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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

e Module 1: Course Introduction
e Module 2: Updating Team Information

o Discipline Management

o Retirement and Voluntary Separation

o Involuntary Separation

o Requesting leave on behalf of Employee
e Module 3: Course Summary

Training Audiences * Manager
e DPR

e Employees

Prerequisites e ERP 101 - Introductory Course - Overview of INFORMS
e ERP 102 - INFORMS Navigation, Reporting, and Online Help




Course Overview

Other Related Courses MSS 204 - Manager Self Service — Time Management
MSS 205 - Manager Self Service - ePerformance Management
(Employee Performance Evaluation)

Estimated Duration 5 Hours and 30 Minutes




Module 1: Course Introduction

Module Topics

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

h * Record and submit retirement and resignations of employees
* Record and submit involuntary separation of employees

* Approve an employee’s retirement request

— * Approve an employee’s resignation request
* Request leave on behalf of Employee

e Request a return from leave on behalf of Employee




Roles and Responsibilities

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

Role Responsibilities

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

1. Login to INFORMS and select Manager Self-Service from the home landing page
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Purpose and Benefits to Business Process

The purpose and benefits of Manager Self 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 n.m.@




End-to-End Business Process

INFORMS Manager Self-Service allows Managers to manage disciplinary actions,
initiate and submit retirement and voluntary separation and involuntary
separation/termination requests, and request leave on behalf of Employee.

MANAGER SELF SERVICE (LERVE OF RBSENCE)
BUSINESS PROCESS

(If Termination) (If LOA)
('}'étr'ﬁt.ﬁﬂ.ac'.}ffﬁ;?lﬂ E;g‘;g{,',’,g:’ Job Data is Updated Confirm/Review payout Finalize Leave of

P

of Absence) if Termination Absence (LOA) benefit

5oy R

- % C.
mé‘m’ T

MANAGER DEPARTMENT PAYROLL CENTRAL BENEFITS

PERSONNEL ADMINISTRATOR ADMINISTRATOR
The Manager is REPRESENTATIVE (DPR) SPECIALIST
responsible for reviewing
and approving HCM The Depanrr]ent Personnel The I?qyrull Ce.mral The Benefits
Module transaction types Representative is Administrator is Administrator
(Time & Labor, Absence, responsible for reviewing responsible for running Specialist is
LOA, ePerformance, and approving payroll all the way to Final responsible for
Retirement, Terminations, Employee Self-Service and Calc. and is able to view processing
etc.) through Manager Manager Self Service and update employee pay transac tions
self-service functionality transactions. data. :
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Introduction to Activities and Exercises

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

g

Training Training
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
Lesson 3: Involuntary Separation

Lesson 4: Requesting Leave on behalf of Employee

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

DISCIPLINE MANRGEMENT

BUSINESS PROGESS
Identify and Generate Record Action
Take Action Disciplinary and Resolution
Letter in INFORMS

&

Feedback to the
Manager and the
Employee

Ka

! EMPLOYEE

ol s

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

The Department Personnel Representative is responsible for reviewing and

D t tP | ) : . :
epartment Fersonne approving self-service Employee Self-Service and Manager Self Service

Representative (DPR .
P ( ) 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 made.
i
-t . Recommended and final action that the County will take to resolve the
Disciplinary Resolution .
[ ] violation made.

Violations Policy or departmental based offenses made by the employee.

17




Lesson 1: Discipline Management

Record a Disciplinary Action and Action Taken

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

INFORMS.

1. Loginto INFORMS and select Manager Self-Service from the home landing

page below. [
v
Finance | Supply Chain (FSCM) Approvals Budget Scorecard
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Lesson 1: Discipline Management Continued

2. Select Record Administrative Actions.

)
Manager Self-Service

My Team Tearn Time Team Performance Update Team Infarmation
il a2
- led 35
B02 Exceptions 6 In Progress Documents
Review Cutside Employment Req | Record Administrative Actions
i
—r ORACLE

rrrrrrrrrr

M
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Lesson 1: Discipline Management Continued

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

=
¢ Manager Self-Service Record Administrative Actions

Record Administrative Actions

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

Find an Existing Value

 Search Criteria
Empl ID beging with +
First Mame | begins with «
Last Name | begins with «
Payroll Status | =
Employee Classification | beging with +
Employes Type =
Business Unit | begns wilh ~ LB
SupervisorID | begins with ~  ODO3BGE4

Job Tithe begens with

Case Sensitive

W Clear Basic Search & Save Search Cribena
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Lesson 1: Discipline Management Continued

