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CityTalk Resources

CityTalk Resources

Lesson Objectives:
Upon completion of this lesson, you will be able to:

e Access Human Resources - Manager and Supervisor Tools and
Templates

o Access the HRIS Information Center Job Aids



Online Tools

Human Resources — Manager and Supervisor

Managers and Supervisors play a key role working with and through others to
accomplish the work of the City of Minneapolis.

The Human Resources webpages (http://citytalk/human-resources/manager-
supervisor-home.asp) were designed to provide you with a “one-stop” site
containing human resources information, guidelines, links, and forms you
need to assist in your everyday work as a manager or supervisor. In addition,
these pages are organized and designed around the Employment Life Cycle:

1) Hiring

Hiring employees is one of the most important decisions you will make as a
hiring manager. Thus understanding the hiring process being an active
partner with Human Resources during the process can lead to a more
qualified and diverse applicant pool, a more effective selection process and
ultimately a successful hire resulting in an effective and productive employee.

Working closely with members of your HR Generalist Team can also lead to a
higher quality and diverse applicant pool as well as more timely selection and
hiring. Hiring the right team can enable you, your department and the City of
Minneapolis achieve its Goals, objectives and plans outlined in the City’s
Strategic Direction and department business plans.

2) Developing and Retaining

As a City Supervisor or Manager, part of your responsibilities is to provide
development opportunities for your employees. The City’s Training and
Development Team offers a wide range of free, high quality opportunities that
are customized to suit the City environment and its employees as another
benefit available to them. Together with the services of the Human Resource
Generalist teams, the City’s Managers and Supervisors have access to a
wealth of quality resources to foster employee development and retention.
The following links offer information and tools for managers and supervisors to
develop and retain productive employees.

“The number one reason employees quit their jobs is dissatisfaction with their
supervisors, not their paychecks.” Georgia Reitmeier, Society for HR
Management White Paper

Research consistently shows that the lack of development opportunities is one
of the top 10 reasons employees leave an organization.

3) Separating from the City

Provides managers and supervisors with background information about
employee separations including types of separations, the form(s) that are
needed to finalize the separation and links to other resources that may assist
you with the employee separation process.
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Access Manager and Supervisor Resources
1) Navigate to Departments on the green navigation bar.

2) Click on Human Resources from the dropdown list.

Public Web  HRIS — COMPASS Search: | CiyTalk || | [Gae

Departmen‘fﬁ

Employee Information Government News & Events Work Tools

For City of Minneap( g, " Events Find People
Services First Name
T is Upgrading to Internet Explorer 7 in Movember

Service Desk
Need answers to cor .
Contact the BIS Ser:
B800-262-3112

Last Name

“lp_save energy and money at the Cool County Green Expo Dept!

1L

palis launches voter education tour Find

= The 201, bolis looks shead to 2030 with adoption of sustainable growth Search lacstion or chone #
Learn mo) How ta Updats this Dirsctory
5 2010 bug i i director to the meighborhond and f
find Aum. olis_ appaints new director to the Neighborhood an . . .
informati ity Relations Department City Services Directo \
- . - Departments, services, and +
lal flu clinic schedule and updated H1M1 plans frequently requested contact 1
2009 Employee SUNG - oA . infarmation for our gavernment
Ee survey participation rate reaches 50 percent
Keep your eye on the e partners,
results and find out 7’
next - More News & Events Eorms
Requlatory Services A comprehensive list of fnrma/
. . that you need — from new hir
QUEKLINKS b b s mrin it s AT A7 #ro repineent plapning,

3) Onthe Human Resources page, click the Managers & Supervisors link.

Managers & Supervisors

s Hiring Resources for Managers and Supervisors

¢ Department Budgeting & Business Planning

s Performance Managerment

s Supervisor's Guide to Orienting Mew Employees {POF)

s Waorkers' Compensation

Mare links for Managers & Supervisors

NOTE: You can click on one of the most commonly used links directly
from this screen or continue to the Managers & Supervisors webpage.
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4)

The Managers and Supervisors page will be displayed.

Public Wob HEIS COMPASS

Departments  Employee Information  Government — NMew

c Events  Work Tools

Managers and Supervisors

About the Manager's & Supervisor's Page /

Managers and Supervisors play 4 key role working with and through others to accomplish thee work of the City of Minneapols.

This page is disignid 10 provide you with a “oni-stog ontaining thi human resources information, guidelines, knks, and forms ol
need 1o As5ist you in your sveryday work a5 3 Manager or suparvisor. In addition, this page is organized and designed ardund the
Employment Lifa Cycla:

1. Hifing
2. Peyeloping and Betaining
3. Separating from the City

What's New - September 1, 2009
The 2009 Employee Engagement Survey i live! For more information about this mportant enterprse intiative chok hers.

Recent Additions

L P W

Reasonable Suspicion Drug & Alcohol Testing Policy {(August 2009)

The above policy was approved by the ity Council on July 31, 2009, For more mformation, click he

FMLA Procedures (May 2009) \
&
City procadures for the Family Medical Leave Act have been updated to reflect the amendmonts that went into effective on January IH
FO0U. For mane click an EMLA ar eontact your departmant's aegiqnad Human Bssources Genarakst

Hiring Freeze Information l

©On December 12, 2008, the City Council appi d a enacting a hising freeze for all City Departments. &ddltwf
information is listed below:

e o r—
» Hiring Freege Frocedurs:
o Hiri W, r

= Hinng Freeze Waiver Peguest - Indegandent Contractor
» Communicateg about Lay Offs

\\,\’_ﬁ\,-“‘\«

ol e ek L g . b gt g L kT L8 T p——— W sl i g
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HRIS Information Center

The HRIS Information Center is the place to find user guides and help
documents on the Human Resources Information System.

Most departments have a designated HRIS Representative
(http://citytalk/hris/hris_dept reps.xls) who is responsible for maintaining and
updating employee 'job' related data in HRIS.

Access HRIS Information Center
1) Navigate to Employee Information on the green navigation bar.

2) Click on HRIS Information Center from the drop down list

Search: CyTalk

Benafits & Wellnase

For City of Minncapolis Emplopecs | traoloyes Services Find Peaple

First Name
Service Desk Employment i by intemational visitors from Hajaf, lrag and Japan Last Mame
Need answers to COMPUter QUESTIONS Forms
Contact the RIS Service Desk or c3 fse funds to restone histons cemetery mn Minneapalis Dept
P6E-3112 i
|5 avenues switch to two-way streats in October [Fnd ]
e 33
m The 2010 Budget Sdlary S(hedules fy: 36 parcent an intng a.uuv...l_u:'_nl.u
: Learn more about the 20 Hae v Uodate th Cuegury
budaet pracass and 3| Manogers & Supervisors  MLCampaion underwa
_'.'.AQ.I:'_C.CJ_D_QLQ_Q | " - ey T
Hazources nfom Policies jesale by bid progess City Services Direstory
Training & Develapment Cepartments, sarvices, and frequenthy
requasted contact information for our
2009 Employss Survey . Videg shares tig gn ha inflyanza yin govammant partners.
Make you opinion count—take the
_o_ T'\e Dusswom i cltvznng Lea’n more + Grgereng of Targel Conter roof i complute Founrs

A comprehansive list of farme that you
nead — from new hires to ratirement
. Minngagolis Pobce Department wing second international gward of the yaar planning

* A Public Health Journal reaches a milestone with S008 broadeast

Policies

The quiding principlas of the City,
approved by City Council, with
applicable procedures, forms and
instructions.

More Mews i nl

Wark Taals

Links to the applications and tools you
- noed 1o work and belpful technology
Transfis Oppartunite: tips.
Mnneapsii
<> BZ°F
ra—

3) The HRIS Information Center page will be displayed.
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Pubhic Web

Bublic Servica ©
250 5. 4th 5t., Room 100

(612) 673-2202

Usen Guides
Hiing Managers Resources
HEIS Core Usites Hesounis
Management Report Resources
Supendsors Resources

HEIS

Employee [nf

COMPASS

Meyves & Events W

Self Service

‘You can access your Benefits, Payroll and job information at work and from home. View
step-by-step instructigns (POF).

Update Your Personal Information in HRIS

1t is important far the City ta maintain an accurate, up-to-date count of city emplayaes
based on ethnicity, gender and disability. Wa have an immadiate nead to ensure this data
is accurate because it must be provided to the U.S. Department of Justice before fadaral
grant dollars are disparsed to the City of Minneapolis.

Please take a few moments to update your employee profile now. All employees must
update thew profiles by Frday, Jdy 31, 2009,

How 1o update vour orofile information in HRLS (POF)
Security Information

four emgloyment mformation 15 secure. To access your mformation, you must enter & user
i andd password. Liarm how o signn.

For more on confidentiality and data practices, see the HELS Tennessen Waming (POF).
HRIS Waekly Maintenance Notice — System Down

HRIS and ELM will be down for scheduled maintenance from 6:00 AM to 0:00 AM every
Tuesday. You will not be sble to use Employee Self Service dunng these 2 hours, If you
wxpiripnce dfficultios aftor 8:00 aM, please contact thir BIS Sevvice Disk at 1-800-262-
2112, Thark you for your patisnca.

We MNeed Your Fesdback!

Once you've had a chance to use the system, please tell us what you think of the new
look and functionality by sending an email to hrisci.minneapolismous

Search:

[ CitpTalk = |

HEIS Sign ln

View paychecks, banafits, amploymant
opportunities, training, sign-up for
direct deposit, and mora.

HRIS User Guides

(POF)
Manual (Dnr)
fntering A Combo Code Bogklet (POF)
Eersgnal Data Ypdate Guide
. for i
(POF)
Salf Service User Guida (POF)
volyntary Deduction Guide (POF)
Help Documents
Entering Disciplinary Actions in HELS (FOF)

How To Apply Eor Jobs (POF)

How to enter i Performance Apprasalin
HELS (POF)

Job Agpkcant EAQS (POF)

Paycheck Abbreviatons (POF)

Busel my password (PDF)

Related Sites

lienefits & Welngss
Jraining & Development
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Supervisor Webpage Resources

Resource

Navigation Path

Civil Service Rules

Departments > Human Resources > Civil Service Rules

Department Business Plans

Government > Results Minneapolis > Department Business
Plans

Hiring
(Templates and Tools)

Employee Information > Managers & Supervisors > Hiring
_Or_

Departments > Human Resources > Managers & Supervisors
> Hiring

HR Generalists

Departments > Human Resources > HR Generalists

HRIS Dept Rep

Employee Information > HRIS Information Center > HRIS
Dept. Representatives

HRIS Information Center

Employee Information > HRIS Information Center

Job Change Form

Forms > Job Change

Labor Agreements

Employee Information > Labor Agreements and Salary
Schedules > Labor Agreements

_Or-

Departments > Human Resources > Employee Services >
Labor Relations

Performance Management
(Templates and Tools)

Departments > Human Resources > Performance
Management (under Managers & Supervisors)

_Or_

Employee Information > Managers & Supervisors >
Developing & Retaining > Performance Management

Results Minneapolis
Department Reports

Government > Results Minneapolis > Department Reports

Supervisor’'s Checklist -
Separating from the City

Departments > Human Resources > Managers & Supervisors
> Separating from the City > Supervisors’ Checklist

Supervisor’'s Guide to FMLA

Policies > Family & Medical Leave Act (FMLA 1993)
Resources for Supervisors > Supervisor's Guide to FMLA
-Or-

Departments > Human Resources > Managers & Supervisors
> FMLA Procedures > Supervisor's Guide to FMLA

Supervisor's Guide to
Orienting New Employees

Departments > Human Resources > Supervisor's Guide to
Orienting New Employees (under Managers & Supervisors)

Training & Development

Employee Information > Training & Development
_Or_
Departments > Human Resources > Training & Development
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Lesson Objectives:

Upon completion of this lesson, you will be able to:

Understand HRIS Functionality & Security Measures
Navigate the Management Center and Manager Self Service
Utilize and Manage a Worklist

Utilize Job Data Information

Run Management Reports

Update Reports To

Enter a Performance Review Status

Review Accrual Balances

HRIS
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HRIS Overview

HRIS (Human Resource Information System) is an internet-based application
that enables the City to manage HR, payroll, and management functions. It is
used by HR to store data and accomplish various activities:

» Employee Self Service
» Manager Self Service
» Learning and Development

Employee Self Service allows employees to view paychecks, administer
direct deposit, request duplicate W-2 or change federal tax withholding
information, maintain personal information (name, address, phone number,
marital status) and to view benefits information.

Manager Self Service allows supervisors and managers to review
employees’ personal and job information, update position management
(reports to information), and track employees’ review status. It provides
management a complete history of a given employee from the time of
application through all promotions, evaluations, and wage increases.

Learning and Development enables the City to manage, track, deliver, and

report on learning delivered to employees within or outside of the City. Itis a

single system for learners, managers, instructors, and administrators. HRIS

Learning Management (HRIS-LM) is an internet-based application built within
HRIS.

System Functionality & Security

The functionality that each employee will use depends on their role. Below
are the roles the City has identified and what functions each role will have
access to. Roles limit security access to specific HRIS areas.

Employees
» Review and update personal information

» Review pay and compensation history

» Update direct deposit and other deduction or contribution
information

» Enroll and review health insurance, savings, pension plans or other
benefits information

» Add or review information related to education and other
gualifications including languages, licenses and certificates,
memberships, honors and awards

10



4

»

View and apply for career opportunities

Create a new password

Employees with 1 or more Direct Reports

4

4

4

Review employee job data

Update ‘Reports To’

HRIS

View and enter employee performance appraisal status information

View leave accrual details

Access and update worklist

Run management reports

— Employee Listing

— Position Management

— Performance Appraisal Status Report

— Required Learning — Respect in the Workplace
— Required Learning — Ethics

Review employee information related to education and other
gualifications including languages, licenses and certificates, and
memberships, honors and awards

Review employee information related to company property and
drivers license data

City Leadership

City Leadership is defined as Managers at a grade 11 or higher.

