Human Capital Management
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Course Outline
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*Time & Labor Module

* Benefits Module
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HCM/ELM - Change Impacts

Enhancement Impact

: .. Human Resources
Automated processes, improved efficiency and

: . : P Il
effectiveness, improved internal controls ayro
All Employees
Life event benefit changes allowed any time throughout
: All Employees
the year; on-line process vs. paper process only (today)
Elimination of new hire forms (upon completion of all HRIS Field Reps
NEOGOV integration phases), Tax Forms, Emergency HRGs
Human Contacts, etc. CoM Employees

Capital New timesheet ‘look & feel’ Timekeepers .
Management Managers / SuperV|SorS
(HCM) PDF copies of paychecks made available All Employees

Simplified network access to PeopleSoft HCM All Employees
Streamlined employee on-boarding for network and HRIS Field Reps
system access New Hires
Improved HCM Reporting capabilities Managers / Supervisors

Cosmetic Changes — New screen look & feel, location of
+/- sign, additional hyperlinks, etc.

Corrce ; Minneapolis
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HCM/ELM - Change Impacts (cont.)

Area Enhancement Impact
Enterprise Integrated with Outlook e-mail and Calendar All ELM users
Learning Workflow approval for Supplemental Learning Managers / Supervisors
Management Learning feedback captured through online ratings instructors
(ELM) g P g g Managers / Supervisors
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Course Outline

* Change Impacts

* Basic Navigation

e Human Resources Module
 Time & Labor Module
* Benefits Module

* Summary
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Basic Navigation

* Login / Access

 COMET Landing Page / Work Centers
* Manager Self-Service Work Center

* Search Options

* Favorites

e Worklists
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Login / Access

CITY'S WEBSITE COMET

C|’[yta ‘ k 1. Access CityTalk through a
News and information for City of Minneapolis employees web browser:
http://citytalk

— 2. Click the COMET link
Comet from the CityTalk
ENTERPRISE TECHNOLOGY homepage.
3. Enter your User Id
(Employee ID) and

[ userio password.
Password L3
4. Click the HR button
HR Finance
Forgof g
HR: pas! Fi i}
Before entering COMET, please read the Tennessen Confidentiality Notice

comet 4
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http://citytalk/
http://hrweb001p.ci.minneapolis.mn.us:10020/psp/hr92prd/?cmd=login

COMET Landing Page & Work Centers

Favorites = Main Menu ~

comet

Home Worklist MultiChannel Console Add to Favorites Sign out

FPersonalize Content | Layou

Employee Self Service Pages o e Manager Self Service & av

Personal Information Job Information

Review and Update your personal information. Employes Job Data

I Personal Information Summary ] Workforce Job Summary

F=] Ethnic Groups
Report Time for Direct Reports

Time Reporting Report Time for Direct Reports.

Feport and review your Time, Schedules, request sbsences and mars. = T

= Timeshest =

Payroll and Compensation

Review your Pay and Compensation history. Updste your Direct Deposit and other Approve Time for Direct Rpts Wo rk

Deductions or Contribution information. Approve Time for Direct Reports

— E] Payable Time

] Review Accrual Balances centers
izw leave scornual details including hours eamed, taken, bowght and sold
= Review Accrual Balances

Benefits

Review Health, Insurance, Savings, Pension or other Benefits information. Review and
Updste Dependent and Beneficiary personal information.

Change My Password
Create a new Password.

* Entry or ‘landing’ page once logged into HR COMET

* COMET business processes organized around Work Centers

* Work Centers are assigned by role

* All City Employees will have a Employee SS Work Center (except Summer Youth & Election Judges)

] 4
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Manager Self Service Work Center

Manager Self Service

Job Information
Employes Job Diata

—ETT]

Report Time for Direct Reports
Reaport Time for Direct Reports
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Approwve Time for Direct Rpts
Approve Time for Direct Reports

—
Favable Tim
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Rewview Accrual Balances
Wiew leave accruesl detsils incleding hours earmed, tsken, bowght and sold

EEl Reviear Arcrisl Balanrec
S WIEW RCCIRSl B3l

Manager View of
COMET HR Business
Processes
Activities/Tasks
Organized by Work
Centers

Access limited to
Managers &
Supervisors

* Note — The business processes assigned to the Manager SS Work Center are being finalized at the
time these training materials were published. This image may not reflect the actual MSS Work

Centers at “Go-Live”.
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Search Options

Menu Navigation

The various search options provide
several approaches that is most familiar
to you:
* Menu Navigation is a hierarchy of
folders that expand and collapse.
e 3 * Work Centers provide an alternative
s navigation option that displays the
e - same results as the Menu. Inside
each Work Center are links that take
you directly to the pages you need to

I
4
g
g =
S8
g
H

(I e A A o A R i ey

access.
S h . . . .
ro———— * The Search functionality will find a
I Search Menu: el . .
, ® specific transaction page and display

— the associated path. 4
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Adding a Favorite

Approve Payable Time
Approve Time for Time Reporters

* Employ e Selection
anges Time in View
Start Date |D8/18/2015 |G End Date 07/13/2015 |Gl
Employees For Theresa Mistler Personalize | Find | View All | 2 First B8 1 of 1 B8 Last
Time Summary " Demographics ="
- - . - - Empl otal Pans o
salsct Last Name First Nams Empioyss ID Fescong o0 Tite Totsl Payabls Hours

o Last Mame o 0.000000

Select All Desslect All

Push Back

corner of the browser

description or name for the page.

3
Add to Favorites

Flezss Enter 3 Unigese Description for this Favaorts

*Description |Payable Time

(4 Click OK.

1. Navigate to the page to be selected as a favorite:

2. Click the Add to Favorites link in the top right

3. The Add to Favorites pop-up appears. Enter a

CITY OF MINNEAPOLIS 11
ENTERPRISE TECHNOLOGY

Accessing My Favorites

5. To access a favorite, click
My Favorites in the Menu
and click the desired
hyperlink:

My Favorites

Cefine Salary Grades

Job Data

Fayable Time

Add to Favarites
Edit Favaorites

6. Click Edit Favorites to
change a display name or
order.

r
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Worklist
Worklist for 121264:
Detail View

Worklist ltems

From Date From

HRIS Sytem ID 08/21/2013

HRIS Sytem ID 101212013
HRIS Sytem ID 03172014
HRIS Sytem ID 08/25/2014
HRIS Sytem ID 08/25/2014
HRIS Sytem ID 10/04/2014
HRIS Sytem ID 1218/2014
HRIS Sytem ID 01/01/2015
HRIS Sytem ID 0718/2014
HRIS Sytem ID 04/02/2015

HRIS Sytem ID 04/02/2015

Work ltem
License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring

License or Cert
Expiring
Probation Period
Ending
Probation Period
Ending
Probation Period
Ending

Worklist Filters

Worked By Activity

License or Cert Expiring

License ar Cert Expiring

License or Cert Expiring

License or Cert Expiring

License ar Cert Expiring

License or Cert Expiring

License or Cert Expiring

License ar Cert Expiring

Probation Ending

Probation Ending

Probation Ending

Priority

- ) Feed =
Personalize | Find | View All |@ | i

Link

067415, 0. Anne Stahn
054051, 0, Kathy Louden
050070, 0. Robert Becker
115258, 0, Sadie Pulk
115262, 0, Katie Lampi Hermanson
115262, 0, Katie | ampi Hermanson
121280, 0, William Kass
121280, 0. William Kass
121280, 0. William Kass
050070, 0. Robert Becker
115262, 0, Katie Lampi Hermanson