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

HILAM|

E
¢ Manager Self-Service Record Administrative Actions

Casze Sensitive

Search | Clear

Search Results

Wi Al
Empl ID  First Mame
[D0029548 Luz

00118754 Rommie

184739 Morma

00185796 Jocelyne

5

208602 Unita

]

i

00313118  Rachel

00313119  Ricardo

00315810 Madelin

00319413 Maliheh

Basic Search

Last Name

Gutiermez

Birowmi Il

Salnas

Wieux

Gustave

Boucher-Johnson

Yuhico

(Garcia

Csanlon

Payroll Status

At

Actiy

A
R
AL

Bt

e

e

e

Ivy'e

Activ

At

Bt

BCine

B

¢ Save Search Criten;

Employee Classification Employee Type Job Title

BB Hourhy
AE Hourt
A8 Howr

AR Hourt

v

Library As
Library Pa
Library As
Library As
Library As
Library Pa
Library As
Library Az

Library As

21
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Lesson 1: Discipline Management Continued

* 5. Make sure to provide the mandatory and other
relevant fields in the Disciplinary Action tab. In this —————
example: .
* Type: Search and select Disciplinary Type from the 3

Look Up pop-up window. )
* Incident Date: Select the month, day, and year from
the calendar icon when the violation occurred. i [
[] * Disciplinary Date: Select the month, day, and year =
— from the calendar icon when the disciplinary action i = =
will be imposed. ==

= * Violations: Search and select Violations from the —

Look Up pop-up window. Note: The description is s + I~
auto-populated based on 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.

Record Administrative Actions

MIAM
2 i)




Lesson 1: Discipline Management Continued

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

Note: The description is auto-

populated based on the selection.

* Administrative/Implementing
Orders: Search and
select Administrative/
Implementing Orders from
the Look Up pop-up window.
Note: The description is auto-

populated based on the selection.

FFFFF

Record Administrative Actions

on

Administrative/ /implementin g Orders

Administrative Orders

1 |Jr-38 Q Workplace Viol

Description

ence

Departmental Standard Operational Procedures

5 Q

Dept Standard Operational Effective
Proc Date

Violations

Description View Description




Lesson 1: Discipline Management Continued

* Scroll down, and then select the Action Taken hyperlink.
Note: An Action Taken record is required to save a Disciplinary Action record.

Attachments

Attachments

GetMessageText No default message (2501013

Add Attachment
Print DAR Print Notes
Save = Returnto Search Previous in List Next in List Notify

24




Lesson 1: Discipline Management Continued

6. Make sure to provide the mandatory and other
relevant fields in the Action Taken tab. In this
example:

* Disciplinary Step: Type the Disciplinary
Step, or search and select it from the Look
Up pop-up window.

e Action Date: Type the date, or select the
month, day, and year from the calendar
icon when the disciplinary action is
conducted.

* Discussed With: Type the Empl ID of the
manager with whom the employee
discussed the disciplinary action, or search
and select it from the Look Up pop-up
window.

7. Select Save to create the disciplinary record.
Note: A DAR number is created and a notification
is sent to the DPR.

MIAMIDADE

Record Administrative Actions

Disciplinary Action Acti

on Taken

Disciplinary Resolution

Total Incident

Person 00184739
ID

Disciplinary Information

Disciplinary Type

Action Taken

*Disciplinary Step
*Action Date

Discussed With

DAR

Incident Date  01/14/2022

PND

01/14/2022

00000022

Disciplinary Action Report

DAR Number

25
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Lesson 1: Discipline Management Continued

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

Discussed With 00000022 Q
David Connolly -
Comment =
Print Report Print Notes
Save | Return to Search Previous in List Next in List Notify

Workflow Notification

* To send Ad Hoc notifications,

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator

o o °
rator
p O p l I I a t e t h e N Ot lfl ca t l o n Click LOOKIP RECIPIENT to search for aname. Click DELIVERY OPTIONS to view or change the method of the send
Lookup Recipient

ofification Details

To: email@miamidade gov

Details and then select OK to ’
go back to the Action Taken

Priority:

t Subject: | Disciplinary Notice €
ab.
Template: Workflow Nofification
Pricrity: %NatificationPriority
Date Sent: 2022-01-14 #
¢

Message: | Disciplinary Details

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

MIAM

OK J Cancel Apply
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Lesson 1: Activities and Exercises




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.

28
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Submit a retirement request of behalf of the employee.
Submit a resignation request on behalf of the employee.
Approve an employee's retirement request.

