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SECTION I:  Common On-Line Profiles

Preparing a Faculty Reappointment with a Salary Change Profile

The “Reappointment” Dialogue displays the Appointments Maintenance and Titles Maintenance screens only.  To include a salary and/or charging change in a re-appointment profile, use the “Reappoint/ Salary Change” Dialogue.  Follow the instructions below to process a Faculty Re-Appointment with a Salary Change Profile:

1.
From the Human Resources Main Menu, choose option “10.  On-line Profiles”.  The On-Line Profiles Menu will be displayed.

2.
From the On-Line Profiles Menu, choose option “1.  Start a Profile”.  The Open a New Profile screen will be displayed.

3.
Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created, or leave the field blank.

B. Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Type the number “18” in the Select a Dialogue Field for Reappoint/Salary Chg.

D. Press <ENTER> to continue.

A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  When this process is complete, the Titles Maintenance Screen is then displayed, listing all current and historical titles for the individual.

4.
The Titles Maintenance Screen will now appear listing all historical and current titles for the Faculty Member.  If the title is correct and the Start and End Dates are active dates, then skip steps 5 and 6.

5.  If a change needs to be made to the Faculty Title, for example, the End Date needs to be corrected, then type the number “2” next to the title and press <enter>.  (2=Change)

6.  The details of the Title are then displayed.  Make the necessary corrections to the appropriate fields and press <enter>.  A right carat (>) will appear next to the fields that you changed.  Press <enter> again to continue.  The list of Titles will be displayed again with a right carat (>) next to the title that you changed.

7.  The Appointments Maintenance screen will be displayed.  Using the Tab key, move the cursor to the appointment that is being renewed.  The appointment should appear as follows on the list:

Appt To
Start
End
Typ
Dept
Rank Description
Action
Yale
##/##/####
##/##/####
P
sch/dept/sec
Rank

The Start and End Dates reflect the term of the appointment.  The Type indicates whether the appointment is Primary (P) or Secondary (S).  Department indicates the School/Department/Section for the appointment.  Rank Description provides the Faculty Rank of that appointment.  Action indicates whether a new appointment is being added “New” or a change is being made to an existing appointment (Chg).

Be sure that the correct End date is in the End Date field.  If it is correct, skip steps 8 and 9.

8.  If the End Date is not correct, or if there is no end date, type the number “2” next to the appointment and press <enter>.  (2=Change).  The details of the appointment will then be displayed on the screen.

9.  Tab to the End Date field and type in the correct End Date.  If the End Date is a date in the past, type the same date in the Actual End Date field.  If it is a date in the future, leave the Actual End Date field blank.  Press <enter> to continue.  The list of appointments will be displayed again and the correct End Date will appear for this appointment.

10.  The cursor should be next to the appointment that is being renewed.  Type the number “7” next to that appointment and press <enter>.  (7=Re-appointment).  The details of the appointment will then be displayed on the screen.

11.  Type in the appropriate START DATE and SCHEDULED END DATE for the Appointment and any other pertinent information that needs to be added or altered on that screen.  Press <enter> to submit these changes.  A right carat (>) will appear next to the fields that you changed.

12.  Press <enter> again to continue.  This list of appointments will be displayed again with the new appointment added.  Press <enter> to continue with the profile.

13. The Employee/Salary Information screen will be displayed.  Make the necessary changes to the salary information on this screen.  Press <enter> to continue.

14. The On-Line Profile Maintenance screen will appear and a pop-up Confirm Exit Request screen will be displayed.  Select the appropriate option to complete this transaction.

Preparing a Promotion Profile

The Promotion Dialogue displays the Appointments Maintenance; Titles Maintenance; and Employee Information screens.  Follow the instructions below to process a Promotion Profile:

1.
From the Human Resources Main Menu, choose option “10.  On-line Profiles”.  The On-Line Profiles Menu will be displayed.

2.
From the On-Line Profiles Menu, choose option “1.  Start a Profile”.  The Open a New Profile screen will be displayed.

3.
Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created, or leave the field blank.

B.  Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Type the number “3” in the Select a Dialogue Field for Promotion.

D. Press <ENTER> to continue.

A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  When this process is complete, the Titles Maintenance Screen is then displayed, listing all current and historical titles for the individual.