First B 1-11 of 11 & | ast

* A worklist is an HRIS “to-do” list

* A notification to take action on the HRIS Management Center is sent to the appropriate supervisor

* This notification or “to-do” item is used by the supervisor role and will remain for the supervisor
until it has been marked as ‘worked’

Main Menu > Worklist > Worklist Details

comet

CITY OF MINNEAPOLIS
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Course Outline

* Change Impacts

* Basic Navigation

* Human Resources Module
 Time & Labor Module

* Benefits Module

* Summary
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Manager Self-Service

* Employee Look Up

*Job Data

* Emergency Contact Info

* Education & Qualifications

* Company Property
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Employee Look Up

View Employee Personal Information

As Of Date |07/18:2015 |y Refresh Employess |

Theresa Nistler's employess Personalize | First B8 1-11 of 11 B8 La=t

Bakact Nams Job Emipd I Emipl Status HR Status Position

=| Barbara Payton 1 Qe 28 Activ Active

— Crystal Dejarlais i DE1643 Active Active
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* View Employee Personal Information enables managers to view information about their direct reports
* The Employee Information page displays basic job information and provides links to other information

== Manager Self Service > Job and Personal Information > View Employee Personal Info J
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_JOB_PERSONAL_INFO&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_JOB_PERSONAL_INFO&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_JOB_PERSONAL_INFO&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_JOB_PERSONAL_INFO&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_JOB_PERSONAL_INFO&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_JOB_PERSONAL_INFO&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/ROLE_MANAGER.HR_EE_INF_MGR.GBL?NAVSTACK=Clear&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_JOB_PERSONAL_INFO.HC_HR_EE_INF_MGR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/ROLE_MANAGER.HR_EE_INF_MGR.GBL?NAVSTACK=Clear&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.HC_JOB_PERSONAL_INFO.HC_HR_EE_INF_MGR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Job Data

crpisors 5 Provides a summary
Wk Location Foa  Fst B or 1 Bl Last of job information for
T <t Tamiazio " | anemployee:
B — I . « Work Location
ot )

Position Number a - i JOb |nf0rmatI0n

Position Entry Date i, 4 JOb La bor

Position Management Record

*Regulatory Region|USA a United States ° Paer”
Company MPL City of Minneapolis
*Business Unit|MPLLN a Minneaooliz MM
*Department |SE00000 a EALTH AMD FAMILY SUPPORT ° Sa Ia ry P | a n
Department Entry Date [05/24/1353 i .
L ocation| G280 a g borhons Saruices * Compensation
Establishment 10| MFLS '.A, City of Minneapolis Date Created 08/Z5/1553 . e .
| * Classification Hours
Last Updated Cprid
Last Start Date 05/24/1555 Termination Date 08/08/1555 Updla_ta:l: 08182006 3:14:20PM
Diate
Expected Job End Date a,
[C] Override Last Date Worked
Last Date Worked 02/08/1555
ob Diats Employment Diata Earnings Distribution Benefits Program Participation
Workforce Administration > Job Information > Job Data 4
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_WORKFORCE_ADMINISTRATION&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_WORKFORCE_INFO&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.HC_WORKFORCE_INFO&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).JOB_DATA.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.HC_WORKFORCE_INFO.HC_JOB_DATA_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).JOB_DATA.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.HC_WORKFORCE_INFO.HC_JOB_DATA_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Emergency Contact Info

Contact Address/Phone || Orther Phone Mumbs
------- Person 1D THETE o | * Lists all contacts
Emergency Contact Find | View Al First B8 1 of 1 B8 Last
*Contact Name Fii= entered on the
[# Primary Contact *Relatieonship to Employee Spouss - Emergency
Same Address as Employee Address Type Home -
[] 5ame Phone as Employee ContaCt table for
Emnploy e=ls Cument Address eaCh WOerr in
Coun SA nited States
ﬂ.ddretsr: Igm zft—L.a.-,-ts 5 - the system
Minneapolis, MN 55417
* Run the Refresh
Employees Table
Cartact Phane process before
Phone [£12 T038710 running this
report
|'i[5a'.'e ||1:-\ Return to Search ||1'|:: Pravious in List ||4-|:: Mest in List ||:'-': Metify p
Contact Address/Phone | Other Phone Mumbers

Workforce Administration > Personal Information > Personal Relationships > Emergency Contact

] 4
Comet Minneapol?

CITY OF MINNEAPOLIS 17 City of Lakes
ENTERPRISE TECHNOLOGY


http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_WORKFORCE_ADMINISTRATION&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_WORKFORCE_ADMINISTRATION&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_PERSONAL_INFORMATION&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.CO_PERSONAL_INFORMATION&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_PERSONAL_RELATIONSHIP&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.CO_PERSONAL_INFORMATION.HC_PERSONAL_RELATIONSHIP&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).EMERGENCY_CONTACT.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.CO_PERSONAL_INFORMATION.HC_PERSONAL_RELATIONSHIP.HC_EMERGENCY_CONTACT_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).EMERGENCY_CONTACT.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.CO_PERSONAL_INFORMATION.HC_PERSONAL_RELATIONSHIP.HC_EMERGENCY_CONTACT_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Profile Management - Education & Qualifications

Person Profile
Empl ID 103855

Profile Type FERSOM Perzon

*Profile Status Active -

*Description

S rrint 2 Comments Profile Actions (zeioct Action] - [#]

Qualifications || Education

Z Licenses and Certifications Personalize | Find | View Al | 2 | E: First 88 1 of 1 B Last
i) Licanss

FRCI0001 CIT & MPD certification i

*| Add Mew Licenses and Certifications

¥ Honars and Awards

There are currenthy no Honors and Awards for this profile. Please add ons if reguired

*| Add Mew Honors and Awards

= Members hips

There are currenthy no Memberships for this profile. Pleass add one if requirsd

*| Add Mew Memberships

= Language Skills

There are currenthy no Langusge Skills for this profile. Please add one if reguired.

*| Add Mew Language Skills

Save

Workforce Development > Profile Management > Profiles > Person Profiles

comet
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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
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_WORKFORCE_DEVELOPMENT&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_DEVELOPMENT&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TALENT_MANAGEMENT&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_DEVELOPMENT.HC_TALENT_MANAGEMENT&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_JPM_PROFILES&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_DEVELOPMENT.HC_TALENT_MANAGEMENT.HC_JPM_PROFILES&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/SETUP_PROFILE_MANAGEMENT.JPM_PERSON_PROFILE.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_DEVELOPMENT.HC_TALENT_MANAGEMENT.HC_JPM_PROFILES.HC_JPM_PERSON_PROFILE_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/SETUP_PROFILE_MANAGEMENT.JPM_PERSON_PROFILE.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_DEVELOPMENT.HC_TALENT_MANAGEMENT.HC_JPM_PROFILES.HC_JPM_PERSON_PROFILE_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Company Property

* City departments
spend a significant
portion of their annual
budget on equipment
used to support City
services for its citizens

* Additionally, the City
spends considerable
dollars on office
equipment and other
tools required for
employees to

Department POLICE DEPARTMENT -

Company Property Issued 5Status

another departments or who have left the City.

