SYSTEM HUMAN RESOURCE SERVICES

HRFE Overview and Navigation

HR FRONT END TRAINING
HOW-TO GUIDE

LR
It
s
=
EH
=)
==
=
— |

* SPRINGFIELD
o .~

URBANA-CHAMPAIGN CHICAGEE=
: ':I:E!- _,_,__._ —:--.,,.-E-w

& | UNIVERSITY OF ILLINOIS SYSTEM




HRFE Overview and Navigation

Acknowledgements

Portions of this manual are based on Ellucian Banner System, Release 9.3.0.1.

Copyright

Copyright © 2020 University of Illinois System - Office of Business Services. All rights
reserved. No part of this publication may be reproduced or used in any form or by any
means—graphic, electronic or mechanical, including photocopying, recording, taping or in
information storage and retrieval systems—without written permission of University of
Illinois System.

Trademarks

Banner® is a trademark of Ellucian Company L.P. or its affiliates and is registered in the U.S
and other countries.

Course Information

Course ID: HRFE Overview and Navigation
Date: October 10, 2020
Version: 1.0

APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE
INFORMATION

Similar to Banner, HRFE allows you to access confidential and sensitive information.
Guidelines have been created to help you manage your responsibility.

You are responsible for any activity that occurs using your logon

¢ Do not share your passwords or store them in an unsecured manner.
¢ Do not leave your workstation unattended while logged on to administrative information
systems.

You have access to very sensitive personal information

e Do not share confidential and sensitive information with anyone, including colleagues,
unless there is a business reason.

e Retrieve printed reports quickly, and do not leave the reports lying around inplain view.

e Secure reports containing confidential and sensitive information (e.g., FERPA,
EEO, or HIPAA protected data).

e Shred the documents in a timely manner when disposing of reports containing
confidential or sensitiveinformation.

Any violation could subject you to disciplinary action.
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HR Front End Overview and Navigation Course

Welcome To:

Overview and Navigation Course

| Click Next to
Estimated Time: 1 HOUR continue
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HR Front End Overview and Navigation Course Course Introduction

< Appropriate Use and Security of Confidential and Sensitive <
Q Information Q

Users are responsible for any activity that occurs during their logon. The HR Front End allows
users to access confidential and sensitive information. Guidelines have been created to help
users manage their responsibility.

Do NOT share passwords or store them in an unsecured manner.

Do NOT leave workstation unattended while logged on to administrative information
systems.

Do NOT share confidential and sensitive information with anyone, including colleagues,
unless there is a business reason.

Retrieve printed reports quickly, and do not leave the reports lying around in plain view.

Secure reports containing confidential and sensitive information (e.g. FERPA, EEOQ, or
HIPAA protected data).

Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

* Click Nextto
continue
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HR Front End Overview and Navigation Course

Course Introduction

CHAPTER YOUWILLLEARN ABOUT

1-The Home Page

Information displayad on the Homea Page
How to use the Home Page to navigate through the HR Front End Application

2-Employee Search

The interface of the Employee Search feature
How to perform an Employee Search

1 —Inboxes and Outboxes

The interface of the Inbox/Cutbox feature
The functionality of the Inbox/Outbox feature
How to use the Inboxes/Outboxes

4 -Transactions

The different types of transactions in the HR Front End Application
How to navigate to the Transactions in the HR Front End Application

5—Admin Tools

The interface of the Admin Tools in the HR Front End Application
How to use the different tools that you will encounterin the Admin Tools feature

6—0Online Help

The interface of the Online Help tool in the HR Front End Application
How to access and use the Online Help feature

7 -Employee Record View

The interface of the Employee Record View in the HR Front End Application

How the Employee Record View is interrelated with otherfeaturesin the HR Front
End Application

&—Timeline View

The interface of the Timeline View in the HR Front End Application
How to access and use the Timeline View

8- Course Review

Youwilll be given a short series of questions that review the material that was
eoverad inthis course

HRFE Front End Training

Click Nextto
continue
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HR Front End Overview and Navigation Course Course Introduction

Introduction To The HR Front End

University data integrity standards and transaction processing flows are the basis of the HR Front End.
Itis a "smart interface” that contains business and validation rules designed to increase data integrity.

The HR Front End was created to simplify the processing of hr fransactions that
take place via Banner. It sits on top of Banner and draws all necessary components
for HR transactions together in one location so that users will no longer have to jump
from form to form. It will not be replacing DART. It will, however, be replacing two
applications that are currently performed in DART:

» Creating a New Hire | Changing Employee Group [which will be two
separate transactions in the HR Front End]

= Separation

* Click Nextto
UNI continue
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HR Front End Overview and Navigation Course

Ch. 1 - The Home Page

You will learn about:

» Information displayed on the Home Page

SYSTEM

* How to use the Home Page to navigate throughout the Front
End

Click Next to
continue
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HR Front End Overview and Navigation Course Ch1. Home Page

In order to log in to the HR Front End, you will encounter this
screen. You will need to enter your EnterpriselD and
Password in order to access the Application.

TAMPA {+ UHICAGO » SPRINGFIELD

Enterprise Application Login

dmportant: DO MOT include “@uillinois edu’,
i d du’ du’ wh
"@uiue edu’,"@uic.edy’ or"@uis. edu" when of Ul Enterprise applications! You must obfain

I
enterlng your Enterpri=2ID) your EnterpriselD and setup your Enterprise

A | EmeipiiselD: Emel' ErmerpnselD Password before you can use the applications.

PasSWOT: #kk & kdessk

ATTENTION: HRST-TIME USERS

| Logir I

. Enter your Enterprise ID (for this course,
Change Your Password you will not need your password)
* |Tyou know your password, but would liki 2 CIICk the LOgIn buuon
change it

For access problems, guestions, or comments, contact the AITS Help Desk at (217) 333-3102
(Minois/ANIUC & UIS) or (312) 996-4808 (UIC).

You can also e-mail the AITS Help Desk at helpdesk2@uillinais edu

Enterprise Application Service, Version 2.0

Click Next to
continue
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HR Front End Overview and Navigation Course Ch1. Home Page

The Home Page is the initial page that you will see when you log in to the HR
Front End. Located at the top of this screen is the Navigation Bar, which
allows users to navigate to different areas of the application.

Home Page

_From the Navigation Bar, you can click the following links (which will
take you to different features of the application):

1. Home (accesses the Home Page)

2. Employee Search ( accesses the Employee Search
Feature)

3. In/Outboxes (accesses the Inboxes and Outboxes)

4. Transactions (accesses various Transaction types)

5. Admin Tools (accesses the Admin Tools where you can
view your securities and customize certain settings)

6. Help (accesses the Online Help tool)

7. Logout (logs you out of the application)

Click Next to
UNI continue
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HR Front End Overview and Navigation Course

In addition to the Navigation bar, the Home Page in the HR
Front End contains additional elements to assist users.

ALERTS & MESSAGES

SYSTEM

The left-hand side of the screen contains:

LY Search|
. Al_erls & Messages: Messages of importance to users will appear in
Emmlovee Self Service this region of the Home Page

Human Resources Applications * Quick Search: This feature allows users to enter a UIN to search for
QBES — Payroll an employee from the Home Page.

» Resources: This region contains links to external resources for users

| Click Nextto
continue

|C [: D CJ |: CJ ,j ADOBE"CAPTIVATE" |
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Ch1. Home Page
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HR Front End Overview and Navigation Course Ch1. Home Page

CH.1 - Review Page

In this chapter, you learned about information pertaining to:

» The interface of the Home Page in the HR Front End

SYSTEM

» The functionality of the Home Page in the HR Front End

Employee Self Servic
Human Resot

Click Next to
continue
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HR Front End Overview and Navigation Course

Ch. 2 - Employee Search

LAST NAME: FIRST NAME: UISERID:

You will learn about:

*

- All ¢ The interface of the Employee Search Feature
DEPARTMENT:
*_ Al * How to perform an Employee Search

CAMPUS:

= Al
[“] INCLUDE TERMINATED EMPLOYEES

Search Resst

Click Next to

= | ) Ll L) l_J TOE LJ T ADORE" CAPTIVATE "
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HR Front End Overview and Navigation Course Ch2. Employee Search

The Employee Search feature allows users to search for both individuals and groups of
individuals who are employed with the University of lllinois and allows them to view and/or
edit their employee records. In this chapter, you will learn about the functionality and
features of the Employee Search feature and perform an Employee Search.

Click Next to
continue

HRFE Front End Training
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HR Front End Overview and Navigation Course

Ch2. Employee Search
Searching For Individuals

One type of search that users can perform is by searching for
individuals employed by the University of lllinois.

LAST NAME: ~FIRST NAME:

Users can enter one or all of the following data into the
fields to perform a search for an individual:

* UIN [which overrides all other data
entered]

Last Name
First Name
USERID
SSN

Click Next to
continue
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HR Front End Overview and Navigation Course Ch2. Employee Search

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA: COLLEGE:
|~ An v -l

DEPARTMENT: ORGANIZATION:
[~ A vl Al

CAMPUS: EMPLOYEE GROUP:
[~ A vl Al

: Hover your mouse over the outlined drop-down
lists to see examples of what types of items will be
displayed. }

Click Nextto |
continue

I:J |: Lild CJ |: CJ |:] ADOBE" CAPTIVATE " |
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HR Front End Overview and Navigation Course Ch2. Employee Search

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA: COLLEGE:
"o All

- University of lllinois - Urbana
- University of lllinois - Chicago ORGANIZATION:
- University of lllinois -Springfield *_ Al

- University of llinois - Global
- University of lllinois - Admin EMPLOYEE GROUP:

- All "= All

: Hover your mouse over the outlined drop-down
lists to see examples of what types of items will be
displayed.

Click Nextto |
continue

L:l l: l: CJ CJ I: CJ |j ADOBE"CAPTIVATE " |
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HR Front End Overview and Navigation Course Ch2. Employee Search

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA: COLLEGE:
|-- A v - Al

DEPARTMENT: ORGANIZATION:
A ||

335 - Education Administration
418 - Bureau Educational Research EMPLOYEE GROUP:
541 - Council Teacher Ed Admin I *_ Al
570 - Special Education
613 - Curriculum and Instruction
616 - Educational Psychology -
glg . Egucatiun ?;m'aral gxpden over the outlined drop-down

- Educational Policy Studies : :
674 - Ed Organization and Leadership Pf what types of items will be
676 - Center for Study of Reading {lisplayed. )
760 - Human Resource Education |

Click Nextto |
continue
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HR Front End Overview and Navigation Course Ch2. Employee Search

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA: COLLEGE:
| *- A v - Al v|
DEPARTMENT: ORGANIZATION:
|~ A v - v
CAMPUS: EMPLOYEE GROUP:
oAl v |

C - UIC Chicago

G - UIGC Global

S - UIS Springfield .

U - UIUC Urbana / Champaign bver the outlined drop-down

"Im of what types of items will be
| displayed. )

Click Nextto |
continue

Qe300 LEEE. o)
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HR Front End Overview and Navigation Course

Searching For Groups Of Individuals

Ch2. Employee Search

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA:

| *-au

DEPARTMENT:

[

w

CAMPUS:

|~ au

v|

©
¥
8
&)

HRFE Front End Training

Hover your mouse c
lists to see examples
d

KL - Agr Consumer & Env Sciences
KM - College of Business

KN - Education

KP' - Engineering

KR - Fine & Applied Arts

KS - Graduate College

KT - College of Media

KU - Law

KV - Liberal Arts & Sciences
KW - Division of General Studies
KXY - Applied Health Sciences
LB - Medicine at UIUC

LC - Veterinary Medicine

LD - Armed Forces

LE - Institute of Aviation

LF - Public Safety

LG - Labor & Industrial Relations
LH - Beckman Institute

LJ - Inst for Environ Studies

Click Nextto |

continue
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HR Front End Overview and Navigation Course Ch2. Employee Search

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA: COLLEGE:
[~ au vl Al

DEPARTMENT: ORGANIZATION:
| = All

- Education Administration
CAMPUS: - Office of Chief Information Officer
| *. Al - ?:'eov&AIumni
-1

- Prof Dev
: -ECS0

Hover your mouse o - MSTE

i - COE International Programs
lists to see examples ! " IPO Grad Funding
di - IT Group
335010 - Communications Group
335011 - B&RP

Click Nextto |
continue
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HR Front End Overview and Navigation Course

Searching For Groups Of Individuals

The drop-down lists allow users to filter their search criteria. Each drop-down list for
which they select a criterion will help to narrow down the search results.

