee Empowerment (Employee Self Service and Manager Self Service and mobile capabilities)
Reduction of processing time

Recruit to Hire to Paycheck in one system

Enhanced Reporting

Job Opening - Defaults from Position

Default Compensation, Add/Remove Components of Pay and Calculate Adjusted Rate

Integrated payment and accounting for expense reimbursement

Consolidated Benefit Billing System — Leave of Absence (LOA), retirees, and benefit billing all in one

system
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End-to-End Business Process

INFORMS Human Resources (HCM) allows DPRs to record and manage disciplinary
records of employees, retirement and resignation requests of employees,
involuntary separation of employee, and approve payroll transactions.

DISCIPLINE MANAGEMENT

BUSINESS PROCESS
Policy Identify and Generate Record Action Feedback to the
Violation Take Action Disciplinary and Resolution Manager and the

" E etter in INFORMS Employee

ﬁ EMPLOYEE

;n

The Employee sible for Se IfS

functions (i.e. Lf E l s, Benefits e Ilm nt,
Tmehleh kW4D letq est

Iave, valu t add accredited
Lici fc u )

l '; r ' . MANAGER
- [}
bl
The Manager is responsible for reviewing and
approving HCM Module transaction types (Time &
Labor, Absence, LOA, ePerformance, Retirement,
Terminations, etc.) through Manager self-service
functiona

@ DEPARTMENT PERSONNEL
é REPRESENTATIVE (DPR)

i mh ol

TthnmelP nel Repres: ll
esponsible for g and a pp gEmmv
S If-Service a dM g r Self Ser ansactions.
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Introduction to Activities and Exercises

* You will take part in two types of hands-on learning throughout this course.

Instructor Training Training
Demo Activities Exercises
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Module 1: Course Introduction Summary

Course Administration and Logistics
Learning Objectives
! Roles and Responsibilities

Navigation

Purpose and Benefits of the Business Process
L] The End-to-End Business Process

Introduction to Demonstrations and Exercises

Ml
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Module 2: Updating Team Information

Module Topics

Module Introduction

Lesson 1: Discipline Management

Lesson 2: Retirement and Voluntary separation Approvals
Lesson 3: Involuntary separation Approvals

Lesson 4: Payroll Approvals

14
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Lesson 1: Discipline Management

* Record employee Disciplinary Action and Action Taken Records

* Record employee Disciplinary Resolution Records

15




Lesson 1: Discipline Management Continued

Policy
Violation

DISGIPLINE MANAGEMENT

BUSINESS PROGESS

Identify and Generate

Take Action Disciplinary
Letter

Record Action Feedback to the
and Resolution Manager and the
in INFORMS Employee

& %1

ol L

! EMPLOYEE

The Employee is responsible for Self-Service
functions (i.e., Life Events, Benefits enrollment,
Timesheets, Paycheck, W-4, Direct Deposit, request
leave, review evaluations, add accredited
Licenses/Certifications).

. MANAGER

The Manager is responsible for reviewing and
approving HCM Module transaction types (Time &
Labor, Absence, LOA, ePerformance, Retirement,
Terminations, etc.) through Manager self-service
functionality.

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

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

16
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Lesson 1: Key Terms

Department Personnel The Department Personnel Representative is responsible for reviewing and
Representative (DPR) approving Employee Self-Service and Manager Self Service transactions.
Disciplinary Action Corrective action to reprimand the employee based on the violation.
Disciplinary Letter A written memo addressed to the employee for the violation.

Recommended and final action that the County will take to resolve the
violation.

Violations Policy or departmental-based offenses made by the employee.

Disciplinary Resolution

17




Lesson 1: Discipline Management Continued

Record a Disciplinary Action and Action Taken

As a DPR, create a disciplinary action and disciplinary action taken record in

INFORMS.

1. Log into INFORMS and select Human Resources (HCM) from the home landing

page below.