4.  The cursor should be next to the most recent Title.  If the appropriate End Date is listed for this title, skip to step 6.  If the End Date is not correct, type the number “2” next to that Title and press <enter>.  (2=Change).  

5.  The Titles Maintenance detail screen will then be displayed.  Make the necessary corrections to the End Date Field and press <enter>.  A right carat (>) will appear next to the fields that you changed.  Press <enter> again to continue.  The list of Titles will be displayed again with a right carat (>) next to the title that you changed.

6.  To add the New Title that corresponds with this promotion, press F6.  (F6=Add a Title).

7.  A Blank Titles Maintenance Screen will be displayed.  On this screen, enter in the Long Title, Short Title, Start and End Dates, and indicate whether the title is available to the public.  Press <enter> after you have finished entering this information.

8.  Press <enter> again to continue.  This list of titles will be displayed again with the new title added.  Press <enter> to continue with the profile.  The Appointment Maintenance screen will be displayed.

9.  Using the Tab key, move the cursor to the most recent appointment.  The appointment should appear as follows on the list:

Appt To
Start
End
Typ
Dept
Rank Description
Action
Yale
##/##/####
##/##/####
P
sch/dept/sec
Rank

The Start and End Dates reflect the term of the appointment.  The Type indicates whether the appointment is Primary (P) or Secondary (S).  Department indicates the School/Department/Section for the appointment.  Rank Description provides the Faculty Rank of that appointment.  Action indicates whether a new appointment is being added “New” or a change is being made to an existing appointment (Chg).

Be sure that the correct End date for this appointment is in the End Date field.  If it is correct, skip steps 10 and 11.

10.  If the End Date is not correct, or if there is no end date, type the number “2” next to the appointment and press <enter>.  (2=Change).  The details of the appointment will then be displayed on the screen.

11.  Tab to the End Date field and type in the correct End Date.  If the End Date is a date in the past, type the same date in the Actual End Date field.  If it is a date in the future, leave the Actual End Date field blank.  Press <enter> to continue.  The list of appointments will be displayed again and the correct End Date will appear for this appointment.

12.  The cursor should be next to the most recent appointment.  Type the number “8” next to that appointment and press <enter>.  (8=Promotion).  An appointment detail screen will then be displayed.

13.  Type in the appropriate RANK/JOB CODE; START DATE and SCHEDULED END DATE for the Appointment and any other pertinent information that needs to be added or altered on that screen.  Press <enter> to submit these changes.  A right carat (>) will appear next to the fields that you changed.

14.  Press <enter> again to continue.  This list of appointments will be displayed again with the new appointment added.  Press <enter> to continue with the profile.

15. The Employee Information Screen is then displayed. If no changes need to be made to this screen, press <enter>.  If you need to make changes, enter the changes as necessary.  Once you have finished making your changes, press <enter>.  Press <enter> again to continue.

16. The On-Line Profile Maintenance screen will appear briefly with right carats (>) next to all of the screens that have changes in the profile.  A pop-up Confirm Exit Request screen will then be displayed.  Select the appropriate option to complete this transaction.

Preparing a Leave of Absence Profile for Staff

Before an on-line profile for a leave of absence for a staff person (i.e., M&P or C&T) can be processed, the Department should have an approved Leave of Absence Request Form.  For M&P’s, the Leave of Absence request form is approved by Human Resources.  For C&T’s, it is approved by Labor Relations.  After the Leave of Absence Request form is approved, an HR Notification form should be completed and send to the HR Office at 153 College.  Follow the instructions below to process the Leave of Absence Profile.  The On-Line profile should be processed close to the actual start of the Leave of Absence.

1.
From the Human Resources Main Menu, choose option “10.  On-line Profiles”.  The On-Line Profiles Menu will be displayed.

2.
From the On-Line Profiles Menu, choose option “1.  Start a Profile”.  The Open a New Profile screen will be displayed.

3.
Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created.

B. Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Type the number “6” in the Select a Dialogue Field for Leave of Absence.

D. Press <ENTER> to continue.

4.
A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  When this process is complete, the Leave of Absence Maintenance Screen is then displayed.

5.
To enter the Leave of Absence information, use the F6 function key.  (“F6=Add a Leave” appears at the bottom of the screen).  To use the F6 function key, simply press the key, do not press <ENTER>.  The screen changes to enable you to Add a Leave and the “Reason for Leave” pop-up screen is displayed.