Approve an employee’s resignation request.

Lesson 2: Retirement and Voluntary Separation




Lesson 2: Retirement and Voluntary Separation

Continued

RETIREMENT AND VOLUNTARY SEPRRATION
BUSINESS PROCESS

Submission Review A Final Job Data | EMPLOYEE

° Review Process
\

[+) o []

The Employee is responsible for Self-Service functions (i.e., Life Events,
Benefits enroliment, 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




Lesson 2: Key Terms

Retirement The employee’s decision to retire from the County.

! Voluntary Separation

i

L]

The employee’s decision to resign from the County.
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Lesson 2: Retirement and Voluntary Separation

File a Retirement on behalf of Employee

As a Manager, file for retirement in INFORMS.

1. Log into INFORMS and select Manager Self-Service from the home landing page
below.
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Lesson 2: Retirement and Voluntary Separation
Continued

2. Select Update Team Information.

Sl

| Manager Self-Service
My Team Team Tirme Team Performance Update Team Information
(ad =
4 - - S
B2 Exception 1 0 in Progress Documents
Review Outside Employment Reg ecord Adminlstrative Actlons
|

33 s |




Lesson 2: Retirement and Voluntary Separation
Continued

3. Select Retire Employee.

Update Team Information

= Fequest Leave of Absence Request Leave of Absence

i b Search Options
m Fguest Paid Leanee of Absanos L

=] Foeguest Retum fom Leane Select Employes 7 rowen
' Retire Ermploy o

Hame | Tite / 10 = Record Directs / Total Status [ Type
&y Terminaie Employes ALurcy ABlake

B Wil Tesch Learve of Absenoe

ADGCEAT2 -0 Frgey

APaul Avillaverde

Puolice Sergeant Bcinag

ADCEITE -0 Ermploypes




Lesson 2: Retirement and Voluntary Separation
Continued

5 4. Select an employee to retire.

L

Update Team Information

i
=
{ sck

=] Repatst Lk of Absance Retire Employee

i k Search Options
— Riequest Pad Ledve of Absence =

:'—": Rttt Rétum foim Lade Select Employes rr—
i’ Rwsire Employes

Mame | Tithe | 1D - Record Directs | Total Seatus | Type
& Teminaie Employes Aleroy ABlake

s Maint Tach L of Rhianos

IBEATE « 1) Empioyet

APl AVILYVerde

Pobice Sergeant NCEhR

ADOITEY -0 [ Sesect Empioyee | Emplayee

Ml
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Lesson 2: Retirement and Voluntary Separation
Continued

5. Confirm that the Reason is Retirement, and then select Next.

inferms

=
rl
M Exit Retire Employee -y :
APaul AVillaverde
Pobce Sergeant @ 2
JobDetal Raview & Submii
Maxt ¥

Wark and Jab Information

“‘Reason I Hetingmnt VI

Paosition Titd Police Sergeant A000E0ed
JJJJJJJJ Police Sergeant a2
Reports To  Comectional Serpeant AO00Z 0

Manager Hame  ADeandre AQaniels
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Lesson 2: Retirement and Voluntary Separation

Continued

6. Provide Comments as needed, and then select Submit.

)

¥ Exit Retire Employee
APaul Avillaverde A
Police Serpeant Ly @

Job Detail

Review & Submit

Review and Submit

ate (A0
Reazon Retirgment
Current Informat
Position T P Sergeant ADOOBOEY
Job Titl Pohce Senpeant D04202
L Al ]

£ Pravious

inferms
-,

Submit




Lesson 2: Retirement and Voluntary Separation

File a Resignation on behalf of Employee

As a Manager, file for resignation in INFORMS.

1. Log into INFORMS and select Manager Self-Service from the home landing page
below.

=D
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.
L -
LM 12{0] . I .
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"] ™
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- 2 C) =
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Analytics (OB1A) Capital Security Request Form About
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Lesson 2: Retirement and Voluntary Separation
Continued

2. Select Update Team Information.

Sl

| Manager Self-Service
My Team Team Tirme Team Performance Update Team Information
(ad =
4 - - S
B2 Exception 1 0 in Progress Documents
Review Outside Employment Reg ecord Adminlstrative Actlons
|

39 s |




Lesson 2: Retirement and Voluntary Separation
Continued

3. Select Terminate Employee.

i)