=

Finance / Supply Chain [FSCM)

L% |

!BH

Employee Self-Service

HHHHHHHHHH

Manager Self-Service

32
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Lesson 1: Discipline Management Continued

2. Select HR Administration.

Human Resources (HCM)

Recruiting DPR Self-Service Forms and Approval - HR Forms Compensation Administration
KA = @@
B e il ”
e &

Benefits Administrator Time and Absence HR Administration Company Directory

& I E
LAA

&+ - Bog

12 Unprocessed Employees

0 Exceptions
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Lesson 1: Discipline Management Continued

3. Select Labor Administration and then select Record Administrative Actions.

< Human Resources (HCM) HR Administration
&, Job Information v
Record Administrative Actions

gt Headcount “  Enter any information you have and click Search. Leave fields blank for a list of all values
& Labor Administration ~ Find an Existing Value

Record Administrative Actions ¥ Search Criteria

HR Notification Empl ID | begins with v ||
£¥% HR Configuration v First Name  begins with v
’i'.J. Dotted Line Last Name | begins with «

Payroll Status | = - w
B Export Org Chart

Employee Classification | begins with ~

#§i OnBoarding v
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Lesson 1: Discipline Management Continued

4. Populate the Search Criteria as needed, and then select Search.

< Human Resources (HCM) HR Administration

4 Job Information

133 Headcount

as Labor Administration
Record Administrative Actions
HR Motification

#% HR Configuration

4 ; Dotted Line

B Export Org Chart

¥ OnBoarding

&4 OffBoarding

W

Record Administrative Actions

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

Find an Existing Value

w Search Criteria

Empl ID

First Name

Last Name

Payroll Status

Employee Classification

Employee Type

Business Unit

Supervisor D

Job Title

[CJCase Sensitive

begins with

begins with

begins with

begins with

begins with

begins with

begins with

v MA

|‘ Clear | Basic Search

® Save Search Critena

21
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Lesson 1: Discipline Management Continued

5. Scroll down, and then select an employee who violated a policy or regulation.

< DPR Self-Service Record Administrative Actions

Employee Classification
Employee Type
Business Unit
Supervisor 1D

Job Title

| Case Sensitive

Search Clear

Search Results

View All

EmplID First Name Last Name

begins with

begins with ~| LB

begins with v+ 00038584

begins with ~

Basic Search & Save Search Criteria

00029546 Luz Gutierrez Active
00119754 Rommie Brown Il Active
00184739 Norma Salinas Active

Payroll Status Employee Classification

AR

AE

Al

Employee Type Job Title

Hourly
Hourly

Hourly

Library As
Library Fa

Library As

22
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Lesson 1: Discipline Management Continued

6. Make sure to complete the mandatory and other
relevant fields in the Disciplinary Action tab. In this Sl | et || Dechtoary Pt
example: .
e Type: Search and select Disciplinary Type from the Q
Look Up pop-up window. 8 s =
* Incident Date: Select the month, day, and year el B e R
from the calendar icon when the violation e R
occurred. T
L] » Disciplinary Date: Select the month, day, and year
— from the calendar icon when the disciplinary " S
action will be imposed. | : B=
— » Violations: Search and select Violations from the e
Look Up pop-up window. " renee” e
Note: The description is auto-populated based on e M-~

the selection.

* Discipline Offenses: Search and select Disciplinary
Offense from the Look Up pop-up window.

Note: The description is auto-populated based on the

selection. 53 s |




Lesson 1: Discipline Management Continued

* Facts: Provide the Facts related
to the Discipline Offense.

« Administrative/Implementing Cr i

Orders: Search and select T — I

Administrative Orders from the N

Look Up pop-up window.

Note: The description is auto- - a ¥ | -

populated based on the selection.

* Departmental Standard
Operational Procedures: Search
and select Dept Standard
Operation Proc from the Look
Up pop-up window.

Note: This is unique to every

department and each department

can select a violation as needed.




Miscellaneous
Departmental
Violations: Search and
select Misc.
Departmental
Violations from the
Look Up pop-up
window

Note: This is unique to
every department and
each department can
select a violation as
needed.

