Mass Reappointment Instructions - HR Approver

The Mass Reappointment process in the Human Capital Management (HCM) system allows Preparers to select and process a
single employee or multiple employees to be reappointed at the same time (instead of individually). The Workflow has been
reorganized and is now Preparer>Approver>HCM Unit. Transactions entered by department Preparers are routed through the
system to the department Approver. The Approver is able to review, approve, and submit Reappointment requests directly to
the HCM Unit for processing, or deny requests electronically and route them back to the Preparer to re-enter and resubmit.
Approvals by the department Approver are still handled individually in order to ensure accurate review of HCM reappointment

actions. The department Approver now receives an email notification that the Reappointment transaction is awaiting his or her
approval.
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Reappointmen—ly - A request is awaiting your approval

From - — Tue, Dec 10, 2013 11:29 AM

Subiject : Reaiiointment = - A reiuest is awaiting vour approval
To !

A reguest is awalting your approwval.

Transacticon N s tment
Employvese MName
Emplovee Id:

Emploves Record: 1
Department ID: 10330
Department Names: SAS — English

Job Code: 29611

Jokb Title: GRADUATE FELLOW-NO REM
Employese Clas=s: 9

Full Time/FPart Time: F

Annual Rate: $32,500.00

Position Entry Date: Z013-12-30
Expected End Date: Z014-0&6-30

To approve or denwyv this request, go to:

https: /fptestl-riashrms.rutgers . edu/psp OANT ARNMNA EMPLOYEE MHRMS o RIL_CUSTOM.MEMILLRILL REAPPMT _APPR_LGBL?
Page=RIJ REAPPMNT_APPR_L &Action=UEMPLIG =000406542EMPL_RCOD=12ACTION DT S5=2013-12-308EFFSEQ =2
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Mass Reappointment Instructions - HR Approver

STEP-BY-STEP INSTRUCTIONS:

Navigation:

Use the link provided in the email or navigate to: Manager Self Service>Job and Personal Information>Approve Reappointment

Step 1

e Approve Reappointment Page — will display a list of all reappointment requests that need to be reviewed and approved.

The Work Flow Status will reflect — In Approval Process
e (Double) Click on the Employee Name
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Add to Favorites |
Favorites - Main Menu > Manager Self Service > Job and Personal Information > Approve Reappointment

& Mew Window (Z) Help [ Customize Page =] hiip
Approve Reappointment
Selecta Transaction

The list below contains reappointment requests requiring your approval. Select an employee to view details and to process the approval.

MName Empl ID iflonc:rd Reappoint Date Dept ID Empl Class Job Title Workflow Status
— _ 1/12/20/2012 10220 o GRADUATE FELLOW-MNO REM In Approval Process
« [ (10 | »
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Mass Reappointment Instructions - HR Approver

Step 2

¢ Reappointment Details Page — review the requested data entries and ensure the attached Reappointment Letter contains the
required information

e Click — Approve (bottom of page, left tab)

.
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- 3 & https://devistd-riashrms. nutgers.ex

NABY/EMPLOYEE/HRMS/c/RU_CUSTOM_MENU.RU_REAPPNT_APPR_L.GBL?NAVSTACK= Clear&FolderPath=PORTAL_ROOT. ~ 5

File Edit View Favortes Tools Help

i Favorites | 53 ] Rutgers RIAS PeopleSoft L. 2] Job Data 2] Rutgers RIAS PeopleSoft L... [ Rutgers Central Authentic... ] View Paycheck | New Tab (4) €3 Home Rutgers University .. £] MantisBT

55|~ | @ UHR Portal - Default {& People Search | Rutgers Se... | & Approve Reappointment ¢ | &~ ~ [ @ v Pagev Safety~ Toolsv @~

Workist | Add to Favorites

Favorites . Main Menu > Manager Seff Service > Job and Personal Information > Approve Reappointment
Employee ID: -
Employee Record: 2
Reappointment Date:  02/01/2014
Workflow Status: In Approval Process
Effective Sequence: 1
Requester ID: _

Reappoiniment Details
Most Recent Info New Info
*Business Unit: UNIV Rutgers
*Department: 10325 SAS - Computer Science 10325 SAS - Computer Science
*Location: 3752378 Hill Center, 378 3752378 Hill Center, 373
*Job Title: 99901 PART TIME LECT-1ST APPT{INEL} 99901 PART TIME LECT-1ST APPT{INEL}
Empl Class: 7 Part Time Lecturers 7 Part Time Lacturers
FulliPart Time: Pari-Time Full-Time
Standard Hours: 2.00 2.00 =
Appoint. Begin Date: 09/01/2013 0200112014
Appoint. End Date: 01/31/2014 06/30/2014
Annual Rate: $3,120.000000 $5,000.000000
Comment
Approver ame: | R
Comment: &
Approve ' NotApproved b
@ Internet | Protected Mode: Off 45 v HI0% v
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Mass Reappointment Instructions - HR Approver