< Back Update Team Information a Jd
=] Request Leave of Absence Request Leave of Absence
. » Search Options
['—;J Request Paid Leave of Absence
[=] Request Return from Leave Select Employee 2 rows
T
47 Retire Employee
Name / Title / ID - Record Directs / Total Status / Type
}3 Terminate Employee ALeroy ABlake
Bus Maint Tech Leave of Absence
>
A0208472 -0 Employee
APaul AVillaverde _
Police Sergeant Active N
A0031761-0 Employee

MIAM
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Lesson 2: Retirement and Voluntary Separation
Continued

4. Select an employee to resign.

Mlama
jcounT}

< Back Update Team Information A/ Jd
E] Request Leave of Absence Terminate Em p|oyee
. » Search Options
['—;J Request Paid Leave of Absence
[=] Request Return from Leave Select Employee 2 rows
T
47 Retire Employee
Name / Title / ID - Record Directs | Total Status / Type
&, Terminate Employee ALeroy ABlake
Bus Maint Tech Leave of Absence
>
A0208472 -0 Employee

APaul AVillaverde
Police Sergeant Active ,

AD031761-0 Employee

MIAM
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Lesson 2: Retirement and Voluntary Separation
Continued

5. Confirm that the Reason is Voluntary Resignation, and then select Next.

MMMMM
5 fcounTy]

X Exit Terminate Employee %) ‘ :

APaul AVillaverde
. 2
Police Sergeant ’ O

o Job Detail Review & Submit

inferms

L

Work and Job Information

*Transaction Date 01/13/2022

*Reason Voluntary Resignation v

Current Information

Manager Name

Position Title  Palice Sergeant A0008083
Job Title  Police Sergeant 004202
Reports To  Correctional Sergeant AQ002309

ADeandre ADaniels

42




Lesson 2: Retirement and Voluntary Separation

Continued

6. Provide Comments as needed, and then select Submit.

)

¥ Exit Retire Employee
APaul Avillaverde A
Police Serpeant Ly @

Job Detail

Review & Submit

Review and Submit

ate (A0
Reazon Retirgment
Current Informat
Position T P Sergeant ADOOBOEY
Job Titl Pohce Senpeant D04202
L Al ]

£ Pravious

inferms
-,

Submit




Lesson 2: Retirement and Voluntary Separation

Continued

Approve Employee Retirement

As a Manager, approve the employee's retirement record in INFORMS.

1. Login to INFORMS, and then select Approvals.

Hllna
[LLANT 1)

Finance [ Supply Chain (FSCM) Approvals Budget

LS, r

)
X ) oM

COMING 00N

32

Employes Self-Service Manager Self-Service Human Resources (HCM)

- I
Itl U L L]
Tel °> ]
COMING SDON

CG‘HlH;G SOOM COMING SO0N

S¢orecard

COMING SOON

Learning (ELM)

S

COMING SOON
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Lesson 2: Retirement and Voluntary Separation

Continued

2. Select Retire Employee.

Pending Approvals

View By = Type w -
& A 70
All
gy Address Change 3 Payable Time Quantity for Approval -16 Hours
AP aul Avillaverde 03092020 - 031672020
a8 iti 12
sun Create Position Payable Time Quantity for Approval 0 Hours
¥\ DPR Salary Change 42 '
Payable Time Cuantity for Approval 0 Hours
ﬁ. Forms A6 -
. Payable Time CQuantity for Approval ) Hours
@ JobOpening 1 -
8 Manage Pasition P Payable Time Quantity for Approval 0 Hours
L]
@- Payable Tirne 100 Payable Time Cuantity for Approval 0 Hours
© Reported Time - Payable Time Cuantity for Approval 0 Hours
E| Request Leave of Absence | 2 -
Payable Time Cuantity for Approval ) Hours
4~ Retire Employee 2 .
Payable Time Quantity for Approval 0 Hours
]3 Terminate Employee S .

Some ransackions are not displayed Payable Time Cuantity for Approval 0 Hours

270 rows.
Routed
08042020
Routed
002020
Routed
002020

Routed
0032020

Routed
09032020

Routed
0032020

Routed
0902020

Routed
0032020

Routed
002020

Routed
002020

45
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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 v -
All i
Retire Employeea 2 rows
i Address Change 3 Retire Employee Reason - Retirement Routed
Draight Wilson Jr 03/16/2021
= 12
e B Retire Employee Reason - Retirement Fouted
- Esth 0ar21/2021
¥, DPR Salary Change a1 sther Reyes
Eﬂ Forms 45




Lesson 2: Retirement and Voluntary Separation
Continued

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

< Pending Approvals Retire Employee

~ Dwight Wilson Jr

**"  Hr Services Clerk Approve | 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 MARIMA MANAGER 3 - 00011584

+ Requester Comments

Mone

Approver Comments
Retire employee

Approval Chain » MIAM
47 COUNTY




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

48 '@




Lesson 2: Retirement and Voluntary Separation

Continued

Approve Employee Voluntary Separation

As a Manager, approve the employee's retsignation record in INFORMS.