COA:

COLLEGE:

Ch2. Employee Search

|~ au

vl - A

DEPARTMENT:

ORGANIZATION:

l*-AlI

vl - Al

CAMPUS:

[ ~- A

HRFE Front End Training

. Hover your mouse
lists to see examples
d

X

<CHWIDDVETr-ITOMoOOm

EMPLOYEE GROUP:

3 _]]
| - Faculty and Other Academics

- Academic Professionals

- Ciwil Service Web/Dpt Tm Entry
- Ciwil Service Time Rpt Feeder

- Civil Service Extra Help

- Grads and Predoc Fellows

- Academic Hourly & Grad Hourly
- Lump Sum

- Summer

- Postdoc Fellow/ResAssoc/intm
- Residents

- Student

- Retiree/Annuitant

- Unpaid

- Virtual

YW - One-time

ADOBE CAPTIVATE " |
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HR Front End Overview and Navigation Course ChZ. Employas Search
Employee Search Activity

This activity is representative of an actual employee search

in the HR Front End. The drop-down lists have been pre-
populated for you and the directions are given below.

LA LAST HAME:
l BN | Entes Lasi Hame
COA:

2 Lpnbvarsity of Blinces - Chicapo

FIRST MAKE:
[L"!tl Frrst Hame I

COLLEGE:
% | FM - HeaBhcare Sysiom, VIC - DSCC
DEPFARTIENT;

CHRGAMNIZ A TR
496 - Div of Specializ Cang for Chil

1 35000 - Dey of Speciale Care for Chil
CAMPUS:

[EMPLOYEE GROUF:
" Al » | T Al

Enter the following information in the text fields:

Last Name:
First Name:

Click the Search button to continue

bl L ) Ly LOUS CAFTRALTE
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HR Front End Overview and Navigation Course

Ch2. Employee Search

Once the user clicks the search button, the results will
appear that reflect the search criteria that they selected.

To Select the Employee Record:
+ Double-click on the desired search result, or

+ Click the desired result and then the Select
button.

UiN Alost Name  First Name Emp Statm Homs ORG
1 'y Co 24000 - Dev of Specels Care for Ol

O] > [HIW LG ER oo cwman

HRFE Front End Training 23



HR Front End Overview and Navigation Course

By selecting an Employee Record from the list in the Employee
Search users arrive at the Employee Record View. The Employee
Record View will be covered in detail later on in this course.

HRFE Front End Training

Ch2. Employee Search

Click Next to
continue

Dbk Bl B Asiele” TR
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HR Front End Overview and Navigation Course

Ch2. Employee Search

LAST NAME: FIRST NAME:

In this chapter, you learned about information pertaining to:

COA:
A * The interface of the Employee Search Feature
DEPARTMENT:

e » The functionality of the Employee Search Feature
CAMPUS:

v Al * How to perform an Employee Search

¥l INCLUDE TERMINATED EMPLOYEES

Search Reset

USERIL:

HRFE Front End Training

* Click Nextto
continue
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HR Front End Overview and Navigation Course

Ch. 3 - Inboxes and Outboxes

)WY INBOX () GROUP INBOXES T IMY DUTBOX, " GROUP OUTBOXES

PERSONAL PRESET IN USE: CRITERIA FOR LISTED TRANSACTIONS:
I B =1 =1
Monge o

e e et o You will learn about information pertaining to:

Retresh List | Take Ownershio | Release « The interface of the Inbox/Outbox feature

Stop

"
Select Tran
10

* The functionality of the Inbox/Outbox feature Owned By Completed

* How to use the Inboxes/Outboxes

Click Next to
continue

bl Il Ml (Lt CJ |: CJ ,: ADOBE® CAPTIVATE "
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HR Front End Overview and Navigation Course

Ch3. InfOutboxes

As transactions travel along a route path in the system, they are modified and reviewed. At each stop
in the route path, you need to know if a transaction is available for you to work. The In/Outboxes are
where you will find transactions that are already in progress. In this chapter, we will explore the

() MY INBOX () GROUP INBOXES

The Inbox and QOutbox views provide users with an efficient

PERSONAL PRESET IN USE:
- Mone - v

==Show Fiter and Freset Chooser<s |

Refresh List | Take Qwnership| Release ¢

-
Select| Tran Sg
}7 m D

HRFE Front End Training

many facets of the In/Outboxes.

MY OUTBOX () GROUP OUTBOXES

way to:
View transactions that they own
View transactions that have been sent to them
View transactions processed directly by them

View transactions processed by others within the
same permission group

Identify transactions which they can access

ameid By Complated

Cl

ick Next to
continue

ADOBE" CAPTIVATE "
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HR Front End Overview and Navigation Course Ch3. In/Ouboxes

In/Outbox Radio Buttons

The Inbox and Outbox radio buttons allow users to transition from lists of
transactions that they own, have had sent to them by another user, processed by
them directly, or processed by others within the same permission group.

O MYINBOX IO GROUP INBOXES I I ) MY OUTBOX IO GROUP ouwosEsI

Hover your mouse over the outlined Inbox and Outbox
radio buttons.

‘ Click Nextto |
continue

|_| |_ |_| |_| CJ |: L:J |j ADOBE"CAPTIVATE" |
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HR Front End Overview and Navigation Course

In/Outbox Radio Buttons

The Inbox and Outbox radio buttons allow users to transition from lists of
transactions that they own, have had sent to them by another user, processed by
them directly, or processed by others within the same permission group.

Ch3. In/Outboxes

E) WY INBOX IO GROUP INBOXES I I ) MY OUTBOX IO nauupoum:@sl

My Inbox:

Displays the transactions which a user owns and has permissions

Hover your mouse over the outlined Inbox and Outbox
radio buttons.

‘ Click Nextto |
continue

SE300 4 froc | |

HRFE Front End Training

A ADOBE" CAPTIVATE" |
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HR Front End Overview and Navigation Course Cha. IfOutboxes

In/Outbox Radio Buttons

The Inbox and Outbox radio buttons allow users to transition from lists of
transactions that they own, have had sent to them by another user, processed by
them directly, or processed by others within the same permission group.

O WY INBOX IO GROUP INBOXES I I ) MY OUTBOX IO oRuupouteoxEsI

Group Inboxes:

Displays the transactions that are available to a group of individuals with
similar security permissions. ltems in the Group Inboxes allow users to take
ownership of a fransaction in order that they can work on it.

Hover your mouse over the outlined Inbox and Outbox
radio buttons.

‘ Click Nextto |
continue

I:' |: Lild CJ |: CJ |:] ADOBE" CAPTIVATE " |
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HR Front End Overview and Navigation Course Ch3. In/Ouboxes

In/Outbox Radio Buttons

The Inbox and Outbox radio buttons allow users to transition from lists of
transactions that they own, have had sent to them by another user, processed by
them directly, or processed by others within the same permission group.

) MYINBOX IO GROUP INBOXES I Iimowsux Io GROUP outanoxEsI

My Outbox:

Allows users to view the statuses of transactions that have moved out of their
inbox. The My Outbox contains:

Transactions users have previously owned and worked on that they have
sent on the predetermined routing path with a Route command. These
transactions meet the above criteria and are still in the system.

Hover your mouse over the outlined Inbox and Outbox
radio buttons.

‘ Click Nextto |
continue

I:' |: LiLd CJ |: CJ |:] ADOBE" CAPTIVATE" |
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HR Front End Overview and Navigation Course Ch3. In/Outboxes

In/Outbox Radio Buitons

The Inbox and Outbox radio buttons allow users to transition from lists of
transactions that they own, have had sent to them by another user, processed by
them directly, or processed by others within the same permission group.

©) WY INBOX IO GROUP INBOXES I I ©) MY OUTBOX IO ﬁRuupouwoxEsI

Group Outboxes:

Allow users to view the statuses of all transactions that have been
processed by themselves or other users with the same security
permissions. The Group Outboxes view contains:

= All transactions on which you worked (had ownership of)
= Alltransactions that were in the Group Inbox at one time but you
did not "own"

Hover your mouse over the outlined Inbox and Outbox
radio buttons.

‘ Click Nextto |
continue

I:J |: Lild l:J |: CJ ,j ADORE" CAPTIVATE" |
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HR Front End Overview and Navigation Course

In/Outbox Presets

The Inbox and Qutbox Presets allow users to refine the list
of displayed transactions based on user-declared settings.

[PERSONAL PRESET IN USE: CRITERIA FOR LISTED TRANSACTIONS:

- Nane - v Route Stop Role: [Jl| E-Group: [l College: |Gl
Route Stop Level: [l Campus: [l Department: |l

==Show Fiter mmw] Transaction Type: [l coA: [flll Organization: |l

Refresh List | Take Ownership| Release Gwnership| Select |

Ch3. In/Qutboxes

Hover your mouse over the outlined Filter and Preset ‘
items

—_———

SUaa il

HRFE Front End Training

| Click Nextto
continue
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HR Front End Overview and Navigation Course Ch3. InfOutboxes

In/Outbox Presets

The Inbox and Qutbox Presets allow users to refine the list
of displayed transactions based on user-declared settings.

CRITERIA FOR LISTED TRANSACTIONS:

==Show Filer and Preset Cha

mrnmuu| Take Crwnersh

Parsonal Prasat in Use:

Users can select from a list of presets that they have created. Once the
preset is selected, the list of displayed transactions will filter according to the
preset crtena.

Hover your mouse over the outlined Filter and Preset
items

| Click Nextto
continue

CJ I: CJ |:] ADOBE"CAPTIVATE " |
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HR Front End Overview and Navigation Course Cha. InfOutboxes

In/Outbox Presets

The Inbox and Outbox Presets allow users to refine the list
of displayed transactions based on user-declared settings.

[PERSONAL PRESET IN USE: CRITERIA FOR LISTED TRANSACTIONS:
- Mone - v Route Stop Role: [Jl] E-Group: [§ College: |[§ll

l—l Route Stop Level: [l Campus: [l Department: i
o [l T R AR Transaction Typ::. coa: Drganlz-ﬁun:i
Refresh List | Taki Show Filter and Preset Chooser:

When users click this button, the filter and preset chooser will display. This
allows users to either create a filter or a preset to narrow down transaction
criteria.

Hover your mouse over the outlined Filter and Preset ‘
items

| Click Nextto
continue

l:J I: EJ |j ADOBE" CAPTIVATE" |
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HR Front End Overview and Navigation Course

In/Outbox Presets

The Inbox and Outbox Presets allow users to refine the list
of displayed transactions based on user-declared settings.

RSONAL PRESET IN USE: CRITERIA FOR LISTED TRANSACTIONS:
- Mone - v Route Stop Rnl::n E-Group: - Cnllegn:i

| Route Stop Level: [fll Campus: [l Department: il
Sho Flbeci st EraastiCzos ar-es Transaction Type: [§ll COA: [l Organization: [§

Immmuﬂmuf :mnuowmmplsm”

Ch3. InfOutboxes

Refresh list: users click this button to refresh the list of displayed
transactions. The list will remain as originally viewed until a user clicks this
button (which will enable them to view new transactions as well)

Take/Release ownership: once users select a transaction they can
either take ownership of it (in order that they can work on it) or release
ownership (in order that another user can work on it).

by clicking the select button

e

Select: once a user clicks on a transaction, they can openittoworkonit ter and Preset ‘

—_———

Clas il

HRFE Front End Training

| Click Nextto
continue

D I: CJ |:] ADOBE“CAPTIVATE " |
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In/Outbox Presets

RSONAL PRESET IN USE:
- Mone - v

|mmmmcm«|

HR Front End Overview and Navigation Course

The Inbox and Outbox Presets allow users to refine the list
of displayed transactions based on user-declared settings.