4

4

All of the above

Additional Management Reports
— Company Property Issued Status
— Driver’s License Status

— Employee Turnover

— Leave Usage and Balances

— License/Certification Status

11
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— Overtime Summary
— Retirement Eligibility

— Workforce Diversity Summary

12
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Management Center

The Management Center portal page is utilized by department managers, HR
generalists, and supervisors.

Management Center] | Emploies Sulf Secice

NOTE. HRIS Self Sendce Open Enroliment will end of Midnight
Hovemiber 20. You MUST enroll in the pretax Heaimn and Dependent
C306 SPENAING ICCOUNSE If you WIS 10 PAMHate in 2010

Manager Hotices B O W Supervisor Worklist liems
(Click on the Worklist link at the top of the page 1o navwgate to your
Worklist fems

Worklist tem Type

aeming records and enroll in any
| specibic lmarmng actnaties

Ous

rding

Ending

Emgloyee Revew
Brobaton Fenod
Ei

Frobation Ferog

. 200-1001-
Jamas HUNKICER. o 30.24.000000
Shwils Rawsk 2009-0%-06.
Martignaczo 00.30.31,000000
2000-02-06-

Theadors Van Winkle (S IbETS

Full Query Resuns

Annivorsary Alaris EICIC
First Star i
Photess Hame Yoars
canaiagy o Sheita Bawek e
Maignacc

Lars
Mirect Reporns -}
Employes i) MName Job Title
107662 Cearedl Spears InspHsgll
098918 sames Huntricker mspHsgI
105157 Joshua Rudiong InsBraLosy
53396 Michasl Kamay tnspHsgI
098269 Hancy Felicefta OESSIC

Eull Qusry Repuis

Management Center Sections

Manager Notices

Notices from Human Resources.

HRIS Learning Management

View learning records and enroll self in training.
Immediate supervisors can view learning records and
enroll direct reports in training.

Important Links

Commonly used pages in HRIS

Supervisor Worklist Items

HRIS “To Do” list.

Anniversary Alerts

Displays the anniversaries for your direct reports
within the previous 5 days and the next 30 days. The
employee’s First Start Date with the organization is
used for the calculation

Direct Reports

List of your direct reports.

NOTE: To ensure information is current and real time
data, access was granted on the request of
departments to update “Reports To” information.
Departments are responsible for deciding who reports
to whom. The system only allows a direct report to
report to one position.

13
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City Leadership and/or Hiring Managers may have the additional sections:

My Job Openings

Displays current Job Openings.

NOTE: Only 5 job openings are displayed at a time.
Click on Full List to see all of your Job Openings.

Management Reports

Interactive on-demand reports

14
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A Worklist is your HRIS “To Do” list. When an HR event requires your
attention, you will receive a notification to take action on the HRIS
Management Center. This notification or “To Do” item will remain until you
mark it worked.

Some worklist items have a direct link to the HRIS page to complete the
activity such as Employee Review.
Types of Worklist Items

» Probation Period Ending

» Permit Ending

» Detail Assignment Ending

» Performance Appraisal Due

» License/Certification Expiring

» Drivers License Expiring

NOTE: Step Increases are not listed under worklist items as they are a
department specific process. Contact your HRIS Department Rep
(http://citytalk/hris/hris_dept reps.xls) for your department’s process.

View Worklist

A partial list (five worklist items) is shown in the middle of the Management
Center page. For the full worklist, click on the Full Query Results link in the
Supervisor Worklist Items box.

NOTE: Full Query Results do not list Transactions Approved and Denied.

15
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R v reource i

Hoze Stz Sign.out
Conter]| Seedce |
| ManagerWoticos & & Jl| Supervisar Worklist ems & & [ Managemeni Reparia
HOTE. HRSS Sell Senice Open Enroliment will end o1 Midnight f\:\::do“ the VWorklist link at the tog of the page 10 nawgate to your = tovee Listna
Povemier 20. You MUST enroll in e pretas Heain and Dependent . Roms. 1
(306 $pending 3ccounts il yo wish 10 pAMIGHa% in 2010 Worklist tem Type | Employ . .
EncloseResen | s s D5 100T Click Worklist to

HRIS Leaming Management Due 00.30.24.000000

2stacren el otsiie o] b view Transactions

. i
@1 Click on this link to view leaming records and enroll in any

anlable Cityvade or Department specific lsarming actraties Probation Period ; 2008-02-06-
v oy poc ng Enaing Theadors Van Winkle 0o ongn pprove an
Eull Query Resuts H
Important Links 28 Denled
= .
[ s 1D L Annivorsary Alers 6a
First Stan M Yoars
£ Emploves Review F== Beauired Learmina - Ehics
Wit SRC0YES CErformance acoranl s1atus RDMMAton 45 BChidued pamyiagy ¢ Shda Rawsh 1 B T report oravioes 8 summary o smgiyes complance i e Civ's
astes * Mamonacco ‘polcy to attend £3ce NN Or 8 Sutadie equivaient every 3 years
Morg
) dsksann [P Required Leqrming - Bespect
Erder job Riommate mCasing work KDCetcs and oetsss B i recort orovices o summary of snoloyes complance 1 e Cirs
peky 15 alend Reapect n Dhe Warkslace ranng of § sulabie equisiend
Mirect Reporns 28 every 3 year
=] Binsirw Accrul Balances Employes D Hame Job Title
B View e accrus ostais ncuding howrs samed, 1sken, Sought and 86k
107662 [Dramredl Spears InspHagll
oagaTE James Huatzickes nspHsgil
105157 Joshua Rudiong InsBraLocg
53396 Michael Kamay nspHsgl
108259 Hancy Felicefta OESSIC

Full Qusry Regus

Mark Worklist
1) Navigate to Management Center tab.

2) On the teal navigation header, click on the Worklist link (' Marklist ).

I ician resources informat
fnanapement cortor| | Ernpinae sorsercs |
Manager Nolices Supervisar Worklis! llems 2 e
HEITE: Wis will D Eréatad in JARUAry AnA riaaAsed por IFTE o SJ{EI;IO!\ I"he Worklizt link st the 1op of the psge to nevigate to your = Emalores Listing
LATER fhan 2.3-2009 Plesast nobs il Defred Comprnsali Ikl Jermy, =1 s resan st foomasan e
heallh 8y care spending Worlisthem Type  |Emplovee Name  |DateTin 15 Complets Cosamzed snalyuis 85 oMl VDS TECOFS based o0
deduscted rom 27 parChacks in calendar year 2009, = 20080630 bt ey
ploy Due | Liza Marks 0,20 21 D0000D
HRIS Leaming Management Fodney 2000-06-30- =) Botomanca Amceiasl Sk
‘ Employee Review Dug | 0.30.31.000000 This repat
R Leamng and Development NIMTIATIY) B o dterence to the Ciy's performasce sooriaal pokcy
Z0 Gaek on i ik to i bsaaring 1 d ol iy Contall AGGIGOIANE | e | JOE-0E-2D.
i iyl i End| 04,30,32,000000
available Citywide or Depanment spacific laaming aciiities. i o 000! = Pt e
Prabation Penog Paticla 008-06-02 W) T repen axants eparimest masagement H and Frgnce n sostorrg
- Ending Rasmussan 10,3006, 000000 Bprs e permanent Lt by b cavafcaton and ca suckly giole
Important Links B ——— e o et [T T —.
License or Gerd BradiaySpomy | 70000531
[ baslate Boports Lo Empiring 00,30,47.000000
s Rty ooty Bespied Learniog - [ty
L T y 4t ey nmechs
Py o afierd §ihea raning £ A nada muscae moy 3 et
=l nniversary Alerts
WE=] Vv acgioyme part a status i termat A y Al B a8
dates. =] Eeauied Loarming - Respect
Finsit Slart Hame Years M= it repor provides a sumraary of empicyee conplacce 1o e Civa
Date peksen aneed » gern
= ot pata BAIREES Lim K 16 Gvery 3 yeecs
| S : 04NaNass ! Hung Do 14
DAN1ANANE | Michaul Hundais 14
UACMAMRT  Bdward Malson 77
B iew bearve nccnanl distads inchidng howr & sarned, 1aken, bought and ok, | | 092411967 Ju Pery 2
Mo
Direct Repars as
Emplayee 10 Nare Job Tle
norsad Aaran Blard Foisgt
0nz7n? Aaran Hansion Pulifir
004359 Aaron Morson Poidter
U5 Aaran Frascott Pl
000930 | bfwiahaats Ali |Puldifir
Lull

3) Locate the work item and employee to mark worked. Click on the Mark
Worked button ( warkworked  |)-
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HRIS

Worklist for 0686332: Burt T Oshorne

Detail View Wark List Filters: i
From Date From Work ltem Worked By Activity Priority Link
HRIS Sytern ID 0513172007 Eg”ﬁm?ue Employee Review Activity ~| 094368, 0_Lari Anne Olson m |
HRIS 5 Emplayee .
viem 1D 05r3142007 Feview Due Employee Review Activity | 061265, 0, Ricardo X Cerantes Mark ¥orked | |
Employes -
HRIS Sytem D 083142007 - Employee Review Activity . Mark Worked | |
Eroree You can click the | |
HRIE Sytem ID 053142007 Employee Review Activity . . Mark Worked
Retew Due direct link to enter | |
mployee o
HRIS Sytemn ID 05r3142007 . Employee Review Activity Mark ¥orked
Reien Dus the Employee
mployes -
HRIS Sytem D 083142008 " Employee Review Activity . Mark Worked
Review Due Review Status | |
HRIS Sytern D 0B/22/2007 E’HDJ?'?SD” Perod propation Ending Mark worked | |

The worklist item is removed. (In this example, it changed from ‘1-7 of 7°
to ‘1-6 of 6°.)

Warklist for 086332: Burt T Gsborne

Detail Wiew Work List Filters: b

From Date From Work ltem Worked By Activity Priority Link

HRIS Sytern D nsm1ianny EMplovee Employes Review Activity ~ | 0B1265, 0, Ricardo % Cervantes Mark Worked |
Review Due
Employee ;

HRIS Sytern 1D ossatizanr T Ernployes Review Activity | 062893, 0, Joan M Harmmel Mark Warked | |
Review Due
Employee q

HRIS Sytern 1D ossatizany 5P Ernployes Review Activity | 065816, 0, Diana L Rorman MarkWarked | |
Review Due

HRIS Stem|D 03172007 EMPIOVeES Employes Review Activity | 087044, 0, Clara L SchmitbGonzalez  MarkWorked | |
Rewiew Due
Employee X

HRIS Sytern 1D 08/31i2008 - Employee Review Activity | 082893, 0, Joan Hammell Mark Warked | |
Review Due

HRIS Sytern 1D 02212007 E’HDEEESD" Perod pronation Ending | 0BE818, 0, Diana L Roman Mark Worked | |

NOTE: You can narrow the worklist results by using the Work List Filters
dropdown menu.

Warldist for 001562; Timothy J Dolan

Detail View

Work List Filters:__

| Detail Assignment Ending
Employee Review Due
License or Cart Expiting

From Date From Work item Worked By Activity Priotity
License or Cert

HRIZ SemID 06202007 thn License or Cent Expiting Permit Ending Markiworked | |
= Frabation Period Ending
HRIS Sytem ID 11jz0z007 HITENSE OFCRM oo nce or Cent Expiring Transaction Approved Mark Worked | |
Expiring Transaction Denigd
HRIS Stem 1D 0472002008 E'XE;IE?; orCeMt | icanse or Cert Expiring | 002611, 0. Efrer Hamitton Markworked | |
HRIS Sytem D 05/11/2008 IE!E;:?: OrCeM | icense ar Cert Expiring | 001491, 0, Jahn Delmanico Markworked | |

Navigate back to the Management Center tab.

|([,r\-1anagementCenter)” Employee Self Service ]|
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The worklist item will remain under Supervisor Worklist Items until you
log out of the system or refresh the screen. Click the Refresh ([£]) icon.

Supervisor Worklist ltems =

Click on the Worklist link at the top of the page 10 navigate to your

Waorkhsl items
Warklist e Type  Employes Name  Date Tine of Metifleation
2009-06-30-
Employes Review Due  Lisa Marks 00.30.21 600000
Fodney 2008-06-30-
Employee Review Due o comnan 00.30.21.000000
Detail As=ignment 2008-06-20-
Ending Amalia HUlman 5, 30 32.000000
Probation Period Faticia 200%-06-03-
Ending Rasmussen 0030006 000000
License or Cer 2008-0531-
Bxpiring Bradiey BROM |1 30.47.000000

Eull B i
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Job data information pertains to an employee’s specific job. Separate records
are maintained in the system for each job an individual has held. Employee
record number “0” is the primary record where all benefits are tied.

HRIS uses effective dated rows. Effective dates tell you if the information is
current, future dated or historical.

Job data includes information on position number, position title, department,
‘reports to’ information, and job code. These pages are especially useful for
getting information needed to update the position management ‘reports to”
and to fill out the Employee Job Change Form (see Appendix A).

Job Data

[ Work Location ' Job Information | Job Labor | Payroll | SalaryFlan § Compensation |

Job Data Tabs - Key Information

Work Location

Position Number and Position Title

Job Information

Reports To and FLSA status — Fair Labor Standards Act.
Indicates if Exempt/Non Exempt Employee.

Click on the American Flag icon ™ £ usa to view the
FLSA status

Job Labor

Employee’s Union Code/Bargaining Unit — The other fields
are not used by the City.