Resuts rod (viewat | = BB et B 1201 2 B Lt complete their jobs
propatyouner  Catugony PP ManuTactuter ManUTs oy s ropety ey D, ST Enolcowl Erviops  Job and to enhance the
pPOLCE EL:::T . Test 10 — employee's overall
EE%QEF'ET'.'EHT Vehicle Test 100 Chevrolet C1500 IGCEC14Z0FZ215400 005120 TESTI00 prOdUCtiVity
s veen B me.eme.  * Asaresult, itis critical
that the City
Manager Self Service > Management Reports (M) > Company Property Issued effectively manage

those resources to
minimize the financial
burden to its citizens J

Comet Minneapol?
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(Click here for the CoM Company Property Administrator Manual)


http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
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HR Management Reports

* City Learning Summary Report
 Company Property Issued Status Report
* Driver’s License Status Report
 Employee Listing Report

 Employee Turnover Report

* Leave Usage and Balances Report

* License/Certification Status Report

* QOvertime Summary Report

* Position Management Report

* Retirement Eligibility Report

* Supplemental Learning Summary Report
* Workforce Diversity Summary Report
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City Learnings Summary Report

City Learning Summary

Categery Braakdown

2008 cort [J]
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T t mm mp " t enrollmant Cit Departmant
fivities. T t does NOT mant sord i the em
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e Find | View 100 | | E First B8 1-50 of 874 ¥ Last
Department Raports To Meame EEID  Empl Ststus  Job Titis RegTemp FUNPS™ catagory  courseTite ST EM0 ity status
c 3y 088353 F ~ ws XF - | 2005- 2005 Not
D C ty Kay 088352 Suspended E-—-t-\—-. R T Computer e
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Manager Self Service > Management Reports (M) > City Learning Summary
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Review employee learning
completed

Review learning activities
that your department’s
employees are currently
enrolled

Identify employees within
your department that have
not yet completed certain
learning activities, required
or desired

|Identify employees that
have completed certain
specialized training that
may qualify them for a
special project or require
their skills for an emergency
response
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Company Property Issued Status Report

Department PN - FLEET SERVICES - * Determining the whereabouts
Company Property lssued Status Of a pa rtiCUIar piece Of

equipment or property

* |dentifying property that is
outdated and needs to be
retrieved from an employee
and/or possibly replaced

* ldentifying property that has
been assigned to employees
that have transferred out of

Results Find |‘.-'iz.-.--:-::|" |E First B 150 of 435 (B Last the Department or are no
DYy O Mt N g s AP O EnBms i S oo oo longer employed by the City
Fi50 1FTJWISHOSEASRIES N
F150 1FTJW3SHOSEABS005 170 N y |dent|fY|ng employees that
e o | possess certain property
Fi50 1FT.JW3SHZSEARS006 190 N types' for‘ example, an
Fi50 1FTJW3SHZVECD1837 80 N
employee who has been
Fa50 1FTJW3SHISEABS00T N .
S F— ; assigned a gas mask or bomb

squad kit for their job may be
needed to respond to a local

Manager Self Service > Management Reports (M) > Company Property Issued )
= = - (M) Bany pErty or national emergency
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Driver’s License Status Report

+ Verify that all
employees required to
hold a valid drivers
license for their
employment with the
City have a valid
license recorded in
HRIS
e W8 mmcazie e Review all employee

. ocatio S . o ~ . . Stats  Expiration . Licanss
Department Location  Reports To Nams EEID  Status Titie RepiTemp  Fulpart - o - suspended o

drivers license detail

FrovEENTS : gorsmeter T on file in HRIS to

ensure employees
e driving for City

Y=
IMPROVEMENTS

S N N s ... business have proof of

a valid drivers license
Manager Self Service > Management Reports (M) > Driver's License Status
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Employee Listing Report

Department &1 v e Budget forecasting and

Employes Listing preparation
 Fioks to depley inResuls * Assist in identifying employees
Resuts Find | Vi | ™ (T st B 53 07 5 B Lt who have yet to complete their

Dapartmant Nams EEID cl LOCEION | \vation Job Cos Titia status LLJED (ClEL

— oo probationary period in an effort

T - T D T T ey s e to ensure that employee
‘ e o cu omec  REMTSV g 20207 monito performance is effectively
Brumner Judth A comp Can s CISEMESEVOS ace  apioki 2010608 managed during this critical
I . t Y time, the last phase of the
T selection process
- * FTE Allocation by Location (i.e.
e e o g e R e smmmaess Division, Work Unit)

02846C L S active 0000207 2014053 ® [0 |dent|fy how |Ong emp|0yees
8 311 Fragassi Chants 121589 0 | CE320 02B45C fff:'"_?EE""E Active 2014-02-24 2014-02-24 have been on permit and deta"

a0y
wow

(g R w]
m

I

1

) o b lom o —— S OO O (non-zero record) so letters of
P Lo oo :i’[:r L Agent |-C AChive Ful s -2
e agreement can be completed
Galstowitsch, Timothy 123050 0 |CBD Ca 02845C Gustoms Service |\ ive 2014-08-25 2014-08-25 .
e Coner el e when extensions are necessary
Glenn-Couch, Br= CEID C 02B45C Custamer Service

20 Cal oG GSUEEYES Acive 20080828 20130509 per labor contracts and Civil
Service Commission Rules
Manager Self Service > Management Reports (M) > Employee Listing
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Employee Turnover Report

Deprment | ATTORIEY v « Analysis of employee turnover in
Employee Turnaver relation to department trends such as
5 retirement projections, sick leave

usage or overtime and local and
national trends such as

unemployment rates, turnover rates
_ ‘ I ﬂ ‘ IHH IHH“H ﬂ for comparable employers, etc.

Percer
a )

w

. Drilling down into the annual rates

further analysis can be done by:
M= Find | View &l | |E First B 1.1 of 18 B Last . Separating voluntary (i.e. retirements,

(it | . fransrer T Tumet o EnangHestcount Tumover e resignations, inter-departmental transfers)
s romrer— o . . 2 turnover from involuntary (Discharges,
ppilbon N s y - probationary releases, layoffs) turnover
5 ATTORNEY 2002 : 4 i2 i02 9 1231 . Identifying trends for specific job
A : L . classifications or work units to determine if
E::f{ ?E ?E * management practices are contributing
10 ATTORNEY 2007 5 3 g s 101 812 factor and that may need to be changed in
e A e d : an effort to improve employee retention
13 ATIORNEY __ 12010 : ? = = w0 and reduce the costs associated with
ey vz : : ; o employee turnover

Separating “desirable” employee turnover
from undesirable employee turnover
Analyzing turnover rates by protected class
status to identify retention rates for
different groups (i.e. Gender, Ethnicity and
Age).