6.
Use the Tab Key and the Page Up and Page Down Keys to scroll through the list of reasons.  Place the cursor next to the reason that best describes the leave.  Type the number “1” next to the reason and press <ENTER>.

7.
Type in the START DATE for the Leave.

NOTE:
The START DATE for any Leave of Absence is the first day the employee goes on leave, regardless of whether or not they are paid during leave or using accrued sick, vacation or personal time during the leave period.

8.
Type in the END DATE for the Leave.

9.
Indicate whether or not the employee will be paid during leave by typing in a “Y” for Yes or an “N” for No.  Press <enter> to continue.

NOTE:
If an employee is paid Personal, Sick, or Vacation Time during their leave, then they are considered to be Paid during leave and a “Y” should be entered.

10.
The Leave of Absence Maintenance screen will display the leave just entered.  

11.
Add a Note to the Profile to provide the details of this Leave of Absence.  The note should indicate that the Leave of Absence Request form has been approved and that a copy will be forwarded to Human Resources.  The note should also provide details regarding pay received while on leave.  Indicate the number of sick, personal, and vacation days or hours that will be applied towards the leave.  Press <enter> to continue.  The Employee/Salary Information screen will be displayed next.

13. Make any necessary changes (if any) to the Employee/Salary information screen for the Leave of Absence.  Press <enter> to continue Address Maintenance screens will be displayed.

14. The Address Maintenance screen are then displayed allowing you to change the address for the employee to the address where they should receive their mail while they are on leave.  If no changes need to be made, simply press <enter> at each screen.

15. The On-Line Profile Maintenance screen will appear and a pop-up Confirm Exit Request screen will be displayed.  Select the appropriate option to complete this transaction.

Preparing an Extra Compensation Profile (previously referred to as Y-payments)

The following guidelines should be followed when submitting extra compensation profiles.  Adhering to these guidelines will increase processing accuracy and minimize posting errors.

To prepare an Extra Compensation profile:

1. From the On-Line Profiles Menu, type “1” in the Selection Field and press <enter>.  (Option 1  = Start a Profile).  The Open a New Profile screen is displayed.

2. Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created, for example, “Third Quarter Incentive Payment”.

B. Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Type the number “11” in the Select a Dialogue Field for “Earnings Element”.

D. Press <ENTER> to continue.


A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  When this process is complete, the On-Line Profile Maintenance Screen is displayed.

3. Type a “1” next to “Earnings Elements” and press <enter>.  The Earings Elements screen will be displayed.

4. Press F6 to Add Earnings Elements.  The Earnings Elements Detail Screen is displayed.

5. Select the appropriate Earnings Element for the extra compensation payment (e.g., “One Time Extra Comp” or “On Going Extra Comp”)

6. In the appropriate fields, enter the PTAEO that will be charged, the start and end dates for the payment, the payment amount, and a note to describe the purpose of the payment.  If necessary, Add a Note to the profile to elaborate on the explanation for the payment.

7. Press <enter> to continue with the profile.  The On-Line Profile Maintenance screen will appear and a pop-up Confirm Exit Request screen will be displayed.  Select the appropriate option to complete this transaction.

Preparing a Transfer Out Profile


The Transfer Out Profile is used to transfer an individual into another department in the Medical School. The Transfer Out Profile is initiated by the department that the individual is leaving.  To prepare a Transfer Out Profile, follow these steps: 

1. From the Human Resources Main Menu, choose option "10. On-line Profiles". The On-Line Profiles Menu will be displayed. 

2. From the On-Line Profiles Menu, choose option "1. Start a Profile". The Open a New Profile screen will be displayed. 

3. Complete the Open a New Profile screen following the steps below. DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE. Use the TAB key to move the cursor from field to field. If you need to go back to a field, hold the Shift key down and then press the Tab key. 

A. In the Description Field, type in a description to describe the profile that is being created, or leave the field blank. 

B. For the Posting Date Field, the system will default to today's date. The posting date is not the effective date, it simply represents the earliest date that this profile should be posted and sent to Manfile. If you wish to post the profile at a later date, enter that date here. Otherwise, leave today's date in as the posting date. 

C. Enter the individual's Name in the format "Last Name, First Name" OR enter the individual's Social Security Number in the format ######### -- no dashes should be entered. 

