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Managing Employee Qualifications

Managing Employee
Qualifications

Course Objectives

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

m View and update employee qualifications

>

»

>

»

licenses and certifications
driver’s license details
education details
language proficiencies
memberships

honors and awards

®  Run management reports to monitor license and certification
compliance for City job requirements
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Managing Employee Qualifications

Licenses and Certifications

A number of City jobs require employees to maintain certain licenses and
certifications. Additionally, some employees may have voluntarily obtained
licenses and certifications that, although not required for their job, may serve
some value in the future for a job change or for an emergency. Employees
are encouraged to maintain license and certification data through Employee
Self Service but department administrators can also document this information
in HRIS.

View Employee License & Certification Details

To view an employee’s current or existing licenses or certifications:

1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Development > Track Person Qualifications >
Licenses and Certifications.

3) Enter an Employee ID or name and click on Search to find an employee.

4) If any licenses or certificates have been entered, the first one will appear
on your screen. If there are none, all fields will be blank.

[ Licenses and Certifications |

Person ID:
Licenses and Certifications Find | “iew All First E 1cf 2 [} Last
Competency =
‘License/Certificate Code:  |ST0026  |QU yy Lead Inspectors CT
Issue Date: 12i01/2004 |[5
License #: LRS07
Issued By: MOH
Expiration Date: 12i01/2005 |3

[License Verified

[JRenewalin Progress

country:  |MSA|QL State: Q

B save | EAReturnto Search | [=] Motify |

Note. If an employee has more than one item entered, you will see the
number of licenses or certifications recorded on the blue title bar.

To navigate to a specific license or certification:

Scroll individually through each entry by clicking on the right-hand arrow
(El) or the left-hand arrow (El) to reverse the selection.

OR
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Managing Employee Qualifications

Click and all licenses/certificate will be displayed on your page.
To find a specific license by name:

Click ﬁ and enter all or part of the license name you are looking for.
Then click the OK (__2__l)button.
Explorer User Prompt

Script Prompt;

Enter zearch zting:

tl %)

Cancel

|Iead

Add Employee License & Certification Detail

To add a license or certification to an employee:

1) Locate the employee you would like to add a licence or certificate to (see
View Employee License & Certification Detail — page 2).

2) If an employee has existing information, make sure to click on the ™! to
insert a new row for the employee to record a new license or certification
that they have earned or received. You want to ensure that you enter the
new license/certificate data on an empty page as shown below.

Jar
[ Licénses and Certifications

Person ID:

Licenses and Certifications Find | View All First .- [¥] Last
Competency =
‘License/Certificate Code: Q ’
Issue Date: B
License %
Issued By:
Expiration Date: E‘j
[iicense verified

[JRenewal in Progress

Country:  |USA | QL State: Q

B save | ELReturn to Search | [=] mctity |

3) Enter the following REQUIRED fields.
License/Certification Code — select from the list of licenses or

certifications tracked in HRIS. The list contains only licenses and
certificates that would be required for a City job. You can narrow the list
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4)

Page 4

by entering a partial description using a wildcard character of % as
shown in the example:

Look Up License/Certificate Code

License/Certificate:| begins with

Description: hegins with » | Eng%
Look Lp Clear | Cancel |E|agic|_ggkug

Search Results
1 o0f1

License/Certificate Description
ERGP L Endgineer, Registered Professnl

Expiration Date — If the license has an expiration date or needs to be
renewed periodically, enter the date the current license or certification
expires; this date can be updated later if the employee has renewed the
license or certification.

You are strongly encouraged to enter the following optional values.

Issued Date — Enter the date the employee was issued the license or
certification.

License # — If a license or certification number is available, this can be
entered here.

Issued By — Enter the name of the organization issuing the license or
certification.

License Verified — Click this checkbox if you have verified the license or
certification with the issuing authority or if you have possession of it.

Renewal in Progress — This field is not being used by the City.

Issued In — It is assumed that all licenses and certifications apply to the
State of MN; you can enter other States if applicable.

Click the Save button (25*=)) at the bottom of the page.

Fu and Certi i A

Person ID:

Licenses and Cerlifications | First [4] 1 o 1 M Last

Competency =

‘License/Certificate Code: ENGP_L  |Cy Engineer, Registered Professnl
Issue Date: o101 iz007 |[E
License #: EF 2345678
Issued By: University of Chicago
Expiration Date: 01401/2008

License Verified

[[IRenewal in Progress
Country: BIEEYLN State: L =N lllinois

& save LU Return to Search | [=] Motify |

A completed example
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(N
@§ Exercise for Practice!

