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1. Log into Oracle Manager Self Serve
https://mybiz.rit.edu

2. From the Responsibilities List (Navigation Window) — select:

RIT Employee / Adjunct Payment Entry
ICD Award Entry with Cost Account — RIT
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3. Search for the Person for the transaction. Enter the last name of the person in the
Search field. Click on Go
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Results are returned to the bottom of the screen. Click on the Select box next to the
employee’s name. Click on “Add To My List” to avoid having to use the search function
in the future. Once added to My List, these employees can be accessed from the My
List link on the search screen.
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4. Advanced Search can be used to refine a search.
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5. To begin a transaction, from People list select Action next to person’s name — this
may take a moment for the next screen to be returned.
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6. Select Compensation Type — after selecting the Compensation Type click on the
Next button (bottom of screen).

Usually around the beginning of May, the summer salary Compensation Types will
display. Only one Compensation Type can be selected at a time. Each Compensation
Type will have a corresponding amount and account number. An employee can have
several different Compensation Types to accommodate various grants and time frames,
however each one must be entered and approved separately.

e The Compensation Types options
- Full Quarter — The contract amount is for the full quarter and divided into 6 equal
payments beginning 6/15 and ending 8/31.
- Monthly — The contract amount is divided into 2 equal payments paid on the 15
and the end of the month (June, July, August).

e As you process entries you may notice various notations in the Status column on the
Compensation Type page.
- Pending approval — An entry has been submitted but has not been approved.
- Processed — An entry has been submitted and approved either for this year or
for the same type in a prior year. You may select a type with this status if the
entry was made in a prior year. Please refer to the MSS report Summer Salary
per a Certain Period for this information.

e If you select a type with a Status of Processed and the next page is “Compensation Update
Mode”, please STOP and contact your Human Resources Assistant for assistance. Changes
to entries must be made through Human Resources.
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7. On the Compensation Details screen, enter the total Contract Amount in the
Coverage Field — then click on the Next button. The system will calculate the
appropriate per pay period amount. The Justification box is for comments or notes; this
is not a required field. This will appear on the approval notification.

T Oracle SeF-Service Human Resourees; Campeniation Detads - Micrasofl nternet Explorer

Flli Edi Maw Fawites  Toola: Hap |-
¢ )
L]
i
-
e
(=
B Avmand iy wath Cosi Account - RET: Comspnsation Detads — . =
Canru] B e row sl [15% 1 Bl ‘
Ermpirpes Plams - Bumiy, Dugs Emp s Mumber -1
Orgarizanon Email Address Departivers b
Warage b o B |
- IleCalEd i edd Tald
Congeiraanon T Susimie Salary FUll Quartes Conteacs 1
Froguency Reousrdr
* Cowirags L Dl
Effactve Dam (1-Rkm-2000
T LE |
|

Canidd | | Gasnd Fir Labiss Halk LT

Home  Lonpaul Pisfers nces

- |
i Doae [T B R Coonl vt i
mlﬂ- {0 0 “I:rl,'.ﬂ..._l 2] Woot El-'i:lz ] Al Summer S _.IEannﬂ: Ex.. !lﬂ_,‘_‘t!r:u_ll- Salt... | | F Announ.. I !;1;%‘!‘?‘ ﬁl_ﬂi_-

RIT Internal Use Only 8/1/2011 8:13:00 AM Page 9 of 17



8. Enter Accounting Cost Code and Course Number or Additional Information.

The default account number segments are displayed with the ability to change them.
The system will validate the account number combination when moving to the next

screen (Review and Submit). Note: The ICD Course or Additional Information field must have an
entry.