Payroll

Employee’s Pay Group

CCE = City Council Exception Employees. The system will
automatically process a paycheck for any employee in this
paygroup without a timesheet being submitted via Time and
Labor

CCP = City Council Positive Pay Employees (Detall,
Temporary or Intermittent Employees). The system will not
automatically process a paycheck for any employee in this
paygroup; must be manually entered in Time and Labor.

Salary Plan

This page is used for HR purposes. The fields on this page
are identifiers associated with wages.

Compensation

Compensation Rate

NAHRLY = Base Rate
LNGCPE = Longevity Pay

19
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Online Tools

Not accessible — security limited to HR

Joh Data Emplovment Data  Earnings Distribution

Benefits Proﬁram Patticipation

ClassificNon Hours

Job Data Pages — Key Information

Employment Data

Lists an employee’s original start date
and calculates years/month/days with
the City. Professional Experience Date

determines longevity pay and leave
accrual rates.

Earnings Distribution

Determines where your salary is being
charged and the funding string.
Security access limited.

Look up Job Data
1) Navigate Management Center tab.

2)

Under Important Links, click the Job Data link.

m hiatan resources

IManayemarn Coraar|| Emolnves Seil Sence |

Manager Notlces 2 =
NOTE W2's will e creabed in January and released per IRS regs, NO'
LATER thian 2-2- 7008 Fludsi note thal Oefirred Compansaton and

et day tars Epanding will b

klist items
Wt KIET Reans Typs

Faalth & dap
geductad from 27 pavehecks in calendar year 2004

Homa

Eull Gusry Besulls
I_—" Bedow Acciual Balaces

" Virw v acerual detals inciusing heurs pamed, tien, bought and sokd

EullQuare Besulli
3 Anniverary Alart BHB
[ rring ar iopmen
\-_",J Click an thiz link 10 view leaeming recaeds and enroll in any o wrgloys s annirtaaier stthis
swailable Citywide or Department specific leamng actiities ey
Imponant Links 2 Q
E7= Unshate Ren: i} Direct Reparts 28
Ut Fpot
Employee ID Hame Job Tithe
099221 Barbara McCloud EngTch
= Eployee Bovien
U] s ampioyes parformance soprssal situs nicematicn ted scheased | [ 921377 [Bioh Prian EngTehil
datnsy fodTaz Brian Orosshans EngTch3SC
080074 Lawrence Budnik EngTehISC empioyee complance 10 he iyl
= igiece Faning or 8 setatie scuaent
== Job Data 099032 Patrick Comelius EngTehISC
U7 Erter ot toghanen, neaiing werk iceer ned emperisoten detnis




HRIS

3) Type in the search criteria to find the employee you would like to pull job

data information (e.g., Last Name) and click on the Search (

button.

gearch )

NOTE: If you search using the Name field, the format required is first

name then last name (e.g., Jane Doe).

Jobh Data

[ Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

EmplID: begins with »
Empl Rcd Nbr: = »
Name: begins with »
Last Name:

Second Name:; hegins with |w

Alternate Character Name:| begins with
Middle Name; hegins with |«

Include History [ ]Case Sensitive

@ Clear ‘EIasiu:EearI:h

begins with

Save Search Criteria

NOTE: To view the complete job data history, check the Include

History box.

4) If there is only one record, the Job Data page will open. If there is more
than one record, click on the employee’s name with the Employee

Record Number “0".

Search Results

EmpliD Empl Rcd Nbr Name

Last Name Second Name Alternate Character Name Middle Name

1-2 ot2

0987320 Janis Lajon LAIOM {hlank) (blank) fay
0987321 Janis Lajon LAIOM {blank) (blank) ay

NOTE: Additional record numbers indicate a person has been on detail

or held a concurrent job.

5) Click on the desired tab.

[/ Work Location Y{_Job Information " Job Labor )

Payroll | SalaryPlan { Compensation

21




Online Tools

Management Reports

Management reports are a way to gather information on your work unit.
Reports available to you are dependent on your position and role in the city.
You will only have access to the information for your Department.

It's important to note that the reports are considered private under the MN
Government Data Practices Act and are to be used only for legitimate
business reasons and workforce planning purposes. Distribution of the
information within the report to individuals who do not have a legitimate need
to know or have this information may pose a legal risk to you and the City of
Minneapolis.

Features of Management Reports:
» Interactive and on-demand
» Data can be downloaded to Excel

» Most reports provide both employee detail and a graphical summary
of the data

A full list of the Management Reports and potential uses can be found on the
HRIS Information Center on CityTalk: http://citytalk/hris/management-reports.asp.

Types of Management Reports

If you have 1 or more direct reports, you can access

Employee Listing Assists users in retrieving information from HRIS
allowing users to complete customized analysis and
complete various reports based on specific needs or
requests. Includes active, on leave or suspended

employees.
Performance Appraisal Assists management and HR in monitoring a
Status Report Department's adherence to the City's performance

appraisal policy.
Performance Appraisal statuses:

Scheduled — Appraisal due date is in future

Past Due — Appraisal due date is in past

Completed — Current period appraisal is completed
Waived — Current period appraisal is not being
completed and has been waived. This may be used in
cases where the employee may have been on an
extended leave of absence or transferred out of the
department.
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Position Management Identifies vacant and filled permanent positions by job
classification.

Required Learning — Provides a summary of employee compliance to the
Respect in the Workplace | City's policy to attend Respect in the Workplace training
or a suitable equivalent every 3 years.

Required Learning - Ethics | Provides a summary of employee compliance to the

City's policy to attend Ethics training or a suitable
equivalent every 3 years.

NOTE: Additional reports may be granted based on business needs.

How to Run a Management Report
1) Navigate to Management Center tab.
2) Under Management Reports, click on the desired report name.

For this example, we will use the Performance Appraisal Status.

Camor| | Emploves Seif Sanice |

Manager Notlces 2 & W Supervisor Worklisi lioms 2=
NOTE. W2's will be crasbed in Januaey and releused per IRS regs, NO' lick an the Woeklist link at the top of the page to navigate 12 your P

LATER tfsan 2-3- 2008 Plirasit nobe il Ditined Compons-aan and orklis! ftems

PRI B dApSnaant day Care Epanding Ecount slctcns will be Wb e Ty
geductad from 27 pavehecks in calendar year 2004

Dl prrem

Eull Qi Aesulls

g Anniversary Alar
. Leaming and Devaigomen

20 Eick n ihis ik 10 view laaming recards and enrolin any i mpleye acnitesies sy
swailable Citywide or Department specific leamng actiities e

Imponant Links 2 Q
F Unsdate Repoty To M
" Lpdats Feponts To Oy

t musagement, WA and
atons by job CassACato an
nces

Direct RHeports 28

Employee ID Hame Job Tithe
099221 Barbara McCloud EngTch
= Erppoyes Peview
e 4TS ParIOMANce pprseal sahus ormabon hed bohedued LbiLs Binh Phan EngTehil
datnsy 104782 Brian Orosshans EngTch3SC
080074 Luarence Budnik EngTehISC 1y of eTpicyee Conglence 10 e Ciy's
= Job Data eE0az Patrick Cometius EngTen3sc Werlpiace ianing or 8 wetuse ecument
4] Erire iots intoemation inchstng werk lecaten wnd cemperenten detnts Py

i_:' Redaw Acciual Balanes
— Wi insnvn accrusl detals nciusing hours parmed, inken, hought ang sokd

3) Click on the drop down arrow and select your department.

Department A Generate

REGULATORY SERVICES

NOTE: The list of Departments available to a user is based on security.
Most users are limited to view only data for the Departments they are

assigned. In the example below, the user can only run reports for
Regulatory Services.

4) Click the Generate button ( Generate |).

23




Online Tools

5)

24

Review results.

NOTE: If results do not generate, turn off pop-up blocker under Tools.

Department | REGULATORY SERVICES - Generate Managerment Reporting Org Chart

Citv-wide Comparatives
Performance Appraisal Status

Past Due

Scheduled =

[
Find | Yigw 100 u: First (4] 1.60 ot 224 B Last

Review

g—l—is)gﬁl;‘]g: Iﬂ—‘;;f:“riio)ltlion Repoits To Name ﬁ ﬁ%g&% Employee Name Emplid Lﬁg_\(_lo ee Job Status. ﬁ“n ReaTemp
EEES\EJII(_)};FBORY Eﬂgggzﬁ;ma‘ Huff,Daniel & 12100195 Annual Scheduled  Moua,Chakaves 110060 :ﬁgnl\ifr;\ts‘trgnve Active Regular Full-Time
2 :EEg\lIJIIEE'I:;ORY Eﬂégr%zm:ma‘ Smestad Lisa 1280391 Annual Scheduled Grones Kara Rae 112317 :ﬁz;r;\ts‘trzt\ve Active Regular Part-Time
ggg\lfllc‘:'gsogy Adrministration E;T;:!I?;ME"Z‘USE 1220391 Annual Scheduled Roman,Diana L 066818 :ﬁ;’?;’;ﬁtfgwe Active Regulat Full-Time

NOTE: Each report displays the detail in a predefined sort order.
However, the user can always re-sort this data on any specific column by
clicking on the column heading. Data appearing on the grid is
considered text so if sorting the data using a numerical field is critical, it
is recommended that you download the results into Excel.

You can use the find feature or click the next arrow to scroll through the
pages. The system displays 50 results on the screen at a time, you can
change the view to 100 by clicking on View 100.

Performance Appraisal Status

Past Due

10%
Scheduled =

NOTE: Most of the Management Reports include a graphical
representation of the data. The graphs include bar or pie charts. To see
a detailed value associated with each graphical item, the user can hover
the cursor arrow over the chart item and the value is displayed as is
shown in the example.



HRIS

Download Report Results to Excel

1) Run the desired management report.

2) On the blue navigation bar, click the Excel (@) icon. A dialogue box will
open.

3) Click onthe Open ([ pen | ) button.

NOTE: The data will be displayed in an Internet Explorer Window.

What should you do if the data appears to be incorrect?

Staff from Human Resources and Payroll, in coordination with Department
HRIS Representatives, make every effort to ensure timely and accurate
employee data. The management reports assist us in keeping this data
accurate with your continued cooperation. If you identify any questionable
data on any of the reports, please consult with one of your Department’'s HR
support personnel (e.g., HRIS Dept Rep http://citytalk/hris/hris_dept reps.xls

or HR Generalist http://citytalk/human-resources/hr-generalists.asp) and the data
will be corrected as soon as possible.
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Update Reports To - Position Management

Departments are responsible for the position structure in their division areas
and decide who reports to whom. To keep the information in HRIS the most
current (real time data), Human Resources has given departments the
security access to update the ‘Reports To’ field.

HRIS limits the ‘Reports To’ field to one individual, so if a shift employee
reports to more than one supervisor, the department supervisors need to
reach a consensus on who will be listed as that person’s immediate
supervisor. If an employee reports to you in HRIS, you have access to their:

» Employee job data
» Employee performance appraisal status information
» Vacation and sick leave accrual details

» Education and other qualifications including languages, licenses
and certificates, and memberships, honors and awards

» Company property and drivers license data
» Enrollment in City-wide training

» Training learning plan
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Update “Reports To”
1) Runthe Position Management Report (see page 23) to obtain the:

» Position number for the employee you plan to update with a new
‘Reports To’

» Position number for the supervisor you intend to enter as the
‘Reports To’ for the employee

2) Write the above information down on a piece of paper—you will not be
able to update the ‘reports to’ without it.

3) Navigate to Management Center tab.

4) Under Important Links, click on the Update Reports To link.

|/ ‘CenterH Employee Self Service ]

Manager Notices

Supervisor Worklist ltems
MOTE: W2's will be created inJanuary and released per IRS regs, MO \%'Ctl.mlt.re Worklist link at the top of the page to navigate to your
LATER than 2-2-2009. Please note that Deferred Compensation and orklist ferns.

health & dependent day care spending account elections will he ‘Worklist tem Type  |[Employee Name  DateTime of Neotification
deducted fram 27 paychecks in calendar year 2009.

Full Guery Results

HRIS Learning Management

Anniversary Alerts

ER Learning and Developrent ] ) )
Click on this link to view learming records and enrall in any Mo employee anniversaries at this
available Citywide or Department specific learing activities. fime

Important Links

fl U)(Iate Reports To (M Direct Reporis B
Upiste Reparts To Only
Employee ID Name Job Title
099221 Barbara McCloud EngTchl
=] Emplovee Review
E Wiew employes performance appraizal status information and scheduled a3rr Binh Phan EngTchil
dates 104782 Brian Gtosshans EngTch3sc
Dao074 Lawrence Budnik EngTch3sc
ﬁ- Job Data 0498032 Patrick Comelius EngTch3sc
Enter job information including work locstion and compensation details. Full Query Results

E" Review Accrual Balances
Wiewy legve accrual details including hours earned, taken, bought and sold
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5) The easiest way to access the position you want to update is by entering
the position number. Every employee has a unique position number.
Type in the 8-digit Position Number you want to update and click on the

Search button ( Search |).

Update Reports To (M)
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[ Find an Existing Value
Position Number: hegins with noonz462
Description: hegins with
Position Status: = W W
Business Unit: heging with Q.
Department: hegins with |« Q,
Job Code: beging with QL
Reports To Position Number; | hegins with |«
[]case Sensitive
@ Clear | Basic Search Save Search Criteria
Position Search Fields
Position Number Position Number you will be
updating
Description Job Title
Position Status Approved, Frozen or Proposed
Business Unit Always MPLMN
Job Code Job Code
Reports to Position Number Returns all positions that report
to the position number
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6) Under Work Location, type in the 8-digit position number of the new
“Reports To” supervisor and press tab to move out of the field to accept
the change. The position title will now be displayed.