An employee has provided you with a copy of their Lead Inspector Certificate
issued by the State of MN on 5/12/2007. The certificate has a two year
renewal period.
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Driver's License Details

The City tracks driver’s license data for all employees that use a City vehicle
or their own vehicle to conduct City business. City business includes attending
seminars and off-site meetings. The City requires that all employees driving
to conduct City business provide a copy of a valid driver’s license. Currently,
this information cannot be documented in Self Service by the employee, but
must be entered for the employee either by the department liaison or
department administrator.

View Employee Driver’s License Detail

To view an employee’s existing driver’s license or to add a driver’s license:

1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Administration > Personal Information >
Biographical > Driver’s License Data.

3) Enter an Employee ID or name and click on Search to find an employee.

4) If any licenses or certificates have been entered, the first one will appear
on your screen. If there are none, all fields will be blank.

{ Diivers License |
Person ID:
Driver's License Information Find | Wiew All First [ 4 o 1 [M] Last
‘Driver's License # | Z366261831815 &=
Country: Usa|Q United States
State: Mk A Minnesata
Issue Location: Issuing Authority:
valid fromito: [ |07/08/2006 |

Number of Violations: | 0| Number of Points:| 0|  [License Suspended

Comment:

Find | view sl First [ 1 o 1 [¥] Last

License Type: c R lassc =l

Bl Save | L\ Return to Search | | +E] Mext in List | [Z] Mtify |

Note. If an employee has more than one license entered, you will see
the number of licenses recorded on the blue title bar.

To navigate to a specific license or certification:

Scroll individually through each entry by clicking on the right-hand arrow
(El) or the left-hand arrow (El) to reverse the selection.
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Add a New Employee Driver’'s License

To add or update a driver’s license with a new expiration date:

1)

2)

3)

Locate the employee you would like to add a driver’s licence to (see View
Employee Driver’s License Detail — page 6).

A blank Driver’s License page will be displayed.

NOTE: If a license already exists for the employee, it will be displayed.
You can update the appropriate fields with the current information.

{ Drivers License

Person ID:

Driver's License Information Eind | Wiews All First [4] 1of 1 [H Last

‘Driver’s License #: | =
Country: usA | Q United States

State; Q

Issue Location: Issuing Authority:

Valid fromito: El ]

Number of Violations:| 0|  Number of Points:| 0  [License Suspended

Comment:

Fine [ view sl First (44 or 1 [ Last

License Type: Q El El

B Save | LU Return to Search | +[E] Previous in List | 45| Mextin List | [=] Motify

Enter the following fields.

Driver’'s License # — Enter the number as it appears on the license.

Country — Will default to the USA and only needs to be changed when
appropriate.

State — Use the look up to locate the State listed on the license or just
enter the appropriate abbreviation.

Issue Location — Not being used by the City.
Issuing Authority — Not being used by the City.
Valid from/to - Dates as stated on the license.

Comments - Use to document any endorsements or restrictions as
documented on the back of the license.
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License Type - This will be A, B C or D (with or without endorsements).
D without special endorsements is the most common type. A, B and C are
commercial driver’s licenses (CDLs) and may be required for certain City
positions.

Look Up License Type

Country: LISA

License Type: | hegins with

Look Lip | Clear | Cancel |Eagi|: Lookup

Search Results
1-8 of 8

License Type Description
Zlass A- no endarsements

Class A - with endorserments
Class B - no endorsements
Class B - with endorsements
Class C - no endorsements
Class C - with endorsements
Class [ - no endorsements
Class D - with endorsements

ﬁ = ﬁ i E =z} ﬁ |z=

4) Click the Save button (2= at the bottom of the page.

[ Drivers License
Person ID:
Driver's License Information
‘Driver's License #  |MN21579999399559 FHE
Country: Q United States
State: Q Minnesota
Issue Location: |M|NNEAPO|—|5 | |ssh‘|g Authority: |State
Valid fromto: [o@iotszooe |3 [1or31rzo10 |50

Number of Violations: El Number of Points: El CLicense Suspended

Comment: Corrective Lenses

Find |wiew ol First [ 10 1 ] Last
License Type:  |[C | classc =

Bl save LU Return to Search | [ Motify |

A completed example

N
@ Exercise for Practice!

