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Electronic Personnel Transactions & Performance Evaluations Quick Guide

Effective July 1, 2007

New features available by logging into the portal at https://portal.cmich.edu/

PERSONNEL TRANSACTIONS:

E)ﬂ{:c:re fnitfating a c.l‘]angc to your Pasitfon —_ C!iSC.LJEE with Your ﬁupewfsar.

POSITION CHANGES - [ O CHANGE A POSITION'S JOB DESCRIFTION, PROCESS A TITLE CHANGE, ADJUST
POSITION FTE, EXTEND PRCVISIOMAL END-DATE, MODIFY WORK SCHEDULES, REQUEST
A RECLASSIFICATION REVIEW, OR COMPLETE A COST CENTER FUNDING CHAMGE.

» To update your job description, complete the following page: Request for Position Changes

* Torequest a position change, complete the following page: Request for Position Changes

Request for Position Changes

» Torequest a cost center change, complete the following pages: Cost Center Change

» To request a reclassification review, complete the following pages: Request for Position Changes
Request for Reclassification

Additional pages [optional to complete when processing any change]: Optional Documents
’ Pages [op P P gany gel Notes/History

Contact Employment & Compensation at 989.774.3753 with any questions.


Presenter
Presentation Notes
Ensure each attendee has a Quick Guide:

Take quick back to desk to use as a reference for “where”  to go in the system to process transactions and which “pages” are necessary to complete



New features:

Available 7/1/07

Log in through the portal

Not sure of exact location once in portal but will announce via email listserv in late June (closer to go-live)




S
CENITRAL MICHIGAN UNIVERSITY

« Y'elcome onsite test, You are logged in.

Your Current Group: Employves, Sunday, May 20, 2007



Presenter
Presentation Notes
View of main screen once access site



Personnel Transactions Section:

Covers any position change currently made through online transaction forms or via email with Employment/Compensation office



Reviews Section:

Covers annual performance reviews



Start overview with Position Changes Action:

Update job description

Process a title change

Work Schedule/FTE changes

Extend Provisional End-dates

Request Reclassification Review

Cost Center Changes




Create Position Changes

Current
Position
Details

Eeguest for

Position Changes

Cptional Miohes Mistory

Cocuments

Employee Details

Employee First Mame:
Employee Last Mame:

Campus ID #:
Position Title
Employves Group:
Paw Lewvel;

lassification:

FLS4 Skatus:

== RETURN TO PREVIOUS |

SAVE AND S5TAY ON THIS PAGE

CONTINUE TO NEXT PAGE ==

CAMCEL PREVYIEW ACTION



Presenter
Presentation Notes
Current Position Details page:

Provides summary of position selected 

Note: Not all of the fields are being shown on-screen



Point out the following:

Top row of “maroon” tabs are actually called pages

As move through the presentation, the “white” page indicates current location

When start an action, you can simply click on the applicable page to begin entering data, do not need to click through each 

Bottom navigation buttons

Continue to Next Page

Save and Stay on This Page – saves data (like draft) until ready to submit action for approval

Time out on system is 2 hours

Cancel

To “stop” an action & return to main menu

Preview Action

View summary of changes & submit “approval” options




Create Position Changes

e S L

Request for i ot ] i Ot _
iti ) sotesHistory
Position Changes : e | otEsHistor

Please indicate below which changes you are requesting be made to this position.
Indicate your proposed changes in the blank fields provided. Reminder: all changes MUST

be approved by Human Resources.

Effective date of change: 07101 }2007 MAPACC Y -or- MDD Y

Type of Changes Requested

Check Al Clear Al
|:| Position Descripkion - changes nok warrani

Title Change

a reclass review

Wark Schedule

[l
Check All That apply: ] FTE

[] Extend Provisional End-date
[]

Coskt Center (must also complete Cost Center Changes page)

(] Reclass Request (must alsa complete Request Far Reclassification
page) «—

This title more accurately reflecks the duties performed by

RationaleJustification: ! 2 T
this position,

Indicate Specific Changes Below

DALY complete the fields you are requesting to be changed

Title Change: Office Specialisk

wieekly \Work Schedule;

<< RETURN TO PRE¥IOUS | I CONTINUE TO NEXT PAGE = I

SAVYE AMD STAY ONM THIS PAGE |

CAMCEL PREWIEW ACTIOM |



Presenter
Presentation Notes
Request for Position Changes page:

Summary page indicating which changes to the position are being requested



Example:

To request a title change, complete the following fields:

Effective date of change

Check  Title Change box

Enter Rationale/Justification

Indicate recommended new Title



If requesting a Cost Center change or Reclass Request – MUST also complete the applicable page that follows (in addition to this page)



**All changes should be discussed with supervisor prior

**All changes must be approved by HR – this Action simply “requests” or suggests a change.






Create Position Changes

S =Tu ] :t for Cost Center
Position Details i s Change

Complete the funding information fields listed below for the new cost center to be
charged. If no changes are required - please click the Continue to Next Page button.