Click on Update to enter Cost Account Information.
Click on Add to enter the Course Number or Additional Information

q Oracle Se¥-Service Hiiman Redaurcen Extra lFarmatian Tipe# - Microsal Intsrnst Explarss

Fik Edi Wk Fawidss Toak Hal '
N | 5 s R T N

e L e R et S -

BHTEEE ] i ornczmios L skt HTWLEL 0 _imabf_PROCESE v _BLEPERDS. ToP 555 il jmiaissisliticguge oeirianra aletonmraics] g o Liike

L]

=17]
-
r r RIT Employes £ Adoract Payment Entry 15
Herred Lagaa Pief .ﬂ
=
T Sl Srmrvion DSl Disvritn o bn bl s Petra Wlormationg — . . l;a
Cancuf Sinve oF Latng Berk Ll "a
Enp e Mame . Bunny, Dugs Emp lmpea Fiamber

Crcanizaion Emal addrg
Elick Lipclate o add o make changes o the esctiore: below, Click bt o moniroes the action, dck Back o rebam o e presocs page, cice Cancel o careel thie
sotir, o fl ek Sres for Latsr o fresh e achon [she

A0 Tt Alinatbon
Sedpct Object; | Updata
Geloct Saatus Enty  Dopaison [Hijerct ESTR Profect  Peodgras
[ m T m e el TR
Tl FATILTY 2 BT - SALWICE FETRUCTICH lird FiCie
ICn Conrse: o Ardvditonal Intesation
Aifd
Sdfodt Stttk Conprsis Mt U Ackdbona Blorinatiomn

P rea b e

Caniw | [ SeweFor Loter | | Back.| | feen |

Harsl  Lagaut Prefisgicis

i Dme ; [0 18 A Lol miranet ol
#/8mn || lirboe Microsat. | #1Want - One Doy, | 21S0mmer Salinst | S bicrosott Excel - [[#70racle Sett.Ser_ (v (T a8 000

RIT Internal Use Only 8/1/2011 8:13:00 AM Page 10 of 17



ICD Cost Allocation. All information has been defaulted with the exception of the
department number. Entity, Expense and Project numbers may be over-written as
needed. Click on Apply — this will take you back to enter the Course Number.
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ICD Course or Additional Information. Click on Add to enter Course Number. Each
payment entry must correspond to a single Course Number. The Course Number is
validated against the Master List from the Registrar. This list is updated on a daily
basis.

You may also select the Course Number from the list of values by clicking on the
Magnifying Glass icon. This will return the entire list, you can limit the list by entering a
portion of the number and % (ex 4003% will return all Course Numbers beginning with
4003).

From time to time, there may be circumstances where a course number is not
applicable such as when a payment is made for Research only. For those situations
there will be a “Not Applicable” value that can be selected. Use of this option will be
monitored and departments may be required to provide detailed explanations.

Click on Apply. This will take you back to the Cost Account and Course Number
screen.
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Once you are back on the combined Account Number and Course Information screen,
click on Next to continue. At this point the system will validate the Account Number
Combination and will also validate the calculation of the total Summer Salary contracts
that have been submitted online and via paper to ensure that the employee does not
exceed the percentage allowed on his/her base salary.
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9. ICD with Cost Account — Review. Review the entry for correctness and submit for
approval. Print this page if necessary. The Approver(s) will be listed at the bottom of
the page. The Supervisor of the person doing the entry is listed as the first approver.
The appropriate SPA rep will be listed as the final approver if the entry has a Grant or
Contract project number in the account number.
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10. Additional people can be added as approvers prior to any approver in the hierarchy.
Note: If the Pl is not listed as an approver, they must be added at this time. Select the
+ next to Add Adhoc Approver.
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To add people to either list, enter Last Name in the Approver field and click on the

Flashlight icon. Select the person from the results listing.

Approver Type — HR People
Category — Approver is added to the approval chain designated at some point before
the final approver, For Your Notification provides information only and the person has
no approval authority.

Insertion Point — The add hoc approver will be added to th
selected
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11. Confirmation
E-mail notifications will be sent to the person submitting upon entry and upon approval
for each transaction.
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Manager Self Serve Report

There is a Manager Self Serve Report for Summer Salary entries. The name of the
report is Summer Salary per a Certain Period. The report is accessed through the
Manager Self Serve access by each college. This access may be at the department
level or at the Dean or VP level.
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