D. Type the number "14" in the Select a Dialogue Field for Transfer. 

E. Press <ENTER> to continue. 

A "Please Wait" pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges. When this process is complete, the Departmental Transfer Maintenance Screen is displayed. 

1. On the Departmental Transfer Maintenance Screen, the current Home Department information will be listed.  Enter the New Department information and the Date of Transfer in the appropriate fields on the screen.  Press <enter> twice to continue. 

NOTE:  The Date of Transfer should be the last day in the old department.  Thus if an individual is to start in the new department on July 1, 1998, then the Date of Transfer is June 30, 1998. 

5. The On-Line Profile Maintenance screen will appear and a pop-up Confirm Exit Request screen will be displayed. Select the appropriate option to complete this transaction.
Preparing a Transfer In Profile

The Transfer In Profile is used to transfer an individual into another department in the Medical School. A Transfer In Profile cannot be processed until a Transfer Out profile is processed.  The Transfer In Profile is generated by the Human Resources System and appears as an Open Profile in the new department's Work With Open Profiles List.  Processing a Transfer In Profile requires two steps:  1)  Authorizing Access to the Transfer-In Profile and 2)  Completing the Transfer-In Profile. 

Authorizing Access to the Transfer-In Profile
(Note:  This step is not required if you have authority at the Human Resources Level)  

1. From the Human Resources Main Menu, choose option "10. On-line Profiles". The On-Line Profiles Menu will be displayed. 

2. From the On-Line Profiles Menu, choose option "60. Authorize Transfer-In Profile". The Authorize Transfer-In Profile screen will be displayed with your User ID listed as the User to be given authority. 

3. To obtain the Transfer-In Profile number, press F4.  A pop-up screen listing transfer-in profiles will be displayed.  Select the profile that you need to access and press <enter>.  The profile number will be displayed on the Authorize Transfer-In Profile Screen and a message indicating that you are now authorized to the profile will appear at the bottom of the screen. 

4. Press F3 to return to the On-Line Profiles Menu. 

NOTE:  If option 60 is not listed in your On-Line Profiles Menu, contact 5-5200.

Completing the Transfer-In Profile

1. From the On-Line Profiles Menu, choose option “2.  Work with Open Profiles”.  The Work with Open Profiles Screen will be displayed listing the Open Profiles.

2. Find the Transfer-In Profile to be completed and select it by typing a “1” next to it in the Opt field and press <enter>.

3. The Profile Action Menu screen is displayed.  Choose the option under “Next Action” to open the profile at your level and press <enter>.

4. Choose option “5.  Enter Data” and press <enter>.

5. At the On-Line Profile Maintenance screen, number the screens(s) that you need to update:

-Appointments/Positions – here is where the new appointment in the new department is added.  At this screen, choose F6=Add an Appointment.  You will get an appointment detail screen where you can enter the appropriate information.

-Demographic Information – choose this screen if you need to change the University Mail Code for the individual

-Addresses – update the work address

-Paycheck Address – if the individual has Direct Deposit you do not need to update this screen.  Otherwise, update the information so that the paycheck comes to the new department.

6. After updating the appropriate screens, press<enter> until you get the “Confirm Exit Request” pop-up box and select the appropriate option to complete this transaction.

Preparing an FTE Change Profile (increase or decrease in hours worked)

An FTE Change Profile changes the Percent of Time for an employee.  This transaction is used when an employee changes their standard hours of work per week.  To prepare an FTE Change Profile, follow these steps:

1.
From the Human Resources Main Menu, choose option “10.  On-line Profiles”.  The On-Line Profiles Menu will be displayed.

2.
From the On-Line Profiles Menu, choose option “1.  Start a Profile”.  The Open a New Profile screen will be displayed.

3.
Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created, or leave the field blank.

B. Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Type the number “16” in the Select a Dialogue Field for FTE Change.

D. Press <ENTER> to continue.


A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  When this process is complete, the Department Maintenance (or Appointment Maintenance for Faculty) Screen is displayed.

4.
On the Department Maintenance (or Appointment Maintenance for Faculty) Screen, the current appointment will be listed.  For Faculty, all historical appointments will also be listed.  Type the number “2” next to the current appointment and press <enter>.  (2=Change). The details of this appointment are then displayed on the screen.