Paosition Number: 00002462

Headcount Status: Filled Current Head Count: 1 out of 1
Effective Date:  09/09/2009 Status: Active

Reason: ZRT Change Repts To Position Action Date: 09/08/2009

Position Status:  Approved Status Date:  01/01/1 801 Key Position

Job Information

Business Unit:  MPLMN Minneapolis MK

Job Code: 04048c Engineering Tech Il Survey-C Manager Level:
RegTemp: Regular FullPart Time: Full-Time Employment Class: Certified
Union Code: CAF AFSCME Local 8-City

Title: Engineering Tech Il Survey-C Short Title: EngTch3sc
Work Location
Reg Region: LSA United States
Department: BO00000 P - TRANS PLANMNING & EMGINEER  Company: MPL City of Minneapolis
Location: CED P Eng D=n Street Design
Reports To: 00006753 |OL  Supy Engineering Tech 1 CapPrj

Salary Admin Plan: CAF Grade: 150 Step:

Standard Hours: 40.00  Work Period: Wy Weekly

Mon Tue Wed Thu Fri Sat Sun

NOTE: The Effective Date will always be the current date (today’s date).

7) Click on the Save button (__Sav  |).

IMPORTANT NOTE! ‘Reports To’ can only be updated once per day. If
the wrong data is entered, contact Barbara.payton@ci.minneapolis.mn.us or
Crystal.Dejarlais@ci.minneapolis.mn.us to rectify.
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Verify “Reports To”

1)
2)

3)

4)

30

Navigate to Management Center tab.

Under Important Links, click the Job Data link.

PO i rcsource

IManayemarn Coraar|| Emolnves Seil Sence |

et day tars Epanding will b

Faalth & dap
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I_—" Bedow Acciual Balaces
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Homa

Manager Notlces 2 & W Supervisor Worklisi lioms & S Wl Management Ropons
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e
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Employee ID Hame Job Tithe
02921 Basbara WeCloud EngTehl
T Binh Phan ErgTehil
104782 Brian Orosshans EngTch38C
0074 Lawrenee Budnik EngTeh¥sc
098032 Patrick Comalius EngTehIsc
Eull Guery Resuils

" Virw v acerual detals inciusing heurs pamed, tien, bought and sokd

i
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Type in the search criteria to find the employee you would like to pull job

data information (e.g., Last Name) and click on the Search |

button.

Search

)

Job Data

{ Find an Existing Value

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

EmpliD:

Empl Rcid Nbr:

Mame:

Last Hame:

Second Name:

Alternate Character Name:

Middle Name:

|hegins with v”

= ¥ |

|hegins with v”

|beginswith v(”Lajnn )

|hegins with v”

| begins with ||

|hegins with v”

[“]Include History [ ]Correct History  [_|Case Sensitive

@ Clear | Basic Search Bl Save Search Criteria

NOTE:

the “Include History” checkbox.

Click on the employee’s

name.

If you would like a full history (current, future and history), check




HRIS

On the Job Information tab, verify the following changes were made:
» Effective date changed to current date (today’s date)

» Action/Reason changed to “Position Change — change Repts To
Position”

» Reports To changed to new “Reports To” supervisor

/Wiork Location { Job Information )

Pete EmP ID: EmplRcd # 0.

Job Information Find  First ¥ qor 4 [M Last

Effective Date: 09/09/2009 Effective Sequence: 1] m Job Indicator:]  Primary Joh
Action / Reason: Pash Chy Change Repts To Position current
Job Code: 04048C Engineering Tech Il Survey-C  Entry Date: 0561 5/2006
Supervisor Level:
Supervisor ID:
Reports To: 00002386 Supy Enanrg Tech I Sup3-C 080171 William
Regular Temporary: Regular Full'Part: Full-Time
Empl Class: Cerified Officer Code: Mon-Sworn
Regular Shift: IliA Shift Rate: !
Classified Indc: Classified
Standard Hours: 40.00
Work Period: W Weekly
FTE: 1.000000
Contract Mumber: Contract Type:
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Employee Review - Performance Management

Performance management is a systematic process of communication between
the supervisor and the employee, focused on helping the employee achieve
his or her best workplace results.

Most of the Performance Management process is outside of HRIS. HRIS is
used to view and enter performance appraisal status information such as
scheduled, completed or waived. It is not currently designed to store
performance appraisal notes or ratings.

Departments may have their own protocol on scheduling performance
reviews. Check with your Department for details.

Performance management should be a year-round, ongoing process of:
» Communicating expectations and mutually setting goals.

» Coaching, both formally and informally, to help employees
successfully meet goals and expectations.

» Annual, documented performance review (appraisal).

If an employee demonstrates poor work habits or fails to meet work
requirements, corrective action will include:

» Documenting the behavior or performance.
» Coaching.

» Developing and implementing a Work Improvement Plan.

Purpose

The purpose of a performance appraisal is for a supervisor and an employee
to have a candid discussion about performance expectations and actual
performance. The employee's actual level of performance is compared to the
expected level of performance using standards that were developed by the
supervisor with input from the employee.

This expected level of performance is to be derived from the department work
plans that in turn reflect the City's goals and desired performance
measurements. Performance measurements show what outcomes have been
achieved as a result of the individual and work unit activity. The comparison of
actual performance with expectations and standards serves as a basis for
recognizing accomplishments and planning for improvement where
deficiencies are found.

Performance appraisals may also be utilized in a progressive disciplinary
process to resolve continuing poor performance.
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The benefits to be gained from conducting performance appraisals include:
» Recognizing accomplishments
» Identifying newly acquired competencies
» Preparing employee development plans
» Planning improvement where deficiencies are found
» Goal-setting
» Communication between supervisors and employees

The result is improved delivery of services to internal City customers and City
residents.

Performance Appraisal Policy

It is the policy of the City that every employee is entitled to performance
appraisal feedback on a regular basis. At least once a year the employee and
the immediate supervisor will participate in a formal performance appraisal
discussion. A copy of each annual performance appraisal will be reviewed and
signed by the supervisor's manager and placed in the employee's department
personnel file. The employee will receive a copy of the signed appraisal form.
Supervisors are encouraged to hold mid-year informal performance review
discussions at least once a year as well. As part of these reviews, the
supervisor and employee shall plan for the upcoming performance review
period by anticipating upcoming responsibilities and identifying development
opportunities.

Supervisors and managers will be held accountable for conducting
performance reviews of those they supervise. HRIS will be used to monitor
the status of performance reviews for all City Departments. It is the
responsibility of Department managers and HR Generalists working with HRIS
Representatives to ensure HRIS is kept up-to-date.

Procedures

Because of fluctuations in workloads and personal preferences, departments
may determine whether they wish to hold performance reviews for all
employees at a specific date or on each employee's anniversary date. HRIS
must be used to maintain the status of employee performance reviews. All
employees (excluding temporary and/or intermittent) should have a
performance review recorded in HRIS at least once a year. At the time an
employee is hired, HRIS will automatically schedule the employee’s first
performance review period. The scheduled date will equal the employee’s
probation date or one year from the hire date, whichever is first. It is the
supervisor’s responsibility to initiate the performance appraisal process for
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each employee. HRIS will provide supervisors a “worklist” notification 30 days
prior to the scheduled review date.

The outcome of a successful performance appraisal is that the supervisor and
the employee walk away from a face-to-face dialog with a common
understanding of the employee's past performance and a plan for future
performance. The employee should receive a copy of the performance
appraisal form in advance along with encouragement to complete the form.
The supervisor will also complete the form and they will have a discussion
based on the information they prepare.

The supervisor should schedule a time for the interview and allow the
employee reasonable time to prepare. The supervisor and employees will
discuss what the employee has done well and what needs improvement. They
will discuss how to improve and develop a plan to achieve those goals.

The supervisor and employee shall, at the completion of the interview, sign
the form and date it. The supervisor's manager shall also sign the form. The
supervisor or manager must notify their HRIS Representative that the
performance review is completed. The HRIS Representative will update HRIS
to reflect the completed performance review and schedule the employee’s
next review. A scheduled review is required for the HRIS automated “worklist”
notification.

Generally, employees are eligible to be considered for advancement to the
next higher step within the pay range as provided by appropriate bargaining
agreement, if applicable. The employer may withhold or delay the increase for
unsatisfactory job performance. The employee shall be notified of the action
and the specific reason therefore.

Forms

Performance appraisal forms are available on the Human Resources
webpage in CityTalk: http://citytalk/human-resources/appraisals.asp

» Exempt Employees Form

» Non-exempt Employees Form

Although departments are not required to use the standard City forms, they
are encouraged to work with their HR Generalist if they decide to design
alternate forms and must be reviewed with the Human Resources Director
before they are put into use.
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Enter Performance Appraisal Status

The status should be updated in the system after doing the actual
performance review.

1) Navigate to Management Center tab.

2) Under Important Links, click the Employee Review link.

HRIS

Il ] CenterH Ernplovee Self Service l

Manager Notices

MNOTE: W2's will be created in January and released perIRS regs, MO
LATER than 2-2-2009. Please note that Deferred Campensation and
health & dependent day care spending account elections will be
deducted fram 27 paychecks in calendar year 2009.

Supervisor Worklist ltems

Click on the Yarklist link at the top of the page to navigate to your
Worklist items.

‘Worklist tem Type  |[Employee Name  |DateTime of Netification

HRIS Learning Management

Learning and Development
Click an this link to view learning recards and enrall in any
available Citywide or Department specific leaming activities.

Full Guery Results

Anniversary Alerts

Mo emplovee anniversaries at this

Important Links =

Update Reports To (M
Upidste Reports To Only

<' Employee Review

Wiew employee performance aizal status information and scheduled

E" Job Data

Ertter job information including work location and compensation details.

E Review Accrual Balances
Wiewy legve acorual details including hours earned, taken, bought and =old

time

Direct Reports =
Employee ID Name Job Title

099221 Barbara McCloud EngTchl

081377 Binh Phan EngTehll

104782 Brian Grosshans EngTch3sc

0g0074 Lawrence Budnik EngTch3sC

099032 Pattick Carnelius EngTch35C

Full Query Results

3)

Type in the search criteria to find the employee you want to update the

performance appraisal status for (e.g., Last Name) and click on the

Search ( search |) button.
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4)

5)
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Employee Review (M)

[ Find an Existing Value

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

EmpliD: hegins with |
MName: hegins with »
Last Name: heains with
Second Name: hegins with

Alernate Character Name:| hegins with
Middle Hame: hegins with »

[lcase Sensitive

Search ‘ Clear | Basic Search Save Search Criteria

Confirm the review period (From Date/To Date) and update if necessary.

(In the example below, the performance review was for the period of
7/31/08 — 7/30/09).

Click Completed from the Review Status dropdown menu.

{ Employee Review '

Liza Marks EMP 1D 0ay1a0 EmplRed = 0
Business Unit: MPLWMN Minneapolis MM Company: MPL
Department: 4000000 FOLICE DEPARTMENT Paosition: 00001228
Job Code: 08170 Folice Officer-C
Empl Status: A Regular Temporary: R FullPart Time: F

Review Details Find | View All First [4] 1ot 4 B | ast

From Date ‘To Date ‘Review Type ‘Review Status El
074312008 |31 07/30/2009 |51 Annual v rethited v

B save | £\ Return to Search |

Click the plus sign ([+]) to add a new row.




HRIS

{ Employee Review
Lisa Marks EMP ID: 007180 EmplRcd# 0
Business Unit: MPLMMN Minneapolis MM Company: MPL
Department: 4000000 FPOLICE DEPARTMENT Position: 00001228
Job Code: 0s170c Police Officer-C
Empl Status: A Regular Temporary: R FullPart Time: F
Review Details Find | View All First E 1of 4 ] Last
From Date ‘To Date ‘Review Type ‘Review Status )=l
07/31/2008 | 07/30iz2008] ([ Annual v Completed v

B save | L Returnto Search |

The review period for the new row will automatically be listed as
“scheduled”. The system will default the ‘From Date’ to the current date
and the ‘To Date’ out one year.

Enter a new review period if you do not wish to accept the default review
period.

NOTE: The ‘From Date’ on the new row must be greater than the ‘To
Date’ on the previous row. Dates cannot overlap.

{ Employee Review
Lisa Marks EMP ID: o0av140 EmplRcd#® 0
Business Unit: MPLMMN Minneapalis MM Company: MPL
Department: 4000000 POLICE DEPARTMENT Position: 00001228
Joh Code: 0g170c Paolice Officer-C
Empl Status: A Regular Temporary: R FullPart Time: F

Find [View Al First Kl 2 or s I | st

F[=

From Date ‘To Date ‘Review Type ‘Review Status
parzar2009 |5 0812312010 |[# Annual v Scheduled v

B save | L Return to Search |

6) Click the Save button (& 3av |).

NOTE: Did you notice the number changes on the blue navigation bar
when you added a new record? This indicates the number of
performance review records in the system.

To view all records, click the View All link (FZETE0).
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{ Employee Review
Lisa Marks EMP 1D: o0a71490 EmplRcd= 0
Business Unit: MPLMMN Minneapalis MM Company: MPL
Department: 4000000 POLICE DEPARTMENT Position: 00001223
Joh Code: 08170c Police Officer-C
Empl Status: A Regular Temporary: R FullPart Time: F

From Date ‘To Date ‘Review Type ‘Review Status =l

Eﬂ Eﬂ |Annua| V| |Schedu|ed V|

B save | L Return to Search |

An expanded Review Details screen will open.