An employee has provided you with a copy of their Driver’s License, issued by
the State of MN on 9-10-2006 and it expires in 4 years.
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Education Details

A number of City jobs require employees to have acquired certain educational
requirements. Additionally, some employees may have obtained degrees
that, although not required for their job, may serve some value in the future for
a job change or for an emergency. Employees are encouraged to maintain
educational data through Employee Self Service but department
administrators can also document this information in HRIS.

View Employee Education Details
To view an employee’s current or existing education:
1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Development > Track Person Qualifications >
Education.

3) Enter an Employee ID or name and click on Search to find an employee.

4) If any profession education has been entered, the first one will appear on
your screen. If there are none, all fields will be blank.

| Professional Education

Person ID:

Professional Education Find | View All

Country: United States E|
‘Degree: BS 2 Bachelor of Science [JTerminal Degree

Date Acquired: 1213141986 |+ 2::;2%'9 Graduated

Major Code: 00430 Q Major:

Schiool Code: - MADISON C School:

Educator:

State: Minority Institution

Note. If an employee has more than one degree entered, you will see
the number of degrees recorded on the blue title bar.

To navigate to a specific degree:

Scroll individually through each entry by clicking on the right-hand arrow
(El) or the left-hand arrow (El) to reverse the selection.

OR

C||Ck =Tl

and all degrees will be displayed on your page.

To find a specific degree by name:
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Click ﬁ and enter all or part of the degree name you are looking for.
Then click the OK (__2__l) button.

Explorer User, Prompt

Script Prompt;
Enter search string:

Cancel
Engineer

Add Employee Degree Detail

To add a degree:

1)

2)

3)

Locate the employee you would like to add a degree for (see View
Employee Education Details — page 9).

If an employee has an existing degree, make sure to click on the ™! to
insert a new row for the employee to record a new degree that they have
received. You want to ensure that you enter the new degree data on an
empty page as shown below.

| Professional Education |

Person ID:
Professional Education Find | View All
}\ Country: UsA|Q United States =
‘Degree: Q [ITerminal Degree *
Average O
ired: Graduated

Date Acquired: B Grade:

Major Code: Q Major:

School Code: Q School:

Educator:

State: Q Minority Institution

B Save | L Return to Search | [=] Matity |

Enter the following fields.

Degree Code — Select from the list of degrees using the lookup. The list
contains only degrees that would normally be required for one or more
jobs at the City.
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Look Up Degree

Accomplishment: | hegins with »

Description: hegins with |+

Search Results

Loaok Up | Clear ‘ Cancel |EIasiannkug

112 of 12
Accomplishment Description
AN Aszsociate of Atts
ASC Associate
BA Bachelar of A
BBA Bachelor of Business Admin
BS Bachelor of Science
DIF Diplama
JD Jutis Dactar
hAhd B2 Mini WBA
MET Masters
0TH Other Degras
EHD Doctor of Philosaphy
1= Trade School Graduate

Managing Employee Qualifications

Date Acquired — Enter the date the employee obtained the degree. This

can not be a future date. The system will never recognize them as

graduated unless the date of graduation is prior to the date entered in the

system.

Average Grade — If known.

Graduated — Click this box if the employee graduated.

Major — Select from the look up list and the description will default.

Look Up Major Code

Major Code: | hegins with  »

Description: | bedins with s

Search Results

-2} of <1
Major Code Description
aoo10 Accounting
o400 Automotive Technolooy
ao4z0 Bioloogy
oo440 Bldo Inspection Technloy
o460 Business
ooayo Business Administration
aoso0 Business Management
aoszo Chemistry
00550 City Planning
oos90 Communication
00670 Computer Programiming
aosEg0 Computer Science
oovs0 Criminal Justice
aoya&o Criminology
o060 Economics
aosy0 Education
aogazo Electronics Technolooy
oo940 Engineering Technology
1000 Engineering, Civil

Loak Lip | Clear | Cancel |Elasic Lookup

I
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School Code — Select the school using the look up list and the school

name will default.