Lesson 1: Discipline Management Continued

Miscellaneous Departmental Violations

5 Q
Miscellaneous Dept e et
Vielations Description View Description
1 EDR Q
Disciplinary Notes
Attachments
Attachments:
GethMessagaTaxt No default message. (2501013
Add Attachment
Print DAR Print Notes
Save Return to Search Previous in List Hext in List Motify

* Select the Action Taken hyperlink

25
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Lesson 1: Discipline Management Continued

7. Maye sure to complete the mandatory

and other relevant fields in the Action Taken

tab |n thlS example' Disciplinary Action Action Taken Disciplinary Resolution

* Disciplinary Step: Type the Disciplinary Nerma Salinas Person 00184739
Step, or search and select it from the foralIneident 1
Look Up pop_up W|ndow Disciplinary Information Q 1of1 v View All

* ACtion Date: Type the datel Or SeleCt the Disciplinary Type DAR Disciplinary Action Report
month, day, and year from the calendar ineident Date 011472022 DAR Numer
icon when the disciplinary action is Action Taken Q v View Al
CondUCted. *Disciplinary Step PND Q Pending =

* Discussed With: Type the Empl ID of the Action Dave (0720002
manager whom the employee discussed Discussed With 00000022 N

. . . . . . avid Lonnolly :
with regarding the disciplinary action, or Comment &
search and select it from the Look Up
pop_up WindOW. Print Report Print Notes.
. . . Retu Search Previous in Li: Mext in Li Notify
8. Select Save to create the disciplinary RS SRR SR S
reco rd ) Disciplinary Action Action Taken Disciplinary Resolution

Note: A DAR number is created, and a
notification is sent to the DPR.

26
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Lesson 1: Discipline Management Continued

9. If needed, select Notify to notify a specific recipient within a department.

Discusse d With | 00000022 Q
David Connolly .
Comment L=
Print Report Print Notes
Save Return to Search Previous in List Mext in List Motify

27
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Lesson 1: Discipline Management Continued

* To send Ad Hoc notifications, populate the Notification Details and then select
Ok to return to the Action Taken tab.

Workflow Notification

Help
Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Lookup Recipient

Motification Details

To: email@miamidade.gov

CcC: Delivery Options
RichText
BCC:
Priority: hd
Subject: Disciplinary Motice 2
Template: Workflow Notification
Prionity: %MotificationPriority .
Date Sent: 2022-01-14 &
Message: Disciplinary Details 2

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page

Cancel Apply

28
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Lesson 1: Activities and Exercises

a LN =
5 woB @ ik
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Lesson 1: Discipline Management Continued

Record a Disciplinary Resolution

As a DPR, create a disciplinary resolution in INFORMS.

1. Log into INFORMS and select Human Resources (HCM) from the home landing
page below.

Hmma ;”‘,".EJ'””:'
HOWE aQm =
Finance / Supply Chain [FSCM) Approvals Budget Scorecard
]
K. X r @'@ “ -
8 il
LH ) O il
uuuuuuuuuuuuuuuuuuuu
32
Employee Self-Service Manager Self-Service Human Resources [HCM) Learning (ELM)
B JF - @
m . il B —
- e C) S
uuuuuuuuuu COMING COMING SOON COMING SOON
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Lesson 1: Discipline Management Continued

2. Select HR Administration.

Human Resources (HCM)

Recruiting DPR Self-Service Forms and Approval - HR Forms Compensation Administration
KA = @@
B e il ”
e &

Benefits Administrator Time and Absence HR Administration Company Directory

& I E
LAA

&+ - Bog

12 Unprocessed Employees

0 Exceptions

31




Lesson 1: Discipline Management Continued

3. Select Labor
Administration.

4. Select Record
Administrative Actions.
5. Populate the Search
Criteria as needed, and
then select Search.

6. Select an employee
who violated a policy or
regulation.

< Human Resources (HCM) HR Administration

&, Job Information

282 Headcount

w

v

Record Administrative Actions

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

as Labor Administration

Record Administrative Actions

~

Find an Existing Value

* Search Criteria

HR Notification
_{i HR Configuration
4 ; Dotted Line
B Export Org Chart
%1 OnBoarding

4 OffBoarding

Empl ID

First Name

Last Name

Payroll Status

Employee Classification

Employee Type

Business Unit

Supervisor ID

Job Title

Case Sensitive

begins with ~
begins with
begins with ~
= ~

begins with
= v

begins with

begins with ~

begins with v

:. II“\

Clear | Basic Search

Search Results

View All

EmplID  First Name LastName Payroll Status Employee Classification Employee Type SupervisorID Job Title

