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Accessing Employee Self-Service (PASS)

What’s New?

The University of Houston System is upgrading our PeopleSoft HR environments with the latest
technology released by Oracle. When you log in, you will see the Employee Self-Service
homepage with tiles. Each of the tiles is interactive, making it easy for you to access and
navigate the system. Many of the existing functions have been upgraded to be mobile-friendly.
(Many more are coming soon!) For example, employees can submit absence requests from their
phones, and managers can approve from their phone (or any mobile device).

Instructions in this document are based on accessing the system via a laptop or desktop
computer. Accessing the application through a mobile device may change the layout of the tiles
and pages.

T Employes Self Service

Payroll & Compensation

Tots Rewasds UM Fiscal Year 2017

Here’s a legend for the tools you see on the header, top right:

a v ®

(Home)  Tap to return to the main PeopleSoft Home page

‘P

- (Notifications)  Tap to view actions and alerts in a notifications window

E (Actions List)  Frequently called “the hamburger,” tap to see a list of available
actions for the current window. The Sign Out command is always available under this menu, as
are context-appropriate personalization options.
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(Nav Bar) Tap to use the Navigation Bar (Nav Bar). The Nav Bar provides handy

navigation options such as Recent Places, My Favorites, Navigator (which expands to show the
classic menu hierarchy), and Classic Home. Users can also add and remove fluid tiles from the
Nav Bar using personalization options found here.

Navigation Bar

]|
@

NavBar ﬁ
Clicking this icon allows you to
personalize your Nav Bar (the il
: : .
ICogzlgﬁtﬁg?&;hjnr}lght - @ Cancel Personalize NavBar

Recent Places
Add Tile

Recent Places

My Favorites

My Favorites

Navigator

= Time [x]
(\D = Pay [x]
Time
= Classic Home
=
Pay
T

Classic Home

Recent Places
When you click this icon you will see the most recent places you have navigated.

My Favorites
This configurable icon allows you to determine your favorites to display here. Favorites that you
have saved prior to this update will be accessible here.

Classic Home

Clicking on this icon will take you to the “Classic” home, as used in prior versions of PS. If you
run reports, work with eForms, or do other transaction tasks within PeopleSoft, you can use the
Classic Home to navigate through the system.
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Navigator

Clicking on this icon will present the main menu in a linear layout.

Recent Places
My Favorites

Navigator

Classic Home

NavBar: Navigator

Manager Self Service

Self Service

UHS HRMS HR

Repeorting Tools

PeopleTools

ERS

Professional Org Development

Skillport

TA.P. Online Training

TexFlex

Tiles

Page |3

Tiles found on the Employee Self Service home page can also be added to the NavBar for quick

access.

Now, let’s see what’s inside those tiles!

Time Tile

Time

«©

Contents of the Time Tile

The Time tile is used for reporting time (webclock), viewing your timesheet, requesting leave,
and viewing absence history and balances. If you use the webclock to record time, the system
will default to the Report Time task. If you do not use the webclock, this option will not display.
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© Webclock

-] Timesheet

|} Request Absence
I View Requests

(B! Absence Balances

Webclock - Hourly

Hourly employees that clock in/out using the webclock will navigate to the Time tile to record
their time. Select the Punch Type and click Submit. The system does display the last reported
time on the bottom of the page. Employees should not clock in/out from your phone unless
previously approved by your manager.

£ Employee Self Service

& Webclock Report Time
S Timeshest < Friday, Sep 22, 2017 » \

(W) Request Absence

“Punch Type | In v Time Reporting No Selection Available ~
/ Cose
" View Requests
I 2 ~ Time Details In
Meal
I8} Absence Balances Time Zone | O Q| Central Time

Submitted 0 Hours

Last reported time was Out on Wednesday, Sep 20, 2017 at 12:59 PM

You will be prompted to share your location. Click the Allow button.