5.
Using the Tab Key, move the cursor to the Percent of Time field and type in the appropriate Percent of Time.  Press <enter>.  

NOTE:
Only whole numbers, i.e., no decimal places, may be entered in the percent of time field.


DO NOT CHANGE THE START DATE ON THE SCREEN.  The Start Date represents the Start Date of the Appointment, not the effective date of the change in FTE.  Add a Note to the Profile, using F7=Notes and F6=Add a Note, to explain the FTE change and to document the effective date of the change.

6.
A right carat, “>” will be displayed next to the Percent of Time indicating that a change was made to this field.  Press <enter> to continue.  

7. 
The Department Maintenance (or Appointment Maintenance for Faculty) Screen again lists the current appointment and a right carat, “>”, is displayed next to the Appointment indicating that a change was made to the appointment.  Press <enter> to continue.  The Employee Salary/Information screen is then displayed.

8. On the Employee Salary/Information screen, a right carat, “>”, is displayed next to the Actual Hours Per Week, Annual Salary, and Percent of Time fields.  This indicates that changes were made to these fields based on the entry that was made on the Department Maintenance (or Appointment Maintenance for Faculty) screen.  Press <enter> to continue.

9. The On-Line Profile Maintenance screen will appear and a pop-up Confirm Exit Request screen will be displayed.  Select the appropriate option to complete this transaction.

Entering a Direct Deposit On-Line

Direct Deposit information may be added on-line through the Human Resources System.  To enter this information on-line, use dialogue “17.  Paycheck Address”.  When an employee requests Direct Deposit, they should complete the Direct Deposit Authorization Form.  A copy of this form should be kept in the Department Business Office.  To do a Direct Deposit On-Line, follow the instructions below.

1.
From the Human Resources Main Menu, choose option “10.  On-line Profiles”.  The On-Line Profiles Menu will be displayed.

2.
From the On-Line Profiles Menu, choose option “1.  Start a Profile”.  The Open a New Profile screen will be displayed.

3.
Complete the Open a New Profile screen following the steps below.  DO NOT PRESS <ENTER> (Carriage Return) UNTIL YOU HAVE CORRECTLY ENTERED ALL OF THE INFORMATION ON THE SCREEN AND ARE READY TO CONTINUE.  Use the TAB key to move the cursor from field to field.  If you need to go back to a field, hold the Shift key down and then press the Tab key.

A. In the Description Field, type in a description to describe the profile that is being created, or leave the field blank.

B. Enter the individual’s Name in the format “Last Name, First Name” OR enter the individual’s Social Security Number in the format ######### -- no dashes should be entered.

C. Select dialogue “17. Paycheck Address”

D. Press <enter> to continue.

A “Please Wait” pop-up screen will then appear indicating that the system is preparing a profile and checking your privileges.  The Paycheck Address Information screen is then displayed.

Note:
If the Direct Deposit entry is to change from one bank to another, select Home Address first and press <enter> until the screen displays “Changed From” next to Local Bank and “To” next to Home Address.  Now proceed to step 4 below.

4. At the Paycheck Address Information screen, use the Tab Key to move the cursor next to Local Bank and press <enter>.  This selects the desired address for Direct Deposit.  A pop-up screen will then appear providing a list of banks.

5. In the Banks pop-up screen, find the appropriate bank for the Direct Deposit and enter the corresponding number in the “Select one” field and press <enter>.  The system will insert the Bank Name in the Bank Name field in the Current Paycheck Address Information portion of the screen.

Note:
If the desired bank is not in the list, then the direct deposit cannot be completed on-line.  The Direct Deposit Authorization form should be sent to Payroll for processing.

6. Use the Tab Key to move the cursor to the Account Type field.  Indicate the account type by typing the letter “C” in the field for Checking or the letter “S” for Savings.

7. Use the Tab Key to move the cursor to the Account Number field.  In the Account Number field, enter the bank account number.  Press <enter> to continue.  The cursor will move to the top right hand corner of the screen.  Press <enter> again to continue with the transaction.

8. The On-Line Profile Maintenance screen will be displayed again with a right carat (>) next to the Paycheck Address function.  This indicates that a change was made to that screen. A Confirm Exit Request Screen is then displayed.  Select the appropriate option to complete this transaction and press <enter>.
Section II:  Working With On-Line Profiles

Approving a Profile

There are three ways that a profile can be approved in the Human Resources System.