CRITERIA FOR LISTED TRANSACTIONS:
Route Stop Role: [l E-Group: [l
Route Stop Level: [l Campus: [l Department: i
Transaction Type: |5l COA: [l Organization: [

Refresh List | Take O

Cntena for listed transactions:

©
¥
8
t)

HRFE Front End Training

This displays the preset critenia that is currently being used to fiter the list of
displayed transactions.

Hover your mouse over the outlined Filter and Preset ‘
items

| Click Nextto
continue

CJ I: CJ |j ADOBE" CAPTIVATE " |

Ch3. InfOutboxes
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HR Front End Overview and Navigation Course Cha. InfOuboxes

Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to
easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- None - v E MAKE DEFAULT | | Add as Preset [[Save mullmmu"m Lm||

Hover your mouse over the outlined Filter and Preset ‘
items

‘ Click Next to
continue

=d | ) bl L) LJ TOE LJ 1| ADORE CAPTIVATE "
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Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to
easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- None - | MAKE DEFAULT IAddsstmlﬂSMMﬂlMMﬂ"Fhmﬂmﬁml|

Select a Preset:

This drop-down allows users to select a preset that has been
previously created and apply it as a filter to the transaction list.

Hover your mouse over the outlined Filter and Preset ‘
items

Click Next to
continue

. - .- . -
| | ) § 1 ] [ TUG) I ADOBE CAPTIVATE
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Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to

easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- None - | MAKE DEEAULT IAddasPreulﬂSmLhdﬂgalrbethfeselllFlerLiﬂ"madml|

Make Default:

Once users have selected or created a preset, they can check this box
to enable a particular preset to be the default setting for the In/Outbox
transaction list.

Hover your mouse over the outlined Filter and Preset ‘

items

Click Next to
continue

_— . :
O » fHiH (M) RTOCRCR 1 SELL T CAPTIMATE
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HR Front End Overview and Navigation Course

Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to
easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can

select a Preset to apply it to the current transaction list.

SELECT A PRESET:
- Mone -

Add as Preset:

E MAKE DEFAULT | | 20d as Preset [[Save Undated | lmmset"m ua"mumr | |

Once users have selected the desired criteria that will serve as

a filter, they can add those particular settings as a preset by

clicking this button. 1ed Filter and Preset ‘

HRFE Front End Training

Click Next to
continue
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Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to

easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- Nane - E MAKE DEFAULT | [ as Preset[Save Updsted ] [Delete Preset] [Fiter List] [Feset Fiter |

Save Updated:

If a user selects a preset and then makes changes to the filter

criteria, they can click this button if they desire to update the
filter criteria for the particular preset. —_—
RS (o fl = (-1-T- i ‘

items

Click Next to
continue

= ) b L N R ToC ] l_J 1 ADOBE"CAPTIVATE "
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Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to

easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- None - EH.&KEDEFAULI Iw$m||9mwumu|l?mumu"mua"mwm||

Delete Preset:

This allows users to delete presets that they have created.

Hover your mouse over the outlined Filter and Preset ‘
items

Click Next to
continue

- B =
(=1 = 21" Gl Wad ol L | ADORE CAPTIVATE

HRFE Front End Training

Ch3. In/Outboxes

43



HR Front End Overview and Navigation Course

Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to

easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- None - | MAKE DEEAULT IAddasPreulﬂSmLhdﬂgalrbethfeselllFlerLiﬂ"madml|

Filter List:

Rather than users selecting a preset, users can use the filter list
option as a temporary filter. They can first select the filter criteria and
then click the filter list button.

Hover your mouse over the outlined Filter and Preset ‘
items

Click Next to
continue

_— . :
O » fHiH (M) RTOCRCR 1 SELL T CAPTIMATE
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Selecting Presets
Locating a transaction can become cumbersome once the list begins to grow. Filters allow users to
easily locate transactions on which they need to work by choosing from different criteria by which they
can set the filter(s). When users create Presets, they are available to them at any time. Users can
select a Preset to apply it to the current transaction list.

SELECT A PRESET:

- Mone - | MAKE DEFAULT |Addsshmt||5mmmullmmsu"mm"mumﬂ

Reset Filter:

Users can click this button to reset all of the search
criteria categories to their default settings.

Hover your mouse over the outlined Filter and Preset
items

Click Next to
continue

= . . =
| | ) § 1 ] [ TUG) I ADOBE CAPTIVATE
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Cha3. In/fOutboxes
Selecting Filter Criteria

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset
Chooser.

| Hover your mouse over the outlined Filter and Preset items

TESTOPROLE:  ROUTE STOP ACTION: ROUTE STOP LEVEL: JJE-GROUP:
vl - A vl v a1 v - A

COA: COLLEGE: DEPARTMENT:
v I - T T B
1 - University of llinois - Urbana
2 - University of linois - Chicago
4 - University of llinois -Springfield
7 - University of llinois - Global ~ +

| Click Nextto
continue

CES00 CEE R, oo
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Selecting Filter Criteria

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset
Chooser.

Hover your mouse over the outlined Filter and Preset items

1 2GS LS et S AL ST Sl
=y Al 8- Al )" A o - Al

Trans Type: COLLEGE: , DEPARTMENT:
-
Allows users to choose from a list of
transaction types

| Click Nextto |
continue
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Selecting Filter Criteria

Ch3. In/Outboxes

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset

Chooser.

Hover your mouse over the outlined Filter and Preset items

&5|°- Al

“JRoUTE STOPROLE: — ROUTE STOP ACTION: ROUTE STOP LEVEL: [[E-GROUP: Jon:
wff"-An M

]| "- Al oA

COA:

v
1 - University of linois -
2 - University of llinois -
4 - University of linois -
7 - University of lllinois -

S0

HRFE Front End Training

Route Stop Role: The role where the transaction is =
located along the routing path

Route Stop Action: The action a user takes at a route
stop

Route Stop Level: Organization level at which the _
associated role acts Click Next to

continue
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Selecting Filter Criteria

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset
Chooser.

Hover your mouse over the outlined Filter and Preset items

Ch3. In/Qutboxes

| STOPROLE:  ROUTESTOP ACTION: ROUTE STOP LEVEL: JE.GROUP:
vl v T-Al v oAl vl

COA:

v
1 - University of llinois - Urbal
2 - University of llinois - Chic:
4 - University of linois -Spring
7 - University of llinois - Glob:

E-Group:

Allows users to choose from a list of
employee groups

CEsSCd

HRFE Front End Training

| Click Nex?o_

continue
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Selecting Filter Criteria

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset
Chooser.

Hover your mouse over the outlined Filter and Preset items

]r‘.)UI'E STOPROLE:  ROUTESTOP ACTION: ROUTE STOP LEVEL: JE-GROUP:
~» ™. Al

E UIN:
v.”.A" v”'.A“ vl " Al v

COLLEGE: DEPARTMIENT: UIN:
v s
1 - University of linois - Urbana Allows user to enter a
2 - University of llinois - Chicago UIN
4 - University of llinois -Springfield
7 - University of linois - Global =

COA:

| Click Next to
continue
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Ch3. In/Outboxes
Selecting Filter Criteria

There are various criteria which users can choose when
creating either a filter or a preset. This is done by
selecting criteria from the menus in the Filter and Preset
Chooser.

Hover your mouse over the outlined Filter and Preset items

The remaining lists allow you to filter by
- Campus, COA, College, Department, and
v|| . Al

Organization. RO IL
All v

COA: COLLEGE: DEPARTMENT: ORGANIZATION:
v s
1 - University of linois - Urbana
2 - University of linois - Chicago
4 - University of linois -Springfield
7 - University of linois - Global =

| Click Nextto |
continue

l;;-.l l'__‘ ‘.__J 5.;;-} () fT0CE X | |i ADOBE"CAPTIVATE™
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Outbox Display Options

Another way that users can configure what type of transactions that are in their outboxes is by declaring
transactions that were completed within a specific time frame. This allows for the user to determine the
amount of transactions that are within the outboxes.

Show Completed Transactions in Outbox for: I:ﬂ] days. I Apply to List Set as Default

Hover your mouse over the outlined Filter and Preset items

Click Next to
continue

HRFE Front End Training
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Outbox Display Options

Another way that users can configure what type of transactions that are in their outboxes is by declaring
transactions that were completed within a specific time frame. This allows for the user to determine the
amount of transactions that are within the outboxes.

how Completed Transactions in Outhox for: IZW days. I Applyto List i Set as Default I

This allows users to limit the amount of fransactions displayed by the
completion date of a transaction.

Hover your mouse over the outlined Filter and Preset items

Click Next to
continue

HRFE Front End Training
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Outbox Display Options

Ch3. In/Qutboxes

Another way that users can configure what type of transactions that are in their outboxes is by declaring
transactions that were completed within a specific time frame. This allows for the user to determine the
amount of transactions that are within the outboxes.

Show Completed Transactions in Outboxfor: |30 days. I AppiytoList|  Setas Defaut

—

Apply to List: allows users to temporarily apply the
setting to the transaction list

Set as Default: allows users to set the current setting as
a default setting.

Hover your mouse over the outlined Filter and Preset items

Click Next to
continue
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Ch3. In/Qutboxes
Activity: Filtering a List of Transactions

While this example demonstrates the Filter and Preset Chooser for My Inbox, its functionality is
the same in the all of the Inboxes and Outboxes. The following activity will allow users to apply
a temporary filter to a list of transactions.

IO IR ONeE Buome E ewmoreestancy & moursoes Erauesacnonsv & anmroonse Due

Transactions

O Ot O‘i‘“l To display the Filter and Preset Chooser, Click the Show ‘

Filter and Preset Chooser button. |
PERSONAL PRESET IN USI y—

- None - v Route Stop Role: e-croup: | college: |Jj
[ Show Fierand Pt — Route Stop Level: ]l Campus:[f] Department: |}
Transaction Type: [§f| coa: ] organization: |

Refresh List | Take Ownership | Release Ownershin| Seiect

O R T wrov

'Y
Select Tran StoP
o | 1B

Route Stop TranType UIN L

org Owned By Completed

59 142 | DEPT:Default:Initiste B U-1-Z2-102-102000 (59:142) NEWHIRE *3223953235 U-1-102000 Public, John No

532532532 Junior U-1-101000
416 CAMPUS:Def ault:Initiste B U-9-AB-904-904001 (416:1009) | SEPARATION | 232565232 Jones
417 CAMPUS:Default: Apply B *-9-*-%* (417:1013)

269 | 696 | DEPT:Default:Initiate B U-1-ZZ-101-101000 (269:696) NEWHIRE Public, John Mo

U-9-904001 | Public, John | No
SEPARATION | 232565231 Smith U-9-504001 = Public, John No

VERSITY OF ILLINOIS

G300

:J D :j D iDOBE"'I:lPTI\mTE":’,
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Ch3. In/Qutboxes
Activity: Filtering a List of Transactions

Click on the Filter List
button to continue

SELECT A PRESET: PRESET NAME:

“None- 2 [ MAKE DEFAULT /A as resed| Save Ut Deste preses [ Fiter Uit | eset |
TRANS TYPE: ROUTE STOP ROLE:
1 - NEWHIRE ¥ T-Al

CAMPUS: COA: COLLEGE: DEPARTMENT: ORGANIZATION:
~a I . ST

ROUTE STOP ACTION: ROUTE STOP LEVEL:  E-GROUP:
~ | 1 - Initiate % |:4- DEPT

UIN:

__i™ | B-Academic Professionals A |

1 - University of lllinois - Urbana

2 - University of lllinois - Chicago
4 - University of lllinois -Springfield
7 - University of llinois - Global >

Once the Filter and Preset Chooser
appears, you can choose from a variety of
criteria. Notice that the following choices

have been made for you:

Transaction Type, Route Stop Action,
*“Note, If we were creating a preset, rather than click the Route S&?p Level, and E- Gro up
Filter List button, we would type a name in the Preset
Name box and then click the Add as Preset button.