Time

»
?
1}
@

@  Know your location

& Report Allow Block pe

£ Timesheet 4 Friday, Sep 15, 2017 4

|l) Request Absence

*Punch Type  In v Time Reporting

Code No Selection Available

" View Requests
IF . ~ Time Details

B} Absence Balances Time Zone | CST Q. Central Time

Submitted 0 Hours

Last reported time was In on Friday, Aug 25, 2017 at 8.04 AM
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View Timesheet
Use the Timesheet page to view current and previous pay periods. Hourly employees can view
their punch times on this page.

o ice {
o Report Tima Mew Window | Help
Timesheet
7 Timeshest Exmphoyes ID

Spec. Employoe Sornces

Il Request Absence Actions Earbiest Ch
Select Another Timesheet

Viow By Calondar Poriad

P View Requests

Dats
| Absence Balances Seheduled Hours: £0.00 Reponted Hours 80,35 e
Show All Pu
From 08/09/2017 to 0B/22/2017 ¢
Comments Doy Dms ot Exception n Lanch O] out Punch Tima Reporting Cod
Wed BAM Ph
The M P 00PM £8:11P
Fi 831

81
Man LA i
Tuo i
Wed B 1
Tho Submitted LA 5EPM
Fit Suly d
£ Ne
L) Na.
P 0P P
76 - College Feleass Tima
0545 ' 00PN P

Request Absence

Use the Request Absence option to submit a leave request. Select the absence type and dates,
then click Submit. If you need to attach a document, click the Save for Later button before
submitting. To access saved absences, click the View Requests option on the left navigation
pane.

Time a > = 0@
Request Absence
[ Submit H Save for Later H Attachment ]
*Absence Name | Jury Duty E|
“Start Date | 09/22/2017
|
End Date  09/22/2017
Duration |8 < Hours
Partial Days None >
Comments

View Requests
To view absence history, click the View Requests task. The most recent requests display. To
view older requests, click the filter button.
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< Employee Self Service

& Report Time View Requests
View Requests 2 rows
] Timesheet -
Y
(Wl Request Absence Jury Duty 09222017
Submitted 8 Hours 4
I View Requests
College Release Time 08/2112017
>
[A) Absence Balances Approved 1.5 Hours

Update the filter options and click the Done button. The system displays the records that match
the criteria entered.

Cancel Filters

Begin Date | 06/13/2016
End Date |01/09/2017
Absence | All Types

Status | All Statuses

Reset

Absence Balances
To view your current balances, click the Absence Balances option.

< Employee Self Service View Absence Balances
-, Report Time View Absence Balances

B =i \J Spec, Employee Services

I Request Absence )

™ View Requests Instructions

View available leave balances. Leave balances include requests that have not been processed by Payroll
Contact your supervisor or department time administrator with questions.

)| Absence Balances In accordance with state and system policies, vacation hours over the maximum carry forward balance on August
31 will be moved to Sick Leave. Maximum carry forward limits are based on your total years of qualified state
service. See the list below for the maximum number of hours that can be carried forward for full-ime employees
based on service years. Part-time employees accrue vacation leave on a proportionate basis and the maximum
cary over will also be proportionate.

+ Less than 2 years - 180 hours

+ 2 years to less than 5 years - 244 hours

+ 5 years fo less than 10 years - 268 hours
+ 10 years fo less than 15 years - 292 hours
+ 15 years fo less than 20 years - 340 hours
+ 20 years fo less than 25 years - 338 hours
- 25 years fo less than 30 years - 436 hours
+ 30 years fo less than 35 years - 434 hours
« 35+ years - 532 hours

Leave Plan e ce Service Years 1
Sick 803 Service Months 9
Vacation 28.00 Service Days 18
Comp 15 202
Comp Time: 1128

From within the tiles, use the Employee Self Service button in the upper left corner to return to
the homepage.
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< Employee Self Service

& Report Time

Payroll & Compensation
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The payroll and compensation tile includes pages related to data for processing your paycheck,

such as direct deposit and W-4 elections, as well as access to view paycheck and W-2

information.

Payroll & Compensation

[

Contents of the Payroll Tile

% Paychecks

| Direct Deposit

1 W-4 Tax Information
F Voluntary Deductions
F] View W-2/W-2c Forms
Lwel W-2/W-2¢c Consent

| Compensation History

Click on each of the content pages to view or take action as needed.

Paychecks

The system displays a list of the most recent paychecks. Click on the check line to view the
details. To view a different set of paychecks, click the filter button and update the date range.
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< Employee Self Service

B Paychacks

B Direct Deposit

1 W4 Tax Information
1 Voluntary Deductions
B View W.2W.2c Forms
=1 W-20W-2¢ Consent

B Compensation Histary

Payroll
Paychecks
T ef—
Check Date Company Pay Begin Date { Pay End Date Net Pay
02232017
01 6 UH System Consclidated £804.79 2010000
0wn&2017 Y8l QST
UH System Consolidated pameroty SH6T 34 S012800
i System Consolidate 57 3
0012017 08E2ANT g
08182017 UH System Consolidated 07126201 $018 31 2001500
! System Consolidate 3 5
oeue2oty
07H22017
/ UH System Consolidated 836 60 2999900
o201 7 Syt OFET

Paycheck Number

The paycheck displays in a scrolling window. Scroll up and down to view your entire paycheck.
When you are finished, click the “X” in the upper right corner to return to the tile tasks.