METHOD 1:  Profile Action Menu

Approving Profiles using the Profile Action Menu is the most common method for approving profiles.  It is highly recommended that you use this method whenever possible to approve profiles to ensure processing accuracy.

1.
From the On-line Profiles Menu, type the number “2” in the Selection Field and press <enter>.  (Option 2 = Work with Open Profiles).  The Work with Open Profiles screen will be displayed providing a list of all of the open profiles that you have authority to view.

2.
The profiles that you need to approve will have a Profile Status of “Available” and the Profile Level will be your level of authority.  For example, if you have authority to approve at the Home Department level, then the Profile Level will be “Home Department”.  The Mode for the profile will be either “Approval” or it will be blank.  Tab down to the profile that you wish to approve (or use the “Position to Last Name________First Name______ short cut feature).  Type the number “1” next to the profile to select it and press <enter>.  The Profile Action Menu will be displayed.

Steps 3 and 4 can be done in either order.

3.
Review the profile to make sure the changes are correct.  To do this, type the number “2” in the Selection field and press <enter>.  The changes in the profile will then be displayed for you to review.  When you have finished reviewing the changes, press F3 to get back to the Profile Action Menu.

(NOTE:  As an alternative to viewing the profile changes on your screen, you can print a copy of the changes.  This option is “4.  Changes” under Print.)

4.
Now look at the options listed under Next Action.  To open the profile at your authority level, type the number “8” in the selection field and press <enter>.  (Option 8 = Open at your authority level (e.g., Home Department).  A message will appear in the bottom right hand corner of the screen indicating “Open at your authority level was successful”.

5.
When you are ready to approve the profile, type the number “7” in the Selection Field and press <enter>.  (Under Approve, option 7 = Signature.)  The Profile Signature/Approval screen will be displayed.  Any approvals, if any, currently on the profile will be listed on the screen.

6.
Press F6 to put your signature on the profile.  (F6 = Add a Signature).

7.
An Electronic Signature pop-up screen will be displayed.  In the On Line Approval box, next to “Signature:”, type in your electronic signature number and press <enter> to approve the profile.  Your signature will now appear in the list on the Profile Signature/Approval screen.

8.
Press <enter> to return to the Profile Action Menu screen.

9.
Look at the options listed under Next Action.  The options that are available indicate the next steps in the process for the profile.  Option 11 will be available to you.  Type the number “11” in the selection field and press <enter>.  (Option 11 = Send to next level of authority (e.g., Faculty Office) or Option 11 = Post the Profile).

METHOD 2:  Dialogues

You, as the approver, are preparing the profile from start to finish and you are using one of the Dialogues on the Open a New Profile Screen.  

1.
When the automatic setup for this Dialogue is complete, a Confirm Exit Request pop-up screen will be displayed.  The options in the pop-up screen will be as follows:

A.  Send to Human Resources (or Home Department or Faculty Office).


P.  Send to Human Resources (or Home Department or Faculty Office) with Print.


1.  Exit and save Changes.


9.  Exit without saving changes.

Type in the letter “A”, or the letter “P” (if you want a copy of the profile to print at your printer), in the Select One field and press <enter>.

2.
An Electronic Signature pop-up screen will be displayed.  In the On Line Approval box, next to “Signature:”, type in your electronic signature number and press <enter> to approve the profile.

METHOD 3:  Batch Approvals from the Work with Open Profiles Screen

This method of approval should only be used if you have already reviewed the changes in the open profile(s) and you are comfortable signing off on the changes.

1.
From the On-line Profiles Menu, type the number “2” in the Selection Field and press <enter>.  (Option 2 = Work with Open Profiles).  The Work with Open Profiles screen will be displayed providing a list of all of the open profiles that you have authority to view.

2.
The profiles that you need to approve will have a Profile Status of “Available” and the Profile Level will be your level of authority.  For example, if you have authority to approve at the Home Department level, then the Profile Level will be “Home Department”.  The Mode for the profile will be either “Approval” or it will be blank.  Tab down to the profile(s) that you wish to approve.  Type the letter “A” next to the profile(s) that you will approve.  (If you want a copy of the profile(s) that you are approving, then type the letter “P” next to the profile(s).  Press <enter>.