Manager Self Service > Management Reports (M) > Employee Turnover
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Leave Usage and Balances Report

* Identification of leave usage by
individual employee, by work location
or department

* Manage absenteeism within the

p workforce

* Identification of trends, including work
locations and job classifications with
high levels of usage

* Develop strategies to reduce sick leave

Department MAYOR -

Leave Usage and Balances

o ) I T il WL PRIPRY T usage where it is high in an effort to
o i il w0 e S s 70 S YD e T SR R increase productivity and lower direct
N s T SUULII I (e overtime) and indirect (Slower
response rates to service requests)
4 MAYOR  Mayor 0.00 240.00 40.00 6769 0.00 000 480.00 GPA costs
ewemseann mmoem on wwce o Agsist in the development of staffing
.\riR r i sl e ]l plans for departments or work units
o — 4 e where certain staffing levels are

required

* Compare with Overtime Summary to
determine if there is a correlation
between Leave Usage and OT

Manager Self Service > Management Reports (M) > Leave Usage & Balance
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_LEAVACCR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_LEAVACCR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_LEAVACCR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_LEAVACCR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

License/Certification Status Report

Department | PV - FLEET SERVICES -
Show All: [0 Check box to =t all employes licenses/cartifications on record. ° Monltor employee

compliance to job
requirements for licenses
and certifications
* View licenses or
certifications that
employees have within
Show All = Selcted. Drvers loinse dats & not shoun on i gt T SROYSS S nss your department
— T . Ident'ify poter'1tial
Dspartmant Locstion Rsports To Hams EEID  Empisistus JobTite  RagTemp P Liouncacartiation Raquirsment TWI¥H 185USg EXpirs LicansaiCartcation candidates with
4 peive ecane Reouar T I e ves ol o specialized (licensed) skills
erGregory T 105000 Active Meonanio Reguar FOE P o e that may be qualified for
Creinger Kerwath 082502 dctve Mo Regusr FOE FOR v special projects or tasks
oo hsimiyse G wcee @ |dentify employees with
U rrs oo e T wcoes specialized (licensed) skills

:_;ET Fles g
SERVICES Servioss that can aide in a local or
Manager Self Service > Management Reports (M) > License Certification national emergency.

Walid lervalid

o
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_CERT_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_CERT_STATUS_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_CERT_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_CERT_STATUS_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Overtime Summary Report

Department TRANS MAINTENANC & REFPAIR - Generate

From Date 07/31/2014 (&

* |dentify employees who are
Overtime Summary earning overtime
OT Exmings compensation to ensure fair
and acceptable work practices
* |dentify where overtime is
being authorized which can be
used to compare to other work
units, to the City or other
organizations similarly situated

To Date 0772172015 |

Grom Wages * Assist in the assignment of
i overtime when governed by
- F‘f:l""E'-'-"_':':'l'ﬂl B M 100250 B union contract language
EﬁnﬂTt currsnt Departmant [URL, Name EED  CumentTite  ReportsTo t;;t:t Emwt* wiagse %07 %TD w ¢ Complete trend analysis by
. TR”fT,, - P Surises | e Reports To U ove  2sTs 0 o ; viewing overtime charges for
e different periods of time (e.g.,
E:}J?E{}:” ;.;.I:r;'.ll'gh.ﬁ.m 3 il i pes ipts i L 2005 VS. 2004) and Comparlng
3| RAIPITENANG [WAINTENANG & 4277688 426 180012 455 this to workforce productivity
TR ' * Conducting a cost benefit
T G TR NG & 283210 \F4 10 analysis to determine if it
5| M R DANC [N HITENANG & soomots s liest o would be more cost effective to
SREPAR [REPAR emenanes add additional staff versus
Manager Self Service > Management Reports (M) > Overtime Summary paying overtime
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_OTSUM.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_OTSUM_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_OTSUM.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_OTSUM_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Position Management Report

* |dentification of vacant positions

A ’ * Use to identify ‘Key’ Employees
ety e st ) critical to City Operations during a
R crisis/disaster
B * Run to create either a Department
wide or City wide list of ‘Key’
Employees

* |dentification of when an employee
may be eligible for a step increase
e (compare Salary Step vs. Entry Date)

. VI - RS * Identification of when an employee
ot Loston eSO OO g AR K, OB <o w2 performance appraisal is due (by

1 REGULATORY : o Regusr T Gtiied N Gager Gyninall 5 e Dors Cetele. 085767 Aciive: |1 M: Iooking at Entry Date if reviews are
Bl : Rep 0002671 Regiar T Certifed N GaguerCyrtha 5 DatyCaol a2 len® . conducted on anniversary date)
J— e % loum b oommomonls oot |ppome * Use during time of hiring freezes and

" SERVICES

e | 1= pudget cuts to identify positions that
N emmomanssmesspuszens o Gn o may need to be frozen, eliminated or
fme Con N mmecmmave RS mwese o 25 reallocated within the organization
* |Identification of changes (i.e.
Manager Self Service > Management Reports (M) > Position Management ~ €mployees, job classifications, FTEs,
etc.) in the workforce by comparing
reports run for different points in 4
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_POSITION.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_POSITION_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_POSITION.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_POSITION_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Retirement Eligibility Report

Department SANITARY SEWER - * Opportunities to diversify specific
positions or job groups so diversity
in the workforce exists at all levels
ot Emplogess Eghis 16 Retre in 10 yeaes within the organization

* Areas in the workforce where the

Retirement Eligibility

f organization may be vulnerable
i i due to employee specialization
: 1 where only one employee knows
[ —l [ T . E how to perform a certain job
T e T function

* Positions that may become vacant
allowing management the time to
develop or cross-train current
employees so they are eligible to
promote or transfer into these

Results rnd viewar | 2 ) st B 120 o1 20 B Lt position reducing costs related to
ooptmat Loceton 0™ SO 1 o PO e e ok PO Gty B external recruitment including
i A - o costs associated with using
y 2024 5 LE? Il Sup3- Chemier, Wiliam J 080171 00002475 Hiejwa,Joseph A& Active :gf:f PERA Msle White exeCUtlve search f”-ms
o * Where a large group of employees
E o TEe - gl R I S i R (5 i in a single job classification can
FW Eng _ leave at a single time impacting
Manager Self Service > Management Reports (M) > Retirement Eligibility service delivery and increasing

operating costs
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_RETRELIG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_RETRELIG_GBL2&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_RETRELIG.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_RETRELIG_GBL2&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Supplemental Learnings Summary Report

Department PARK BOARD - | L4 REVieW Su pplemental
learning completed or

recorded by
\.—.:-;::’ em ponees

* |dentify employees
that have completed
oLl TR training that may
: R SR e qualify them for a
{1 I B special project or
require their skills for
an emergency
s st m EREE response

Manager Self Service > Management Reports (M) > Supplemental Learning Summary
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
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http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_ELM_SUP_NEW.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_ELM_SUP_NEW_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-d1.ci.minneapolis.mn.us:10320/psp/hr92dev/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_ELM_SUP_NEW.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_ELM_SUP_NEW_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Workforce Diversity Summary Report

* |[dentification of under-representation

Department MINNEAFOLIS HEALTH DEFARTMENT - o
s Of Date 721207 |5 of protected class groups within the
Horkforee Biversly Summary City, specific departments, divisions,
Ey Eitaieity By Garuler By Disabled Siaius

etc. by job classification or
occupational grouping (i.e. EEO 4
Category or Job Group)

* Assist in the development of
departmental diversity goals and the
workforce plan section of the business
plan

* |dentify where the development of
specific targeted recruitment plans and

Am. Imdian

Resuls o (vewt | T Fust B 20094 B Las initiatives are needed before opening a
ot Loaton tams o TS O T e S S, e s o oner emen 0w I POSItioON for application
i T o e BB e | TO be used by policy makers as an
: = — - input into performance reviews of
S e ® Cud | mewmes BN S0 department heads

soive T mes cewe B0 g EZMITL & M e To be used by department heads as an

R i e input into the performance reviews of
il I i e " their division directors and hiring
managers
Manager Self Service > Management Reports (M) > WorkForce Diversity * Completion of trend analysis to see

where changes in the workforce have
occurred over time and where
continued or more focused efforts arej

e
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_DIVSUM.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_DIVSUM_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_DIVSUM.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_DIVSUM_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Course Outline