Look Up School Code

Country: (U]=1%
School Code:| beging with

Description: | begins with

State: hedins with |« Q,

Look Lp | Clear | Cancel |Elasic Lookup

Search Results

School Code Description State
ALEXNDRE TG Alexandria Tech Collene bl

AME-HEM TC  Anoka Hennepin Tech College 1
AMKEMEY CC Anoka Ramsey Comim College
AUGSBURG  Augshurg College

BEMIDJI S Univ, Bernidji State

BETHEL College, Bethel-hh
BREMAMNINST  Brown Institute

CARLETOMN College, Carleton

CEMTURY Century College
CHCRDA-MREH College, Concordia-Moorhead
CHCRDA-STP College, Concordia-St Paul
DA CTY TC  Tech Collede, Dakota County

EEFEEEEEEEEEE

CRAKE Crake University
DURWOODY  Dunwoody Instutute
GLOBE Business School, Glohe

1-G5 of 65

Educator — Not necessary to complete.

State — The State will default dependent upon which educational

institution was selected.

4) Click the Save button (235*=)) at the bottom of the page.

[ Professional Education

Professional Education

Coumtry: United States
‘Degree: MST Q Masters

Date Acquired: 020152007 | ::::IZ?&
Major Code: 00750 Q' major:
School Code: UOFSDAK | school:
Educator:

State: South Dakota

Sandra (EIP Testy Allshouse Person ID: 0BE0163

[CITerminal Degree

Graduated

Minority Institution

A completed example
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(N
@§ Exercise for Practice!

An employee has provided you with documentation verifying that effective 12-
1-2006 the employee has graduated with a Masters in Business
Administration, grade average ‘B’, from St. Thomas College.
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Language Proficiencies

A few City jobs require employees with a proficiency in a language other than
English. In addition, the City would like to document any employees that may
have various language proficiency abilities to meet the City’s Limited English
Proficiency (LEP) State directive, regardless of their City job. This skill may
serve some value in the future for a job change or for an emergency
preparedness situation. Employees are encouraged to maintain language
proficiency data through Employee Self Service but department administrators
can also document this information in HRIS.

View Employee Language Proficiencies
To view an employee’s current or existing language proficiencies:
1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Development > Track Person Qualifications >
Languages.

3) Enter an Employee ID or name and click on Search to find an employee.

4) If any language proficiencies have been entered, they will appear on your
screen. If there are none, all fields will be blank.

[ Languages

Person ID:

Custornize | Find [ View al | B8 First [ 12 002 [M] Last

‘Languaije Native Translator Teacher Speak Read Wiite Evaluation Date
Sl QL Swahili | |l i Low v | Low v | | Low v 5 =
5P Q. Spanish O O Maoderate v | | High v | |Moderate v 5] =

& Save | L\ Return to Search | [=] Motify |

Note. If an employee has more than eight languages entered, there will
be more than one screen of languages to view. You will see the number
of languages recorded on the blue title bar.

To navigate to a specific language proficiency:

Scroll individually through each page by clicking on the right-hand arrow
(E|) or the left-hand arrow (E|) to reverse the selection.

OR

Click and all language proficiencies will be displayed on your
page.

To find a specific language by name:
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Click ﬁ and enter all or part of the language name you are looking for.
Then click the OK (L_2__l) button.

Explorer User Prompt

Script Prarmpt:
Enter search string: % e i

ahce
|SpanSH

Add Employee Language Proficiency

To add a language proficiency to an employee:

1) Locate the employee you would like to add a language proficiency for
(see View Employee Language Proficiencies — page 14).

2) If an employee has an existing language recorded, make sure to click on

the '=J to insert a new row for the employee to record a new language.
You want to ensure that you enter the new language data on an empty
record as shown below.

{ Languages

Person ID:

‘Language Native Translator Teacher Speak Read

Sl @ Swahili | O | [ | Low v v & =]

5P |Q,  Spanish O O Moderate | |High v | |Moderate s El =]
Q O O O v v v B FHE

3) Enter the following fields.

Language Code — select from the list of languages using look up. The
list includes 67 different languages and dialects.

Look Up Language

Accomplishment: | begins with «

Description: begins with

Look Up | Clear | Cancel |Elasic Lookup

Search Results
1-67 of 67

Accomplishment Description

AF Aftikaans

A Amhbaric

AR Arabic

ASL American Sign Language
BG Bulgarian

BH Bahasa (ndonesian
BO Bengali

BU Burmese

oo Chinese (Cantonesel
cH Chinese (Other)

Lo ] Chinese (Mandarin
[oi=1 Chinese (Shanghail
F Crech

DA Canizh

Cul Do

Page 15




Managing Employee Qualifications

Use of language — Click any of the next three boxes that apply, e.qg.,
native, translator, teacher.