3.
A Send/Approve Profiles Confirmation screen will be displayed listing the profile(s) that you selected.  Press <enter> to confirm your choice(s).

4.
A Please Wait pop up screen will be displayed.  The screen will indicate that it is processing the Send/Approve. An Electronic Signature pop-up screen will be displayed.  In the On Line Approval box, next to “Signature:”, type in your electronic signature number and press <enter> to approve the profile(s).  

Adding Notes to a Profile

The Human Resources System includes a Notes feature that enables clients to add notes to a profile.  Any number of notes can be attached to a profile.  These notes may be required to explain a change made to the profile or to provide additional information or a message to those that will review the profile.  Notes entered become a permanent part of the profile.  Anyone authorized to see the profile can view the notes.  A client cannot remove or change notes that he or she did not enter.  

The following steps are involved in adding notes to a profile:

1.
To add notes to a profile, press the F7 key (F7=Notes).  The Notes Maintenance screen will then be displayed.  

2.
To add a note, press the F6 key (F6=Add a note).  Blank lines will then appear on the notes maintenance screen.  Type in your note here.

3.
Once you are finished adding the notes, press <enter>.  The Notes Maintenance screen will display a header line for the note you just entered.  Notes on the profile entered by other users are also displayed on the screen.

4.
Use the F3 key to exit Notes Maintenance and continue with preparing the profile.

This procedure can be done at any time during the profile preparation process as long as the F7=Notes function key is available. 

An asterisk next to this function key (*F7=Notes) indicates that there are notes attached to the profile.

To see notes that are attached to a profile, follow these steps:

1.
To view notes attached to a profile, press the F7 key (*F7=Notes).  The Notes Maintenance Screen will then be displayed.  The screen will list any notes that are attached to the profile.

2.
Place the cursor next to the note that you wish to display, type the number “5” next to the note (5=Display), and press <enter>.  The complete note will be displayed on the screen.

3.
Press <enter> OR press F3 to close the note and return to the list of notes on the Notes Maintenance Screen.

4.
Press F3 to exit the Notes maintenance screen. 

Making Changes to a Profile that has already been Approved

Once an electronic signature has been added to a profile, no changes can be made to that profile, nor can it be deleted.  These step by step instructions describe how to make changes or to delete an Open Profile that has been signed.

1.
From the On-line Profiles Menu, select option “2.  Work with Open Profiles” by typing the number “2” in the selection field and pressing <enter>.  The Work with Open Profiles screen appears displaying the list of Open Profiles. 

2.
Select the Open Profile from the list.  To do this, place the cursor next to the name,  type the number “1” and press <enter>.  The Profile Action Menu is then displayed.

3.
From the Profile Action Menu, use option “8.  Re-Open at Home Department” (or Home Section, or Human Resources, etc.) under Next Action.  This re-opens the profile at your level of authority.  Once the profile is re-opened at your level of authority, the message “Re-Open at Home Department (or Home Section, or Human Resources, etc.) was successful” will appear in the bottom left hand corner of the screen.

4.
Before changes to the profile can be made, any electronic signatures that are on it must be removed.  Electronic signatures can only be removed by the signee.  To remove the signature, choose option “7. Signature” from the Profile Action Menu.  This option is found under Approve.  Type the number “7” in the Selection field and press <enter>.  The Profile Signature/Approval screen will be displayed.

5.
Type the number “4” next to the signature that is to be removed and press <enter>.

6.
The Electronic Signature pop-up screen is then displayed prompting you to type in your Electronic Signature.  Type in your Electronic Signature and press <enter>.  The signature will be removed from the Profile Signature/Approval screen and the message “(No signatures to display)” will appear.  Press <enter> to continue.

7.  The Profile Action Menu is displayed again and the options “5.  Enter data” and “6. Delete profile” under Change are now available.  Choose the appropriate option to make changes or to delete the profile.

Deleting an Open Profile

Once a profile is opened, the only way to remove it from the Open Profiles list is to post it or delete it.  A profile will not post to the system unless all necessary approvals/signatures are added to the profile.  

If an Open Profile should not be posted to the system, then it should be deleted.  It is important to remove any unnecessary profiles from the open profiles list so that they do not “clutter” the Open Profiles list.  Remember that other clients authorized to view your profiles, e.g., Human Resources or the Faculty Office, will have the same profiles in their open profiles list.