{ Employee Review
Lisa Marks EmMP ID: 007180 EmplRcd = 0
Business Unit: MPLMMN Minneapalis MM Company: MPL
Drepartment: 4000000 POLICE DEPARTMENT Paosition: 00001223
Job Code: og17oc Folice Officer-C
Empl Status: A Regular Temporary: R FullPart Time: F

Review Details Find | View 1

From Date ‘To Date ‘Review Type ‘Review Status El

Eﬂ IEJ |Annua| v| |Comp|eted v|

FE=
Eﬂ Ei;l |Annua| v| |Schedu|ed v|

F[=
Eﬂ Et';l |Annua| v| |Comp|eted v|

FE=
Eﬂ Et';l |Annua| v| |Comp|eted v|

FE=

Eﬂ IEJ |Annua| v| |Comp|eted v

B save | S\ Returnto Search |

NOTE: The rows will be in correct date order once the system refreshes.
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Review Accrual Balances
If you have direct reports, you have the ability to review leave accrual details

including hours earned, taken, bought and sold. This data can be useful if you
are responsible for approving vacations or have absenteeism issues.

Review Accrual Balances
1) Navigate to Management Center tab.

2) Under Important Links, click the Review Accrual Balances link.

|/ ‘CenterH Employee Self Service ]

Manager Notices

MOTE: W2's will be created in January and released perIRS regs, MO
LATER than 2-2-2009. Please note that Deferred Compensation and
health & dependent day care spending account elections will he
deducted fram 27 paychecks in calendar year 2009.

HRIS Learning Management
@ Learning and Development

Click on this link to view learning records and enroll in any
available Citywide or Department specific learing activities.

&

Supervisor Worklist ltems

Click on the Warklist link at the top of the page to navigate to your
Warklist items.

‘Worklist tem Type  |[Employee Name  DateTime of Neotification

Full Guery Results

Important Links

Update Reports To (M)
Updste Reparts To Only

28

E Emplovee Review
Wiew employes performance appraizal status information and scheduled
dates

ﬁ“ Job Data

Enter job information including work locstion and compensation details.

Review Accrual Balances

Ewlegve accrual detaiz i

Lding hours earned, taken, bought and sold

Anniversary Alerts

Mo emplayee anniversaries atthis

time

Direct Reports =
Employee ID Name Job Title

099221 Barbara McCloud EngTchl

081377 Binh Phan EngTchil

104782 Brian Gtosshans EngTch35C

Dao074 Lawrence Budnik EngTch3sc

099032 Fatrick Cornelius EngTch3sc

Full Guery Results

3) Type in the search criteria to find the employee you want to review the
accrual balance for (e.g., Last Name) and click on the Search ( search |)

button.

39



Online Tools

Review Accrual Balances
Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value

EmpliD: hegins with
Benefit Record Number: = w
Name: hegins with
Last Name:

begins with

Business Unit;

hegins with

Department SetlD: hegins with o'}
Department: hegins with '}
Organizational Relationship: | = w w

Alternate Character Name: | begins with

[lcase Sensitive

@ Clear Basic Search Save Search Criteria

4) Sick Leave balances and accrual are listed first. To view Vacation Leave
balances and accruals, click on the Find link.

[ Leave Accrual Balances '\

Janis Lajon
Leave Accruals

Company:
Plan Type: Sick
071712009

MPL  City of Minneapol

Accrual Date:

& save | LUReturnta Search | [=] mtify |

Employee

Benefit Rcd Nbr: 0
First E 4 of 500 [} Last

is Benefit Program: CFT  City FT Mrep, Union & Cadets

Carried over from previous year: 163.5645843 Leave Accrual Date 03i062000
Earned Year-to-Date: 48777280 Service Hours: 16,440,000
Taken Year-to-Date: 46.000
Adjusted Year-to-Date:
Bought Year-to-Date: Hours Taken:
Sold Year-to-Date: 4.000 Hours Adjusted:
Hours Bought:
Hours Balance: 163.342123 Hours Sold:
Hours Value: 4,083.55 Service Hours:

In the dialogue box, type ‘vacation’ and click OK.
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HRIS-Learning Management

Lesson Objectives:
Upon completion of this lesson, you will be able to:

e Understand HRIS-Learning Management Terminology

e View Team Member Learning

o Search and Browse the Learning Catalog

e Enroll Team Member in Training

o Review Team Learning Summary

e Drop Team Member from Training

e Add Supplemental Learning to Team Member’s Learning

e Add Item (Course) to Team Member’s Learning Plan
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HRIS Learning Management Overview

HRIS Learning Management (HRIS-LM) is a separate internet-based
application within HRIS. It enables the City to manage, track, deliver, and
report on learning delivered to employees within or outside of the City. Itis a
single system for learners, managers, instructors, and administrators.

Learners and managers can use self-service to browse and search to view
and find activities in the learning catalog, add activities to their learning plans,
and initiate enrollment in activities.

Managers and Supervisors have access to:
» Enroll team members (i.e., employees) into activities
» Plan and assign learning for team members
» Record supplemental learning for team members
» View team’s learning progress

» Review team members’ planned, current, and completed learning

HRIS-Learning Management Terminology

Learning Catalog Learning opportunities the City offers internally (city-wide
or department specific).

Catalog Items Specific topics of study, equivalent to courses, available to
learners. An example of an item would be PowerPoint
2003 — Level 1 or Dealing with Conflict.

Activities Specific topic which can be delivered through one or more
delivery methods. Examples of activities would be
classroom training, eLearning, or podcasts.

Team Members List of all your direct reports. You can view details about
each member's learning.

If any of your team members have direct reports, you can
view their team learning as well.

Team Learning List of the learning your team members are enrolled in and
programs for which they are registered.

Supplemental Learning Record of completed team members’ training that is NOT
listed on the City's Learning Catalog. For example, if an
employee attended a conference or workshop by an
outside vendor.
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HRIS-Learning Management

Team Learning allows you to view a listing of the learning activities, programs,
and supplemental learning associated with any of your direct reports. You
can also drop learners from activities and enroll learners.

In addition, you can view the details, progress status, and schedules for your
team members. Each enroliment and registration goes through a series of
enrollment or registration statuses, such as planned, waitlisted, enrolled, in
progress, and completed—as the enrollment or registration progresses.

Enrollment Statuses

Planned

The activity is added to the learner’s learning plan.

Waitlisted

The activity for which an enrollment request is submitted is
full. The system adds the learner to the waitlist. The
system automatically sets this status upon enrollment if the
activity is full and the activity has a waitlist enabled.

Prerequisites must be met (if required)

Enrolled

The system confirms the learner’s enrollment in the
activity. Depending on the type of activity, the learner can
begin the activity or wait for the first scheduled session.

In progress

This status implies that the learner has begun the activity in
some way. At least one learning component has a
completion status of in progress, completed, or not
completed.

Dropped

The learner’s enrollment for the activity is dropped. The
activity no longer appears in the learner’s schedule.

Completed

Learner has successfully completed the activity. This
status is achieved when all required learning components
for the activity have a completed completion status.

Not completed

Learner has attempted the activity but has not successfully
completed it. This status is achieved when at least one
required learning component has a not attempted, in
progress, or not completed completion status by the
activity end date or by the end of the activity’s learning
period.

Waived

Learner has completed supplemental learning that is
equivalent to the activity. When an activity is waived, and
any of the activity’s objectives were assigned to the learner
with a status of needed, the system automatically updates
the status of those objectives to met.
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View Team Member Learning

1)

2)

3)

44

Navigate to HRIS Learning Management, click on the Learning and
Development link.

IR T rcsource

| Managemant Center| | Empines Satt Sarace |

Sk on the Worklist link 1 the top of the page to navgate to your

=1 Empioon Listing

NOTE: W' will b Crvadon In Januarny and rolpaned per IH"ﬂqula HO =
LATER than 22 20n9 F safarred C: [Worklist tems: =l . o
huafth & dupond, spending account will b Worklist e Type | Evployes Name Dt Time of Notificatin s conpletn cvsteized anuiss wed cormpel varous repors besed o
deducied from 17 paychecks in calendar year 2004, BT R 2 TRGUEIE

formatian Sem MR

Figl Qe Bl

HRIS | zaming Managamen:

mance Apcaizal St

Anniversary Alerts 2

vice tthe Ciyn performasce apsmmalooicy

gn this link 10 vigshedining racords and snroll in sy No amgloves annfvsaries althis

" available CTiywde or Depanmerd specific leaming activiies L
T b Mot
=l m i =t masagement, HR and Frunce i soskorrg
= Ey b riasafcatin and cas sk prove
Impertant Links 2 & .mr“,mm ik
E Updite Bopolts Ta (M) Direct Reports 2
Upetate Repaorts To Oéy
Emgloyes I Mane o Tile = ™= Benired Loarning - Eiticy
T - " tarce 12 me
08221 Barbara Wi Cloud EngTehi bl oo A p i mop g
) Smierns e = 081377 inh Phan EngTenn
asles 104782 Bran Grosshans EngTehasc | Lsarming . Respect
050074 Lawrence Budni EngTehdsC = Ml o i
] ok Dote 099032 Pabick Comelivs EngTchiIst R e
Lo e s Fual Qe Birsails
HBMMS_LULE&II‘SA

Vitres bairve noCrun et NCAKING hour s s, Eaen, bought and sk

Click Team Learning on the Menu.

Search:

NOTE: Select ‘Team Learning’ to access direct reports’ training records.
Select ‘My Learning’ if you wish to access your training records.

Click Team Members link.

ﬁ Team Learning
“iewy and mairtain your team's learning records and browese or search the learning catalog to enrall them in nesy learning opportunities
Search Catalog Browse Catalog
Search the learning catalog by title, description, Brow=ze the learning catalog using subject-
or ather selection criteria. hazed categories and subcategories.
E" Team Learning E Supplemental Learning
Reviewy your team members enrollment record, Request credit for learning completed by your
progress status, and schedule using selected team members outside the learning catalog
fitter options .
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HRIS-Learning Management

4) Select Team Learning for the specified employee from the Action drop
down box and then click the Go button ( Go |).
Team Members :
Team Members is a list of all your direct reports. You can view details about each member's
learning by selecting from the Go To pull-down and clicking the Go button. If any of your team
members have direct reparts, you can view their team by choosing the team member in the Yiew +
pull-down and clicking the Go hotton. 1
The City is currently not using systematic approvals in HRIS for employves learning j
View Team Members Reporting To: | Timathy J Dolan v 5o
Direct Reports -- Timothy J Dolan, Chief of Customize | Find | 100 First 4] 1-15 of 955
Name Job Title Hire Date *Action {3
[] Aaron Lee Biard Police Sergeant-C Team Learning @ 1
[] Aaron Hanson Palice Officer-C
[ Aaron Marrison Paolice Officer-C
M g™t el gt At 4 s
NOTE:

If any of your team members have direct reports, you can view
their team by choosing the team member in the ‘View Team Members
Reporting To’ pull down box and clicking the Go button.

Click on the Title for additional details.

Team Learning

registered. You can view the details, progress status, and schedules for the'
narme ofthe activity or prograrm. To filter the r

“ng on the
Click hereto [%/orale Click here

- ) to change
filter learning ‘l learner —l

Type, Date w Fori | Adam Jay Harmor » | Go

*Search Filter:

All Learning - Any Status,

First E 12cf2 E| Last
Learner Title Tml-e Status
Adarm Jay Harman Classroom

Cormpleted
Respectin the Workgala

Folicy and Ethics Code

Adam Jay Harman

Classroarm Completed

Team Learning is a list of the Learning your team members are enralled in and prngrams fnrwhn:h they are

he 'Go' huttan.

NOTE: To obtain a more focused list, click on the ‘Search Filter’ drop

down list and select the desired filter. If you would like to view a different
employee’s learning, click on the ‘For’ drop down list.
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Search Filters

All Learning — Any Status, Type, Date

All Learning — Completed

All Learning — Currently Enrolled, In Process

All Learning — Within Last Month

All Learning — Within Last Year

Supplemental — Continuing Education Only

Supplemental Only - All

Search Catalog to Enroll Team Member

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

3)

Search:

] ;
|/ Team Learning

[ My Leamning
~ Team Learning

— Team Members
— Search Catalog
— Browse Gatalog

— Team Learning

— Supplemental Learning
> Reparting Tools

Wigw and Maintain your tSam's |earning Fecords and browse of 5ea

ES

Ry Catalng 10 Enrol theim in new lsarning opportunties

Search Catalog
Search the leami

E‘ Team Members
Wi your team members and spply actions to
one or more employees

E Browse Catalog

Criteria based categories and subcategories

Team | earning Supplemertal Learning
Revies your team members enrollmert record, Reguest credit for learning completed by your

progress status, and schedule using selected team members outside the lzarmning catalog
fiter options

ing/eatalog y thle, description, Browse the learning catalog Using subject-

4) Type in part or all of the course title in the field box and then click the
Search Catalog Items button (_Search Catalog iems |).
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HRIS-Learning Management

Search the City of Minneapolis Learning Catalog

Catalog tems are specific topics of learning.  Programs consist of one ar mare sets of catalog iterms.

Select Search Category: | Catalog tems | Frograms |

Searchthe Catalog: Access| Search Catalog ltems
Advanced Search  Browse Catalog Request Mew Learning Search Tips  Preferences
Contact Us

NOTE: Results will bring back any instance of the search word in the
course title or course description. It is often easier to search using key
words instead of a full course title.

Locate the desired activity from the list of search results and click on the
course title or the Enroll link.

Search the City of Minneapolis Learning Catalog

Catalog tems are specific topics of learning. Programs consist of one or more sets of catalog itemns.

Select Search Categony: | Catalog fems | Programs |

Search the Catalog: !-!\ccess Search Catalog tems
Advanced Search  Browse Catalog  Reduest Mew Learning Search Tins  Preferences
Search Results: Previous Next

Results 1-2 of 2 for Access

OR

Access 2003 - Level 2 (000CEQ-ACO32)

forms and repaorts.