Proficiency — The next three boxes will record the language skill level
allowing documentation of whether the employee can ‘speak’, ‘read’, and
‘write’ the language with High — Medium — Low proficiency. Click
whichever applies.

Evaluation Date — Either obtain the evaluator’s date of evaluation or
state the date the employee provided you with this information.

4 Click the Save button (25) at the bottom of the page.

{ Languages

Person ID:

Custormize | Find | view sl | B8 First [0 12012 [ Last

‘Languaqge Native Translator Teacher Speak Read Wiite Evaluation Date
cZ |Q  Czech O O | Lo v | | Low v | | Low ~ | |0Bf01s2007 [ [=]
oA |Q Danish O O O Moderate s | |Moderate v | |Moderate ~ | |07012007] |3 [=]

B save | L Return to Search | [=] ety |

A completed example

N
@@ Exercise for Practice!

An employee has provided you with a document that verifies they have high
proficiency in speaking the Chinese language, with a moderate ability to read
and a low ability to write the language. This document has a date of 10-1-
2006 as an evaluation date. This employee had been a temporary translator
for the United Nations.
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A number of City employees are required to maintain certain memberships as
part of their job requirement. Additionally, some employees may have
previous or current memberships on a voluntarily basis. Although not required
for their job, this information may serve some value in the future for a job
change or for an emergency. Employees are encouraged to maintain
memberships through Employee Self Service but department administrators
can also document this information in HRIS.

View Employee Memberships
To view an employee’s current or existing memberships:
1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Development > Track Person Qualifications >
Memberships.

3) Enter an Employee ID or name and click on Search to find an employee.

If any memberships have been entered, they will appear on your screen.
If there are none, all fields will be blank.

{ Memberships [}

Diane Atzmiller Person ID: 06A461

Customize | Find | view Al | 38 First [ 1 or 4 [F] Last

— . Membership Mandate ate Begin Mandate End
Organization Description Date Mandate Position Date Date
nooooc, et elyaziat 07012003 | |[WOLUNTARY | |FIRE CAPTAIN || E E [ =

Managers

Note. If an employee has more than eight memberships entered, there
will be more than one screen of memberships to view. You will see the
number of memberships recorded on the blue title bar.

To navigate to a specific membership:

Scroll individually through each page by clicking on the right-hand arrow
(E|) or the left-hand arrow (E|) to reverse the selection.

OR

Click U= and all memberships will be displayed on your page.
To find a specific membership by name:

Click i and enter all or part of the membership name you are looking
for. Then click the OK (L_*__) button.
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Explorer User,. Prompt

Script Prompt;
Enter search sting:

Cancel
|H azmal|

Add Employee Membership Detail

To add a Membership to an employee:

1) Locate the employee you would like to add a membership for (see View
Employee Memberships — page 17).

2) If an employee has an existing membership recorded, make sure to click

on the &I to insert a new row for the employee to record a new
membership. You want to ensure that you enter the new membership
data on an empty record as shown below.

{ Memberships

Person ID:

. . _— Membership Mandate Mandate Begin Mandate End
4 £ 0 ] - .
Organization Description Date Mandate Position Date Date ‘
DO000] QL g’;‘;ro';ismme ofPOl [o1i01i2005 | [REQUIRED  |[GEOLOGIET |[01/01/2008 | H EE
Q El El E [ =

3) Enter the following fields.

Membership Code — Select from the list of memberships tracked in
HRIS. The list contains only licenses and certificates that would be
required for a City job.

Look Up Organization

Accomplishment: | begins with

Description: hegins with

Look Up | Clear | Cancel |Elasi|: Lookup

Search Results
1-2 of 2

Accomplishment Description

Qooooood Acadermy of Hazhat Managers
Qooooooz Amer Institute of Prof Geologi
oooooon3 Amet Productionfnventary Chtr
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Membership Date — If the membership card provided by the employee
has a membership date, enter it here.

You are strongly encouraged to enter the following optional values:

Mandate — if membership is required, enter ‘Required’. If it is not
required, enter ‘Voluntary’.

Mandate Position — State the employee’s job name, e.g., geologist,
accountant, whatever is accurate.

Mandate Begin — Date that membership must be in effect for the
employee, if required. If not required, leave blank.

Mandate End — Date membership will no longer be required, if such is
the case. Otherwise, leave blank.