* Change Impacts

* Basic Navigation

* Human Resources Module
* Time & Labor Module

* Benefits Module

* Summary
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Time Approval

* Approvals

* Combo Codes

* Reports
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Approvals

Approve Payable Time ® Select the CheCk bOX in
Approve Time for Time Reporters the Select column next
< Emplo Selection

to the rows that you

Employee Selection Criteria Get Employess
Selection Critericn Selection Criterion Value Wa nt to a pprove.
T;H Approve Payabie Time - * The system displays all
Empl Record &m data for the payable
Last Name e e time in the appropriate
:m s [ e T 18 st W o or 11 B oo field. If no data exists
I o apotng st it e T for the field, it is blank.
Fepors T Postion Number JE— e Ao . R o * Select the Time

0242014 VAC Nesds 2 8.00 Hours Adjust Reported Time o Reporting Elements,
— = 24 ADM Nese 3 st Reported Teve ® Cost, or Task Reporting
B 2014 ADM £.00 Hours Adijust Reported Time = E|ements ta bS to VieW
Change Time |:ta:DatE — 2014 HOL Nesds Approva 8.00 Hours Adjust Reported Time 2 additional deta”s

' il e e B opes Fes e - about the time that
282014 |HOL Nesds A 8.00 Hours Adjust Reported Time _J needs approval.
: e o Zﬁ — * This is the Approve
i - . R 5 Payable Time — Day
, . View.
Return to Approval Summary

Time and Labor > Approve Time > Payable Time

] 4
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_APPROVE_TIME&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/CAPTURE_TIME_AND_LABOR.TL_SRCH_APPRV_GRP.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME.HC_TL_MNG_PAY_APPROVE_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/CAPTURE_TIME_AND_LABOR.TL_SRCH_APPRV_GRP.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_APPROVE_TIME.HC_TL_MNG_PAY_APPROVE_GBL4&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Combination Codes

Project Combo Codes (“Speed Types”): Example of a Project Combo Code:
Naming Conventions: 680F01090000000BM01000001
* 15 Character PROJECTID ‘ 1 A
e 7 Character ACTIVITYID (Black) PROJECTID ACTIVITYID AUTO#
* 3 Digit Auto-number (Blue)
Notes:
* If the PROJECTID or ACTIVITYID doesn’t equal 15 or 7 characters respectively, then the rest
would ‘0’ fill

* For the first occurrence a PROJECTID and ACTIVITYID, the Autonumber will be 001
* Where the PROJECTID and ACTIVITYID are the same, the Autonumber will be set to 002, 003,
004, etc.

Examples of a Non-Project

Non-Project Combo Codes: Combo Code:

* Fund (Green) 901'0018200'230-;1% No Project

* Department (Black)

* If there is no Project (Red dash )

* |f there is no Task (Blue dash *-') 115007101251-710PL76
Y T Y

Fund  Dept — No Task

Fund Dept Task
——> No Project

] 4
Comet Minneapol?

CITY OF MINNEAPOLIS 36 City of Lakes
ENTERPRISE TECHNOLOGY



Searching for Combination Codes

AEEERRRU AL

]
e
e
e
e
e
e
e
e

e

[AIEI

Combination Code

comet

CITY OF MINNEAPOLIS
ENTERPRISE TECHNOLOGY

_ 001008150200~ &)
E DED00E 150300~ % §
Look Up Combination Code
Search b}.r; Combination Code t]:egin&with
Account
Activity ID
Look Up |: Business Unit PC
Chartfield 1
Search ResuleulE e
Only the first 3p{ D&partment
View 100 Description
o Fund Code
SRS ProjectiGrant - e
Combinati B L Activ
ng; ination e Resource Category Account Department Uﬁﬁ';gss ProjectiGrant IDE ity
Resource Sub-Category
000000002 L{Resource Type PLACEHCM 6070900 MPLMM 607152615 MP26
000000003 STATEBRIDGE # 27799 HCM 6070200 MPLMMN 60711423 BRMOO
000000004 STATE BRIDGE# 27692 HCM 6070200 MPLMM 60747280 BRMED
000000005 BIS03 ECMS Server Refr&Upg Web HCM 9010972 MPLMMN CB120301 CB150
000000006 STATE BRIDGE# 27877 HCWM 6070200  MPLMM 60719140 BRM14
000000007 STATE BRIDGE# 9420 HCM 6070200 MPLMM 60710150 BRM7S J
000000008 STATEBRIDGE # 27812 HCWM 6070200  MPLMM 60710990 BRMOZ = 183
000000009 STATE BRIDGE# 27V25 HCKW 6070200  MPLMM 60710070 BRSO Minneapolis
37 City of Lakes



Time and Labor Management Reports

* Run Timesheet Needed Report

* Run Timesheet Submitted Report

* Run Approval Needed Report

* Reported Time by Day/TRC (M) Report
* Payable Time by Day/TRC (M) Report

e Payable Time by TRC (M) Report

* Labor Distribution Reports

e 4
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Run Timesheet Needed Report

Department MIMMNEAPOLIS HEALTH DEPARTMEMNT

Pay End Date

Result:

]

Deptid

1 1000000

2 1000000

(45}

1000000

4 1000000
5 1000000
& 1000000
7 1000000
g 1000000
2 1000000
10 1000000
11 1000000
12 1000000
12 1000000
14 1000000
15 1000000
16 1000000
17 1000000
18 1000000
1000000
1000000
1000000
1000000

[T O B
B = R ¥

P
M

08/08/2015|Q,

Supervisor Name

Beasley,Dana 5

Beasley,Dana 5

¥z}

Beasley,Dana

1]

Beasley,Dana

1]

Beasley,Dana
Beasley, Dana 5
Beasley,Dana 5
Lingwall,Cenise R
Lingwall Cenise R

Lingwall,Denise R

Lingwall,Denise R
Lingwall,Denise R
Lingwall ,Denise R
Lingwall,Cenise R
Lingwall,Denise R
Lingwall,Denise R
Lingwall ,CDenise R
Swenson.James R
Swenson,.James R

Employee
e

080858

102181
106424
107776
107778
107954
117987

1185

1]

RCDOs#
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a

Report: Heed Timesheet

Employee Name
Besasley,Dana 5
Lingwall, Denise R

Swenson,James R

Oppegard-Bacich, Marlene Janice
San Roman,Margarita <
Morthenscold, Brian T

Montes, Lecnel S
Kammerer,Dennis Phillip
Martynow, Stephan Jean-Bruno
Ulman,.Jon

Gramling,Deborah Ann
Melson,Brian L
Stanley, Scott Gerald

Hively, Andrew Glenn

Ulvin, Timethy Jon

McGibbon, Anthony Thomas
MEosi-Self Ali

Kasperson,David Lee
Thompson-Clarke, Lisa Marie
Swart, Adam M.