Tax Data
Fad Tax Status Single
Fed Allowances 0
Fed Addl Percent 0.000

Fed Addl Amount 5000

Paycheck Summary
Period
Current

Earnings

Descripton
Regular
Seck BWK
Col Rls BW
CMP1.0Eam

CMP1 5Eam

View Paycheck

Fay HaE  3h SHUUUU HeUmY

T Tax Status Mot applicable
WH Allows 0
TX Addi Percent 0.000

TX Addl Amount  $0.00

Gross Earnings Fed Taxable Gross Total Taxes Total Deductions
1,308.01 1,207.29 24995 10072
Taxes
Hours Rate Amount  Description
T0.50 16.350000 1,152.68 | Fed Withholdng
800 18350000 130.80 | Fed MELVEE
150 16 350000 2453 | Fed OASDUVEE
013
03

b

/' 3

Net Pay

G57.34

Amount

149,09
189

108

Direct Deposit

The system displays your current direct deposit elections. To add a new bank account, click the
Add Account button. To edit or delete an existing account, select the icon on the appropriate
bank account line. Remember, for security purposes, when changing direct deposit data, you
must know your primary account information.

59 Paychecks

7] Direct Deposit

5 W-4 Tax Information
] Voluntary Deductions
1 View W-2/W-2¢ Forms
W-2/W-2¢ Consent

] Compensation History

Direct Deposit

Review or modify your direct depesit. Due to timing, changes may not be active until next payroll

Direct Deposit Details

Amount or Deposit

Account Type Routing Number Account Number Deposit Type Percent Order
313555515 XXX 5555 Amount $55.00 998
Checking 315555260 XXXX495555 E: TR g0
Add Account

< Employee Self Service Payroll

Edit Remove
4 i}
4 i}
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Voluntary Deductions
Use the Voluntary Deductions page to enroll into optional donation plans. You can enter a goal
amount, or goal date. Once you reach the goal, the system will automatically stop the deduction.

< Employee Self Service Payroll
=5 Paychecks

= Voluntary Deductions
| Direct Deposit

. UH System Consolidated
] W-4 Tax Information

.:.'—_1 Volumary Deductions Review, add or update your voluntary deductions information
Voluntary Deductions
T View W-2/W-2c Forms Deduction Type Start Date  Stop Date  Status Deduction  Goal Amount  Goal Balance
3 W-2/W-2c Consent College of Arts 0gr2712017 In Future $10.00 150.00 0.00 Edit
#-| Compensation History Add Deduction

W2 Forms and Consent

Use the View W-2 task to view and print your yearly W-2’s. To elect to receive electronic
copies of your W-2, use the W-2 Consent page. Once you enroll in electronic W-2, all future
forms will be online.

< Employee Self Service Payroll /ﬁ\ ?’ = @
P& Paychecks W-2/W-2c Consent
= Direct Deposit i You currently receive W-2 or W-2¢ forms electronically
ﬁ W-4 Tax Information Select the checkbox below to withdraw your consent to receive an electronic W-2. You must withdraw your consent before Payroll has generated the current

year W-2's in order to receive a paper W-2 in the mail

=] Voluntary Deductions At any time you may consent for electronic W-2 delivery. Electronic W-2's can be printed (and reprinted) by employees through Self Service

Please contact the Payroll department with any W-2 questions.
o View W-2/W-2¢ Forms

[ W-2W-2¢ Gonsent [ 1 withdraw my consent to receive W-2 or W-2c forms electronically

“—| Compensation History

=

Compensation History
This page displays all historical compensation rate changes.

My Personal Info

The My Personal Info tile includes pages for you to view and/or update your name, contact and
other personal data elements.

My Personal Info

poy
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Contents of the My Personal Info Tile

& Legal Name

P& Preferred Name Change

& Addresses

t2 Contact Details

2% Ethnic Groups

Q Emergency Contacts

& Additional Information
Iarital Status

(&, Disability

4k Veteran Status

9 Work Address

] Release Personal Info

Legal Name/Preferred Name

Page |10

Use the Legal Name and Preferred Name options to update your name in the system. Please
note, if you are changing your legal name, you must provide updated documentation to Human
Resources. The request for name change is sent to Human Resources for approval. Preferred
name is used by sub-systems, such as email or directories. Preferred name does not need to be

approved.

