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The Add to Favorites link will provide a shortcut for navigation


If you use this feature, be careful not to change the page Description or you may end up with some confusion on what page you are using








Navigation on left side works like Windows Explorer


Triangle icons mark folders, dashes mark pages for data entry or reports


Note 8.3 Administer Workforce is now Workforce Administration


Note 8.3 Workforce Development has been divided into  Organizational Development, for Position Management, and Enterprise Learning for Administer Training











Click on a right-facing triangle to expand the menu item


Click on a down-facing triangle to collapse the menu item


Click on an item with a dash to bring up a page


Notice that in the Biographical section there are data entry pages and a report.  The new organization does not use the old categories of Use, Inquire and Report











Click on a menu label to show a graphical representation of the menu item; triangles now show as folders and dashes show as page icons


The graphical menu shows the navigation path at the top


Notice in 8.3 we used to Hire people, now we Add a Person 


And we use to update Personal Data, but now we Modify the Person 





Notice that you can continue to move through the left side navigation independent of the graphical navigation and visa versa


You can use either navigation or click on the links in the path








Clicking on the Job Data link brings up the familiar search page


With Search by Last Name, you can now sort the results by clicking on any column header








The Menu Bar can be hidden by clicking on the – icon at the top


Show the menu again by click on the menu icon


The Add to Favorites link will provide a shortcut for navigation








Unlike Internet Explorer favorites, these Favorites will be available where ever you log on


The My Favorites feature is a handy shortcut, but you should learn the new navigation.








You can remove Favorites using the Edit Favorites link


You can also change the order they appear








The Hire process now starts with Add a Person


Click Add the Person to continue








The Personal Data component has been reorganized, but has the same required fields


Click the Add Name link to continue











You do not need to click the Refresh Name button


Click OK to return to the Biographical Details page











Notice the National ID is now on the first page, and will be validated as soon as you enter a number and tab or click out of the field


Click the Contact Information tab to continue











Click the link Add Address Detail to continue











Click the link Add Address to continue


In update mode, this is where you would add a new effective dated row











Click OK to return to the Address History page








Click OK to return to the Contact Information page











You are now ‘forced’ to add a Home address, but may add another address type using the + button


You may enter phone numbers as in 8.3


Click the Regional tab to continue











You must enter the effective date for the History section


Ethnic Group is not effective dated and can be changed without Helpdesk correction at any time


Click the Organizational Relationships tab to continue











Only the Employee checkbox is valid 


Click the Add the Relationship button to continue











The Job Data screens are very similar to 8.3


Action and Reason are  now drop down boxes


Click the Calculate Status and Dates button to update Employment Data dates – only available on Hire











Notice that only Empl Class and Work Day Hours are available for Data entry.





You will need to click the Override Position Data button on the Work Location Tab to change the other fields











The Pay Rates section now displays the Hourly rate instead of a Daily rate











No changes on this page


No changes on the Salary Plan page











No changes on this page











Service Date is now Benefits Service Date


Notice Reinstatement Date is a new field; Expected Return date is now on Job Data and will be used for tracking Leaves and Suspensions 


There is now a checkbox to override Company Seniority or Benefits Service dates











No changes on this page











Now it’s easier to find the employee


As in 8.3, just click on a Name or EmplID to pull up the record








Benefits Administration Eligibility fields can not be used


No other changes


Click the OK button to Save the person














Combo Code is now updated


Reminder: Enter the Distribution Percent


Watch out for Eraser icon














Click Ok to continue














Enter Dept and Budget Reference


Click Search to find results


Click Select on appropriate Combo Code














Leave of Absence


Select the JOB record 


Insert a new Effective Date








Click Search to continue

















Account Code is now called Combination Code


Click Edit ChartFields to update














Leave of Absence


Enter the Action LOA 


Enter the Reason 


If the Expected Return Date is known you can enter it here. 





Termination 


Select the JOB record 


Insert a new Effective Date











Termination 


Select the Action – Termination


“Last Date Worked” appears 


Can Override Last Date Worked





Termination 


On the Earnings Distribution Page 


Select “None” for the Earnings Distribution Type” 


Respond OK to the Warning Message and Save the transaction 





Adding a Concurrent Job


Enter Empl Id and Tab, Empl. Record Number will change


Click Add to continue 





Action will be Hire instead of Additional Job


Similar process to 8.3





 





List Public Queries


Run to HTML


Run to Excel


Schedule


Create Favorites





Favorite Listed 





Position Management


 





Position History


 





Only 3 tabs of data 


Detail Description Link





Link to current Incumbents 





Additional Tabs available


 





Click the Current Position Data link


 





Person is added to the database.











Updates are permitted to Job Data.


Select OK to save and Return to Position Data


Select Apply to save and stay in Job data 