00001021f Jasmine Pettaway

0 rianne L Active
0 =Nic Ay
00014743 St r Rozier A

& Save Search Criteria

AC

AC

AC

Excep Hriy 00310532 Mayor Miam
Hourly Sr Execut
Excep H Mayor'S £
Excep Hrly Assistant

32
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Lesson 1: Discipline Management Continued

7. Select the Disciplinary Resolution tab. e HR Administation
8. Make sure to provide the mandatory and other R | [memericen ][ s
relevant fields in the Action Taken tab. In this example: | oo o e
* Recommended Action: Search and select Resolution | sesmnamvssiens  Jospina resouon T T L
Type from the Look Up pop-up window. | I |
* Suspension Begin Date: Type the date, or select the  |...... e —
month, day, and year from the calendar icon when
the suspension starts. o T e S8
« Suspension End Date: Type the date, or select the o [t o s g i |
5 month, day, and year from the calendar icon when e = =
] the suspension ends. w a -
» Standardized Countywide Settlement Agreements S L
— and Letters: Search and select Agreement from the T W -
Look Up pop-up window.
* Departmental Agreements: Search and select 5 a ) ot~
Departmental Agreements from the Look Up pop-up e —
window.

* Departmental Letters: Search and select
Departmental Letters from the Look Up pop-up
window.

MIAM
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Lesson 1: Discipline Management Continued

9. Scroll down, and then select Save.

Departmental Letters

H Q 1-1of1 ~ View All
Departmental Letter Description
1 | Q -+ —
Resolution Comments 2

254 characters remaining

Print DAR Print Notes
| —— |
Save Return to Search Previous in List Next in List Notify
Disciplinary Action | Action Taken Disciplinary Resolution MD Appeals

MIAM
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Lesson 1: Activities and Exercises

a LN =
5 woB @ ik
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Lesson 1: Lesson Summary

Now that you have completed the Discipline Management lesson, you should be
able to:

e Record employee Disciplinary Action and Action Taken Records

e Record employee Disciplinary Resolution Records

36
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Lesson 2: Retirement and Voluntary Separation

e Approve an employee’s retirement request

e Approve an employee’s resignation request

37




Lesson 2: Retirement and Voluntary Separation

Continued

RETIREMENT AND VOLUNTARY SEPARATION

Submission Review

BUSINESS PROCESS

Final
Review

EMPLOYEE

The Employee is responsible for Self-Service functions (i.e., Life Events,
Benefits enrollment, Timesheets, Paycheck, W-4, Direct Deposit, request
leave, review evaluations, add accredited Licenses/Certifications).

MANAGER

The Manager is responsible for reviewing and approving HCM Module
transaction types (Time & Labor, Absence, LOA, ePerformance,
Retirement, Terminations, etc.) through Manager self-service
functionality.

DEPARTMENT PERSONNEL REPRESENTATIVE
(DPR)

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

£

The administrative process that is performed

MIAM
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Lesson 2: Key Terms

Term Definition

Retirement The employee’s decision to permanently leave the County.
! Voluntary Separation The employee’s decision to resign from the County.
B
[ ]
]
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Lesson 2: Retirement and Voluntary Separation
Continued

Approve Employee Retirement
As a DPR, approve the employee's retirement record in INFORMS.

1. Login to INFORMS, and then select Approvals.

inferms

=)
r_-;-,rr-
HOME A Q m =
Finance | Supply Chain (FSCM) Approvals Budget Scorecard
*
r L]
M 970 :
& ? {3 '
e’ ()
nnnnnnnnnn COMING SOON
32
Employee Self-Service Mamnager Self-Service Human Resocurces (HCM) Learning (ELM)
;- =k I . @
dgin 1 Z2
X ® A d 1]
COMING SO0N cﬁhi'r.". r'n::-o' uuuuuuuuuuuuuuuuuuuuu
...
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Lesson 2: Retirement and Voluntary Separation
Continued

2. Select Retire Employee.

< HOME
View By Type W
All 2T
g Address Change 3
-i?i- Create Position 12
2% DPR Salary Change 9z
E Forrms 46
a JobOpening 1
B Manage Position 9
@} Fayable Time 100
'@ Reported Time 1
::_"l Request Leave of Absence | 2
-ﬁ-_‘ Retire Employee z
43 Terminate Employee H