To change your legal name, click the name record and enter the new information.

< Employee Self Service

My Personal Info

S Legal Name
S Preferred Name Change
& Addresses

¢ Contact Details

You MUST provide a new social security card to Human Resources before a name change goes into effect.
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Addresses

Use the Addresses task to update your home and/or mailing address. Please remember, if you

opt for a hard copy W-2, it is important to keep your address current in the system. To change
your address, click on the selected record.

< Employee Self Service My Personal Info /ﬁ\ ?' = @

S Legal Name Addresses

Home Address
PR Preferred Name Change

3939 Livingston Lake Court
& Addresses Pearland, TX 77581-4793 Current >

Brazoria

Q? Contact Details

Mailing Address
23k Ethnic Groups 3939 Livingston Lake Gourt

Pearland, TX 77581-4793 Current >
8§ Emergency Contact Brazoria
Hon| Cancel Address | Save.
k]
P
Bra Change As OF  0OME2017 [

1 Address Type Homs
Mail Country | United States =
=
Fed Address 1 | 1234 Cherry Tree Lane
B Address 2
Address 3
City |Friendswood
State | Tewas Q
Postal | 77541
County | Brazorna

Contact Details

Use the Contact Details page to view and update your phone and email addresses. To update,

select the record and enter the new data. Remember, business email addresses cannot be
changed.

My Personal Info
i Legal Name Contact Details B
Ph
W Fredemad Name Change rasen
+
Addresses
o Number Extension Type Preferred
¢t Contact Detalls T13/502-0647 Mabile J
2k Ethnic Groups TIXE02-0647 Home >
RS Emergency Contact TIAT43-5247 Main o >
E ™ Your "Mam” phone number i your office phone number, which s published m fhe uiversity's onine and ponted drectory
&, Additional Information
T Marital Status e
+
&, Drsatulity
Type Preferred
Q@ Work Agdress Business o 3
e Veteran Status Drestination >
il Release Persanal Info Home >
UH - Houston ?
Business” email address is the emal address assgnied 1o you by the unsversity, which is publshid in the universily's on-line and printed drectory,
and is used for comespandence from the university, For UH employees, the “Destination” ermail addres: eriter is where your business emid is routed
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Ethnic Groups
Use the Ethnic Groups option to view and/or update your ethnicity in the system.

Emergency Contact
Use the Emergency Contact page to view and/or update your contacts. To update the phone or
address for an existing contact, click the contact name. To add a new contact, click the (+) icon.

< Employee Self Service My Personal Info
5 Legal Name Emergency Contact
S Preferred Name Change + ‘
Contact Name Relationship Preferred

a Addresses

Nelson Scholl Parents >
& Contact Details

Thomas McMillin Spouse v >
2% Ethnic Groups

Additional Information
The Additional Information section displays your DOB, SSN, and start dates. If this data is
incorrect, please contact Human Resources.

Marital Status
Use the Marital Status task to update your current status. Marital status changes are submitted to
Benefits for review and validation.

< Employee Self Service My Personal Info

kalfieoalbiane Marital Status  Submit |
Current Married
Lm Preferred Name Change
Change Marital Status
., Addresses
*New Status | Diverced ﬂ

. Contact Details "As Of |09/18/2017
st Ethnic Groups

€ Fmeraencv Contact

Work Address

Use the Work Address option to view your current building and room. This information displays
in the online directories. If your building and room is incorrect, please contact your department
administrator or HR representative.

Veteran Status
Use the Veteran Status page to view and update your current status.

Release of Public Info

Use the Release of Public Info option to review and update your current elections. The
University often receives requests for employee data. If you have elected NO for an option, that
information will not be provided in a standard public information request. For more information
regarding the release of information, please click here to review the Texas government code.


http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.552.htm
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Benefits Summary

The Benefits Summary tile allows you to view your benefit enrollment information as well as
consent to and view electronic 1095-C forms.

Benefits Summary

|

+

>

Contents of the Benefits Summary Tile

*~ Benefits

)

E
1111

Form 1085-C Consent

View Form 1095-C

Benefits

Use the Benefits page to view your current elections. Changes to benefits elections must be done
in the ERS system.