Cost Center Mame:

Cost Center Mumber AWEBS Element

Mumber:

Effective Beqin Date: MM/ DD Y -or- MM-DD-Y Y'Y
Effective End Date (if applicable): MM/DOYYYY -or- MM-DO-Y Y'Y

® No Response

D Existing Resources

(O soft-Funded

& Existing Resources & Soft-Funded (explain below)

Funding Source:
Funding Source Explanation (if
applicable):

Fundi ified by Fi ial Planni
\ &u;uér;%;erl ed by Finandal Planning OvYes ONo @ NoResponse

*Required information is denoted with an asterisk,

=< RETURMN TO PREYIOUS | I COMNMTIMUE TO MEXT PAGE > I

SAVE AMD STAY ON THIS PAGE |

CAMCEL PREVIEW ACTION



Presenter
Presentation Notes
Cost Center Change page:

Indicate any changes to a position’s cost center

Positions can be charged to only ONE cost center

Effective Begin/End dates are important – especially for grant funded positions that change frequently



Where applicable – Financial Planning & Budget and the Office of Research & Sponsored Programs (ORSP) will be part of the approval process



Where/How to enter data?

White boxes – show where supervisor can enter text

Down arrow – indicates a drop-down list is available to select from

Radio buttons – select applicable answer



* Indicates Required Fields:

During presentation – will not see any fields marked as *

For testing purposes no fields are marked this way, but once go-live applicable fields, where data is necessary, will be marked as required


CMU

== Classification Description Index

Ernployee Group  Title Lenwel FPage
COffice A=zsistant ap-2 2
Office Clek ap-3 3
Secretany oF-4 4
Specialist Clark aF-4 5
':'ffi':‘:E Retail Cled op-4 G
Freer™™  [Lead et clen OP-4 7
Administrative Secretany apF-5 g
Senior Spedalist Clek ap-5 =]
Executive Secretany OF-G 10
Administrative Cled: OF-& 11
Erployes Group  Title Ll Page
Sernvice Officer FL-1 12
P‘:‘”C‘[EP%"]”CEFE Community Palidng Officer FD-2 13
Folice Officer FOD-2 14
Erployes Group  Title Ll Page
Band 1 Description PEf-1 17
BandZ Description P &h-2 18
Prafessional & | Band 3 Deseription P2 14
Mm'[';:ﬂ?twe Band4 Description P&Ad | 20
Band s Description P &5 21
Band6& Description P &f-G 22

Ernplowee Group  Title Lenwel FPage
Custodian Sh-2 23
Senior CustodiandlC Sha-4 24
Trades Helperdason Shi-4 25
Trades HelperArchite ctural Shi-4 26
Caretaker = 1 27
Electician Helper Shi-g 28
Freventive Maintenance Technician Shi-4 29
iarehouse Wilorker | Shi-4 20
Building Maintenance Woker Shd-G 2
Custodian Equip Maintenance Water Sh-6 32
Energy Faciliies Operatar Shi-6 a3
Sr Caretaker Shd-G a4
Storeroom WotkerBookstore SM-G 25
Serios Wiarehouse Worker |1 Shi-6 a6
Mairtenance HWALC & Controls Technicdan Shi-2 a7
[5h) Jrrry Auto & Equip S5 a8
Jrry Blld g hd aint Wik Shd-2 29
Jdrmy Carpenter Shi-2 40
Jrry Electrician Shi-2 4
Jry Lack=smith Shd-2 42
Jry bl 3int Mechanic Shd-2 43
Jdrmy bl ason Shi-2 44
Jroy bl etal o deer Shi-2 45
Jrey Prainter Shd-2 A6
Jrry Poweerhouse Operator Shd-2 a4F
Jrmy Refrig & Controls Shi-2 42
Jroy Sign Shop Operator Shi-2 =]
Jreny e lderhd gint b e chanic Shd-2 a0
Elevatar Repair Mechanic Shd-20 51



Presenter
Presentation Notes
Request for Reclassification page:

Complete the necessary fields to request a review of a position to ensure proper classification



Fields are available to list the 5-7 major duties of the position & the applicable percentage of time associated with each



Link to Classification Descriptions

Generic position descriptions for certain unionized positions

Used as a reference/resource – click to view generic job description for applicable positions








Create Position Changes

Current

Request for Cost Center st for Optional

oSt — = = )
= Position Chanhges Z A= at Documents

Motes Mistory

attach any relevant supporting document. If not applicable - please click the Continue to Next Page
button.