Bodurtha, Stephen

Bonnema, Suzanne M

@
Find | View 100

Employee
Type

Salaried

Salaried

Hourly

Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly

Hourly

Job Code

10240C

10240C

10240C

0E820Cc
08850C
00530C
00530C
oEee0c
005200
00530C
00530C
005200
Q08200
00520C
00530C
00520C
Q08200
00520C
00820C
00520C
008200
00530C

Job Title

Sup Real Estate Assess-C 08122
SuplV -
Sup Real Estate Assess-C D423
Suplv

Sup Resal Estate Assess-C 03410

SuplV
Real Est Investgtr Aide | -C

Resl Est Investgtr Aide 11-C

AszEsso C 05

First I 1-50 of 4572 [}l L ast

Job_Entry_Date

2005

2001

2008

Manager Self Service > Management Reports (M) > Run Timesheet Needed Report

comet
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_NOTIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_NOTIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_NOTIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_NOTIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Run Timesheet Submitted Report

Department City Coordinator Departments® -
Pay End Date | 01/24/2015|0 Report: Timesheet Submitted
Resuls Find | View 100 First B8 150 of 11268 m Last
Werk imes
Deptid Emplid Rcd# Employee Name i TRC  Hours/Units e ELm Entered Name Last Medified Date Create Date
P P ploy D
ay Status By
. . . 2 . . _ 2015-01-23- 2015-01-23-
1 1750000 084415 0 Kretzmann, Sheila JAMN- SCK B Submitted 084415  Kretzmann,Sheila 05,28 24000000 0526 24000000
5015 28,34, 2824
9.
i - ; ) " . : i : 201501-23- 201501-23-
2 1750000 084415 0 Kretzmann, Sheila JAMN- REG 2.4 Submitted 084415 Kretzmann,Sheila 05,28 24000000 05,26 24000000
2015 .28.34. 2834,
=5
- . . l: - i ) ) . 2015-01-23- 2015401-23-
2 1750000 084415 0 Kretzmann,Sheila JAN- REG 5.8 Submitted 084415  Kretzmann,Sheila 08.26 34 000000 08.26 34.000000
2015 e e
&4
- . . L . . . 2015401-23- 201501-23-
4 1750000 084415 o Kretzmann, Sheila JAN- REG 32 Submitted 084415 Kretzmann,Sheila 08 76 24 000000 08 28 24 000000
2015 R e
- . . 14 . . . 2015401-23- 201501-23-
5 1750000 084415 0 Kretzmann, Sheila JAMN- REG 4 Submitted 084415 Fretzmann,Sheila 08 26 24.000000 08 .26.24.000000
E:IIE prinR o N Pl o 8
6 1750000 064415 O  Krelzmann,Sheila 1:h VAC |1 Submitted 084415  Kretzmann,Sheila 20150122 2015-07-22-
2018 08.26.34.000000 08.28.34.000000
5
71750000 084415 0  Kretzmann,Sheila .l,;.h- REG 2.4 Submitted 084415  Kretzmann,Sheila 20150122 2015-07-22-
2018 08.26.34.000000 08.28.24.000000
15
- § . . ) . 2015-01-23- 2015401-23-
& 1750000 084415 0 Kretzmann,Sheila JAN- REG 5.8 Submitted 084415  Kretzmann,Sheila 08.26 34 000000 08.26 34.000000
2015 e SR
18-
ali . E o . ) . 2015-01-23- 2015401-23-
9 1750000 084415 o Kretzmann, Sheila JAN- WAC B Submitted 084415 Kretzmann, Sheila 05 26 34 000000 0% 26,34 000000
2015 T U

Manager Self Service > Management Reports (M) > Run Timesheet Submitted Report
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TIMESHEET.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TIMESHEET_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Run Approval Needed Report

Department ATTORMNEY -

Pay End Date | 08/13/2015(C) Payable Time Needs Approval
Rl Find | View All 2l B First 2 1-10 of 10 B Last
Deptid Approver Mame Reporter Name Emplid Rcd# Work Date TRC HowursfUnits Combo Code Combo Description
1 1400000 Segal Susan Lee Ginder, Peter W 082601 1] 5:1115-:15- RES ] 089001400300— |1:$|'EEHIEHI;F_LIE__LH’£'ME'
2 1400000 Segal Susan Lee Ginder, Peter W 062601 1] ig“:':'f' RES ] 089001400300— |1r:T:I|-EEF!Er\i|_”':=i'LH%:E-
3 1400000 Segal,Susan Lee Ginder, Peter W 062601 o 5215'35' REGS ] 0689001400300 :::I'fﬁiil_'gi"ﬂ’ﬁ'h:E'
4 1400000 Segal Susan Lee Ginder, Peter W 082501 a 321'5'35' RGS 8 092001400300 I1rj'l:'ll-EEF!Eh|£L”';iLHMﬂE-
5 1400000 Segal Susan Lee Ginder,Peter W 062601 1] 3216'35' RS ] 069001400300— |1:$|'EEF!'EH';F_L”§.LH’£'h:E'
6 1400000 Segal Susan Lee Ginder, Peter W 062601 i] 3316'35' RIES -] 089001400300— |1:$|'EEF:EHI;F_L”;§LH’”“:E'
7 1400000 Segal,Susan Lee Ginder, Peter W 082601 i] 3:16'35' RES g 089001400300— ::?I'EEF!EH':L'E,LH’tmE'
2 1400000 Segal Susan Lee Ginder, Peter W 082601 0 fgwjf' RGS g 085001400300 |1r:'|:'II-EEF!Eh|:*—'fL”;i'LRM\:E-
9 1400000 Segal,Susan Lee Ginder, Peter W 082601 o ﬁ”mf' REGS ] 089001400300— |1r:$I'EEH'Eh';F_L”;ﬁ_."H’£'r“:E'
10 | 1400000 Segal,Susan Lee Ginder, Peter W 0682601 o 5215'35' REGS ;] 0689001400300— |1:$|'EEH'EH';F_L”;?‘H’£'“:E'

28
Find | View All | | First B8 1-10 of 10 B8 | ast

Manager Self Service > Management Reports (M) > Run Approval Needed Report

- 4
Comet Minneapol?

CITY OF MINNEAPOLIS 41 City of Lakes
ENTERPRISE TECHNOLOGY


http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLAPPR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TLAPPR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLAPPR.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_MGMT_TLAPPR_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Reported Time by Day/TRC (M) Report

Department FARK BOARD

Location

FPay End Date |08/27/2015 |4

First_Name Last Mame Emplid Rptd_Work_Dt Red# Location Jobcode Empl_Status Empl_Type TRC Quantity Est. Pay Equipment Combo_Code Activity Shifts PremiumsiTasks1 PremiumsiTasks2 PremiumsiTasks? Overtime/Comptime Payable 5ta
1| Aaron Imig 121754 2014-07-13 o P7240 O7T410P Active Hourly REG &8 121.2576 115007101322-F10PP17 Approved
2 Aarcn Imig 121754 20140714 0 F7240 (OT410F Active Hourly REG & 121.2576 115007101322-710PP17 Approved
3 Asron Imig 121754 2014-07-15 a P7240 O7410P Active Hourly REG &8 12125786 115007101322-710PP17 Approved
4 Aaron Imig 121754 2014-07-18 a P7240 O7410P Acdtive Hourly REG &8 1212576 115007101322-F10PP15 Approved
5 Aarcn Imig 121754 20140712 0 F7240 (OT410F Active Hourly OVT15 4 20,9422 178007108581-7105001 Approved
6 Aaron Imig 121754 2014-07-19 0 P7240 O7410P Acdtive Hourly REG &8 1212576 115007101322-710PP04 Approved
T Aaron Imig 121754 20150104 o P7240 O7T410P Active Hourly REG 8 90.9432 115007101322-F10PP17 Approved
8 Aarcn Imig 121754 20150106 O F7240 (OT410F Active Hourly REG @& 20.9422 115007101222-710FPF04 Approved
9 Asron Imig 121754 2015-01-09 a P7240 O7410P Active Hourly REG 85 98.5218 115007101322-710PP15 Approved