This hal-day course covers changes and enhancements to submitting Hire Requests and managing
cerification lists with the upgrade to PeopleSoft 8.9. This is a mandatory course in order to obtain new ar

cantinued access to submit Hire Requests.
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6)
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Click on View Details link to determine if seats are available.

Access 2003 -Level 2

Description:

This two day workshaop is designed to teach intermediate to advanced Access 2003 skills including
gueries, forms and repors.

This course is designed far the student who wishes to learn intermediate-level operations
ofthe Microsoft Access program. The Level 2 course is for the individual whose job
responsihilities include creating new databases, tahles, and relationships, aswell as
working with and revizsing intermediate-level queries, forms, and reports. It also introduces

the student to integrating Access data with other applications such as MicrosoftWord or
Excel.

Ohjectives

- Btructure Existing Data

- Wirite Advanced Queries

- Bimplify Tasks with Macras

- Add Interaction and Automation with Macros
- Make Farms more Effective

- Make Reports Mare Effective

- Maintain an Access Database

- Expand the Reach of Your Data

Ifactivities are availahle for Access 2003 - Lewel 2, they will he listed in the table below. Yoo can "View
Details”, "Enroll* or "Add to Plan”. If no activities are availahle, you can select"Add to Plan® to indicate
wour interest in a future activity. This will appear an yaur My Learning padge as a planned activity and will
let Training and Development know of your interest in this activity,

Flease note that activities without a specified Start Date can be taken at any time.

Activity Options for Access 2003 - Lewvel 2

Activity
Coie

8:30-4:30
(PSC, Rm  Classroom 09/29/2009 0.00 USD Wiews Details) Enrall | Add to F'Ian|
138 2 DAYS

Add ltem Tao Plan

Type Start Date Price Add to Plan

Return to Previous Pade  Contact Us

Enrall
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8)

HRIS-Learning Management

Confirm seats are available and then click the Enroll button ( ).

Access 2003 -Level 2

Activity Name: Access 2003 - Level 2 Type:

Classroom
Activity Code: B30-430(PSC RM13BY 2 contact: Training and Developrent
DAYS
Price Per Seat: 0.0o0usD Drop Charge: 0.00uJso
Start Date: 09y29/2009 End Date: 09y30/2009
Last Enrollment Date: [gy28/2009 Last Drop Date: 091 5/2009
Available Seats: 5 «—| Seals Available Waitlist; 2
Language: English open Duration: 2 Days

Click onthe Schedule link below to see the dates, times and locations for this activity.

Owerview Objectives Met Schedule Frerequisites Motes and Attachments

Description:
This two day workshop is designed to teach intermediate t0 advanced Access 2003 skills including
queties, farms and reparts,

Instructor:  Laurel Kelly
Activity Syllabus

Tao receive credit for this activity you must camplete all required tasks.

1 Day 1of 2 {Public Service Center, 250 South 4th Street, Computer Lab13B)
Feguired Session

2 Day 2 of 2 (Public Service Center, 250 South 4th Street, Computer Lab13B)
Feguired Session

@ Add To Flan

Cweryienw Objectives Met Schedule Prerequisites Motes and Attachments

Eeturn to Previous Page Browse Catalog Search Catalong

Contact Us

NOTE: In this example there are 8 seats still available and 2 seats
available on the waitlist. If there were 0 seats open and you proceed to
enroll your employee, they would be added to the waitlist.

Click on the check box ( [¥]) next to the Team Member's Name.
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9)

The Group Actions dropdown list will read ‘Enroll in Activity’. Click the
Go button (_82)).

Select Learner
Team Members
Employee ID Name Job Title Hire Date

[] 104782 Brian Grosshans Engineering Tech Il Survey-C
] 081377 Binh M Phan Engineering Technician Il- C
[] 089221 Barbara McCloud Engineering Technician |- C
[] oso074 Lawrence Budnik Engineering Tech Il Surey-C
1IZID1 a6 Feter Salb Engineering Tech ll Survey-C
1111018 Petru Wizali Engineering Technician Il -
[] 099032 Fatrick Cornelius Engineering Tech Il Survey-C
[] 102085 Stephen Ferraro Engineering Technician 1- C

¥ Selectal ClearAll  *Group Actions: | Enroll in Activity @'

Return to Previous Pade Contact Us

NOTE: You can enroll multiple team members by clicking the Select All
link.

10) Click the Submit Enrollment button.
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Enrell In Activity

Review Information

Activity HName: Access 2003 - Level 2 Type: Classroom

Activity Code: BA0-430(PSC, RM13BNZ  contact: Training and Development
DAYS

Price Per Seat: 0.0ouso Drop Charge: 0.0ouso

Start Date: Qai28r20049 End Date: 097302009

Last Enrollment Date: Qg/28/2009 Last Drop Date: 09152009

Available Seats: a Available Waithist: 2

Language: English Duration: 2 Daws

» Access 2003 - Level 1 (lkem)

Enroll Learners

Name Learner ID Job Title Messadges
Feter Selb 56336 Singluzeiig e Il Mo messages.

Survey-C

Submit Enroliment Eeturn to Previous Fage Search Catalog  Tear Members




HRIS-Learning Management

NOTE: Inthe above example, a message indicates there is a
recommended prerequisite missing. In this instance, you can either
choose to proceed with the enrollment or search the catalog for Access
2003 — Level 1 for the employee to attend. In some cases, a prerequisite
may be required before you can enroll someone in the class.

Types of Alert Messages

Duplicate Enroliment A duplicate enrollment has been found. This enroliment
cannot be processed.

Missing prerequisites This learner is missing the required prerequisites.

Activity full — no waitlist The learning activity is full and this activity does not allow
waitlist.

Activity full - waitlist This Learner has been added to the waitlist for this activity.

11) The team member is now successfully enrolled into the activity. The
employee and supervisor will both receive an automated confirmation
notification via email within an hour of registration.

Enroll In Activity

Enroliment Confirmation

Activity Name: Access 2003 - Level 2 Type: Classraom

Activity Codle: §:30-430 (FSC,RMI13E) 2 Contact: Training and Development
DAYS

Price Per Seat: 0.00uUsD Drop Charge: 0.o0ouso

Start Date: 09r29r2009 End Date: 09/30/2009

Last Enrollment Date: ggyzgr2009 Last Drop Date: 0ar1sr2009

Available Seats: 7 Available Waitlist: 2

Language: English Duration: 2 Days

Enroll Learners

Name Learner ID .Job Title W Messages Go to Activity Progress

Thig Learner has heen
121808 successfully enralled into| Goto Activity Prodress
this activity.

Engineering Tech

Peter Selb 56336 IIl Survey-C
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Browse Catalog to Enroll Team Member

1)

2)

3)

4)

52

Navigate to HRIS Learning Management, click on the Learning and
Development link.

Click Team Learning on the Menu.

Search:

| [©]
L -

[* Team Learning

[ i ols

Click on the Browse Catalog link.

Search:
Team Learning

Wigw and Maintain your tSam's [earning Fecords and browse of search the I8arming catalog 10 enroll them in new earmser

[ My Leaming
~ Team Learning

TRROTLES

— Team Members E‘ Team Members E Search Catalog E Browse Catalog
~ Search Catalog Wi your team members and spply actions to Search the learming catalog ky ttle, descrigtion, Branwse the learning Zataloy using subjsct-
— Browse Catalog one or more employees or other selection oritsria hased categorizs-Ahd subcategories

— Team Learning
— Supplemental Learning
> Reparting Tools

Team | earning - Supplemertal Learning
Revies your team members enrollmert record, Reguest credit for learning completed by your
progress status, and schedule using selected team memhers outside the leaming catalog.
fiter options:

Click on the desired Category.

Browse the City of Minneapolis Learning Catalog

Orientation and Policy
Learning opportunities far all City employees including Mew Employvee Orientation and practical
understanding of City policies.

{
A
Categories (
4
r
4
4
o

Career Development and Personal Effectiveness

Learning opportunities far all City emplovees to develop persanal and professional skills that will |ncrease k

job efficiency and promote career advancement.

Computer and Techneloagy

Learnmg Uppmmnn fes for all City ermployees to improve their use of Citywide supported office manage;
_a ATk e ey e -
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5) Click on the desired Catalog Item for details.

Browse the City of Minneapolis Learning Catalog

Leatning Catalog==>Computer and Technology

tools and technology such as Microsoft Office applications.

Catalog Items Previous

Access 2003 - Level 1 {000CEQ-ACO31}

Access 2003 - Level 2 {(000CEQ-ACO32}

aywiorkshop is designed
forms and repons.

City of Lakes Equipinent Tatorial (8150R0-COL 101 Tudorial)

— g R _' L

Learning opportunities for all City employees to improve their use of Cikywide supported office managament

This two dayworkshop is designed to introduce the concept of relational database and teach basic to
intermediate Access 2003 operalions.

-

-

*“un\_

Select L

ey

Select -4

teach intermediate to advanced Atcess 2003 skills including uuerles,/

Select }.,

This equiprment tutorial is reguired for City emﬂluyns whio Fen*e ihe 9""“%&& 309,2nd Avenue So mr-’
» . —_ ' - e

e

NOTE: If more than 5 items exist under a category, you can use the Previous

and Next links at the top of the page to move through the list of offerings.
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Click on View Details link to determine if seats are available.

Access 2003 -Level 2

Description:

This two day workshaop is designed to teach intermediate to advanced Access 2003 skills including
gueries, forms and repors.

This course is designed far the student who wishes to learn intermediate-level operations
ofthe Microsoft Access program. The Level 2 course is for the individual whose job
responsihilities include creating new databases, tahles, and relationships, aswell as
working with and revizsing intermediate-level queries, forms, and reports. It also introduces

the student to integrating Access data with other applications such as MicrosoftWord or
Excel.

Ohjectives

- Btructure Existing Data

- Wirite Advanced Queries

- Bimplify Tasks with Macras

- Add Interaction and Automation with Macros
- Make Farms more Effective

- Make Reports Mare Effective

- Maintain an Access Database

- Expand the Reach of Your Data

Ifactivities are availahle for Access 2003 - Lewel 2, they will he listed in the table below. Yoo can "View
Details”, "Enroll* or "Add to Plan”. If no activities are availahle, you can select"Add to Plan® to indicate
wour interest in a future activity. This will appear an yaur My Learning padge as a planned activity and will
let Training and Development know of your interest in this activity,

Flease note that activities without a specified Start Date can be taken at any time.

Activity Options for Access 2003 - Lewvel 2

Activity
Coie

8:30-4:30
(PSC, Rm  Classroom 09/29/2009 0.00 USD Wiews Details) Enrall | Add to F'Ian|
138 2 DAYS

Add ltem Tao Plan

Type Start Date Price Add to Plan

| Return to Previous Pade  Contact Us

Confirm seats are available and then click the Enroll button (_Enrall ).
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Access 2003 -Level 2

Activity Name: Access 2003 - Level 2 Twpe: Classroom

Activity Code: 8:30-430 (PSC,Rm13B) 2 Contact: Training and Developrment
DAYS

Price Per Seat: 0.00uUsh Drop Charge: .00 uso

Start Date: 0952952009 End Date: 09¢30/2008

Last Enrollment Date: [gy28/2009 Last Drop Date: 091 6/2009

Available Seats: a Available Waitlist: 2

Language: Enalish Duration: 2 Days

Click onthe Schedule link below to see the dates times and locstions for this activity.

Owerview Objectives Met Schedule Frerequisites Motes and Attachments

Description:
This two day workshop is designed to teach intermediate t0 advanced Access 2003 skills including
queties, farms and reparts,

Instructor:  Laurel Kelly
Activity Syllabus
To receive cradit for this activity you must caomplete all required tasks.

1 Day 1of 2 (Public Service Center, 250 South 4th Street, Computer Lab 13B)
Feguired Session

2 Day 2 of 2 {Public Sendce Center, 250 South 4th Street, Computer Lab13B)
Feguired Sesszion

Grm Add To Flan

Overview Objectives Met Schedule Frerequisites Motes and Attachments

Eeturn to Prewious Pade  Browse Catalog Search Catalog

Contact s

Click on the check box ( [] ) next to the Team Member's Name.
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9)

The Group Actions dropdown list will read ‘Enroll in Activity’. Click the
Go button (_52)).

Select Learner
Team Members
Employee 1D Name Job Title Hire Date

[] 104782 Brian Grosshans Engineering Tech Il Survey-C
] 081377 Binh M Phan Engineering Technician Il- C
[] 089221 Barbara McCloud Engineering Technician |- C
[] oso074 Lawrence Budnik Engineering Tech Il Surey-C
@) 100158 Peter Selb Engineering Tech Il Survey-C
1111018 Petru Wizali Engineering Technician Il -
[] 099032 Fatrick Cornelius Engineering Tech Il Survey-C
[] 102085 Stephen Ferraro Engineering Technician 1- C

¥ Selectal ClearAll  *Group Actions: | Enrollin Activity "

Return to Previous Page Contact s

NOTE: You can enroll multiple team members by clicking the Select All
link.

10) Click the Submit Enrollment button

56

Enrell In Activity

Review Information

Activity HName: Access 2003 - Level 2 Type: Classroom

Activity Code: BA0-430(PSC, RM13BNZ  contact: Training and Development
DAYS

Price Per Seat: 0.0ouso Drop Charge: 0.0ouso

Start Date: Qai28r20049 End Date: 097302009

Last Enrollment Date: Qg/28/2009 Last Drop Date: 09152009

Available Seats: a Available Waithist: 2

Language: English Duration: 2 Daws

» Access 2003 - Level 1 (lkem)

Enroll Learners

Name Learner ID Job Title Messadges
Feter Selb 56336 Singluzeiig e Il Mo messages.

Survey-C

Submit Enroliment Eeturn to Previous Fage Search Catalog  Tear Members
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11) The team member is now successfully enrolled into the activity. The
employee and supervisor will both receive an automated confirmation
notification via email within an hour of registration.