To delete a profile from the system, follow these steps:

1.  From the On-Line Profiles Menu, select “2.  Work with Open Profiles” by typing a “2” in the selection field and press <enter>.  This will bring up the Work with Open Profiles Screen listing all open profiles that you have authority to view.

2.  Move the cursor next to the profile that you wish to delete and select the profile by typing a “1” in the Opt field.  Press <enter>.  The Profile Action Menu will be displayed.

3.  From the Profile Action Menu, select “6.  Delete Profile” by typing a “6” in the selection field and pressing <enter>.  A Confirm Delete Request pop-up box will be displayed.  Choose “1.  Continue with Deletion” and press <enter>.  The profile will be deleted and removed from the Open Profiles list.

If an asterisk (*) appears instead of a “6” next to Delete, then the profile cannot be deleted.  This may be because 1) A signature has been added at your level to the profile; or 2)  The profile is not available at your level.

If the profile has already been approved at your level, then there will be a signature on it.  The signature will need to be removed before the profile can be deleted.  Refer to “Making Changes to a Profile that has already been approved” to see how to delete this profile.

If the profile is available at your level, but not yet opened, then you must open it first before you can delete it.   Open it at your level by choosing option “8” under Next Action.  The asterisk next to Delete should then change to a “6” and you should be able to delete the profile.

Section III:  Reports and Printing

Releasing Reports from the Printer Output Queue 

HRS Reports (Mailing Labels, Personnel Lists, Personnel Salary Report, Individual Summary Report) must be released from the Printer Output Queue in order to print.  Here are the steps to release a report from the printer output queue: 

1.  From any menu screen, press F6 for Printer Output Queue.   The Work With Output Queue screen will be displayed. 

2.  Using the Tab Key, move the cursor to the Opt field next to the report that is to be printed. 

3.  Type the number "6" in the Opt field and press <enter>.  This will release the report to your printer as long as a BMS Printer Session is open or RPM is running. 

4.  Press F3 to exit this screen and return to the menu. 

Human Resources Reports -- Requesting a Faculty Panorama

The option to create a Faculty Panorama for your Department is available through Human Resources Reports on the Human Resources System.  To request the Panorama, follow the instructions below:

1)
From the Human Resources System Main Menu, type option “2” in the Selection Field and press <enter>.  Option 2 is for Human Resources Reports.  The Human Resources Reports Menu will then be displayed.

2)
From the Human Resources Reports Menu, type option “10” in the Selection Field and press <enter>.  Option 10 is for the Faculty Panorama.  

IF YOU HAVE AUTHORITY TO VIEW ONLY ONE DEPARTMENT-Skip Step 3:

3)
The Faculty Panorama screen will appear displaying the list of departments that you have authority to view.  Type the corresponding number for the department in the Selection Field and press <enter>.

4)
The Panorama Fiscal Year Maintenance screen is then displayed. On the Fiscal Year Maintenance screen, enter the year that you wish for the Faculty Panorama.  For example, if you want a Panorama for Fiscal Year 1996-1997, type in “1997” and press <enter>.

5)
The cursor will move to the first number of the date you entered.  Simply press <enter> again and the request for the Panorama will be submitted.  The Faculty Panorama screen displaying the list of departments will again be displayed, or if you have authority to view just one department, the Human Resources Reports Menu will be displayed.  If you wish to request another Panorama, repeat steps 3 & 4.

When the Faculty Panorama is complete, a message will be displayed indicating the following:  “Job ####/Your User ID/PAN_000#/completed normally on date at time.”  (You could also use F7 (F7=View Reports Requested) to view the status of your report request).  To remove this message, type “4” next to it and press <enter>.  The message will be removed and the screen will indicate that there are no other messages to display.  Press <enter> or F3 to exit the message display screen.

To print the Panorama, do the following:

1) Make sure that your BMS Printer Session is started.

2) From any BMS Menu, choose Option F6.  (F6=Printer Output Queue)

3)
There will be seven reports in your Printer Output Queue which make up the Faculty Panorama, the User Data for these seven reports will be as follows: 1)HRRP368; 2) HRRB365; 3) HRRB389; 4) HRRB401; 5) HRRB367; 6) Your Dept.; 7) Your Dept.  Type the number “6” next to each of these jobs to release the reports to your printer and press <enter>.
APPENDIX