10 Aaron Imig 121754 2015-01-10 a P7240 O7410P Acdtive Hourly REG 8 90.9432 115007101322-F10PP17 Approved
11 Aarcn Imig 121754 20150216 0 F7240 (OT410F Active Hourly HOL 4 £5.44 115007101222-T10FPF17 Approved
12 Adam Swierczek 101252 20140407 0 P7240 08170P Active Hourly CE1 1.25 42.483525 115007101322-710PP12 Approved
13 Adam Swierczek 20140415 o P7240 08170P Active Hourly CE1 2 115007101322-F10PP12 Approved
14 Adam Swierczek 20140416 0 F7240 0O&170F Active Hourly CE1 2 1150071012322-710FPF12 Approved
15 Adam Swierczek 20140417 a P7240 08170P Active Hourly CE1 2 115007101322-710PP12 Approved
18 Adam Swierczek 014-04-18 a P7240 0B8170P Active Hourly CE2 £ 115007101322-F10PP12 Approved
17 Adam Swierczek 20140802 0 F7240 0O&170F Active Hourly *D1 T 178007108581-7105001 Approved
18 Adam Swierczek 2014-08-04 0 P7240 08170P Active Hourly D1 i} 178007108581-7105001 Approved
19 Adam Swierczek 014-08-08 o P7240 08170P Active Hourly D1 13 178007108581-7F105001 Approved
20 Adam Swierczek 20140825 0 F7240 0O&170F Active Hourly *D1 4 178007108461-7105001 Approved
21 Adam Swierczek 20140927 a P7240 08170P Active Hourly D1 5 178007108581-7105001 Approved
22 Adam Swierczek 014-09-27 a P7240 0B8170P Active Hourly D1 T 178007 108481-7F105001 Approved
7 Alovoc Hoflin 13ATh M1 A NAAR n BTN 11N8NE | Artivc Hraurhe: RE= T 11QRATIATRASTINRPEAIT. PRAONN A nrrrwecd

-

Payable Time by Day & Time Reporting Code

° 8
Find | View 100

Time and Labor > Reports > Payable Time by Day/TRC (M)

First B8 1-50 of 484 El Last
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comet

CITY OF MINNEAPOLIS 42
ENTERPRISE TECHNOLOGY

Minneapol?

City of Lakes


http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Payable Time by Day/TRC (M) Report

Department 311 -
Pay End Date (08/27/2015 |C Payable Time by Day & Time Reporting Code
FELE Find | View 100 & B First M 150 o 182 (¥ Last
First_Mame Last Name Emplid Rptd_Weork_Dt Red# Location Jobcode Empl_S5tatus Empl_Type TRC Quantity Est. Pay Equipment Combo_Code  Activity Shifts PremiumsiTasks1 Premiums/Tasks2 Premiums/Tasksd Overtime/Comptime Payable_Status

1 Clespatra ;z:f 109434 20150420 0  CB220 02845C Adtive Hourly — REG 8 202,852 ?3”38233133' Estimated
2 Cleapatra ;j::f 109434 20150421 0  CB3Z0 02845C Adive Hourly  REG 7.25  183.82525 _:':'”3335:"33' Estimated
3 Cleapatra ;:E 109434 2015-04-21 |0  CB320 0ZB45C Adtive Hourly  VAC .75 19.02675 ?31338323133' Estimated
4 Cleapatra ;:::'f 109434 20150422 0  CB3Z0 02845C Adive Hourly  REG 8.5 184.8885 _33'338323‘33' Estimsated
5 Cleapatra ;:';:'f 109434 20150422 |0  CE3Z0 02845C Adiive Hourly  VAC 1.5 28,0535 _33'338223‘33' Estimated
& Cleapatra ;E::'f 109434 20150423 0  CE3Z0 02845C Adive Hourly  REG 85 164.8885 _33'338223‘33' Estimated
T Cleapatra ;z::f 109424 20150423 0  CB220 028450 Adtive Hourly — VAC 15 28,0535 _33”38253133' Estimated
g Cleapatra ;::E 109434 20150424 0  CB230 02845C Adive Hourly  REG 8 202,852 _33”38253133' Estimated
5 Cleapatra ;f::f 109434 20150427 0  CB220 02845C Adtive Hourly  REG 408  103.50552 ?31338323133' Estimated
10 Cleapatra ;::3 109434 20150427 0  CB320 02845C Adtive Hourly  VAC 3.92 9944848 ?31338323133' Estimated
11 Cleapatra ;:::'f 109434 20150428 0  C8320 02845C Active Hourly ~ REG 8.5 1845885 _33'338323‘33' Estimated
12 Cleapatra ;z::f 109434 2015-04-28 0  CB320 02845C Adive Hourly  VAC 1.5 38,0535 _33]3382::”33' Estimated
12 Clespstra ;z::f 109424 201504-23 0  CB8320 02845C Active Hourly ~ REG 233 8447877 ?3'338353133' Estimated
14 Mloanatra YCLT‘;- 1NQd3d4 WN41RNn4A. 74 n SR NIRAR™  Activc Ml VA ART 118 47272 001008220100- Fotimaotod

Time and Labor > Reports > Payable Time by Day/TRC (M)

] 4
Comet Minneapol?

CITY OF MINNEAPOLIS 43 City of Lakes
ENTERPRISE TECHNOLOGY


http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL2.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL2_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Payable Time by TRC (M) Report

Department 311 -

Pay End Date (08/27/2015 |

Payable Time Summary by Time Reporting Code

©8
Find | Wiew All First B8 1-18 of 18 B | ast

Results
First_Mame Last Mame Emplid Rcd# Jobcode Empl_Status Empl_Type TRC Quantity Est. Pay Combo_Code Activity Payable_Status
1 Cleapstra ;::“' 108424 0  02B45C Active Hourly  REG 12281 3,118.10 001008320100~ Estimated
eaves
. . Young- - - - R — - - R
2 Cleapsta Res 109434 a 02845C Active Howurly SCHK 18.00 40590 Q01008320100 Estimated
EAVES
3 Cleapatra ;::r‘;- 109434 0 | 02845C Active Hourly  VAC 2134 541.37 001002320100 Estimated
eaves
4 Connie Mayes 112284 0 0284BC Adive Hourly  REG 15450 4.416.28 001008220100~ Estimated
& Connie Mayes 112384 0 0284BC Adive Hourly  NOWRK 25 7.15 001008220100 Extimated
& Connie Mayes 112384 0 02848C Aclive Hourly — SCK 600 |171.51 001008320100~ Estimated
7 Debra Hudson 1092382 1 00001C Termed  Houdy  OCP 4500 45.00 001008220100~ Taken by PR
2 Don Stickney 109403 0  CO07T10 Retired Salaried REG 3200 1,532.12 001008220100 Taken by PR
9 Gina Farinella 028573 0  02848C LOAwFay Hourly  REG 130,40 2.520.68 001008320100~ Estimated
10 Gina Farinella 028573 0  02848C LOAwPay Hourly  FML 2260 488.85 001008220100 Estimated
11 Gina Farinells 028573 0  0284BC LOAwPsy Hourly  NOWRK 800  173.05 001008220100 Extimated
12 Latoya Payne 0928874 0 02845C Adtive Hourly  REG 14275 3,633.13 001008220100 Extimated
13 Latoya Fayne 038574 0 02845C Adlive Hourly  VAC 1275 32450 001008320100~ Estimated
14 Lesh Skjefte 024837 0 082340C Active Hourly  REG 15525 4210.38 001008220100~ Estimated
18 Lesh Sijefte 024837 0 08340C Acive Hourly  SCK 875 23730 001008220100 Extimated
18 Maypangdhei Vue 123083 0 02845C Adlive Hourly — REG 152,33 3,139.67 001008320100~ Estimated
17 Maypangdhei Vue 123083 0 028450 Active Hourly — NOWRK A7 3.50 001008220100~ Estimated
12 Regins Sobania 113817 0  02848C LOAwPsy Hourly REG 15400 4,402.09 001008220100 Extimated