Ej :F l:.l l:l I: CJ |: Ej ADOBECAPTIVATE™ |
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Ch3. In/Outboxes
Activity: Filtering a List of Transactions

Once the temporary filter has been applied, the transaction list
— will configure accordingly with the declared criteria.

() MYINBOX () GROUP INBOXES O MY OUTBOX () GROUP OUTBOXES

PERSOMAL PRESET IN USE:

- None - - Route Stop Role: [l E-Group: B} College:
a>tide Filter and Preset - Route Stop Level: - Campus: - Department: -
Transaction Type: [} coa: ] organization: ]

SELECT A PRESET:
ERes Select the transaction by:
TRANS TYPE: ROUTE STOP ROL

1- NEWHIRE ~ T- Al

po— on » Double-clicking on the highlighted results, or
Al v

2. Universi * Clicking the highlighted results and then the

4 - University

7 - University Select button.

Refresh List | Take Ownership | Release Ownership [ Select |

- -
Selem%%! Route Stop ITL'; uIN %’: GEr_':%I "g—_r“: Owned By Completed

[0 |59 |142  DEPT:Defauk:Iniiste BU-1-ZZ-102-102000 (5%:142) A NEWHIRE *322353235 Deyoung | Janice B U-1-102000 Public, John | Ng
|0 [269 696 | DEPT:DefaukiInkiste B U-1-2Z-101-101000 (269:696) NEWHIRE 532532532 Xior | Sammydavis B U-1-101000 Public, John | No

[:] :J C] Lj] : :] :,I [: ADDBE’CIPTlvnTE":lJ

HRFE Front End Training 57



HR Front End Overview and Navigation Course Ch3. niOuboxes

By selecling a transaction from the transaction list in the Inboxes/Qutboxes users
can navigate to the Employee Record View. This is yet another way o access an
Employee Record View.

Emploves Racord View H-c-q & NP SEABCH Ly U RO LANLAL T8, ¥ [ 2 DS TODLS ™ ﬂﬂu..r @1-:-?:-“

pOOtTIGE  1.909000 Carral . OBFS Financisl Servces  ECLS:BA  Tetwl FTE: 1000 Hme Salary 53500000  Tes| Salary:

Full Wigwr: Tromuaciisa §R3-096] NEWHIRE ER)-Cwner=Fas | puidr | Mot Completed-F ditable; Bipls mediccrm) oblcoew- [UASD1E 00, Siop:
DEPT Dalsaltinitane B U-Y L2907 500000 PES-656)
L 137 | Tigarn Vs

Jeb Change Change
Reason Type

Click Nextto
continue

BEO0 T —
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Ch. 3 - Review Page

) MY INBOX GROUP INBOXES MY OUTBOX GROUP OUTBOXES

PERSONAL PRESET IN USE: CRITERIA FOR LISTED TRANSACTIONS:

- None - b

>»Show Filter and Preset Chooser<< : ry

reivesh st | Take cwnersnn| eese 1N this chapter, you learned about information pertaining to:

iieLt Tran Sleb * The interface of the Inbox/Outbox feature ywmed By Completed

» The functionality of the Inbox/Outbox feature

* How to use the Inboxes/Outboxes

Click Nextto |
continue |

SEsSLE L0 EIEIER  acosecarmare”
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Ch. 4 - Transactions

4
7T

You will learn about:

+ The different types of transactions in the HR Front End

* How to navigate to the transactions in the HR Front
End

HRFE Front End Training

Click Next to
continue

ADOBL" CAPTIVATE
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Ch4. Transactions

The Transactions option provides users with a list of
transaction types which they can perform on an employee.

Initiate New Hire |
Position Creation Maintenance |
The list of transactions will change once
you enter the Employee Record View.

When on the Home Page in the HR Front
End, the available transactions are:

+ [nitiate New Hire

« Position Creation Maintenance

Click Next to
continue

G o bl L L: :J |: E, ADOBE"CAPTIVATE™
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Employes Recard View B © womrsmc ® woumonrs Bimacron B mnase B @_mm|

M1 SE9008.AITS ITPC  ECLS: BA  Teodal FTE: 1.000 Base Salany: 350000 Tetal Salany: 3.500.00
Full ¥iew:No Tramaction:ReadonhyBisDemohoosss |ohfeces= [UE77 18 .00

vare: XTI 7

GERERAL INFD B | Ry
3 EMPLOYEE GENERAL INFORMATH M

Users will be able to see a complete list of transactions once they
have navigated to the Employee Record View. The following screens
will give a general overview of transactions in the HR Front End.

ﬂwmlwmmm

Click Next to
continue

SE300 LIRS sooercarmane”
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Ch4. Transacltions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.,

Hover your mouse over|
| each transaction item |
for descriptions.

B L Ll Ll

HRFE Front End Training

Thansaction Histary
it Now Huo
mnmw

Click here to
continue

ADORE" CAFTRATT
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This page gives a basic definition of each ransaction. Transaction History will be coverad in
this chapter. Additional Transactions will be explored in-depth in other courses.

= IRANSAL TIONS ¥

Hover your mouse over! Te izt o Conimus |
| each transa Transaction Hislory: oite W Ve
for descri Position Creation Masmenance | Click here to
This will aliow wsers to view the history of IS,
transactions performed on an employee

64 L Lk L) b Lo el S AooeecuTvAN
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Ch4, Transactions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over| Toamsaction History | Continue
each transaction item | it e Hrve Hine:
for descripti Iniliate New Hire: Poasfion C1eation Maitfenan e
LECERC
A transaction that allows users lo mibale 3| Empleyes Data
new hire transaction to hire an indmsdual. 1t Esnplopes Job Bacord Change
also alows users to rehwe a hormer

employee

Jesh [Eved [hatee
Mt al Jals Clemige
Ll Dty ibwisionies:
Feappoint Beacitaie Job
Saepal At

(%] F FTN

HRFE Front End Training

Click here to
continue
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Ch4. Transactions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse weri Tuamsaction History | Contioue |

each transaction item | Inftiste Hew Hire

for descriptions. | Position Creation Mamtenance | Click here to

Position Creation Mainlenanos: fdd o Job continue
Employes Data
A transaction that slows usars 10 creale | Employes Job Recerd Changs
of maintain single or pooked posIONS IN | Ly rodbae
e Umg‘l"r ‘Histagsc sl Jdob Changs

Lanksco 501 st
Reappoid Resdihate bob
Fhpaation

A4 LW Lt Lt b L]l s ADOR"carTivaie
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This page gives a basic definition of each ransaction. Transaction History will be coverad in
this chapter. Additional Transactions will be explored in-depth in other courses.

B
= IRANSAL TIONS ¥

Hover your mouse over| u Hua
each transaction item | bfirts Hre M
for descriptions. Posiion Cremion Muenance | Click here to
: continue
Add A Job:

Allows users (o add new jobs to
an employes's record

64 L Lk L) b Lo el S AooeecuTvAN
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This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over|
1 each transaction item '
for descriptions. Podition Cheation Mt s s Click here to

continue
Empiloyes Data:

Ths transacbon allows users to make
changes to employee data

y 1 . -
R L Gl LAl bl Ll ) WL ASOMCAFTTALTE
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This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over|
each transaction item |
for descriptions. | Click here to
i continue

Employes Job Record Change:

This transaction alows USers O Make || ae b
changes (o an employee’s job record. =T

| Sepasstion

e e ol Ll il i Bl R aeoe’carmmaany”
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Ch4. Transactons

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other coursas.

Hover your mouse nveri
each transaction item ;
for descriptions. | Position Creation Mamtenance  Click here to
: continue

Enmpdoyes Jobs Receosd Change
| ot Eme [kate

Job End Dale: | Mistorical Job Change
Thes transachon allows users o add, | Rbappoia Roactiaty Jobs
change, of remove a job end dale lo a
job recond !

b2 b L bl el Kol Bl AOOSE CAFTROTE ™
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This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over| Teamsation Wstory | Contee |

| each transaction item | Initiabs Werey i
for descriptions. | Pviifion Coation M sron Click here to

A 3 Joby continue
Emplayve Data
Employes Job Record Changs
Jobs Bl Diabe
Higtegical Job Charegs
Histonical Job Change: L]
Reactiate Job
This transachion alows users to make changes 10 sepwmion
an employea’s job personnel dale after a payout
has been apphed

y 1 . -
R L Gl LAl bl Ll ) WL ASOMCAFTTALTE
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Chd. Transactions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over|
each transaction item |

for descriptions. | Click here to
: continue

Labor Distnbution:

This transaction alows users to make
changes to an employea’s labor distribution or
add an addibonal bor destnbubion

A I b Lad b Lo Bl B Aoom"carman”
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Ch4. Transaclions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapler. Additional Transactions will be explored in-depth in other courses,

Hover your mouse over|
each transaction item

for descriptions. | Click here to
continue

Reappomnt/Reactivate Job:

This transacton allows users 1o reappoint an
employee’s job or reactvate a pb that has
ended

B L Ll Ly b b el WS AOORE" CAFTIATE
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Ch4. Transaclions

This page gives a basic definition of each transaction. Transaction History will be covered in
this chapter. Additional Transactions will be explored in-depth in other courses.

Hover your mouse over|
| each transaction item |
for descriptions. |

Separalion:

This transachon allows users o separale an
empioyes from the Uinkersity.

B WL Gl L

HRFE Front End Training

Inltiabe Hew Hire

Postion Creation barnktenan:e
o

Eimployes Doty
Empiboyees Jobs Fecord Chaige
Jots Envel Dl
Histonicl Job Chatge

Click here to

continue

Tl Rl LD
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When the Transaction History is accessed from the
Transactions menu, the screen below will appear.

Tramenction Histary
Componen! History - Trans 10: 579

Audit Trail - Trans 1D: 579 - Component ID; 1363

To see a detailed description of
each item, hover your mouse over |
the outlined items in this
Transaction History Screen.

A L Ll Lad

HRFE Front End Training

Ch4. Transactons

Click Next to
continue

G ool sl LR
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Chd4, Transacfions

When the Transaction History is accessed from the
Transactions menu, the screen below will appear.

Transaction History

The Transachon History allows users (o wew a bist of transactions that have

bean porformed on an employee. Users can see the completed date,
transaction type, the date the transachon was iniiated, its stalus, the
employes’s home org, the effectve date, and the ransaction id

Aardit Trail - Trans [D: 579 - Compenent 1D: 1363

To see a detailed description of
each item, hover your mouse over
the outlined items in this
Transaction History Screen.

Click Next to
continue

B Gl Rl L bl il ol gLl ADOSE"CAFTTIVATE™
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Transaction History

When the Transaction History is accessed from the
Transactions menu, the screen below will appear.

Component History - Trans I0: 579

The Component History allows usaers (o vew specfic components within a
particutar transaction. The compéeled date, component type, date it was

e e g e S Cou e s e o P

are all avaiable for users 1o wew

To see a detailed description of
each item, hover your mouse over
the outlined items in this
Transaction History Screen.

Click Next to
continue

bl bl LS L bt L kM oo carmroam”
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When the Transaction History is accessed from the
Transactions menu, the screen below will appear.

Transaction History
Component Histony - Trans [I0; 519

Aaudit Trail - Trans ID: 579 - Componj
Once users have selected a compaonent and the screen refreshes, they can
view the audil trail for that parboutar component. This aliows them o vew
spechc changes thal occured within a transaction.

To see a detailed description of
each item, hover your mouse over
the outlined items in this
Transaction History Screen.

