"Additional Assignment” - for employees not in your location

Backend Land=cape Employes Self Service eRecruiting Human Resources Procurement Reports [
MDCPS Overview | Univerzal Worklizt
MDCP5 Overview
Universal Worklist
mO B e s
oH

1 - Click on the "Human
Resources" tab.

Backend Landscape

Employee Self Service
|. Transactions | Reports

eRecruiting Human Resources Procurement Reports

MDCPS Overview
Regquest Employee Pogition Change, Transfer, or Additional Az=ignment Digplay Emplovee Information
% Work Locations can request changes sqd/or addition of az=zignments. Work Locations can view employee’s information.

View Status of Emple{D ~ C“Ck on "Request Int @ Maintain Employes Data
% Work Locat o ) @7 ‘Work locations can enter Injury Date for Workers Compensation and Objects on
ork Locations can Emp|oyee Pos|t|on [ Loan.

Change, Transfer, or

Decentralized Termin e . "

[E. _ Additional Assignment
Work Locations can
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Backend Landzcape Employee Self Service

eRecruiting Human Resources

Procurement Finance

Transactions | Reporis

Request Employee Position Change, Transfer, or Additional Assignment

| Create PCR i )
I| Menu) |} [ Back |[ Exit|[ Cancel | [ System) |

Type of Action

[ —

Usze this option t

3 - Click on "Add
Assignment"

assessed by the appropriate depdriments.

sition, Adjudicate Pay

sition, wheare eligibility, qualificationsicerifications, and pay will be

—

Add Assignment

Use this option to create an additional Part Time position assignment for an employee at your location. You can search for

emplovees in different locations; however you are limited to filling positions at your specific site.

| Move Instructional Employee to an Equivalent Vacant Position (Mo Pay impact) |
Use this option to move an Instructional Full Time employee from one position to another of equal standing This is not pay impacting

| Equivalent Instructional Fosition Trade for 2 Employees (Mo Pay impact) |

IUse this aption to swap the positions of twa Full Time Instructional employees simultaneously, when both exist in positions of equal
standing.
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Backend Landscape
| Transactions | Repors

Employee Self Service:

eRecruiting

Human Resources Procurement

Finance

Reports [

Request Employee Position Change, Transfer, or Additional Assignment

Additional Assighment

Start Date 7 |m2r11r2811)| )

4 - Input "Start date" and
press enter

Please remember, only 15
days into the future/180 days
in the past

*hkkkkkhkkhkkhkkhkkkhkhkkhkhkkhkhkhkhhkkhhkkhkhkhk

[Menu) |} [Save |[ Back || Exit|[ Cance! | [ System) |

Action Type

@Add Assignment

ActReason

Mﬂdd Assignment

:
Business Area [

Fegion

Fund | |
=

GIL Account | |

Functional Area

[1Include Attachments
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Backend Landscape Human Resources Procurement Finance

Transactions | Repords

Employee Self Service: eRecruiting

et Bnpiee Pad D - Click in the T
“Additional | 'Person ID" box,

[Menu) [} [Sae]then click on the |

double box.
Start Date !52.“15.(2-9_ 1 Action Type !E!Add Assignment
ArtReason iEH !Add Assionment
| RequestDetails i
Person ID | ]

Fosition | |
Pers. subarea |
Joh o
Fersonnel area |

EE group []

EE subgroup |_|

Business Area | |

Region = |
Fund |
Functional Area |

Gil Account I

[ Include Attachments
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Backend Landscape Employee Self Service eRecruiting

Transactions | Reporis

Human Resources

Procurement

Finance

Request Employee Position Change, Transfer, or Additional Assignment

Additional Assignment
[Menu, |} [Save |[ Back |[ Ext |[ Cancel | [ System)) |

I@Enernal Person ID (1)