1. Login to INFORMS, and then select Approvals.

COMING 00N

32

Employes Self-Service Manager Self-Service Human Resources (HCM)

- I
Itl U L L]
Tel °> ]
COMING SDON

CG‘HlH;G SOOM COMING SO0N

COMING SOON

Learning (ELM)

S

COMING SOON

r.:.':.a mnferms
Finance [ Supply Chain (FSCM) Approvals Budget Scorecand
L]
LM . 270; i “n
a 0; Lil
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Lesson 2: Retirement and Voluntary Separation
Continued

2. Select Terminate Employee.

{ HOME

ViewBy | Type
@ A

Address Change

so g

3!

D o e

Create Paosition

DPR Salary Change

Forms

Job Opening

Manage Position

Payable Time

Reported Time

Request Leave of Absence

Retire Employee

270

12

92

46

100

2

go |®. [ o

Terminate Employee

Some transactions are not displayed.

All
Payable Time

APaul AVillaverde

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Payable Time

Pending Approvals

Quantity for Approval -16 Hours
03/09/2020 - 03/16/2020

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

Quantity for Approval 0 Hours

a Q =

270 rows

Routed
08/04/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

Routed
09/03/2020

MENU

50

Ml




Lesson 2: Retirement and Voluntary Separation
Continued

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

Pending Approvals
View By | Type hd v

@ All 270

Terminate Employee 2 rows
_ Address Change 3 Terminate Employee Reason - End of Assignment Routed

Ricardo Diaz 10/30/2020
i%- Create Position 12 . . -

Terminate Employee Reason - Voluntary Resignation Routed
= Happy Halleburton Attachments 1 03172021
- DFPFR Salary Change 9
% Forms 46




Lesson 2: Retirement and Voluntary Separation
Continued

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

Pending Approvals
View By | Type hd v

@ All 270

Terminate Employee 2 rows
_ Address Change 3 Terminate Employee Reason - End of Assignment Routed

Ricardo Diaz 10/30/2020
i%- Create Position 12 . . -

Terminate Employee Reason - Voluntary Resignation Routed
= Happy Halleburton Attachments 1 03172021
- DFPFR Salary Change 9
% Forms 46




Lesson 2: Retirement and Voluntary Separation
Continued

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

< Pending Approvals Terminate Employee ﬂ @ E %

Happy Halleburton

Approve Deny

Office Support Specialist 1

Summary
Transaction Date 01/29/21 Reason \oluntary Resignation

Requester Emie Els

+ Unchanged Job Information
Position Number Office Support Specialist 1 - HHT00007
Job Title Office Support Specialist 1 - 000020

Reports To Manager Human Resources Manager - E0000001

« Attachments

Attachments >

+ Requester Comments

test

Approver Comments

Voluntary resignatior]

Approval Chain > MIAM|
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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

9 D




Lesson 2: Lesson Summary

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

e Submit a retirement request of behalf of the employee
* Submit a resignation request on behalf of the employee
* Approve an employee’s retirement request

* Approve an employee’s resignation request




4

Lesson 3: Involuntary Separation

e Submit a record for an employee’s involuntary separation.
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Lesson 3: Involuntary Separation

INVOLUNTARY SEPARATION APPROVALS
BUSINESS PROCESS

Initiate
Request

. 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.

Review Processing
Request Request |

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.
.
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Lesson 3: Key Terms

Occurs when the department chooses to separate employees through

Involuntary Separation . .
reduction in force or by termination for conduct reasons.
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5 below.
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Lesson 3: Involuntary Separation

As a Manager, file an involuntary separation for an employee in INFORMS.