Click Mext to
continue

e L Ll Ll bl Lt ) ) ACOBECAPTRATL
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Upon viewing the list of transactions in the
Transaction History, you are able to select a
transaction to view its Component History.

@ HOME E EMPLOYEE SEARCH @ INOUTBOXES @TMACTIOHS b d E ADMIN TOOLS ¥ B HELP LOGOUT

Transaction History

Click the Select button to view the
Component History of the 14 111111111

transaction.
Initiated Date Home Org Effective Date Trans Id

2008-09-02 09:41:07.0

UNIVERSITY OF ILLINOIS
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Once the transaction is selected, the Component History will display below the selected
transaction. From this point, you can select a particular component to view the Audit Trail,

Hm Emmuﬂm leﬂ:ﬁj @rm:m' EWIWLSI' BIH’.LF @Lﬂ-ﬂﬂll

Transaction Histary

History of HR Fromt End Transactions fer: I

Transaction History
Select Completed Date Tran Type Initiated Date Home Org Effective Date Trans Id

Tt OLE-0R-02 (A i0.0 SO0Er-02 D=1 AAT0

Componen History - Trans I0: 573
Select Completed Date Component Type  Initiated Date Status Home Org  Effective Date

o SO0S-0-02 DAl 070 | Appled b Barrer | 9455000 SO0 O 000

Trans |d Component ld

R S008-05-02 091070 | Apphed boBanner | S-655008 SN0 20 Q070000 0

Click the Select button to
view the Audit Trail.

CESSGE
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Transaction History

Let's view the Employee
Record View for this
Transaction. Click the View
ERV button.

HR Front End Overview and Navigation Course

Initiated Date Effective Date Trans ld

1008-09-02 09:41:07.0

Home Org

Status Home Org Effective Date Trans |ld Component Iid

38-09-02 09:41:07.0 Applied to Banner | 9-699008 2008-09-02 00:00:00.0 579

Audit Trail - Trans ID: 579 - Component 1D: 1363

Action

RELEASE OWNERSHIP
APPLIED: JOBCHANGE (1370)
APPLIED: JOBCHANGE (1369)

Action
Timestamp

2008-09-0Z 09:43:10.0 | CAMPUS:Default: Apply B L-9-*-*-* (579:1389)
2008-09-02 09:43:03.0
2008-09-02 09:42:

Changes/Notes

Pubiic, John | Successfully applied JobAssignment.
=d Jobassignment.

TAKE OWHERSHIP

DATA CHANGE: JOBCHANGE
(1370)
DATA CHANGE: JOSCHANGE
(1370)
DATA CHANGE: JOBCHANGE
(1370)

2008-09-02 09:42:

meosos. YOU @re able to view the Audit Trail within the

Transaction History. In the Audit trail, you are
2so0z02:4t: gble to view the changes that have been made to o™t 41250
the transaction.

* from * to '22.176117

2008-09-0Z 09:41: atedComponent’ from * to ‘true’

DATA CHANGE: JOBCHANGE
(1370)
DATA CHANGE: JOBCHANGE
(1370)

2008-09-02 09:41: Zfrom ™ to"1.0"

2008-09-02 09:41:20.0 Pubc, John | Changed MONTHLY from * t0'43,843.75°

ROUTED

GES0O

2008-09-02 09:41:20.0 | CAMPUS:Default:Apply B L-9-*** (579:1389)

Ch4. Transactions

UNIVERSITY OF [LLINOIS
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Historical Employes Record View

Since the data for this transaction
has already been applied to Banner,
the Historical Employee Record View
is displayed.

The Employee Record View will be
covered in detail in the Employee Record
View chapter in this course.

Click Next to
continue

s LU Gl Ll bbb dka BE  sooar'carmone”
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Ch, 4 - Review Page

In this chapter, you learned about information pertaining to:

« Transactions users will encounter in the HR FrontEnd |

+ An overview of Transactions in the HR Front End

RO CAFTIATT
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Ch. 5 - Admin Tools

You will learn about:

¢ The interface of the Admin Tools in the HR Front
End

= How to use the different tools that you will encounter
in the Admin Tools feature

Click Next to
continue

SERCO0 (4 frock X § i
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The Admin Tools allow users to customize settings within the application.

Click the User

Preferences link
2 to continue

User Preferences

User Security

This menu will be generated according to user
security permissions. Users will see:

* User Preferences and

» User Security

**Administrators will see additional items

HRFE Front End Training

Chb5. Admin Tools
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User Preferences allows users o customize certain features of
the HR Front End application.

Click the Employee
Search Columns drop-
down choice to continue.

User Prefere

Emp Search Columns
Employee Search
InfQuthox Columns

Once in User Preferences, you will have
the option to customize:

* Employee Search Columns
¢ Employee Search

¢ |[n/Outbox Columns

G L Gl L L: :] |: l:, ADOBE"CAPTIVATE™
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Ch5. Admin Tools

The Employee Search Columns allow users to customize the appearance of the columns in the
Employee Search feature. Users will select the Employee Search Columns from the drop-down
menu in the User Preferences.

User Preferences INOUTBOXES @mn.usncnousv Emu TOOLS ¥ BIELF le.IT

Emp Search Columns ¥

AVAILABLE COLUMNS SELECTED COLUMNS

User
Last4
Trans

Under Available Columns, click
on the outlined Middle criteria.

Last Name First Name E-Class Emp Status Home ORG

Doe John EC -EClass U-3-904001 - AYP Human Resources/Shared

VERSITY OF [LLINOIS

CES00 (o> 5

ADOBE“CAPTIVATE™ |
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User Preferences

Ch5. Admin Tools

LI Notice how the choice that was I —
Emp Sear - selected is now highlighted in
blue.

Last 4 SSN
Trans

First Name
E-Class

In order to move the item from
Available Columns to Selected
Columns, click the outlined arrow.

Doe EC - EClass

Last Name | y Home ORG
U-5-904001 - AVP Human Resources|Shared

GO0

HRFE Front End Training

VERSITY OF ILLINOIS
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ADOBE“CAPTIVATE™ |

88



HR Front End Overview and Navigation Course

Notice how the Middle criterion now appears under Selected Columns and simultaneously appears in the
sample Employee Search Columns below. Once an item is in Selected Columns, if it is not greyed out, you
can use the arrows to move items up and down to organize the Columns layout.

User Preferences

&M&ﬂ_ﬂf‘& @ INOUTBOXES M;ME ﬁmu TOOLS ¥ ﬂg 0GOUT

\'Emp Search Columns v

AVAILABLE COLUMNS

User ID
Last 4 SSN
Trans

SELECTED COLUMNS

Middle

From this point, you can click: Save
(saves current settings), Cancel, or
Restore Defaults (restores to original
default settings).

Last Name

First Name E-Class
Doe John EC - EClass

Home ORG Middle
U-9-904001 - AVP Human Resources/Shared 5

mwl Restore Detauts |

eSO

HRFE Front End Training

- Click Save to
continue

UNIVERSITY OF ILLINOIS
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Now that we have customized the Employee Search
Columns, let's customize the Employee Search settings.

User Preferences

Select One- 1

Click the Employee Search

drop-down choice to continue.

GI_FI_J_F

HRFE Front End Training

Ch5. Admin Tools
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DEPARTMENT

ORGANIZATION

EMPLOYEE GROUP

DISPLAY TERMINATED

MAX ROWS

CAMPUS

DEFAULT VIEW

HR Front End Overview and Navigation Course

Select the COA (Chart of Accounts) that you want to set as your
default search criteria. The selected COA will filter the college
drop down to be all colleges in the selected chart.

This drop down control contains all the colleges in the selected
COA above. Select the college that you want to set as your
default search criteria. The selected college will filter the
Department drop down.

This drop down control contains all the departments in the
selected college above. Select the department that you want to
set as your default search criteria. The selected department will
filter the Organization drop down.

This drop down control contains all the organizations in the
selected department above. Select the organization that you
want to set as your default search criteria

This drop down control contains all employee groups. Select the
employee group that you want to set as your default search
criteria

Select the checkbox if you want the search results to atways
display terminated employees.

Max rows that can be returned

This drop down control contains all the campuses. Select the
campus that you want to set as your default search criteria

ERV or Timeline after employee search.

HRFE Front End Training

Chb. Admin Tools

Each drop-down criteria in the
Employee Search is described in
detail on this page.

| Click Nextto ‘
continue

l_ D : [:l ADOBE"CAPTIVATE™ |
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

|

Hover your mouse over the

drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

Click Nextto |
continue

—_—Tre T

| * ™
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

- University of llinois - Urbana

- University of llinois - Chicago

- University of lllinois -Springfield
- University of llinois - Global

- University of lllinois - Admin

Hover your mouse over the

drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

Click Next to
continue

CE300 L0 EJ B soose"capmuare”
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

= 7]

AA - Executive Offices
AB - Ofc Planning & Administration
AD - University Audits
AF - Business & Financial Services
S NN CLNET I O TNE Copen e AH - VP for Academic Affairs
1 Al - VP Technology & Economic Dev
Hover your mouse over the | L %;pgupﬁﬂmﬁz'sgﬁxnms
drop-down options to see a | AN - University Ethics Office
4 . - | AP - VP Chief Financial Officer
sample of options from which AX- University Wide Units
you can Choose to use as AY - UA - Utilities Administration
i AZ - UA General Use
settings for the Employee | ZZ - Control - Organizations

Search feature.

I*-Nl

| Click Nextto
continue

= (< 71 6 f | ) 5 ™
[_\ D Gl L) il ) Eal Bl ADOBE CAPTIVATE )
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

Hover your mouse over the
drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

|

375 - linois Connection

391 - Secretarys Office Board of Trustees

550 - University Counsel

615 - Presidents Office

693 - Ofc of Governmental Relations
Relations

Click Nextto |
continue

(0 Jroc] >

ADOBE"CAPTIVATE™
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HR Front End Overview and Navigation Course

The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

Hover your mouse over the |

drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

|

- All

375000 - llinois Connection

~]

Click Next to
continue

e —

| [T " my
bl L] a3 B | ADOBE"CAPTIVATE™ )
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

Hover your mouse over the

drop-down options to see a |
sample of options from which |
you can choose touseas |
settings for the Employee |
Search feature. :

|

A - Faculty and Other Academics

B - Academic Professionals

C - Civil Service Weh/Dpt Tm Entry
D - Civil Service Time Rpt Feeder
E - Civil Service Extra Help

G - Grads and Predoc Fellows

H - Academic Hourly & Grad Hourly
L - Lump Sum

M - Summer

P - Postdoc FellowResAssoc/ntrn
R - Residents

S - Student

T - Retiree/Annuitant

U - Unpaid

V - Virtual

W - One-time

Click Next to
continue

NORRE . ,.
QRTOCE X Ry ADOBE“CAPTIVATE
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The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

[= ]

Hover your mouse over the |
drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

C- UIC Chicago

G - UIGC Global

S - UIS Springfield

U - UIUC Urbana / Champaign

Click Nextto |
continue |

e — 7 R (3 [0
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Ch5. Admin Tools

The drop-down lists in this section allow you to establish custom settings
that appear when you access the Employee Search feature.

]

Hover your mouse over the |

drop-down options to see a |
sample of options from which |
you can choose to use as
settings for the Employee
Search feature.

Click Next to
continue

! :] X} . ADOBE'CAPTVATE" )
il e (el B J
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5.0
E EMPLOYEE SEARCH

Chb. Admin Tools

2 - University of llinois - Chicago ~ I

The drop-down options here have been pre-selected
for you. Once the choices have been selected, you can
either click: FP - Education

* Save (saves the settings that you have chosen and
applies them to the Employee Search)

* Cancel (cancels the changes that you have made to
the Employee Search) 208000 - Education

» Restore Defaults (restores the Employee Search
settings to the default system settings) B- Academic Professianals

208 - Education

O
%0 |
First click the Save button to save the settings, [c-Ucchcepo
and then click the Employee Search link to see|
that the changes have been applied.

erv |

7 ETm
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Chb5. Admin Tools

@lﬂ TOOLS ¥

User Preferences

" user security

Let's return to User
Preferences. Click the |
User Preferences link.