Step 3
Approve Reappointment Page - after the Reappointment is approved, you will receive a Submit Confirmation page

e C(Click - OK

indows Internet Explorer
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File Edit VMiew Favorites Tools Help

5l Favorites | i & Rutgers RIAS PeopleSoft L... g Job Data | Rutgers RIAS PeopleSoft L.. JR Rutgers Central Authentic... & View Paycheck & New Tab (4)

88 '|§UHRPortal-Default |§PeopleSearch|Rutgers Se... |@ApprovEREappomtmEnt X| | - = [ d=n = Page~ Safety~ Tools~ @~

R[ ITGERS

Favorites . Main Menu > Manager S_elf Service > Job and Persogal Information > Approve Reappointment

| workist | AddtoFavorites |

[__EINQ\N‘.'\"IHCIO\M @Help E,/Customlze Page Ehﬁp
Approve Reappointment

Submit Confirmation

E‘/ The Submit was successful.
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Mass Reappointment Instructions - HR Approver

If the transaction is incorrect and needs to be sent back to the Preparer:

e Follow Step 1 - Click on the Employee Name to bring you to the Approve Reappointment Page

¢ In the Comments Field — explain why the transaction could not be approved. This is required.

e C(lick the Not Approved Button (bottom of page, right tab)

e Step 3 — The same Approve Reappointment Page (figure 4) appears — even though the actions is Not Approved, Click the
OK button
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Eile Edit View Favorites Tools Help

4l Favorites | 5l 42| Rutgers RIAS PeopleSoft L. 4] Job Data 2] Rutgers RIAS PeopleSoft L.. JA Rutgers Central Authentic... 4 View Paycheck @] Mew Tab (4) €3 Home Rutgers University .. 4] MantisBT
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~ Home Worklist | Add to Favorites. Sign out |
Favgrites = Main Menu > Manager Self Service > Job and Personal Information > Approve Reappointment I
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WWorkflow Status: In Approval Process
Effective Sequence: 1

Reappointment Details

Most Recent Info New Info

*Business Unit: [SINTAY Rutgers LI
*Department: 10325 SAS - Computer Science 10325 SAS - Computer Science
*Location: 3752 378 Hill Center, 378 3752 378 Hill Center, 378

=Job Title: 29901 PART TIME LECT-1ST APPT{IMNEL} 99901 PART TIME LECT-1ST APPT{NEL}
Empl Class: 7 Part Time Lecturers 7 Part Time Lecturers

FulliPart Time: Part-Time Full-Time

Standard Hours: 2.00 200

Appoint. Begin Date: 09/01/2013 0240172014

Appoint. End Date: 01/31/2014 06/30/2014

Annual Rate: $3,120.000000 $5,000.000000

m

Approver Name:
Comment: Incarrect Salary eS|

Approve Mot Approved
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Mass Reappointment Instructions - HR Approver

View Reappointment Status
Main Menu>Manager Self Service>Job and Personal Information>View Reappointment Status

This page allows the department Approver to see transactions that have been reviewed. Transactions waiting for the department
Approver will have the status of “In Approval Process”; for actions routed to the HCM Unit, the status will state “HR Review”; for
transactions that were Not Approved by the department Approver, the status will reflect “Denied”; for transactions that could not
be processed by HCM, the status will be “Cancelled”; and for actions that have been processed by the HCM Unit will read

“Complete.”
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Favgrites = Main Menu > Manager Self Service > Job and Personal Information  »  Wiew Reappeintment Status
Marme ~ Reappoint Date - Effective Sequence Wiorkflow Status i
o] 0Z2/01/2014 2 Complete i
] 02/01/2014 2 In Approval Process
—_— 02/01/2014 1 Cancelled B
—_— 02/01/2014 1 Deniea
] 02/01/2014 = HR Review
] 02/01/2014 2 Complete
] 02/01/2014 = Complste
] 02/01/2014 1 Drenied
] o7/01/2014 3 HR Review
] 07012014 a Approved
o] 09/01/2014 4 HR Review =
—_— o9/o1s2014 a complete
—_,— 09/01/2014 = Complete
] 07012015 2 Denied
[E———— 0710142015 1 Complete i
] 070172016 R Complete I%I
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