4) Click the Save button (=) at the bottom of the page.

[ Memberships Y

Person ID:

Customize | Find | Yiew All | i First [4] 12 of 2 [ Last

. - S Membership Mandate Mandate Begin Mandate End

rgamzation bescription Mandate -

Organization Description Date Mandate Position Date Date

o000 QL g’:;lro';fm”‘e OfF1OT [oysa1iz005 |5 [REQUIRED  ||GEOLOGIST ||01m1/2006 |5 H FEE
Academy of HazMat

oooongCy, Managers 017012006 |3 [VOLUNTARY | [ [ =

A completed example

N
@§ Exercise for Practice!

An employee has provided you with a copy of their SHRM (Society for Human
Resource Management) membership effective for 01-01-2007. Membership
in this organization is a voluntary activity, but the employee would like it
recorded in their record.
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Honors and Awards

A number of City employees have obtained certain Honors and Awards. The
City would like to record any of these types of employee accomplishments in
HRIS which may serve some value in the future for a job change. Employees
are encouraged to maintain Honors and Awards through Employee Self
Service but department administrators can also document this information in
HRIS.

View Employee Honors and Awards
To view an employee’s current or existing honors and awards:
1) Access the HRIS Home page by clicking on the HRIS Home tab.

2) Navigate to Workforce Development > Track Person Qualifications >
Honors and Awards.

3) Enter an Employee ID or name and click on Search to find an employee.

If any honors or awards have been entered, they will appear on your
screen. If there are none, all fields will be blank.

{ Honors and Awarids
Diane Azmiller Person ID: 066461
Honors and Awards Find | View All First [4] 12 of 3 O Last
*Honor or Award Grantor Issue Date =l
EXCEL Q,  Excelebratel City of Minneapolis 05151890 E!'J
*Honor or Award Grantor Issue Date =l
MERIT Q. Aweard of Merit City of Minneapoalis 07052005 E!'J

B Save | ELReturn to Search | [=] motity |

Note. If an employee has more than two honors or awards entered,
there will be more than one screen of honors and awards to view. You
will see the number of honors and awards recorded on the blue title bar.
To navigate to a specific honor or award:

Scroll individually through each page by clicking on the right-hand arrow
(E|) or the left-hand arrow (E|) to reverse the selection.

OR
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&l and all honors and awards will be displayed on your page.

To find a specific honor or award by name:

Click 10 and enter all or part of the honor or award name you are
looking for. Then click the OK (C_2*_I) button.

Explorer User Prompt

Script Prompt:
Ernter zearch sting:

Cancel
|Hazmall

Add Employee Honor and Award

To add an honor or award to an employee:

1)

2)

3)

Locate the employee you would like to add an honor or award for (see
View Employee Honors and Awards — page 20).

If an employee has an existing honor or award recorded, make sure to

click on the ™! to insert a new row for the employee to record a new
honor or award. You want to ensure that you enter the new honor or
award data on an empty record as shown below.

{ Honors and Awards
Diane Azmiller PersonID: 066461
Honors and Awards Find | "iew All First [4] 1-2 of 2 [+ Last
*Honor or Award Grantor Issue Date =
EXCEL C,  Excelehrate! City of Minneapolis 05M 51890 |[=
*Honor or Award Grantor Issue Date =
Q [5

Enter the following fields.
Honor and Award Code — Select from the list of honors and awards

tracked in HRIS. The list contains only honors and awards that relate to
the City of Minneapolis.
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Look Up Honor or Award

Accomplishment: | begins with

Description: hieqins with

Look Lip | Clear | Cancel |Elasi|: Lookup

Search Results

1-2 of 2
Accomplishment Description
EXCEL Excelehratel
MERIT Auvard of herit

Grantor — Enter the entity or organization that issued the honor or award
to the employee.

Issue Date — enter the date the employee was given the honor or award.

4) Click the Save (#s]) button at the bottom of the page.

[ Honors and Awards '\

Person ID:
Honors and Awards Find | */iew All First [4] 12 of 2 ] Last
*Honor or Award Grantor Issue Date =
EXCEL QO Excelebrate! City of Minneapolis 03/01/2006 =
‘Honor or Award Grantor Issue Date =
MERIT QL Aweard of Merit City of Minneapolis n5012007 |5

B Save | [SlReturnto Search | [ Motify

A completed example

N
@@ Exercise for Practice!