After the changes have been made, those settings are now the
default settings for the Employee Search feature.

N 1 51 ) [+ ] ™
|__I < Kl Betd [ RTOER X R ADOBE"CAPTIVATE
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Now that we have customized the Employee Search
feature, let's customize the In/Outbox column settings.

User Preferences

Emp Search Columns
Employee Search
In/Quthox Columns

Click the In/Outbox
Columns link to continue.

Ei l_i Bl L L: :J |: E, ADOBE"CAPTIVATE™
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The In/Outbox Columns (similar to Employee Search Columns) allow you to customize the

appearance of the columns in the In/Outbox feature.

User Preferences

A0 [l
| [P PR [ [—

25 ADMIN TOOLS ¥ B HELP . LOGOUT

InfOutbox Columns v/

AVAILABLE COLUMNS

Ownership DateTn ~ Lran IO
Under Available
Columns, click on
Tran Enabled D214 the outlined Middle |
Initiated By Name criteria. L

Initiated DateTime'

. 4
Received DateTime Home Org  »

SELECTED COLUMNS

Tran Stop
Select D D

Route Stop

D.l 3

CAMPUS:Default: Apply C U-1-*-*-*(1:3) EMPDATA

mpl Home Owned

Grou org By Completed

Jane B U-9-615000 | 111111111 |No

Save | Cancel| Restore Defautts

SE300

HRFE Front End Training
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Notice that the selection that was made in the Available Columns is now highlighted.

A0 al 3
B Corovrses oo Bmamacrone Bomnasy Bwmr @iocor

User Preferences

In/Outbox Columns |

AVAILABLE COLUMNS

Middle Name
Ownership DateTime
Routed By

F¥I

Send To

Tran Enabled Date - -
e To move the item from Available

Initiated By Columns to Selected Columns, click
Initiated DateTime .
Received DateTime the outlined arrow.

Tran Home owned
Type —  HName Org By

=] 1 3 CAMPUS:Default: Apply C U-1-*-*-* (1:3)  EMPDATA U-9-615000 | 111111111 | No

Completed

Select 120 SiOP Route Stop

Save | Cancel| Restore Defauts

ERSITY OF ILLINOIS

D :) C] D :J [j l: D nDDBt’umvm"‘/_.
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Notice that the selection that was made in the Available
Columns is now highlighted. Once an item is in Selected
Columns, if it is not greyed out, you can use the arrows to

User Preferences E — IN/OUTBOXES '5_' TRANSACTIONS ¥ E ADMIN TOOLS ¥ B HELP LOGOUT

| InfOutbox Columns ™|

AVAILABLE COLUMNS
Owmership DateTime
Routed By

FYI

Send To

Tran Enabled Date
Name Sufiix

Initiated By Middle Name I
Initiated DateTime st Name
Received DateTime First Name
Empl Group »

Route Stop Toe | um [RRS It EME (Click the Save ompleted

|d 1 3 CAMPUS:Default: Apply € U-1-"-*-* (1:3) EMPDATA 123456789 B button to continuey

Tran Stop
Select D D

Eﬂ]mm

G l: :] l: l: Lj l: [: “DuBE"caPTWATE"‘/.
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The next feature of Admin Tools that we will visit is User Security.

User Preferences

User Security

Click the User Security
link to continue

l:/ " bl L ) fToch X [: ADOBECAPTIVATE™
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Ch5. Admin Tools

User Security allows users to view their current security permissions within the HR Front End. They
can view information pertaining to the user (UIN, Name, Enterprise ID), what actions/route stops, org
codes, employee groups, transaction types, and dates which these permissions are active,
Permissions are indicated by checks in the boxes.

User Security

ACTIONS/ROUTES
APPLICATION USER STOPS
Enterprise
UIN Name Action Campus COAColl Dept OrgABCDEGHLMPR ST U ALL NEW ERC LD HJC REA ADD SEP EMP PCM WKS ALL SSN From Thru
CI119911111 S, Joe E Reviews _ [ . o 272008 AnS2004

The following may appear under the Actions column:

ORG CODES EMPLOYEE GROUPS TRANSACTIONS MASK DATES

» Initiate - indicates that the user will have security
permissions to initiate a transaction

* Review - indicates that the user will have security
permissions to review a transaction

* Apply - indicates that the user will have security
permissions to apply a transaction

Click Next to
continue

E a G D L—u E ; E ADOBE"CAPTIVATE™ )
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Ch5. Admin Tools
Ch. 5 - Review Page

In this chapter, you learned about information pertaining to:
* The interface of the Admin Tools in the HR Front End

= The functionality of the Admin Tools feature

Click Next to
continue

E L Gl L () RTOCE X E ADOBE" CAPTIVATE"
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Ch. 6 - Online Help

HR Front End Training

NOTE: Please check with your campus HR representative regarding which of the following
courses are required for HRFE Security access.

You will learn about:

« The HR Front End Online Help Page

Click Next to
continue

l_J VLI R0 a2l (TR X R ADOBE"CAPTIVATE™

HRFE Front End Training 109



HR Front End Overview and Navigation Course Ch6. Online Help

The HR Front End has an online help feature to assist users. Accessing this online help feature is done
by clicking the help link located in the navigation menu. Wherever a user is atin the HR Front End, the
Online Help will configure itself to access content pertaining to that particular section.

Click the Help link to
access the Online
Help feature.
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HR Front End Training

The following online courses are interactive and allow users to frain as if they were actually in the
HR Front End. Please selectihe appropriate course 1o begin training. NOTE: You will need Adobe
Flash Player installed in order to take these courses. You can download the latest version of Adobe A Front Eng Appication
Flash Player at hitp:iget adobe com/Mashptaver! (Contact your network administrator for this

download if you are not an administrator of your machine). Dvervew

Additional resources

For questions of problems with e online courses, please email sendcedeskaits@uillingis sdy HRFE Traning

NOTE: Piease check with your campus HR T ing which of the A Help & Support
courses are required for HRFE Security access. Pt e
Kngwiedoetase

- Thiss course provides indhiduals with an understanding of the HR Metrics § Release Confent
Sieerng Tegm

New Hire - No Sound
Add 3 Job - No Sound
Employee Job Record Changes - No Sound
Labor Distribution Only Changes - No Sound
Employee Data Changes - No Sound

Job End Date - No Sound

Reappaintments - No Sound

Separations - Mo Sound

Employee Group/Class Change - No Sound
Historical Job Change - Mo Sound

Position Creation and Maintenance - Mo Sound

HRFE Foundations Coursa - Provides indnduals with an
Banner to the HR Front End.

Click Next to
continue

S —
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Ch. 6 - Review Page

HR Front End Training

download if you

For questions or problems with the online courses, p

NOTE: Please check with your campus HR representatr

courses are

CEROO

HRFE Front End Training

Additional resources

Ch6. Online Help

Click Next to
continue
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Ch. 7 - Employee Record View

You will leam about:
» The Interface of the Employee Record View in the HR Front End

» How the Employee Record View is interrelated with other features in the HR
Front End

Click Next to
continue

1 B AGORE CAFTIVATE
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Ch7. Employee Record View

The Employee Record View (ERV) provides, on one screen, all information pertaining to an
employee and the jobs that they hold at the University of llingis. Information is presented in a
tabbed layout with expandable accordions.

" r: =
Employes Record View Buw E owonune ®ucimces Biaascron~ & samions~ ﬂmr @ Locou

UBH: 119111971 655008 TS ITPC  ECLS: BA  Total FTE: 1000  Base Salary: S7.278.13  Tetsl Salary: §47.278.10
Full VigweNo | fansacticn: e adonhyBioDemelcoom JobAccom[UZ2218 00|

The View Date field, in particular, will allow users to
navigate to specific date(s) on an employee’s record. This
will help when there are records either in the past or the
future that users want to view. This can also be the
effective date of a transaction once it is initiated.

UFF13-00: VT TRAINING SPEC EOLS:BA TSORG: 5559002 TVYPECF FTE 1 D00 MTHLY: §397984 BEGEE BUWO00T END: ST0O005 BGTPROEY STATUS: & I

[Prnt Frisnuly View

Information is in a tabbed layout in two sets. The first sel of tabs contains employee information
(Information contained in PEAEMPL records in Banner). The second set of tabs contains Job
information (Information contained in NBAJOBS records in Banner). Information within the tabs is
organized in a condensed, accordion format. We will explore the accordions throughout this chapter.

Click Next to
continue

IR0 DOEE. wowamu

HRFE Front End Training 114



HR Front End Overview and Navigation Course
Ch7. Employee Record View

Aside from the Last Mame, First Name, UIN, Home Org, E-Class,
FTE, and Base Salary, users will find additional information.

Employee Recard View Baowe e e suamcn

- UIN: 119111111 5. 599008 AITS ITPC  ECLS: BA  Tetal FTE: 1000 Base Salary: 7 27813  Totsl Salary: $7 27813
Full View-No | ransactisn-Headonly BiolemaAccesmcobAccem= U018 00)

oare: (I =
GENERAL INFO 180 [ DE
I3 EMPLOYEE GENERAL BFORMAT

Users will also see

= FullLimited View - Type of view that users have
* Transaction - displays the transaction type if there is one
pm = Transaction |D - this number will displayr imm&dia*tely after the | BGTPRO:N STATUS:A |
transaction type (if a transaction has been initiated)
* Component ID - this number will display immediately after the P Prnecty View |
Transaction |D number
» Job Access - will display which Orgs have access to this
employee’s job records

Click Nextto
continue

CIERLW L DEIER sooercarman-
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DESCRIPTION
Afterusers have saved a transaction,
they can add the change(s) that appear
under the proposed changes accordion
bar by dicking the add change button.

Ch7. Employee Record View

DESCRI
Clicking this button will route the
transaction on to the nextstopin the pre-
determined routing path.

Users are able to cancel the transaction
by dicking the cancel button.

Clicking this button will save the
information that has been entered thus
faron a transaction.

When users desire to see an

expanded/collapsed view of the employee’s
job record, they can do so by clicking either

the expand all or collapse all button.

Sends aread-only copy of the transaction.

Clicking the Limited ERV button provides
users with a very limited version of the
Employee Record View. Clicking the Full
ERV button will provide users with a
complete view of anemployee’s record

Sends the transaction to individuals that
exist outside of the pre-determined
routing path.

Provides a print-friendly view of the
elements onthe screen in order that the
user can obtain a printable, hard copy.

Whenauser is in Limited ERV, they can
request access to view Full ERV by clicking
this button.

Clicking Rel Ownership will make it
possible for other indmduals in their
permissions group to work on the
transaction. Clicking Take Ownership
allows the indmdual to have ownership of a
transaction so they can edit it

Accessesthe Timeline View of the
Employee’s Record.

Returns the transaction to the previous
stopin the routing path.

Clicking this button will display
information pertaining to a specific date
which the userindicates in the re:

textarea. T Click Next to

HRFE Front End Training
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Ch7. Employee Record View

Under the General Info tab, users will find the Employee General Information accordion. This
accordion contains information such as: dates relevant to their employment, employee class,
citizenship information, etc.

Cmom | s Y arcesns 1w s

ERES OVEE GERERAL R ORR
e MNow let's explore the

et |5m Bio/Demo tab. Click this
e tab to continue

B - Uriaprpaty of Bingey - A | B0 - ATE TP

=] :-I_I. LR Uirbans ' C Farmpasgn

SERWCE DATES TERMPATION
AL SEAVATE:  DWWRFTr LAST W D' TERMIDATE: FEASOM:

jsamoer  [wwzoer | I [

[BA- AcsdPro +imih Ben Ebg [ - FT Whonanly 22 Bntn

=

CATADERS

k
[i5- cere— Once you have clicked on General Info tab and the Employee General
e Information accordion has been expanded, you will see general =
information/data pertaining to the employee displayed.

il bl a3 N AoOST'CArTRITE”

bl LA B ILad

HRFE Front End Training 117



HR Front End Overview and Mavigation Course
Ch7. Employee Record View

The Bio/Demo tab contains biographical and demographical information that the employee
entered via Nessie New Hire. Notice that the elements under the Bio/Demo tab are in accordion
format. When in the HR Front End, you can expand one or more accordion bars when
neccessary. The following screens will explore the elements under the Bio/Demo tab.