=D
=
Finance [ Supply Chain (FSCM) Approvals Budget Scorecard
-
r »
LM {3@ ’ I .
X:% ) & ikl
COMINMGSDON | COMING SOHOM
3
Employes Self-Service Manmager Self-Service Human Resources (HCM) Learning (ELM)
7] - . o
m l“ Ll i,
- 25 & =
COMING 500H CaMING sﬁ NNNNNNNNNNN COMING SO0N
Analytics (OBLA) Capital Security Request Form About
1@ I, .
i, T Y 0
rmM EoB f‘f— INJ&T'MS
| |
COMINGSOON | COMINGSDON = COMING SO0N " " : -

1. Log into INFORMS and select Manager Self-Service from the home landing page

59




Lesson 3: Involuntary Separation Continued

2. Select Update Team Information.

)

Mty Team Tearmn Time Tearn Performance Update Team Information
T a
~y
@O JORORCY C
802 Exceptons G In Progress Documents

Review Outside Employment Req  Record Administrative Actions

— R ACLE

Ml
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Lesson 3: Involuntary Separation Continued

3. Select Terminate Employee.

Update Team Information
= Ragquest Leave of Absence Request Leave of Absence
ity F Search Qptions
= Rsquest Pad Leave of Absence P
=] Fosquest Rieturn from Leave Select Employes
i’ Foetre Employes
Hame | Tite ! 10 = Record Dérects [ Total Status | Type
a Terrandabs Ergicpes ALusrcy ABlake
Blus Maint Tach L ol Abcgara
ADGUEAT2 - 0 Empliopes
AFaul AVIlyverde
Pibie Sargaant Ained
ADDGTET -0 = e

&
-
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Lesson 3: Involuntary Separation Continued

4. Select an employee to terminate.

= a
P

£ Bk Update Team Information N o
= Reguest Leaws of Abgence Terminate Employee
e ¢ Search Options
s Request Paid Leave of Absence
= Reguest Return from Leave Select Employes 2 ows
i Redre Employes
Mame I Tithe | 10 - Reccrd Directs | Total Status [ Type
& Termire Employes ALwroy ABiake
Bus Mart Tech Learve of Abasnoe
AOZ0B4TE - O oy
APaul A laverce
Polioe Sergeant — X
A003ITEY -0 Erpioyee
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Lesson 3: Involuntary Separation Continued

5. Select Involuntary Separation as the Reason, and then select Next.

D inferms

% Exit Terminate Employee .,
APaul AVillaverde o
Police Sergeant @ 2 /
Job Detail Review & Submit
Maxt 3

Work and Job Information

*Transaction Date | 011372022 |

“Reason l Imvoluntary Separation vl

Current Information

Position Title Police Sergeant A0008083
Job Title  Police Sergeant 04202
Reparts To  Corectional Sengeamnt A0002309

Manager Name  ADeandne ADaMeE
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Lesson 3: Involuntary Separation Continued

6. Provide Comments as needed, and then select Submit.

Py | inferms
== mele e :
® Exit Terminate Employee -,

APaul AVillaverde i
[ |
Friboe Sergeant L
Job Detail Review & Subemit
£ Previous Submit
Review and Submit
Transac ton Date Q1M1 32022
Reasen  |Imvoluntary Separation
Current Information
Position Title  Foboe Seqjeant AODDE0ES
Job Title  Police Sergeant O 202
Reports To  Cormectional Serpeant ADO0ZA0G
Manager Name  ADeandrs ADaniels
Comments
e
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Lesson 3: Activities and Exercises

e Seaooies W Lomrmmy LM
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Lesson 3: Lesson Summary

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

e Submit a record for an employee’s involuntary separation
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Lesson 4: Requesting leave on behalf of Employee

At the conclusion of this lesson, you will be able to:
e Submit a record for an employee’s leave of absence.
5 e Submit a record for an employee’s return from leave.




Lesson 4: Requesting leave on behalf of Employee

Leave of Absence

Initiate transaction
(Termination/Leave
of Absence)

INFORMS provides
the Update Team =)
Information page T
to enable

Manager’s to

request a leave of

absence on behalf

of an employee.

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

MANAGER SELF SERVICE (LERVE OF ABSENCE)
BUSINESS PROCESS

(If Termination)
Confirm/Review payout
if Termination

A;IJ_proveIDeny

A Job Data is Updated
ransaction

P

*

& |

()
DEPARTMENT PAYROLL CENTRAL
PERSONNEL ADMINISTRATOR
REPRESENTATIVE (DPR)

The Department Personnel
Representative is
responsible for reviewing
and approving

The Payroll Central
Administrator is
responsible for running
payroll all the way to Final
Employee Self-Service and Calc. and is able to view
Manager Self Service and update employee pay
transactions. data.