Some transactions are not displayed

-
"

All
Payable Time

APaul Avillaverde

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

FPayable Time

Payable Time

Payable Time

Pending Approvals

Quantity for Approval -16 Hours
030N 020 - 03162020
Quantity for Approval 0 Houwrs
-Duanul'g.r for Approval 0 Hours
Cuantsty for Approval 0 Hours
Cuantity for Approval 0 Houwrs
Quantity for Approval 0 Hours
Quantity for Approval ) Hours
Quantity for Approval 0 Hours

Cuantity for Approval 0 Houwrs

Quantity for Approval 0 Hours

A Qe

270 rows

Routed
0E04/2020

Routed
09032020
Routed
090372020
Routed
0OM03/2020
Routed
090372020
Routed
090372020
Routed
08032020
Routed
09032020
Routed
0or032020
Routed
090372020

L)

41
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Lesson 2: Retirement and Voluntary Separation
Continued

3. Select an employee to retire from the Retire Employee page.

Pending Approvals

View By Type bl -
& Al 271
Retire Employee 2 rows
gz Address Change 3 Retire Employee Reason - Retirement Routed
Drwnght Wilson Jr 0362021
B Create Position 12
Ll Retire Employes Reason - Retirement Routed
= Esther Reyes 052172021
¥ DPR Salary Change 9 Y
B Foms ¢




Lesson 2: Retirement and Voluntary Separation
Continued

4. Provide the Approver Comments, and then select Approve.

< Pending Approvals Retire Employee

Dwight Wilson Jr
h Hr Services Clerk

ﬂpprb'lﬂl Deny

Summary
Transaction Date 03/16/21 Reason Retirement

Requester Tommy Salleh

+ Unchanged Job Information
Position Number HR SERVICES CLERK - 00003229
Job Title Hr Services Clerk - 000451
Reports To Manager MARINAMANAGER 3 - 00011584

+ Requester Comments

Mone

Approver Comments
Retire employee

Approval Chain »

M
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Lesson 2: Retirement and Voluntary Separation
Continued

5. Select Submit.
Note: Approver Comments can be changed as needed.

Cancel Approve

You are about to approve this request.

Approver Comments

Retire employee

» D




Lesson 2: Retirement and Voluntary Separation

Continued

Approve Employee Voluntary Separation
As a DPR, approve the employee's resignation record in INFORMS.

1. Login to INFORMS, and then select Approvals.

e | inferms
'-'.1"“ mmafm o om N
HOME A Q m =
Finance | Supply Chain [FSCM) Approvals Budget Scorecard
[ ]
r L ]
x ¥ 970 0
& ’ 6 4
e’ €4
uuuuu G 500N COMING SOON
32
Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)
;S - 7] - N @
1= | e —
29! ot - e
COMING SOON cmw-'d sc*::'u ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ 3 200N
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Lesson 2: Retirement and Voluntary Separation

Continued

2. Select Terminate Employee.

Pending Approvals
ViewBy Type - -
&l I
Al
E" Addness Change 3 Payable Time Craantity for Approval -16 Hours
AP aul AMillareerde (ATS2020 - DAM182030
[~ ]
RN R “ Fayable Time Chuanitity for Approval O Houwrs
T\ DPR Salary Change ] '
Payable Time Cuantity for Approval O Howrs
! Foms 5 .
i Payabde Time Quantity for Appeowval [ Howrs
a JobOpaning 1 .
5. Manage Position 9 Payable Time Cuantity for Approval 0 Howrs
I'EI Payable Time 100 Payable Time Cuantity for Approval 0 Howrs
L Reported Time L Payable Time Ouanitity Tor Appeowval 0 Howrs
E Request Leave of Absence | 2 :
Payable Time Cuantity for Approval 0 Howrs
& Retve Employee ¥
Fayable Time Cuantity for Approval ) Howrs
I.&] Termirabe Emplayee . -
Eraues i dicuns vt 1ol rigiapedt Payable Time Chuarility Tor Appeoval O Houwrs

2T rows
Routed
a4 2020
Roubed
0032020
Roubed
002020
Routed
(a3 2020
Routed
09032020