Enroll In Activity

Enroliment Confirmation

Activity Name: fccess 2003 - Level 2 Type: Classraom
Activity Code: 830-430(FSC,RmM 138} Contact: Training and Developrment
DAYS
Price Per Seat: 0.00UsD Drop Charge: 0.00UsD
Start Date: 09rz29r2009 End Date: 09/30/2009
Last Enroliment Date:  gai28i2008 Last Drop Date: 08152009
Available Seats: 7 Available Waitlist: 2
Language: English Duration: 2 Days
Enroll Learners
Hame Learner ID Job Title W Messages Go to Activity Progress

This Learner has been
121508 successiully enrolled into| Go to Activity Progress
this activity.

Engineeting Tech

Peter Selb 58338 || g rvey- ¢

Review Team Learning

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

Search:

- ®

[

1l

3)

/ Team Learning

Vi ancl maintain yoUr tEa's [Eaming Fecors and Brovwse or Ssarch the Isarming catalon to enrall them n new [Eaming apportunties.

[ My Leaming
~ Team Learning

— Team Members eain Members E‘ Search Catalog E Browse Catalog
~ Search Catalog B i your team memiers and spply actions to Search the learming catalog ky ttle, descrigtion, Brawse the learning cataloy using subjsct-
~ Browse Catalog one or more employees or other selection oritsria based categories and subcategories

— Team Learning
— Supplemental Learning
> Reparting Tools

eam Learnind E Supplemertal Learning

o your besh members enroliment record, Recuest oredit for learning completed by your
sungress sk, and schedule using selected team members outside the leaming catalog,
fiter options:
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All learning for your direct reports will be displayed. Click on the Class
Title link for additional details (date, time, description).

Team Learning
Tearn Learning is & list of the Leaming your team members are enrolled in and programs for which they arf
registerad. You can view the details, progress status, and schedules for their leaming by clicking on the
narme of he activity or program. To filter the results select a filter and/or a Leamer and click on the 'Go’ I:rultqf
p
*Search Filter:| All Leaming - Any Status, Type, Date w For: | All Learners v| Go| | *
view 100 | B First [4) 110 ot 174 B Last r
Learner Title: Type Status
Peter Selb Atcess 2003 - Level 2 Classroom 2l Enrolled Crop *
¥4
Stephen Ferrarg I - l Classroon For details, Drop
R tin thy <« | clickon the /
Petru Vizali Workplace Policy and  Classroon| class name
- — Ethics Code Trawlag link. r"’
il wte ALCESS QT me - - /

NOTE: To obtain a more focused list, click on the ‘Search Filter’ drop
down box and select the desired filter.

All Learning — Any Status, Type, Date

All Learning — Completed

All Learning — Currently Enrolled, In Process

All Learning — Within Last Month

All Learning — Within Last Year

Supplemental — Continuing Education Only

Supplemental Only - All
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NOTE: You may want to download the results in an Excel spreadsheet.
To do this, click on the Excel spreadsheet icon.

Team Learning You can View

o ) ) All Learners or
Tearn Learning is a list of the Learning your team members are enrolled in and pragr select one
registered. You can wiew the details, progress status, and schedules for their leaming

name of the activity or program. To filter the results select a filter andior a Leamer ang| (&M member

|

.

‘Search Filei::AlI Leamning - Any Status, Type, Date w For: | All Learners v| Go|| *
! 100 | w First 4] 1.10 of 174 B Last
Leatner Title Type Status
Peter Selh Access 2003 - Level 2 Classroom 2l Enrolled Drop b
-
Steghen Ferrarg Excel 2003- Level 2 Classroom 2l Enrolled Drop
Respectin the /
Petru Yizoli Workplace Policy and Classroom 21 Enrolled Crop
I ACCESs T - AT e — / r')

Drop Training for Team Member

Through Team Learning, you can drop team members from activities and
programs. You can take this action if the employee did not get department
approval prior to enrolling, if the employee is sick and unable to attend a
training or if circumstances arise in the department that do not allow time
away from the field or office.

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

3) Click Team Members link.

Main hienu =

Team Learning

g and mmaict

ain your teatn's learning records and brovese or search the learning catalog to enroll them in newy learning opportunities

E Team Members Search Catalog Browse Catalog
Wiewy yoLr team mefnbers and apply actions to Search the learning catalog by title, description, Browvze the learning catalog using subject-

OrE OF IOFE employess. of other selection criteria. bazed categories and subcateqoriss.

E" Team Learning E Supplemental Learning

Reviewy your team members enrollment record, Request credit for learning completed by your
progress status, and schedule using selected team members outside the learning catalog
fitter options .
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Select Team Learning from the Action drop down list for the employee
you want to drop and then click the Go button (_ga |).

Team Members F

Team Members is a list of all your direct repors. You canview details about each member's
learning by selecting from the Go To pull-down and clicking the Go buttan, If amy of your team
members have direct reports, you can view their team by choosing the team member in the View

pull-down and clicking the Gao button.

The City is currently not using systematic approy . . .
v Y 9 kP Click ‘Find’ to open 4

search box to find a
specific name.

\iew Team Members Reporting To: | Timothy J Dolan v | ] GO
A

Direct Reports -- Timothy J Dolan, Chief of

Name Job Title Hire Date  *Action {
Julia A Brown Falice Suppo Technician |-C
[ Juliann Sikara Management AnalystC LEh. ’ j"
[] Julie Garcia Police Officer-C [Learn Learning g Go |’-
[ Julie Hagen Folice Officer-C |Gn To.. v| Go | f
[] Justin J Merten Folice Officer-C | GoTo.. v| Go
o imimoml " Mogiop i cmnmt e gpoamtin g

NOTE: If you have a lot of direct reports, you can use the Find feature to
narrow the search results. In the example above, “ju” was typed in the
search box.

Explorer User Prompt

X
Script Prompt:

Enter search string: c |
ance

lid

Click on the Drop button (M) next to the activity or program you would
like dropped.
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Team Learning *

Team Learning is a list of the Learning your team members are enrolled in and programs forwhich they ar
registered. You can view the details, progress status, and schedules for their learning by clicking an the

name of the activity or program. To filter the results select a filter andfor a Learner and click on the 'Go’ buty

L4
RCE NS ETHE AL | earning - Any Status, Ty w For: | Julia A Brown w | Goll 4
o A [
Learner Title Type Status "
Julia A Brown Excel 2003 - Level 2 Classroom ] Enrolled @ J
Julia & Brown Ethics - General Classroom Completed )
T  Blhicg: ClasSIOEM O ryocooory g 4P m it e r

Click on the Drop button (M) to verify and complete the drop process.

Drop Activity

Review Information

Julia A Brown, Police Support Technician FC, POLICE DEFPARTMENT

Are you sure you want to drop Julia A Brown from this activity?

Confirmation Number: 1207483

Activity Name: Excel 2003 - Level 2 Type: Classroom
Activity Coule: 8:30AM-4:30PM (PSC, Rm Contact: Training and Development
138
Price Per Seat: 0.00UsD Drop Charge: 0.00UsD
Enrollment Status: Enrolled Confirmation Number: 120749
Start Date: 073020049 End Date: Q0773072009
Last Enrollment Date:  Q7/29/2009 Last Drop Date: 07 E2009
Duration: 8 Hrs
Cirop | Cancel |

You will receive a confirmation message on the screen.

+  You have successfully dropped Julia A Brown from this activity.
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Add Item to Team Member’'s Learning Plan

Adding an item to a learning plan has a number of benefits for you and your
employees.

As a supervisor or manager, you can use this feature in performance reviews
and individual development plans. For instance, you may have an employee
who is not performing their job tasks adequately and needs to improve their
Excel computer skills. During their performance appraisal, you request the
employee attend the Excel training sometime within the next year and inform
them you will be adding it to their training plan in HRIS Learning Management.
The employee can then enroll any time and you can check back at the next
review to see if the employee met the request.

Another benefit to adding an item to an employee’s training plan is that the
employee will receive priority seating and notified first when a new session is
scheduled before it is announced City-wide.

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

3)

[/ Team Learning

Views and maintain your team's learning records and browse of s

Teamn Members Ea Search Catalog Browse Catalog
Wiesw your team memkers and spply actions to Search the learming/Catalog by ttle, descrigtion, Browse the learning catalog using subject-

one or more employees chie criteria based categories and subcategories

> My Learning
- Tearn Learing

— Team Members

— Search Catalog

— Browse Catalog

— Team Learning

— Supplemental Learning
- Reporting Tools

iy cetalo to enrol them in new learning opportunties

[==] Teatn Learning =] Stpplemental Learning

Review: your team members enrolimert recard, Recuest credi for learning completed by your
progress status, and schedule using selected tearm members outside the lsarning catsioy
filter options:

4) Type in part or all of the course title in the field box and then click the
Search Catalog Items button (_Search Catalog Items |).
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Search the City of Minneapolis Learning Catalog

Catalog tems are specific topics of learning.  Programs consist of one ar more sets of catalog items.

Select Search Category: | Catalog tems | Programs |

Search the Cataloo: cnnnecting| Search Catalog ltems

Advanced Search  Browse Catalog  Reguest Mew Learning

Search Tips  FPreferences

NOTE: Results will bring back any instance of the search word in the

course title or course description. It is often easier to search using key
words instead of a full course title.

Locate the desired activity from the list of search results and click on the
course title link.

Results 1 - 1 of 1 far connectin

Connecting with the Communities We Serve {000TEO-

This twa day training covers Diversity awareness, Dimensions of Culture, and Building a Multicultural
Workplace plus a hus tour of various diverse community organizations within the City of Minneapolis.

6) Click on the Add Item to Plan button (___#dd tem To Plan ‘) at the bottom

7

of the page.

Activity Options for Connecting with the Communities We Serve
Activity

Code Type Start Date Price Add to Plan
B:00AM- V.

4:00P M _ ) 2
(oLl & Classroom 1210452008 0.00 USD View Details  Enroll | &

TOUR)

Add Itern To Plan Return to Previous Page  Contact Us

IMPORTANT NOTE! DO NOT click the Add to Plan button. The
employee will not be contacted when another session is scheduled.

Click on the check box ([#]) next to the Team Member’'s Name.
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Select Learner ¥,
Employee D Name Job Title L
[] 007136 Angela Hayden Folice Officer-C !j
[] 0014836 Anthony Diaz Police Lieutenant-C
001802 Andrew P Enriquez Police Officer-C
[] 003344 Allen C Krarmer Folice Sergeant-C :
TS - P SRt

8) The Group Actions dropdown list will read ‘Add to Plan’. Click on the
Go button ( sa ).

‘Group Actions: | IaRkRARkI b @’

9) You will receive a confirmation notice.

+ Connecting with the Communities We Serve has been added to 1 selected learners plan.

NOTE: You and your employee will receive a system email notification
that the class was added to their training plan.

Supplemental Learning

Supplemental Learning is used to record training that is NOT listed specifically
on the City's Learning Catalog. For example, if an employee attended a
conference or workshop conducted by an outside vendor, you could record
their participation.

Employees should show some type of proof they attended the outside
workshop e.g., Certificate of Completion. (If an employee has added the
supplemental learning themselves, see page 67 to verify the supplemental
learning.)

Supplemental Learning Types

Conference/Seminar A conference or seminar is a gathering in which people with a
common interest participate in discussions and/or listen to
lectures on a specialized topic. Generally the topic is related to
the attendee's field or current position.

Workshop A workshop is a gathering or training session which emphasizes
problem-solving, hands-on training, and requires the involvement
of the participants.

On-the-job Training On-the-job training occurs in a normal working situation, using the
actual tools, equipment, documents or materials that will be used
when the participant is fully trained.
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Continuing Education Continuing Education involves college/university credit-granting or
non-credit-granting courses where Continuing Education Units
(CEUSs) are granted. This type of learning is often obtained
through a university extension school or community college.

Self Paced Learning Self-Paced Learning is learning that is initiated and directed by
the learner. This includes learning done via CD or e-learning.

Project Work Project Work has a defined beginning and end, unique
goals and objectives, and key deliverables such as a
product, service or result.

IMPORTANT NOTE! DO NOT add Emergency Preparedness Training
to Supplemental Learning. Emergency Preparedness Training should be
stored in HRIS Licenses and Certifications. Contact
Sandy.Allshouse@ci.minneapolis.mn.us.

Add Supplemental Learning for Team Member

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

3) Click on the Supplemental Learning link.

ain Menu =

Team Learning
“Wiewy and mairtain your team's learning records and brovwse or search the learning cetalog to enroll them in new learning opportunities
[==] [eam Mombers =] Search Catalog =] Browse Catalo

View your team members and apply actions to one or more Search the learming catslog by title, description, or other Browss the learning catalog using subject-based catsgories
employees. selection criteria an subcategories.

= Supplemental Learning

Renusst credt for learning completed by your tsam members
outside the learning cetalog

E" Team Learning
Review your team members enrolinert record, progress
status, and schecule Using selected fiter options:

4) Click the Add button ( #9d|) next to the Team Member’'s name.
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Supplemental Learning &
Hame Job Title Hire Date Add
Aaron Hanson Police Officer-C Add
Aaron Lee Biard Police Sergeant-C Add :'
Aaran b Prescott Police Officer-C _|/
el - pimn AT e L W AT AT . r ’ 7

5) Select the appropriate Supplemental Learning Type from the dropdown
list.

Supplemental Learning

Aaron Lee Biard, Police Sergeant-C, POLICE DEPARTMEMNT

Supplemental Learning is used OMLY t0 recard any COMPLETED training that is MOT listed specifically an
the City's Learning Catalog. All training through the City's Learning Catalog must be administered through
standard enrallment procedures. Contacttraininganddevelopment@ciminneapolis.mn.us ifyou have

guestions. Please provide proof of completion to your supervisor so that they can change your training
status from "unwerified" to "completed”.