SES00 LOEE. wourvman
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This accordion contains basic biographical and demographical
information such as SSN (which is masked for security

Emp,m. Record View purposes), Birthdate, Gender, and more. lm;v O ©iocon

N 111011111 9699008 AUTS (TPC  ECLS: BA  Total FTE: 1.000 Base Salary: 727813 Total Salary: $47.2M.13
Full View No | ransaction Hesdonky BioDemolcorm JobAccew=[U77218 00]

oare: [ I  Linted B | Tt View |

EMPLOVEE B0 DEMO INFORMATION
BIRTH DATE: AGE: GEMDE R ETHISCITY.  MARITAL STATUS:
o [o1017~ [% [ Maie [+ [v
VETERAN CATEGORY:
| SPECIAL DISABLED VETERAN

GU0007 END: SO02009 BGTPROCX STATUS:A |
ADORE S5ES

IC Now click the Addresses =
ic accordion.
Dl.l.lm

0 certRicATIONS.

1D orrvers LcEnsEs

0L ancuaces

SO0 DB oo
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Tmammmmmomyphmm but also email |

addresses and phone numbers where they can be reached.
Il View-Na |r
oare: [ == Ui £y | Trneire view |

[ Gwraowo | moocMo |  wewos | ATAGAENTS | Ao TRaL |
A VT 0 D R I R T
AIORE Sl %

ADODRESSES
Type Address | i 000008 BGTPROCX STATUS:A I

PHONES
Type Number

M P Y OMT A T M OFIAA T

MNow let's click the
Emergency Contact
Information accordion.

BEO0 DR coam
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_ The Emergency Contact Information accordion contains
Employes Record View cy contacts that the empt e {via N e

> WAN: 111111111 Mew Hire
Full View:No |ransacliencHeado -

oare: [N [

Ch7. Emplovee Record View

1 Eaapt ovEE B0 DEMO IFORMATION

Emss&;
EMERGENCY COMTACT BEORMATION
EMERGENCY CONTACT INFORMATION
Name Address Type Address Phone Relationship Nation Priority
Permanent 132 Fouth Avenue 275651255

WA L WU

Education accordion.

|
Mow let's click the ]
|
|

RGO HEEE eurwma
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The Educaﬁn:d amon:h:l :On'lalr:f Ll’nrér::'hun pertainhg 130, B @oconr

WIN: 111911911 969590

Fulll ;I'llur.l- Irarsaction:Headonhy-BleD emoficcess: JobAccess= L7218 00]

EDUCATION

Institution Degree Major Start Date End Date Degree Date Hours Earned || EEr=mreeeeeegreer=———rrr |
Univarsity of lnsis 9MN983 5291997 SMA199T

MNow let's click the Work
History accordion.

CEEO0 QEEE6. wecwman
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The Work History socordon contains a detaled work G

I 'I-'I-'i'il'l'l'l'l'l 3 '\ hmy record of the Emm BT RE]

0 emercency conract meomaaTion
15 epasc amon

TITLE: START DATE:  EWD DATE: AT PR STATUS:A

Assistant 12005 10
SUPERISOR: SUPERISOR PHOME: T e
|[unted States of | Jane Smih o -

Orgaruzation and distnbution of matenals

r REASOMN FOR LEAVING
Began education

LICEHSES

£ Now let's click the :

Licenses accordion.

GG BOEER wowarman®
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Employee Record View

UIN: 111111111 3 8
Full View No | ramsachion Keadonhy

oare: |

CENERAL WO B0 | DO

IC0LS ¥ BII.LF @LMI

The Licenses accordion contains information pertaining s
to any specific licenses that the employee may hold.

10 EMPLOYEE B30 DEMO I ORMA TION

L ADOHE SSES
L EMERGENCY CONTAC T INFORMATION

K9 EDUCATION

WoRs HSTORY

Ducewses
LICENSES
Title MNumber
INOINE

Date Acquired

Renewal Date Expiration Date State Nation lssuing Agency

LD CERTIFICATIONS

Now let’s click the
Certifications accordion.

HRFE Front End Training
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— Similar to the Licenses accordion, the Certifications

accordion contains information pertaining to specific 47,2781
Certifications that the employee may hold.

BEIENIH.‘.“I CONTACT IMFORMATION
EDMA ATION

HISTORY
Ducenses

CERTIFICATIONS
Title Number Date Acquired Renewal Date Expiration Date State Mation Issuing Agency

Now let's click the Drivers
Licenses accordion.

CEELd EEER. wosowrmen:
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The" ion contains informati

1,213

pertaining to Drivers Licenses that the employee may hold.

M MO ATTADHAMENTS AUDET TRAR

L3 EMPLOYER B30 DEMO BFORMATION |

ADDFESSES
EMERGENCY CONTACT INFOFMA TIOMN

hll‘lﬂ:im
S TORY
LICENSES
CERTIRICATIONS
DRIVERS LICENSES.
DRIVERS LICENSE
Class Status License Number State Nation Effective Date Expiration Date
Passenger Driver's License  Cument Pa3529 1= mnois United States of Amenca 392005

(Dics

Now let's click the
Languages accordion.
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The Languages accordion contains information pertaining to 7 ©
languages that the employee can read, speak, write, translate, S —

Ui 111111111 8 teach, and whether or not the language is their native

Fuall Wiew:-No | ransachion:Hesds
oure: [ = language.

GEREFRAL INFO B0 | DR MEMDS ATTECHMENTS ALIGIT TRAL

EMDTEE B MER INFORMUA TION

ADDRESSES |
IO EMERGENCY CONTACT INFORMATION |

@mnm ]
ﬁnmmrm-r
Eumrs:s LO984 BEGERE BUT00T EMDx S0000Y BGTPROcK STATUS:A

CERTIFICATIONS
Print Frigney Yiew

LAMGUAGES
Read Write Speak Translate Teach MNative

Now let's explore the remaining
three tabs in this section.

Click the Mext button to
continue.

ST Tl BEEE. s
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The second section of the Employee Record View chapter will
focus on Transaction Information. We will explore information
under the following tabs:

+ Memos
+ Aftachments
« Audit Trail

Let's explore the Memos feature.
Click on the Memos tab.

Al L Rl L) il L el R Accst o
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The Memos tab allows you to enter memos that other users
along the routing path of the transaction can read.

Transaction Memos

00112008 101 242

Enter the following text as a memo:
{ can add & memo fo a transaction.

Click Add to add the memo.

Al el bl L bl b s Bl AposacarTan”
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Motice that the memo is now included under the Memos tab.
Users can add multiple memos if desired.

MEMOS ATIRCIMSENTS
—
Now let's explore the

I can add & memo 0 3 fransaciion Aﬁachments fEﬂth'E. Cllﬂk “'IE
Afttachments tab.

- |

o L Lal Lad bl L W - Ao0RCCarTRATY”
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The Attachments feature allows you 10 upload documentation to a transaction. The next few
slides will simulate an actual document attachment in the HR Front End.

Click the Add
Attachment button.

S L Ll Ll bl g K B ADCRE"CAMTIVATE
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i 5559008. ECLS: BA

1. Chck Browse 1o select the Sls you wand o attach
2 Chck Add to add the sttackment 1o the kst Repeat steps 1 and 2 1o add more altachi TG brmse hrdmmenmﬁon t,n

3 Select the doc type from the drop-down st and provide a description for each attachr attach. click the Browse button
4. Chek Upload 1o upload i sftachenard 16 the trinsseten. To remeve an sltathment, 3 .

= Y

ATTACHMENTS TO BE UPLOADED
Title Doe Type Description

Uplagd i Daoyfae

ESITY OF ILLINOIS
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File Upload
Locki | () My Documents

I Adobe Sk Pholos
_‘b Gty Shuds
My Recert | [ Cyberin
[atS2F P T LMD D0 _Cutpet

e Budder 3
[3 |y Ak gt ah Primits
Detitop My Bumress Obvjects Dooumsnts:
My Bk
Dy M
; My Pchures
My n:i-n P Taoes
decs
fekgets
While in the File Upload window, ot totebooks

click the selected document and ™"*"**
then click the Open button.

| My Hetwoeh, Fllea of type

GBI W LRI RN oo crmun
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Ch7. Employee Record View

Attach Document Blﬂf @L!J'E-W'r

mnm 9.653008. ECLS: BA

1. Chck Browss to select the file you want to sttack
2 Click Add to add the attachment 1o the kst Repa Click the ADD button to add

3. Setect the doc type from the drop-dowe list and p the documentation.
4. Click Uplead to uplosd the afiachmant to the tra

[ \Dheerreris ared Somrs! publc WMy Document \CTTApobe gl doe E

below and clhick Remeve

ATTACHMENTS TO BE UPLOADED
Title Doc Type Deseription

Lipload | Drang
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Ch?. Employee Record View

Attach Document ._!uv_ E_l.nﬁmu

alhallal S 1. Click the highlighted Doc Type

1. Clhck Browse to select the file you want t aftach 2. Enter the word APPLICATION
2. Chck Add to add the attachmend 1o the list. Repeat steps 1 and 2 to add mane § in the Dgs.cripﬁnn text box

3 Select the doc type from the deop-down it and peovide & descrplion for each af

4 Chek Upload to uplosd the atiachment to the tramsaction. To remove an attsche 3. Click the UplDEl'.! button

1

ATTACHMENTS TO BE UPLOADED
Description

BEN £ BENEF CHOAC
IR CRES BENEFICIANY

[ 21
L

BEMEFITS ACTION FORM
DEREFITS LD SLPPORT

OV SERY. SENIORITY ADJUST LFDATES
LI SERY . TRANGFER SCORES

BER00 DEEE. wowcwmen
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If the upload was a success, a message appears at the fop of
the screen stating as such.

File (CCCApphcation doc) has been uploaded

mnim 9659008. ECLS: BA

. Chek Browss 1o select the Sle you want to attach

. Chck Add to add the sttachenent 1o the si. Repest steps 1 and 2 to add more sttachments

. Select the doc type from the dog-doen list and provide & descrption for each affachmend

. Chek Upload 1o upload the aftachment to the transaction. To remnowe an attachment, select i below and chick Fremove.

) assl

o Click the Done
P button to continue S Description

LLINOIS
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Once you are taken back to the Employee Record View, you can see that the attachment has been
successfully uploaded and you have several options of which you are able to View, Delete, or Add
another attachment.

User can limit who can see this
document by checking/unchecking
the box(es) under Viewable Orgs.

Click the Save
L button to continue

vier | | Debn | (] ce— - AMHGE OF STATUE S-459008 AITS ITPC

2o sncreent[So ]

Ao U el Ll bl b el B MDORITCAPTRATI
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Mow that we have explored the Attachments feature, we will
move on to the Audit Trail feature.

Let's explore the Audit

Trail feature. Click the
Audit Trail tab.

B BLIE Ll Rl bl Lowad B L S AR
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Ch7. Employee Record View

The Audit Trail feature allows you to track the changes
that have been made along the routing path of a
transaction.

Action Action Tume stamp Step Changes Notes
TACE CRhERTHIP 20080811 131200 CAMPU D it Sitiatn B LBl 008 || T0-AT2E)

CREATE TRANGACTION (1 74} M00-09-11 You are able to see:
ROUTED

M G 3 * What action was taken (Action)

+ When it took place (Action Timestamp)

* Where the transaction has been, and wherne it will travel
along the routing path (Stop)

» Who worked on the transaction (Owner)

* What changes took place (Changes/Motes) Click Next to

continue

EIESEILS bl L B B seorrcrrman™
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One additional tab that might appear in the Employee Record View.
This tab contains information pertaining to the Federal Work Study.