(If LOA)
Finalize Leave of
Absence (LOA) benefit

-
-~

BENEFITS
ADMINISTRATOR
SPECIALIST

The Benefits
Administrator
Specialist is
responsible for
processing
transactions.
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Lesson 4: Requesting leave on behalf of Employee

Return from Leave RETURN FROM LEAVE

The Manager BUSINESS PROGESS
submits the request Submit Request to Approve/Denied Undated

to return from LOA onoloyes
on behalf the %
-

employee, it routes
to the DPR, and [

| |

ol e

once is approved,

—

nd
the Job Data is .
updated in Q

o
|
£

INFORMS.

. 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.

‘ SYSTEM INFORMS

*

The administrative process that is performed.
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Lesson 4: Key Terms

LOA Leave of Absence is a request for an employee to be absent from work for a
period of time.

g

i
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5 below.
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)
=
Finance ! Supply Chain (FSCM) Approvals Budget Scorecard
-
r L
LM {3@ ’ I .
: ) &3 il
‘ i 1
COMING SOON COMING SO0M
3
Employes Self-Service Manmager Self-Service Human Resources (HCM) Learning (ELM)
] & . ®
i
- -
COMING 500N COMING % HHHHHHHHHHHHHHHHH
Analytics (DBLA) Capital Security Request Form About
@ L) :
i, T Y 0
! Tl = inferms
| |
HHHHHHHHHHHHHHHHHHHHHHHHHHHHHH " " " -

Lesson 4: Requesting leave on behalf of Employee

As a Manager, file for a leave of absence on behalf of an employee in INFORMS.

1. Log into INFORMS and select Manager Self-Service from the home landing page
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Lesson 4: Requesting leave on behalf of Employee
Continued

2. Select Update Team Information.

D
Manager Self-Service |
Update Team Information

Mty Team Tearn Time Tearn Performance
4 o
~y
<« el 3
802 Exception D In Progress Documents

Review Outside Employment Req  Record Administrative Actions

— CORACLE
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Lesson 4: Requesting leave on behalf of Employee
Continued

3. Select an employee who is requesting a leave of absence.

-

s |
£ Back Update Team Information o {
= Request Leave of Absence Request Leave of Absence
- ¥ Search Options
w FEqUEs] Fasd Liawe of Abseno
= Request Retun from Leave Select Employes ¥ rovern
#' Retre Employee
Marse | Tithe | 1D - Rdard Dirscts | Total sestisd | Type
& Terminate Emplayes ALwrery ABIake
Bars hlaanl Tesch Leave of Absanoe
ALA0B4AT2 - O Ernplne
APaul AYilyverde
Pebin Sergean Artren :
ADO1TE1 - 0 Emplayes
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Lesson 4: Requesting leave on behalf of Employee
Continued

4. Confirm that the Reason is PERSONAL - LOA.

— inferms
m-rr- J iy Mg .
% Exit Request Leave of Absence -, :
APaul AVillaverde e
B Police Sergeant @ LY
Jeob Detail Review & Sulbrmit
L__J Mext 3
Weork and Job Information
“Transaction Date (/132022 'ﬁ?
‘Reason | PERSONAL - LOA vl
Mew Information Current Information
. Business Unit  Police FD Palice PD
Departrment  HOMICIDE - LAW ENF FOO40E0 100 HOMICIDE - LAW ENF FDOS0E0 100
Expected Return Date '“'
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Lesson 4: Requesting leave on behalf of Employee
Continued

5. Type the date, or select the month, day, and year from the calendar icon when
the employee is expected to return, and then select Next.

b inferms
=T -y gt .
Request Leave of Absence -,

» Exit
APaul AVillaverde ;
Police Sergeant @ L2
Job Detail Review & Submit

Weark and Job Information

*“Transaction Date | 0111372022

‘Reason FERSOMAL - LO& w

New Information Current Information

Business Unit  Police PO Police PD

Department HOMICIDE - LAWY ENF PDO4080100 HOKICIDE - LAV ENF POO4OED 100

Expected Return Date® |01/31/2022

Changas Made
" Regquined Fusld




Lesson 4: Requesting leave on behalf of Employee
Continued

6. Provide Comments as needed, and then select Submit.

25 inferms

® Exit Request Leave of Absence -
APaul AVillaverda f?x,
Paolice Sergeant I\._-x' @
Job Detail Réview & Submit

£ Previous Submit

Review and Submit
Tramsaction Date 0111372002

Reason PERSOMAL - LOA

Mew Information Current Information
Business Unit  Police PD Police PO
Departmant HOMICIDE - LAW ENF PDO4080100 HOMICIDE - LAW ENF POO40S01 0

Expected Return Date® 013172022

Comments
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Lesson 4: Requesting leave on behalf of Employee
Continued

File a Return from Leave

As a Manager, file for a return from leave on behalf of an employee in INFORMS.