An employee or the employee’s Supervisor has provided you with a copy of
an ‘Excelebrate’ award given to the employee on 6-01-2007 at the Convention
Center to be recorded in the employee’s record.
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Management Reports

Various Management Reports are available to City Managers, Supervisors and City
Leadership. We have created additional management reports that will be accessible to you
as an HRIS Quialifications Administrator. The Management Reports are on the right-hand side
of the Management Center page and require only a ‘point and click’ to begin the request for
the report. The reports you will have available to you are Driver’s License Status and
License/Cert Status.

[Management Center]| HRiS Home || Emplovee Seisenice | 4
1
Manager Notices Management Reports
Thank you for participating i Il!H E Company Property Issued Status g
Learning Management Usability 2 |f yOu dO not have the This report provides users a list of
department property that has heen b
Man ag em ent Center recorded in HRIS. The report will slzo /
HRIS Learning Management B indicate if and when property haz beel
X J J tab’ go to the HRIS izzued to an employes.
Learning and Development Home tab and select i
@I— Click on this link to view learning N ¢
@ recards and enroll in any available Man ager Self Service. = Driver's License Status 3
Citywide or Department specific E This report provides an overview of
learning activities, employee's complisnce to maintaining
walid driver's licenses if required for City
ajoh. ,
Important Links = '
Step Increase Due (M} = Emplovee Listine -«
i Emplovee Listing
Lists those emplayees who have & step E Thiz report assists users in reirieving(

increaze due in the nexdt 30 days
i information from HRIS allowing users to’

complete customized analysiz and
) complete various reports based on &
E" w ) zpecific needs or requests.
Wiy employes performance sppraisal j
status information and scheduled dates.

E“ License/Cert Status /
_ The licenses and cerifications listed on
= g:t"ﬁ o this repart OMLY include those that are;
cl iob informetion |ncllud|ng "‘.'Drk reguired to perform the employes's jok
location and compensation details. An employes may have other license
PR, — . Y 4 I S - tions recorged in HRI;,but_thr

Each of these reports will provide you with a graphic display of the overall data as
well as an excel spreadsheet with the individual support data that created the graph.

Driver’s License Status - This report provides an overview of employee's
compliance to maintaining valid driver's licenses if required for a City job.

License/Cert Status - The licenses and certifications listed on this report ONLY
include those that are required to perform the employee's job. An employee may
have other licenses or certifications recorded in HRIS but these will not be listed on
this report. Driver’s licenses do NOT appear on this report.

NOTE: Both reports have a checkbox available to show all licenses and certificates
(not just those required for a City job).
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Running a Management Report

To run a management report:

1) Access the Management Center page by clicking on the Management
Center tab.
NOTE: If you do not have the Management Center tab, go to the HRIS
Home tab and click on Manager Self Service.
2) Under the Management Reports section, click on the report name that
you’'d like to run.
3) Select your department from the drop-down list and click on the Generate
(_cererste ) button.
Department __ 4 _cenerate | Managerment Reporting Org haff
Show All AIIAgencies,Eloards&Depts* i recora. Citrwide Comparatives (
B p— /
e icenSE""”':Iing Commission Dept se that are required to perform the employee's job unless 4
Show All 205155 omatn srices o RIS ARSI -
City Attorney Deparment 4
City Clerk Department 1
" e e s o o e g i p
NOTE: You will only be able to access data for your department.
4) Determine which records you would like included in your report.
Licenses/Cert Status
By default, this report only shows licenses and certificates required for a
City job. If you would like to show all license/certificates that are recorded
in HRIS (not just those required for a City job), click on the Show All
check box.
Driver’s License Status
By default, this report shows all driver’s license records recorded in HRIS
(even if they are not required for a job). If you would like to show driver’'s
license date for only those employees that require a license for their job,
click on the Required Only check box.
5) The report will be displayed on your screen. Below the graphic, you have

the supporting data for the graph.

NOTE: In the detailed data results, you can click on the data column
headings to sort the document by a specific column. You can also send
the data to Excel by clicking on the £l icon located on the blue navigation
bar at the top or bottom of your data results.
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Wrap-up

In this course you should have gained an understanding of:

m How to view and update employee qualifications
» licenses and certifications
» education details
» language proficiencies
» memberships
» honors and awards
m How to view and update employee driver’s license details

® Run management reports to monitor license and certification
compliance for City job requirements
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