° 8
Find | View All| | First B8 1-18 of 18 I8 Last

Time and Labor > Reports > Payable Time by TRC (M)
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CITY OF MINNEAPOLIS 44 City of Lakes
ENTERPRISE TECHNOLOGY


http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_TIME_AND_LABOR1&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HC_CREATE_REPORTS17&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL3.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL3_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/c/M_CUSTOM.M_MGMT_TLDTL3.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_TIME_AND_LABOR1.HC_CREATE_REPORTS17.M_MGMT_TLDTL3_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

Labor Distribution Reports

Example of ‘Labor Distribution by Project’ Report

Month Begin Dt [01/01/2014 QL available month.

n
ween dates selected.

& used in the P

Month End Dt | 12/31/2014 |

a

Project Id (20011062 Q VAN WHITE BRIDGE
Labor Distribution by Project
. . .
i Labor Distribution
esults &
RELE Find | View All B First B 119 of 19 B Lot
Report_Name Month_Begin Month_Ended HRIS DeptlD Location Empl Id Employee_Name Jobcode Employee_Job_Title Position_Mbr Fund CF_Deptid Project  Task Category Account Exp_Subelass  ErnCd  Hours  Amount Re ports
b sel Michae rem jing
1 t_c_i‘:a 20140101 20141231 €000000  CB41s os2e1g DoehMichasl piao0c Ej_;’_‘ ::;:?:'” 00002 06000 BO00300 30011083 400001 REGULAR REG 200 6580
. . LIUNA b Diiztribytion by O
Basel,Michael Foreman Paving | Labor Distribution by CF Dept
20140101 20141231 6000000  CE414 082813 [ 04820C o =TANSU™® 00002718 08000 6000200 30011063 Fringe 781001 PENSION 00 125 4 P
B - - FUND
| o Mhietribg bimm b
20140101 20141231 6000000  Ce4ts 0s2oqg DoiMihESl g poqc ForemenPaving oinio7is 0000 e0oo200 30011082 Fringe 781201 Lo 00 207 Labor Distribution by HR Dept
Sinnikl et == =1 =~ Prods Plant-C SR b el == inge =1 coORDINATED : =8
T — = | Labor Distribution by
20140101 20141231 6000000  Ce4ts  0szmis Do MENEEl piponc L:’_‘::‘;ts:w, 00002 06000 6000300 20011062 Fringe 781201 FIGA - CASDI 00 408 ! . H
=1, Michas oreman Paving bor Distribution by Task
20140101 20141231 6000000  c84ts 0891 Do MithEEl g ipone E,,,’_‘::‘;:Z"" 00002719 08000 BO00300 30011083 Fringe 782101 MEDICARE 0o 85 '\J Labor Distribution by Task
sel,Michael orem jing Al ke Distribg tion by Cormbae d
20140101 20141231 6000000  CB414 Basel.Michagl |, a0c Al 06000 £000200 30011083 Fringe LIS 00 48 nJ Labor Distributicn by Combo Cd
3 Prods Plant-C INSURANCE
. e - o4q BaselMichael . Foreman Paving e ) oo HEALTH | I it b B .
3014-01 0141231 & 8414 3919 482 g 3719 5 20002 3 a3 inge 7829 468 ~r oVEE
20140101 20141231 6000000  CE414 032919 | oasz0c EmEn o 00002715 05000 6000200 30011083 Finge 782801 | o o o 00 Labor Dist by Employee
- - - - Basel,Michael an. FOtEman Paving - = = e .
20140101 20141231 6000000  CB414 oagzoc oM ET 00002 06000 £000200 20011083 Fringe 724001 ACC SICK oo 30 Labor Dist by Employes-Monthly
Basel Michael Foreman Paving . ~ LIFE
20140101 20141231 6 cB414 082919 ) s820C a 2719 06000 6000300 3 - inge  |786
20140101 20141231 6000000  C8414 082819 | oaszoc [=TER MY 00D0Z719 06000 BODO300 30011083 Fringe 78E001 o oo oo o
Basel,Michael oreman Paving ) E LTD
20140101 20141231 & ce s0c €000 2000200 3 2 finge  TEE3
20140101 20141231 6000000  CB414 ; oag20C o 06000 £000200 20011083 Finge 786301 ol oo 00 14

20140101 20141231 €000000  CB414 111019 Vizoli,Petru  03880C E:_fl‘:j'f_"f' 00002423 06000 6000300 30011063 Wsges 400001 REGULAR REG 200 5.4
ginesr-C

Manager Self Service > Management Reports (M) > COMPASS Financial Reports
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http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=CO_MANAGER_SELF_SERVICE&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_MANAGEMENT_REPORTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_COMPASS_RPTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_COMPASS_RPTS&IsFolder=true
http://hr-web-q1.ci.minneapolis.mn.us:10520/psp/hr92qa/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=M_COMPASS_RPTS&c=pMRsm2MaTArhl%2bjyg2zvwFn3VPAFW1gs&FolderPath=PORTAL_ROOT_OBJECT.CO_MANAGER_SELF_SERVICE.M_MANAGEMENT_REPORTS.M_COMPASS_RPTS&IsFolder=true

Course Outline

* Change Impacts
* Basic Navigation
* Human Resources Module

 Time & Labor Module

e Benefits Module

* Summary
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Benefits — Life Events

Life Events:

Life Events - O
* All employees will have the ability to © *Welcome
initiate benefit changes(birth, marriage, it Date

etc.) via self-service

 Employees will have the ability to upload
their supporting benefit
documentation(birth certificate, Dependent/Beneficiary Coverage
marriage certificate, etc.) via self-service Update Dependent and Beneficiary

* Self-service will prompt employees for
any other changes they may want to
consider as the result of a life

Document Upload

Benefit Summary

k Fay and Compensation

Q Benefit Enroliment

event(update beneficiaries, taxes, etc.) Benefit Election Review
* Anintuitive guided process Event Completion and Exit
sl
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Course Outline

* Change Impacts

* Basic Navigation

* Human Resources Module
*Time & Labor Module

* Benefits Module

* Summary
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* Review of Key Changes
* Basic Navigation of COMET
* Review of Human Resources Module
* Review of Time & Labor Module
* Benefits Highlights
* What’s Next:
* Cutover Activities: August 24 —28

* System Down: August 28 —31

. * COMET goes ‘Live’: September 1% |
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