1. Log into INFORMS and select Manager Self-Service from the home landing page

below. -
o
Finance | Supply Chain (FSCM) Approvals Budget = Scomeca rd
.
r L
L 19{0] . I .
a v (O] I
9% |
COMING S5O0N COMIMG SO0M
3
Employee Self-Service Manager Self-Service | Human Resources {HCM) Learn LM
7] - . &
m g il E ] E
- 2 & =
COMING SO0ON COMINE. E%N coMMGSOONW @020 | 2 COMINGSOON
Analytics (OBIA) LCapital Security Request Form About
||; “» | 5y N
Fa ™ . - 11 1T Y ]
~ I = inferms
= HEeSE ] ]
COMING SO0M COMING SO0N COMING SOON
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Lesson 4: Requesting leave on behalf of Employee
Continued

2. Select Update Team Information.

e )
Manager Self-Service |
Update Team Information

Mty Team Tearmn Time Tearn Performance
4 a
~u
@O - - C
802 Exceptons G In Progress Documents

Review Outside Employment Req  Record Administrative Actions

— aACLE
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Lesson 4: Requesting leave on behalf of Employee
Continued

3. Select Request Return from Leave.

—
. "
Sl
£ Back Update Team Information # C
= Reguest Leave of Absence Request Leave of Absence
ik k35 ch Oplia
- Reguest Paid Leave of Absence o orone
= Reguest Retum from Leave Select Employes ¥ rown
i’ Retre Employes
Hams | Tite / 1D - Recond Directs [ Total Status [ Type
& Terminais Employes Alercy ABlake
Buss. Maarl Tesch Learve of Absence
BOEATD -0 Errpioy b
APaul AVillyverds
Puolice Sergeant Active
ADCEITEY -0 Errpioy b
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Lesson 4: Requesting leave on behalf of Employee
Continued

4. Select an employee who is requesting a return from leave.

Update Team Information

= Request Leavs of Absence Request Return from Leave
¢ Search Oplions

=y Fequest Pad Leave of Absence

= Reguest Fetem from Leave Select Employee

Harmse | Tithe | 1D - Raecond

ah Terminiate Employee Alarcy ABlake
Bt hiaint Tech | P ———
L | Efnjlcrpe

APaul AVillyverde
Polte Sergeant it
A1 TE -0 Empichee
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Lesson 4: Requesting leave on behalf of Employee
Continued

5. Confirm that the Reason is Return From Leave, and then select Next.

- iferms

X Exit Request Return from Leave .,
AlLeroy ABlake !
Bus Maint Tech @' 5 2 g
Job Detail Review & Submit

Work and Job Infermation

“Transaction Date 32022

“Reason Return From Leave

Current Information

Busziness Unit  Transportation & Publc Wordks il

Departrment CAPITAL PROJECTS TRCPOMD000
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Lesson 4: Requesting leave on behalf of Employee
Continued

6. Provide Comments as needed, and then select Submit.

i)
o

inferms

® Exit Request Return from Leave -
ALeroy ABlake P
Bus Maird Tech 'x_.-" @
Job Detail Review & Submit

€ Pravious Submit

Review and Submit

Transaction Date 01113720022

Reason Retum From Leave
Current Information
Business Unit  Transporation & Public Works L1

Departmant  CAPITAL PROJECTS TREPO10000
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Lesson 4: Activities and Exercises




Lesson 4: Lesson Summary

Now that you have completed the Requesting Leave on behalf of
Employee lesson, you should be able to:

e Submit a record for an employee’s leave of absence

e Submit a record for an employee’s return from leave




'

Module 3: Course Content Summary

* Congratulations on completing the Manager Self-Service course. You
now understand:
e Discipline Management
e Retirement and Voluntary Separation
* Involuntary Separation

* Requesting leave on behalf of Employee




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 (Employee Retirement)

* Retirement and Voluntary Separation (Voluntary Separation)

* Retirement and Voluntary Separation (Approve Employee Retirement)

* Retirement and Voluntary Separation (Approve Employee Voluntary Separation)

* Involuntary Separation

e Requesting Leave on behalf of Employee (Entering Leave of Absence)

* Requesting Leave on behalf of Employee (Requesting Return from Leave)

For additional information, be sure to visit:

» www.miamidade.gov/informs



http://www.miamidade.gov/informs

Congratulations on successfully completing the Updating Team
Information course!

MSS 206 — Manager Self Service - Updating Team Information
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