Employes Record View F‘Iw- Elmnm:u.w F-w'm'l lmlmv Emmﬂ.i* Hm.r @Luml

T 1000 bedercolle glate Amteticn  FOLS: SA
Full View Ns T1amacies Hesdenhy UiaDemedccem)ehAcrem- PSS 00T 25, USEIIS 01, U2 01, U500/ I8, US048 00, Ul 00, UBTETY £0, USRS 00, LRS00 30, USeEds 4,

LIRS 07, LSED0 00, L5307 35
| Lo 85 | Tt i |

Arcepted Remaning
33,500 00 [T54] $3.000 00

Fay Start Pay End

This tab contains information pertaining to the following:

= Aid Year associated with the Federal Work Study
= Awards associated with the Federal Work Study

+ Jobs associated with the Federal Work Study C'iﬂ:n?:iw

ST <] QT EE, oo
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The Jobs tab provides information pertaining to jobs to which the
employee holds at the University of lllincis. Similar to the Employee
Information, Job information is condensed in an accordion layout.
This is in order that users can expand one or more accordions to
view particular data.

o R,

pw}lllmr‘-‘hﬂh}:l‘lc DOLE: B6 0% ORG G-505000 TYPE= P FEOE70 MTHE 52974 11 BNGEE BAC007 INIE-SO00000 BGTPelk ) STATR:-& |

-
% Let's explore the Job Detail.
Click the Job Detail accordion

O FACULTY RANK & TENURE
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Ch7. Employee Record View

The first accordion under the Jobs tab is the Job Detail accordion.
This accordion displays detailed information pertaining to an
employee’s job at the University of lllincis.

LR WO SORREE PYPES FEEDATE MMARIE E

BCHE LAT5ET (M SN BT BILIVRES |
AL

R IATE
H HCTR GOTEE NI BN NONRAY S 268 TLu

L

O CHARL RO T T TR

RALARTYT
el

Click the Job Labor
Distribution accordion.

bl L sl N e carmun
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ChE8. Timeline View

The second accordion under the Jobs tab is the Job Labor
Distributions accordion. This accordion displays the labor
distributions for the job listed.

T Ao TRAING BPEC L% B TRORG S09000 TPE P ITE0EN MIMY §2575 71 BEGRE G000 IM(E 000000 BGT PR STAMm: s |

Click the Position
Data accordion.

ClIEREIG LSS oeercvrmen
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The third accordion under the Jobs tab is the Position Data
accordion. This accordion displays information pertaining to
the position that an employee holds at the University of lllinois.

WEIROE TRt SPED ELES FIORE BEECH TPEP PEOED EUEL ST D 00T DN S000TN G PeE T SANRSEL

; PR R ROy

| DA PEORRE] N TR, PR o

ke Work |
Schedules accordion, ==

—S N

O GIRRACH BRTES L OMTRALT A TR
FEF 1 |

LJ l..‘.'...'.:l bl r..n.'l LU ES Bl soont’carmane”
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The fourth accordion under the Jobs tab is the Work Schedules
accordion. This accordion displays information pertaining to a
Civil Service employee's work schedule for their job.

AEERE AL TRARINS BPEL EELSI BN TR0 SAR00L TE R FREOATE MTRLY 29000 BEORE GUTT MR SOBCSM R PRl SERRUR L |

(3 [ Aol P AFga S
Click the Service
Dates and Contract
Parameters accordion.

CIERLIE GHEEER, swowoeman
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The fifth accordion under the Jobs tab is the Service Dates &
Contract Parameters accordion. This accordion displays the service
dates and any contract parameters active on the selected date for
the Employee Record.

U100, TRAFAR SPY L% B TS0 5055000 TYIE P FTIE0E70 ETHLY: §1 4974 0 INGEE B]i07 IMEE SO00000 DGI PR; 0 STATUR: & |

O DEFAULT EARMINGS

DF [ 124
Click the Default
Eamnings accordion.

A L Ll L L L EIRE  seorrcarmun
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The sixth accordion under the Jobs tab is the Default Earnings
accordion. Initially, when a job is created, the eam codes tied to
that job employee class will default. However, it does not re-
default if the employee class is changed on the position or on the
job. Therefore, it would have to be updated manually.

| R RRRRRREEEDDDDD———

BIEEY ool TRARIRH) BPEC EOLR B4 TH O 66008 TPEP FTE0ETD MTHMLY 15760 BEGEE 40007 M S000006 BT PRlc s STATU:A |

0 JoB DETAL
0 JOH LABIOR OIS TRIBUITIONS
D pOsITion DATA
10 roPe SCHEDULES
O SERVACE [IATES & CONTRAC T PARAME TERS
O DT AR | FARNINGS
Effective Date  Earnings Code Hours/Units  Special Rate  Shift End Date
r r ] ]

0 FRCUL T AR & TEWLIFE

Click the Faculty Rank &
Tenure accordion.

[y = ~
Ao LI Ll Lad il ) G L MOOSE CRFTROATE
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The seventh accordion under the Jobs tab is the Faculty Rank &
Tenure accordion. This accordion displays information pertaining
to faculty rank and tenure. [fihe employee were a facully member,
the Faculty Rank & Tenure Accordion would populate with
information such as is displayed below:

0 (rzzz 180 TRAmIN PELC

ECLS: DA T8 Oftc S-000000 TVPEP FTE 0T MTHUG SLITS T DEGEE 02007 EMIx 000000 DGT PRocH STATUS:A |

O DEFALLT EARNINGS
S FACUL TY RAMK & TEMURE

Rank Tenure Code Prabationary Year Tenure Org Tenure FTE
Prafessor ndefinite Tenire M £40 - Educational Pokly Shudies 1.0

Click Next to
continue
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Ch, 7 - Review Page

You leamed about information pertaining to:
* The Interface of the Employee Record View in the HR Front End

» The interrelatedness of other features in the application and the
Employee Record View

Click Mext to
continue

RO CAFTIATT
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Ch. 8 - Timeline View

Olsobstown Cleb Changes LLabor Distributions __Work Schedules L Date & Contract Params __|Default Earnings " Denctes multiple transactions onthe same date

You will learn about:

ERY

* The Interface of the Timeline View in the HR Front ||||r|'ll'II|I =
End

+ How to access and use the Timeline View

Click Next to
continue

G :J C] L: l: Lj C) [: ADOBE CAPTIVATE" )
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Click the Timeline View button to
access the Timeline View feature.

In this chapter, we will explore how to utilize the
Timeline View feature in the HR Front End. The
Timeline View allows users to view an employee's
record over a period of time.
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Ch8. Timeline View
Activity: Accessing Job information in the Timeline View

Users can view specific records by indicating so in the check boxes. Users can also
use the <<Previous and Next>>links to navigate the Timeline View. Notice that the
check boxes have been pre-selected. Follow the instructions below.

[ sobs 10wn (] 30b Changes [Cliabor Distributions Clwork [ Default Earnings * Denctes mutiple transactions on the same date.

= Appointment Year: |

5 |Bug [Sep Oct WJan Feb Apx May Jun pul Aneg

+ Enter a Start Date of 08/16/2008

¢ Click the Refresh button to see
results

l ADOBE"CAPTIVATE™
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Since the "Jobs | own" and "Job Changes" boxes were checked, the results appear that contain
that information. Information that is displayed is dependent upon which boxes are checked.

(I sobs 1own [ sob changes [JiLabor bists [ pate 2 contract Params [ IDefautt Earnings * Denotes mutiple transactions on the same date.

0si162005 [ I siresh | Appointment Year: 2009 | Colender § rv |
i | Bang ‘Sep |nct. tllmr tl)en L‘Ian tFEl‘l b[u [Bn hay L]n_n LTul Ihuql NE:
LN RN N NN NN RN RRNNNRRRRRERRRY IERREERRERR R e

JOB:C89544-00 E-CLASS: TS CHART/ORG .Tl‘(r’gE FTE: ANNUAL: MTHLY: HRLY: BEGIN: END: BGTPRO:  §

SOC W AIDE 2 o . ‘ e e H

JOB CHANGES . 01 4 32008 I
MTHLY:  HRLY: LAST CHANGE: PERS DT: EFFDT: E

SOC W AIDE 2 (LCDA) 13.030  Annual Increase 0171372008 0111312008 0

Hover your mouse over the highlighted items to see the Job records in greater detail.

Double-click the green line to see a specific calendar date within the record.

UNIVERSITY OF ILLINOIS

Q D G D G G G E louns"cnwwns"‘/.
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Since the "Jobs | own" and "Job Changes" boxes were checked, the results appear that contain
that information. Information that is displayed is dependent upon which boxes are checked.

“sobs10wn g
E-CLASS: : FIE: ANNUAL: MTHLY: HRLY: BEGIN:  END: BGTPRO:  STATUS: TEN:

12,670 0770

JOB CHANGES - 01 M 32008 I
FTE: ANNUAL: MTHLY:  HRLY: LAST CHANGE: PERS DT: EFFDT: E

SOC W AIDE 2 (LCDA) 1.0 13030 Annual Increase 0111372008 0141372008 o

Hover your mouse over the highlighted items to see the Job records in greater detail.

Double-click the green line to see a specific calendar date within the record.

UNIVERSITY OF ILLINOIS
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Since the "Jobs | own" and "Job Changes" boxes were checked, the results appear that contain
that information. Information that is displayed is dependent upon which boxes are checked.

[ sobs 10wn [“] sob changes [Labor pistr [ pate 2 Contract Params [ IDefautt Earnings * Denotes mutiple transactions on the same date.

.. [ Rairesh f Appointment Year: 2009  Catender | Ea

Bug ‘Sep |nct. tllmr tl)en L‘Ian t[‘eh b[u [Bn hay L]u_n LT Illuql HE
EEERERRE R e e e e e enenenl (RN NN NN NN RN ARy

JOB

JOB:C89544-00 E-CLASS: TS CHART/ORG TYPE:

FTE: ANNUAL: MTHLY: HRLY: BEGIN: END: BGT PRO:

TITLE: : ANNUAL: MTHLY:  HRLY: LAST CHANGE: PERS DT: EFFDT: END DT:
JOB CHANGES

S0C W AIDE 2 (LCDA) L 13.030  Annual Increase 01/ 3/2008 0111372008 08/13r2009

SCurrrrransaspasanns

Hover your mouse over the highlighted items to see the Job records in greater detail.

Double-click the green line to see a specific calendar date within the record.
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HR Front End Overview and Navigation Course
Ch8. Timeline View

When a date is selected, a pop-up box will appear that displays the date that
was selected. Users can either click the ERV button to view the Employee
Record View or click the Back button to return to the Timeline View.

Jobs | Dwn

|PSTART DATE: 05/16/2008 efre A o<l Today B

Sun Mon Tue Wed Thu Fri Sat

4 SI—67|

112 13 14

8
15

1B 19 20 21 2 m
F= )

s ¥ T B

01/6/XXXX

Click Next to
continue
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HR Front End Overview and Navigation Course
Ch8. Timeline View

Ch. 8 - Review Page

O Jobs | Own O Job Changes _Labor Distributions __Work Schedules Ll Date & Contract Params Ll Default Earnings * Denctes multiple transactions on the same date

You learned about information pertaining to:
<< PREVIOUS |Auglsep |0
LT « The Interface of the Timeline View in the HR Front
End

» The functionalities of the Timeline View

Click Next to
continue
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HR Front End Overview and Navigation Course

Ch9. Course Review

You have reached the conclusion of the HR Front
End Overview and Navigation Course. Feel free

to review the quiz information and/or navigate to
any section of this course. In order to certify your
completion of this course, please click the
COMPLETE COURSE button below.

COMPLETE COURSE

BEGIN COURSE
EI e ) L

: :] : D ADOBE CAPTIVATE™ |
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