Routed
020020

Rouited
003020
Routed
0E0E020

Routed
003020

Routed
DaNdHED

46

MIAM




Lesson 2: Retirement and Voluntary Separation

Continued

3. Select an employee to resign from the Terminate Employee page.

o™

View By Type -
All 2
Address Change 3
Create Position 12
, DPR Salary Change 1

Pending Approvals

-
1

inferms

Terminate Employee 2 rows
Terminate Employee Reason - End of Assignment Routed

Ricardo Diaz 10302020
Terminate Employes Reason - Voluntary Resignation Routed

Happy Halleburion Attachments 1 QAMTRON
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Lesson 2: Retirement and Voluntary Separation
Continued

4. Provide the Approver Comments, and then select Approve.
A B

—

< Pending Approvals
Happy Halleburton
Office Suppon Specialist 1

Summary
Transaction Date

Requester

 Unchanged Job Information
Pasition Number
Job Title

Reports To Manager

« Attachments
Attachments

+ Requester Comments

test

Approver Comments

01728121

Ermie Els

Office Support Specialist 1 - HHTOO00T
Office Support Specialist 1 - 000020
Human Resources Manager - EO000001

\Voluntary resignatiar]

Approval Chain

Terminate Employee

Reason Voluntary Resignation

Deny

MIAM

48




Lesson 2: Retirement and Voluntary Separation
Continued

5. Select Submit.
Note: Approver Comments can be changed as needed.

Cancel Approve

You are about to approve this request.

Approver Comments

Voluntary resignation
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Lesson 2: Lesson Summary

Now that you have completed the Retirement and Voluntary
Separation lesson, you should be able to:

* Approve an employee’s retirement request

* Approve an employee’s resignation request
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Lesson 3: Involuntary Separation Approvals

e Approve an employee’s involuntary separation

51




Lesson 3: Involuntary Separation Approvals
Continued

INVOLUNTARY SEPRRATION APPROVALS

BUSINESS PROCESS
Initiate Review Processing . MANAGER
Request Request Request

The Manager is responsible for reviewing and approving
HCM Module transaction types (Time & Labor, Absence,
LOA, ePerformance, Retirement, Terminations, etc.)
through Manager self-service functionality.

DEPARTMENT PERSONNEL REPRESENTATIVE
(DPR)

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

B

The administrative process that is performed.
.




Lesson 3: Key Terms

The County’s decision to terminate the employee due to County violations /

Involuntary separation
offenses.

g

i
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Lesson 3: Involuntary Separation Approvals
Continued

As a DPR, approve the employee's involuntary separation record in INFORMS.

1. Login to INFORMS, and then select Approvals.

s | inferms
m W el = "
HOME A Q= : =
Finance / Supply Chain (FSCM) Approvals Budget Scorecard
»
r 1 L
XX | éc 1H
e’ =)
COMING 500N COMING 500N
32
Employee Self-Service Manager Self-Service Human Resources (HCM) Learning {ELM})
= ' . o
m o il U ALt E_
COMING SO0N COMING SOON coMmMGsoon | 2 COMN It
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Lesson 3: Involuntary Separation Approvals
Continued

2. Select Terminate Employee.

Pending Approvals
View By Type - -
& A o
All 210 rorws
gy Address Change 3 Fayable Time Chuantity for Approval - 16 Hours Routed
APaul Ailaverde 030S2020 - 03182020 0&04/2020
= Positi
win Create = 2 Payable Tirme Quiarility Tor Apgroval 0 Hours Rawited .
¥\ DPR Salary Change o ' e
Payable Time Cuantity for Approval  Hours Routed y
E Forms 46 - Qa0
Fayable Time Cuarnitity for Approval O Hours Routed ,
s -Job Opening ! - 0902020
- TS Position 8 Payable Time Cantity for Appeoval O Hours Routed
dia RORE : 08032020
{E] Payable Teme oo Payable Time Chantity for Approval O Hours Routed "
- fanda2020
@ Repored Tme - Fayable Time Cuantity for Approval O Hours Fiouted X
. Q22020
E| Request Leave of Absence | 2
Payable Time Cuantity for Approval § Hours Routed 3
il“‘ Retee EW 7 0932020
Payable Time Cuantity for Approval O Hours Routed 5
I; Termirabe Employes ¥ - 0032020
ema AN il A o o Payable Time Cuaritity for Appeoval 0 Hours Fouled .
: a2020
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Lesson 3: Involuntary Separation Approvals

Continued

3. Select an employee to involuntarily terminate from the Terminate Employee

page.