Fersonnel area

Business Area
Fegion
Functional Araa
GIiL Account

1 Include Attachments

Start Date = Search Criteria
ot 10 [y D strict Wide Employee Search
_____ | Lastname |
| Request Details R |
Persan 1D Person ID | |
Paosition | personnel number
Fers. subarea Start Search |
@_ o s

t

6 - Select "District-
Wide Employee
Search"
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Backend Landscape

|
Transactions | Reporis

Emplovee Self Service

eRecruiting

Human Resources

Procurement

Finance

Request Employee Position Change, Transfer, or Additional Assignment

Additional Assighment

[menu) |p [save |[ Back |[ Bt || Cancel | [ System)] |

Start Diate

| Request Details
| PersonID

Personnel area
EE graup
Business Area
Region

GIL Account

[l Include Attachments

Functional Area

IE?Exlemal Person ID (1)
w Search Criternia

Last name

Category |District Wide Employee Search B

First name

FPerson D %

Fersonnel number

Start Search

|

7 - Input the
"Person ID" and
press enter.
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8 - Select the first option,
with the correct name, and
click on the "Green" check

mark.

elf Service

eRecruiting

Human Resources

Procurement

Finance

fer, or Additional Assignment

Start Date

_Ii'eqyes{_lﬁ etails ]
Ferson ID
Position.

Fers. subarea
-Job
Personnel area

EE group

i 28
Business Area

Fegion

ll:D' External Person 1D (1)

~

["IInclude Attachments

[ Ment,) |;: Save || Back | | Cancel | | System,] |

Search Criteria

e ol

= PersonID Lastname Firstname Persho

5 Entries found
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Backend Landscape Employee Self Service eRecruiting Procurement Finance
Transactions | Reports

Request Employee Position Change, Transfer, or Additional Assignment
Additional Assighment
[ MenuJ-,.lp [ Save || Back |[ Exit |[ Cancel | | System ] |

Start Date lp2/16/2011 | Action Type 25 | add Assignment
ActReason Add Assignment
Request Details
Person 1D IXXXXX J

Pogition 53102204
Fers. subarea

e ,B—l '[9 - Input the "Position
“BISONnel area .
EEtioin ID" number, which can

-
EE subgroup ] be found in the Position
Business Area [ ] Control Report - Press

i o enter
Fund
|

Functional Area
GIL Account

]

[ Include Attachments
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10 - If the information is correct, click the "Save" button
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e |f the information is not correct, press the enter button _
Home ckend Landszcape

ST and re-enter the information.
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Request Employee Position Chan
Additional Assignment |
[Menu) |F [save T[:Elfa.ck [ Exit || Cancel || system] |
Start Date 5211512811 Action Type @Add Assignment
ActReasan 91 |add assignment
Request Details
Ferson IO XXXXX DD GARCIA
Paosition 53102204 !SKILLED CLER/SKILLED CLERICAL  10M
Pers. subarea 999x% |Nn Ciuty Days
Job 52888818i?2094}SKILLED CLERICAL  10M
Persannel area NOTO | IS Man-Represented
EE group 5]
EE subgroup E‘
Business Area ﬁm MlAMI MORTHWESTERM SEMIOR
Region 68 |
Fund 160008
Functional Area B6470000-510300 |
GIL Account 515000

[ Include Attachments =

10.1 - You can add an attachment before
"Saving" the request. Please note, this
request will be then be sent to the
"Universal Workflow" list so that an
attachment can be added before approving
and submitting through workflow.
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10

Backend Landscape Human Resources Procurement Finance

Transactions | HReporis

Employee Self Service eRecruiting

Request Employee Position Change, Transfer, or Additional Assignment

Additional Assignment

[menu/ b [save [ Back |[ Ext || Cancel | [ System] |

llI?'Request Created ]
|Request submitted successfully with the following Request ID. |
aoo15324

11 - After pressing the "Save" button, you will be provided a
"Request ID" number, please write-down this number to "View
Status of Employee Position Change, Transfer, or Add

Assignment"
| EE group 3]
EE subgroup ho
Business Area 7411 |MIAMI NORTHWESTERN SENIOR
Fegion ] |
Fund {100000 |
Functional &rea [o6470000-510200
GiL Account W|

Created by HR Information Services - DAG