The definition af the learning type you select will appeaar when you click an the Cantinue button.

ROTE: Only recard training that is significant to wour current ar any future roleds) with the City.

‘Type: | Selact... w
Conference/Seminar

) T Extoestion
Qn-the-job Training
ct..

SeltPaced Learning
Warkshop

6) Click the Continue button (  continue ).

7) Type the appropriate information in the provided fields--fields with an
asterisk (*) are required--and then click the Save button ( Save |).
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Supplemental Learning

Aaron Lee Biard, Police Sergeant-C, POLICE DEPARTMENT

On-the-job training occurs in a normal working situation, using the actual tools, equipment,
documents or materials that will be used when the paricipant is fully trained.

‘Title: MM Repository of Arrest Photagraphs MRAP

‘Description: Adatabase containing booking photographs of adults and
juveniles. This database is also used to create phota line-
ups for assigned investigators

A

"Status: | Completed i
) N The description field
Type: On-the-jok Training has a maximum
*Start Date; 1001452009 |[z1] nﬁmber of 25&:}I "
characters and wi
‘End Date: 100142008 |[5] truncate if longer.
‘Location: |MF‘D Qrganized Crime Unit |

Study Hours: 20.00

‘Superised By: |Sgt. Freeman

*Required Field

Team Learning

Verify Supplemental Learning for Team Member

Supervisors will receive a system email indicating an employee added
supplemental learning and action needs to be taken to verify.

1) Navigate to HRIS Learning Management, click on the Learning and
Development link.

2) Click Team Learning on the Menu.

3) Click on the Team Members link.
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ain Menu =

Team Learning

‘e earming recards and browse or search the learning catalog to enrol them in new learning opportunities

= Team Members E Search Catalog E Browse Catalog
Vi yaur team members apdapply actions to one or more: Search the learning catalg by title, description, or other Browss the lsarning catalog using subject-based categories
employees selection criteria and suhcalegories.
E" Team Learning E Supplemental Learning
Review your team members enrolinert record, progress Reuest credt for leaming completed by your team members
status, and schecule Using selected fiter options: outsice the learning catalog

Select Team Learning from the Action drop down list for the employee
you want to verify supplemental learning and then click the Go button

(o).

Team Members

Team Members is a list of all your direct reports. vou can view details about each member's -

learning by selecting from the Go To pull-down and clicking the Go button. If any of your team

members have direct reports, yau can view their team by choosing the team member in the Wiew !
&

pull-daven and clicking the Go hutton.

The City is currently not using systematic appravals inHf Use the Find
feature to locate
specific employee
in list 4

View Team Members Reporting To: | Timothy J Daolan ~ | _| Go

Direct Reports -- Timothy J Dolan, Chief of

Custamize | Find | Wiew 10

Hame Job Title Hire Date  ‘Action
[] Bruce 5 Johnson Police Officer-C GoTo.. v @{
[] Bruce M Ketzner Police Officer-C
[] Bruce J Kohn Police Sergeant-C

LAF"7 =D pdeafer g nlicainsngcton G g o0

NOTE: If you have a lot of direct reports, you can use the Find feature to
narrow the search results. In the example above, “bruce” was typed in
the search box.

Explorer User Prompt

)|
Seript Prompt: i

Enter zearch string: = |
ance

|I:uruu:e|

The employee’s learning summary will be displayed. Click the Modify

button ( modify |).
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Team Learning ’

Team Learning is a list of the Learning yvour team mermhbers are enrolled in and pragrams farwhich they a
registered. You can view the details, progress status, and schedules for their learning by clicking on the

natme ofthe activity ar program. Ta filter the results select a filter andiar a Learner and click an the 'Sa' butto,

{

vFor: |Elruce S Johnson V|G°| ;

‘Search Filter:|

All Learning - Any Status, Twpe, Date

Firs ‘[Eh ...f=mL

Learner Title Twvpe Status

MM Repository of {
Bruce 5 Johnson Arrest Photograph On-the-job Training Urverified

MRAF
Bruce 5 Johnson Taking Charde ofYour Classroom Completed

Career \

Developing Your
Bruce 5 Johnson Ll oL Classroom Completed ;

Career

Eespectin th /
BrucpS ghosoy  getcrlecePolicrand  Gessrggm Hiy Complpter. )
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6) Change the Status from ‘Unverified” to ‘Completed’ using the dropdown
list and then click the Save button ( zawe |).

Supplemental Learning

Bruce S Johnson, Paolice Officer-C, POLICE DEFPARTMENT

Qn-the-job training occurs in a normal warking situation, using the actual tools, equipment,
daocuments or materials that will he used when the participant is fully trained.

‘Title: MM Repository of Arrest Photagraph MRAP

‘Description: Adatabase containing booking photographs of adults and
juweniles. This database is also used to create phota
lineups far assigned investigatars.

‘Status:

Type:

'Start Date: UL

‘End Date: 10/ 462008 |[2]

‘Location: MPD Organized Critne Unit
Study Hours: 20,00

Price: D.o0

‘Supenvised By: | Sagt. Freeman

* Required Field

eam Learning

Contact Us

7) You

will receive a confirmation notice on the screen.

You have successfully updated the supplemental learning MN Repository of Arrest Photograph
MRAF for Bruce S Johnson with Completed status.
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Appendix A: Employee Job
Change Form

Employee Job Change Form

*“Employee I Number: “Employee Name:

“Effective date of Action: “Action/Reasons: E]
“Are these changes permanent? [ves (o If temporary,

“Is this a Detail? [tes ha indicate expected end date:

“Is this a Concurrent Jobh? [ves Ona

“Dept Code: E] Location Code: :Company Code: E]
*Job Code/Job Title: E]
Position Number {if applicable): |

REGULAR/TEMPORAY/SEASONAL STATUS HOURS STATUS

E] CIFull-Time

[CIPart-Time {enker hours per week):

Intermittent (enter approximate hrs per week):
EMPLOYEE CLASS J CLASSIFIED INDICATOR
PAY GROUP {if Detsil use postive pay group for all records; ISTAHDARD HOURS PER WEEK (use D for details or intermittent:
-
Salary Adm
Plan Salary Grade Current Step Hew Step Current Base Rate Hew Base Rate

JOB EARNINGS DISTRIBUTION (Combo Code)

Fercent I Earn Code I Fund I Department I Task I FProject I Activity

REG

REG

REG

PROBATION PROBATION END DATE | DATE LAST WORKED
[ mane 1 2 Manths [1& manths [ 12 ronths ] other
Union Code INeu Union Codel Dificer Code IFIC.Fl Status
b [Man-Sworn | [ Swaorn | [Exempt [Medicare nky [ 5ubject

Requires SEl (Statement of Economic Interest) 1 |:| Mo |:| Yes
“Submitted By {type or print name helow) ‘Date - enter below
“Approved By {Signature of authorized department representative below) ‘Date - enter below
“If Transfer (Signature of accepting department representative helow) ‘Date - enter below
“If Transfer or Voluntary Demontion (Employee Signature below) ‘Date - enter below
“Entered into HRIS by {(HRIS Representative Signature below) ‘Date - enter below

» ¥\, Information mployee Job Change Form { Action Reasons 4 Departrments £ Company 4 Job Codes RTS-Empl

NOTE: This is a multi-purpose form, click on the Information Tab for
the list of uses. It is important you have the employee Job Data record
open in HRIS while working on this form.
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Annual Rate Stated annual amount of base compensation paid to
employee; assumes employee is working full-time
throughout the entire calendar year.

Class Grade The Grade Level of the Job Classification the employee is

working in.

Comp Balance

Employee hours available to take paid compensatory time
away from work in lieu of sick or vacation time. Not all
employees are eligible to earn compensatory time.

Comp YTD Taken

Total compensatory hours taken or reported by the
employee during the current calendar year. Compensatory
hours can be reported in lieu of sick or vacation hours
assuming the employee is eligible to earn comp time and
has sufficient hours to do so.

Department Description

City organizational unit where employee is assigned to
work; generally source of funding for employee wages and
benefits.

Disabled

Indicates Yes or No if the employee has declared
themselves as having a disability. This is self-reported by
the employee.

EEO-4 Category

An official federal designation used to indicate a category
of jobs or occupations. Each City job is assigned an
appropriate designation and used for reporting employment
figures to the U.S. Equal Employment Opportunity
Commission on an annual basis.

Emplid

Unique identification number assigned to each employee
by the City HRIS application.

Employee Class

Indicates employment status of the incumbent: Defaults
from the position. If there is not position the user must
select the appropriate class.

Employee Name

Employee’s official name — should match name appearing
on individual's Social Security Card.

Ethnicity A person's identification or affiliation that results from racial
or cultural ties.

FICA Status Used for Payroll processing and indicates whether an
employee has FICA deductions.

FLSA Status Identifies Exempt/Non-Exempt status for the job code and

should not be changed by users.

Full Time Equivalent
(FTE)

Used to identify full-time and part-time budgeted positions.
FTE should be blank for Permits, Details, Concurrent Jobs,
intermittent and ancillary employees.

Full/Part Time

Indicates hours worked by the employee per week (e.g, 40
hours, 20 hours, etc.).
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Gender

Identifies the gender of the employee (male/female)

Gross Wages

Total amount of wages an employee earns.

Job Entry Date

Identifies the date the employee began working in the Job
Code.

Job Title

Name associated with the specific Job Code.

Last Hire Date

The most recent hire date for employees. Where there has
been a break in service, this date will be different from the
“Original Hire Date”.

Leave Accrual Date

This date drives the negotiated increases in the rate of
vacation accrual.

Location Description

City organizational unit at lower level than Department
where employee is assigned to work. This may or may not
be the same as Department depending on the
Department’s need to further segregate their employee
pool.

Longevity Date

This data drives longevity pay. Only Central HR should
change this date if necessary.

Officer Code

Indicates Sworn (Fire & Police only) or Non-Sworn
(Civilian) status.

Original Hire Date

The date the employee was originally hired, this date never
changes.

Overtime Earnings

The amount an employee earns as a result of working
overtime hours.

Overtime Hours

The number of hours an employee works in a week that
exceeds 40 hours. Please note there are exceptions to
this and collective bargaining agreements should be
consulted.

Pension Plan

The specific pension plan an employee is a member. In
most cases this is determined by when the employee was
hired and/or what department or organization the employee
was hired into. For a listing of the specific pension plans,
see the listing under Retirement Formulas below.

Position Number

A unique identifier assigned to a specific position within the
department.

Probation Date

This is the date the employee will complete their probation.

Rate Step

The employee’s current rate step on the union contract’s
salary schedule.

Record Number

Distinguishes between the employee’s primary job (Rcd# =
0) versus other detail assignments (Rcd# > 0).

Reg/Temp

Indicates permanence of employment status: Regular =
Permanent; Temporary = Non Permanent; Seasonal is
used only for Seasonal employees of certain unions
(mostly Public Works)

Standard Hours

The number of hours an employee works on a weekly
basis. For full-time regular employees this number is 40.

Rehire Date

The date an employee that terminated their employment
with City and/or one of the Independent Boards or Agency
but was subsequently hired again

Reports To Name

Employee’s direct supervisor responsible for providing day-
to-day direction to the employee, approving absences and
timesheets, and conducting annual performance reviews.

Retirement Formulas

PERA Normal Retirement - Age 65 with at least three
years of service OR If hired before July 1, 1989, Rule of 90
(Age + Service = 90) qualifies for normal retirement.
MERF - Age 60 with at least three years of service OR 30
years of service at any age.

Police/Fire PERA - Age 55 with at least three years of
service OR If hired before 7-1-1989 Rule of 90 (Age +
Service = 90) qualifies for normal retirement.
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Fire Relief Association - Age 50 with 25 yrs of service
provides the maximum benefit available for normal
retirement.

Police Relief Association - Age 50 with 25 yrs of service
provides the maximum benefit available for normal
retirement.

MPHA Pension Plan - Age 65 is considered “normal
retirement.”

MCDA Pension Plan - Age 65 is considered “normal
retirement.”

Review Due Date

The date the employee’s performance review should be
completed.

Review Status

Indicates if the review has been Completed, Scheduled or
Waived.

Review Type

Indicates either an Annual or Probation review.

Salary Grade

Labels the set of salary steps or range of salaries that are
approved for the job title. This information defaults from
the Position or Job Code.

Salary Plan

Labels the set of salary steps or range of salaries that are
approved for the job title. This information defaults from
the Position or Job Code.

Sick Balance

The number of hours of sick leave an employee has
accrued and has available to use.

Sick YTD Taken

The number of sick leave hours an employee has used
year to date.

Standard Hours

Full-time hours worked per week defaults from the Job
Code. The standard hours should be changed for Part-
time and intermittent employees. (most intermittent have 0
standard hours)

Payroll Status

Employment status with the City; “active” status generally
applies to all employees currently working for the City, on a
paid or unpaid leave of absence, or suspended from duty.
Other employment statuses not considered “active” include
retired, terminated, deceased, etc.

Union Code

Identifies the bargaining unit associated with the Job Code.

Vac Balance

The number of hours of vacation leave an employee has
accrued and has available to use.

Vac YTD Taken

The number of hours of vacation leave an employee has
used year to date.

Veteran’s Status

Identifies the employee veteran’s status based on
documentation provided by the employee. (e.g., veteran,
disabled veteran, spouse of deceased veteran, etc.)

Workforce Planning

Workforce Planning is a process designed to help
management think about the future of their organization
and to plan and identify the specific actions they will need
to take to prepare their workforce and department for that
future. To be effective an organizations workforce plan
must be linked to its strategic direction and integrated into
its business plan and operating philosophy.