LA
0T

Pending Approvals

ferms

E Forms 46 Luis Zamuria

View By | Type w -
& mn
Terminate Employee 3 rows
E.'..l Address Change 3 Terminate Employee Reason - End of Assignment Routed
Ricarda haz 100302020
=
= Create Position 12
Ll reaiE TEE Terminate Employes Reason - Voluntary Resignation Rowited
— Happy Halleburton Attachments 1 an 72021
i A DPR Salary Change ¥
Terminate Employee Reason - Involuntary Separation Routed
o1MTr2022
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Lesson 3: Involuntary Separation Approvals
Continued

4. Provide the Approver Comments, and then select Approve.

Terminate Employee

Luis Zamuria
Hinis Specialist

Summary
Transaction Date 01/17/22 Reason Irveluniary Separaton

Requester Dena Kelly

« Unchanged Job Information
Positon Humber HRIS SPECIALIST - 000093348
Job Title Hns Specialist - 000461
Reports To Manager MGR MODPD HUKMAKN RESOURCES SECT - 00D00G411

+ Reguester Comments

MNone

Approver Comments
Irvehmtanty termminated

Approval Chain b
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Lesson 3: Involuntary Separation Approvals
Continued

5. Select Submit.

Note: Approver Comments can be changed as needed.

Cancel Approve Subr

You are about to approve this request.

Approver Comments

Involuntarily terminated
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Lesson 3: Involuntary Separation Approvals

Continued

Note: The history of the employee is captured on each page in Job Data.

Work Locasion 400 Information Job Laber

Job Data
Jamey Toeres

Workdonce Job Sumeary Emgloyee

Manage Empioyee Profle Work Location Details *
2 Headooont
& "Efiectve Oste 302802022 x =
w Labtor Admnistraton v Effectve Sequence 0
0 HR Configuraion v HR States  Actve

Payroll Status  Actve

Position Number 30010947

Posmon Entry Date 030211692

Regulatory Regon  USA
Company MOC
Besiness Unt PR
Department  PR270I000
Department Eatry Date 030211992
Location  DSD3030000

Establadenent 1D MOC

Last Stact Oate 030211992

Expecied Job End Date

» Data Empioymest Data

| Save Return o Seaech Previoss in List

Positon Managem

inferms

Payrot Salacy Plan Compensaton
EmpliD 00000172
Empl Recoed 0
GaToRow +j -
"ACton  Trasafer v
Reason v
Cuomvent
MANTENANCE TECHNICIAN
xd
Undied Sttes
Mami Dade County
Parks, Recreaticn & Open Spes
ADMINISTRATION
Hickman Bulding - PR
Meami Dade County Date Created 03292022
Earminga Destrduson Benelts Program Patcoabon Credtatie Afuied Dutes
Next in List Noaty Refresh Update Display Iaciude Mistory v
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Lesson 3: Lesson Summary

Now that you have completed the Involuntary Separation
Approvals lesson, you should be able to:

* Approve an employee’s involuntary separation
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Module 3: Course Summary

Module Topics

Course Content Summary

Additional Training and Job Aids

! Course Summary
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Course Content Summary

Congratulations on completing the Update Team Information course.

5 You now understand:

e Discipline Management

5 e Retirement and Voluntary Separation Approvals

e Involuntary Separation Approvals




Additional Training and Job Aids

If you have further questions about any of the topics presented in this course, use the
following resources:

User Productivity Kits

 Discipline Management (Record Disciplinary Action and Disciplinary Action Taken)
 Discipline Management (Record Disciplinary Resolution)

» Retirement and Voluntary Separation (Approve Employee Retirement)

e Retirement and Voluntary Separation (Approve Employee Voluntary Separation)

* Involuntary Separation Approvals

For additional information, be sure to visit:

« www.miamidade.gov/informs



http://www.miamidade.gov/informs

' e -

Congratulations on successfully completing the Update Team
Information course!

DPR 304 — Departmental HR - Updating Team Information
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