< Employes Self Service Benefits Summary

I Banefits

I Form 1095-C Consent Benefits

Il View Form 1095-C As O DRMB2MT [
Type of Banafit Plan Description Coverage or Participation
Medical Health Select Family
Dental State of Texas Dental Choice Famiby
Vision Waived
Tobacco Premium Differential Waived
Life: Basic Life $5000
Supplernental Life Ugional Lile 2X Salary X1 X2
AD and O Vol AD&D Mbr+Fam $100,000
Dependent Lide Dependent Life and AD&D $5000
Short- Term Disabiity Short. Term Disability B6% of Salary
403n) A03b) TDA UHS $E35 Before Tax
Sick Sick Leave
Vacation Vacation Leave
Teachers Retirement System Teathers Retirement System T 7% of Earnings
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1095-C Consent and Forms
Use the 1095-C options to view your historical forms, as well as elect to receive the form
electronically. Once you elect to receive them electronically, all future forms will be online.

Total Rewards

Total Rewards

™

Total Rewards UH Fiscal Year 2017

What is Total Rewards?

We are pleased to roll out Total Rewards this year! Total Rewards is a statement that shows the
value of your hard work at the University of Houston. You can see in a snapshot your paid
earnings, paid leave time, the taxes you paid, your retirement contributions, and your health and
life insurance contributions. The reward statement will be updated each September for the prior
fiscal year. The statement you will see here is for fiscal year 2017, which is dated 9/1/16 —
8/31/17.

If you hover your mouse over the pie chart, you will see the percentages of each “piece of the
pie.” As you view each category of reward item on the side bar, you will see your contribution
as well as the University’s contribution in Taxes, Retirement Benefits, and Health and Life
Insurance, providing a visual of your Total Rewards package.

If you have questions regarding your statement, please see contacts below:

e Compensation — contact the Compensation Team
e Taxes - contact the Payroll Team at hrpay@ Central.uh.edu
e Retirement and/or Health and Life Insurance — contact the Benefits Team



mailto:hrpay@Central.uh.edu
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£ Employee Self Service Total Rewards

Total Rewards Summary

Compensation

Taxes

Ratiramanl Banalils

Health and Life Benefits

FY17 09/01/2016-
08I31IZ01T 01 September 2016 - 31 August 2017 v

Total Value $43,483.86

The Fie chart in this section demonstrates the breakdown of each category value of your Total
Rewards

Summary Employer Paid Employes Paid
‘Compenzation 91,555.53 0.00
Taxes 2,302.62 588466
Retirement Benefits 2,148.50 242307
Health and Life Benefits raarn 000
Total Rewards Surmmary 4348388 8.308.43

Printer Views
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To view the details associated to any of the categories, select the desired option (Comp, Taxes,
Retirement, or Benefits). Once in the category, click on a record to view additional details.

< Employee Self Service

Total Rewards Sumrna/
Compensation

Taxes

Retirement Benefits

Health and Life Benefits

Total Rewards

FY17 09/01/2016-
08/31/2017 01 September 2016 - 31 AugustZOﬁ

Compensation

All amounts are shown in US Dallar currency.

» View Summary Chart

Your Compensation grid comprises of your calendar year salary, paid overtime or leave, holiday,

longevity and any other possible forms of compensation before deductions are taken out

Compensation

Employer Paid

Paid Earnings \ 2534351

Paid Overtime and Extra Hours 0.00

Paid Leave 4 66522

Paid Heliday 1,546.80
Longevity Paid 0.00

u Paid - Other Compensation 0.00
Compensation 3155553

Miscellaneous

The miscellaneous tile allows for quick access to other commonly used self-service pages
including links to student and finance pages.
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Miscellaneous

= g il

Contents of the Miscellaneous Tile

% Manage Delegation

[ eTermination Checklist

[~ Change My Password

[~ UHS Change Password Help

My Campus Account

F~ AP Direct Deposit

= Employee Payment Inquiry

= Concur Travel Management

Page |16

Click on each of the content pages to view or take action as needed. The Manage Delegations
task allows you to view your current TRAM delegations. The eTermination Checklist only

displays for University of Houston employees.

Performance

Use the Performance tile to access current and historical ePerformance documents. You will
notice that the Next Due Date (if applicable) is on the Performance tile. This tile will only

display for University of Houston employees.