3 Records
Attach / Remove Document Type Attached Document ¥iew Document
atkach Memo Mok Atkached
atkach CQrganizational Chart Mok Atkached
atkach Cther Mok Attached
<< RETURN TO PRE¥IOUS | CONMTIMUE TO NEXT PAGE ==+

SAVYE AMD STAY ON THIS PAGE |

CANMCEL PRE¥IEW ACTION



Presenter
Presentation Notes
Optional Documents page:

To attach additional documentation to support the change or request submitted



Documents that are attached will be converted to .pdf – they will not be editable.  If changes are required, must re-attach the document.

If encounter any issues with files not uploading, contact HR.

Currently accepts Word documents, Excel spreadsheets




Create Position Changes

Optiona |

Documents NDtES,-"HIStDI"I,I'

This page lists the notes of the action. You can see at what date and time the note was added to the
action as well a5 by whom.

History Modified By

05-20-2007 9:35 P™ onsite test

Create Adtion Status: Foesitfon Changes

Add Motes

Mokes:

ADD HNOTES

<< RETURM TO PRE¥IOUS | I COMTIMUE TO MEXT PAGE === I

SAYE AMD STAY ON THIS PAGE |

CAMCEL PRE¥IEW ACTION



Presenter
Presentation Notes
Notes/History page:

History section – 

Displays each of the “steps” that the Action took through the approval process

Indicates date/time and who submitted the Action

Will show “Versions” of what the Action looked like when it was submitted/approved (copies taken @ each step)



Notes section –

Allow opportunity to add in “notes” to the Action

Like body of an email message

Will appear on this page only (not in automatic email)




View Position Changes Summary

Flease review the details of the position description carefully before continuing.

To take the action you have specified, click Continue. To edit the position description, click Edit. To
exit the position description without making any changes, click Cancel.

Edit @ Printer-Friendly Yersion

Action Status

(*) Save Action Without Submitking
C‘ Submit &ction ko Hiring Manager

CANCEL | CONTINUE

Request for Position Changes

Effective date of change:

Type of Changes Requested

Check all That Apply:

Rationale) Justification:

Motes/History
05-23-2007 11:39 AM ohsite test

Create Action Status: Modiy Position



Presenter
Presentation Notes
View Action Summary:

Shows summary of all the requested changes made by user



Options –

Edit button: if need to make additional data changes, click this button to return to page layout view



Printer-Friendly Version: click to print off a copy



Action Status section –

Workflow is built “behind the system” mirroring our organizational structure

System knows who you are & who next approval supervisor is

When submit – automatic email is sent to next level indicating an Action is awaiting their approval



**All changes submitted by an employee will be forwarded to the supervisor for approval (ie, cannot go around supervisor for approval)


( )
GENFRAL MICGHIGAN UNIVERSITY

s WWelcome onsite test, You are logged in,
Your Current Group: Emploves, Wednesday, May 23, 2007

View Pending

Pending Actions

13 Records

Mok Yacant - Mat Yacank -
fOnIN CLERK OP-06 31160 46 Mamenot  Mamenat
HIEW available available

05-23-2007



Presenter
Presentation Notes
Pending Actions Option:

Once an Action has been started (even just “Saved”), it will appear in the Pending Actions “Inbox” – this provides an overview look at all of the Actions that have been submitted & their current status



Will see only changes that have been submitted on your own position - can see where the Action is within the “approval process”



This should eliminate:

(1) “I never received the email”

(2) “I can’t find the paperwork on my desk”

(3) “I submitted it already”

All of the details related to the Action will be included in this view with a current look at what the Status is at that time




CENITRAL MICHIGAN UNIVERSITY

Central Michigan University
Position
The Position form is used to record the duties, responsibilities, gualifications sought and fiscal impact of classified and

nonclassified positions, This infarmation is the basis Far determining the title, salary rate, and Fair Labar Standards Ack
exemption skatus for positions, To achiewe these purposes, it is essential that detailed and exact information pertaining ko

current dukies resinnsihilities and iuaIiFicatiDns be accurateli recorded an this Farm,



Presenter
Presentation Notes
View Job Descriptions Option:

Provides a view of your current job description



Hit “View Summary” to see the job description in a .pdf format 


S
CENITRAL MICHIGAN UNIVERSITY

« \Welcome onsite best, ‘ou are logged in,
Yaur Current Group: Employes,

Wednesday, Maw 23, 2007



Presenter
Presentation Notes
View Job Descriptions Option:

Provides a view of your current job description



Hit “View Summary” to see the job description in a .pdf format 


Any questions?

Contact:
Employment & Compensation at

989.774.3753
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