Performance

o
ail

Next Due Date 01/30/2018

Contents of the Performance Tile
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My Current Documents 1

My Historical Documents

Current Documents

Your current documents display. Click on the record to launch the ePerformance workcenter.
From the workcenter, you can view your performance criteria, complete your self-evaluation,
and view the final manager evaluation.

My Current Documents

Document Type Document Status Period Begin / Period End Next Due Date

01/01/2017
Performance Document Evaluation in Progress 01/30/2018 >
12/31/2017

Historical Documents
Select the Historical Documents task to view all prior year performance evaluations. Click on a
record to launch the ePerformance workcenter for the historical document.

My Historical Documents

Document Type Document Status Period Begin / Period End
01/01/2016

Performance Document Completed >
1213172016
01/01/2015

Performance Document Completed >
1213172015
01/01/2014

Performance Document Completed b4
1213172014

Training

The training tile allows you to enroll in training, view training history as well as complete your
annual disclosure information.

Training

1.4
«
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Contents of the Training Tile

& Training Summary

Request Training Enrollment

- Training Request Status

5 Consulting/Related Party

Training Summary

Page |18

Use the Training Summary to review all current and historical training requests. From here, you
can cancel any pending training requests.

< Employee Self Service
i] Training Summary
F Request Training Enrollment
T Training Request Status

] Consulting/Related Party

My Training

Training Summary

Jennifer McMillin

Select the Internal Training Course Name to view Details.
Internal Training

Course Name Course Start Date
F¥17 Confiict int Procurement 0873112017
Taleo Training 0ar312017
FY17 EEC 0ar312017
FY17 FERPA oarz1o7
FY17 808 oerz1zmy
FY17 Ethics Comp and Fraud 0853172017
FY17 UHS Data Use Agreement 087312017
FY17 UHPD CSA Training oerz1zoy
FY16 HR View 0ar31/2016
Canflict Int and Procurement 081312016
FY16 TRAM Training oerz12016
FY16 EEC 083112016
FY16 FERPA 08/312016
FY16 808 0erz12016
FY16 Ethics Comp and Fraud 0813172016

Course End Date
081312017
0ar312017
081312017
081312017
Dar312017
081312017
081312017
0ar312017
083172016
08312016
0ar312016
081312016
02/31/2016
0ar31/2016
081312016

Status
Completed
Enrolled
Completed
Completed
Completed
Completed
Completed
Completed
Enrolled
Completed
Enrolled
Completed
Completed
Completed

Completed

A v

New Window | Help | Persol

Cancel Request

~
Cancel Request
Cancel Reguest
Cancel Request

v

Request Training and Training Status
Use the Request Training Enroliment task to enroll in a course online. The training request is
sent to TAP in a nightly batch process. If it is an online course, you can log into TAP the next
day to access the training. Use the Training Request Status page to validate the request has been

submitted.

Consulting/Related Parties

The Consulting/Related Parties form should be completed at least once a year. If you plan to do
consulting, this form should be completed prior to the start date.
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Approvals

The Approvals tile provides access to items that require your approval, such delegation requests.
You will notice that there is a number in the lower right-hand corner of the Approvals tile. This
indicates that you have documents requiring your approval.

Approvals

| &

€

Contents of the Approval Tile

If a manager delegates TRAM tasks to you, you will find the link to accept the delegation request
here. Select each transaction to view more information or take action on this approval item.

Worklist

If you are an eForms approver, you will navigate to the Classic home page, where the link for the
work list appears in the top right menu. Remember, to access the Classic Home, click the
NavBar in the upper right corner.

Worklist ® -Home | Sign out

v @

Motification MavBar

From the Classic Home page, you can access your Favorites, the full drop-down Main Menu, or
utilize the quick links, such as TRAM Workcenter or eForms Home page.
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Favorites ¥ Main Menu ¥ Worklist ‘ #A& HR855TST - Home ‘ Sign out

ORACLE’ - ®

Notification NavBar

Personalize Content | Layout ? Help

Q

Dept Self-Service o

TRAM WorkCenter
(i View Manager Time and Labor WorkCenter

we== eForms Home Page
i~ | eForms Home Page

Assign Work Schedule
Assign an employee's permanent work schedule.

- Job Data
= Enter job information including work location and compensation details

mees Person Organizational Summary
1= View a summary of all the organizational relationships for a person

m=n Absence Request History - HR

=

mese \fiew Absence Balances - HR

1—

HR Forms & Reports C o~
"] Forms

) HR Forms

«#] Reports

! HR Reports
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