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Instructions

http://finweb.rit.edu/customersupport/managerselfserve.html
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1. Log into Oracle Manager Self Serve
https://mybiz.rit.edu

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

Adjunct Entry
ICD Award Entry with Cost Account — RIT

3 Oracle Applications Home Page - Microsoft Internet Explorer Jﬂﬂ
File Edit View Favorites Tools Help ‘ e
Qo+ © ~ [x] 8] ] Dsen Jrmvortes @03 L W - @ B

Address [ s imybizstage.it.etu/OA_HTMLIOA Jsp70AFUNC=0AHOMEPAGEEakRegionAppiicationid=08navRespii=54777&navRespAnpld-e00£%] £ Go | Links

Logout Preferences

Logged In s

1 Full List i Personalize

From Subject Sent You have not selected any favorites. Please
There are no notifications in this view. use the "Personalize” button to set up your

favorites.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

@@00 /L] = e k]|

- Navigator
Personalize
l: iRecruitment Employee Candidate | RIT Adjunct Entry
g RIT Adjunct Entry ) E saved Actions
ye B e :
RIT Employee Self-Service ICD Award Entry with Cost Account - RIT

EIRIT Workflow User

|
& T BN

Aistart] | ] Inbox - Micro...| £1RIT - Human... | I Adjunct IGD.... | £ Oracle Appli... | « Ty UM @ 144 PM
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3. Search for the Person for the transaction. Enter the last name of the person in the
Search field.

23 Oracle Self Service Human Resources: Manager Actions - Microsoft Internet Explorer @

File Edit WView Favorites Tools Help ‘ E',' g

@ Back w o v B @ ¥h ‘ f‘r) Search *Favnntea @ ffzv ; A - J ﬁ ‘5 @

Address [ httus:/mybizstage.rit.edu/OA_HTMURF jsp?function_id=10067226resp_id=64777&resp_appl_id=800&security_group_id=0&lang_code=Uz] EJ Go

K

R' I 'T RIT Adjunct Entry |

L

Name  [Flynn Advanced Search My List p

ICD Award Entry with Cost Account - RIT: People in Hierarchy @

o ¢
Focus Name Assignment Number Job Department Action

i
- |
€] Done P A ealimenet |

dstart| || -] Inbox - Mi...| 1RIT - Cus...|  Adjunct I... [[#]oracle s... = adjunctic... ||=] Microsoft ...|

« LM @ 2:47 PM
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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.

2 Oraci Sei Service Human Resources: Simple Search -Microsotiieret Explorer ———_ IEIE3 g
File Edit View Favorites Tools Help ‘ i',’ é
e Back « o e |ﬂ @ Lh ‘ j.r) Search ‘?‘,'\\?Favnntes -E) ‘ f\;v ; A - J ﬁ ﬁ @
Address I@ https:#myhizstage rit edu/OAﬁHTMuOAJsp‘?pagezfuraclefappsfperfselfservme/seamhmehuvﬁasmSearEhPG&pDestinatmﬂ:HﬁiACTIDNEj Go | Links ™
2
R' I 'T RIT Adjunct Entry -
Name iflynn ﬂ Advanced Seal ‘;
ICD Award Entrywith Cost Atsqunt - RIT: People C]
Select Person| | Add To My List i‘
Select All | Select N
Select Name ~ I" ignment Number |Job |Departrnent Action
™ Flynn, Daniel Student Worker Student Employment s
7 Flynn, Donald Adjunct Faculty Adjunct Faculty Org i3
[ Flynn, Jason Student Worker Student Employment i3
[ Flynn, Kristina Student Worker Student Employment i3
7 Flynn, Nathaniel Student Worker Student Employment fid
™ Flynn, Stephanie Student Worker Student Employment fid
Return to People in Hierarch
Home Logaut Prefers
|
€] Done [T T B8 eaimanet |

#start| || ] Inbox - Mi...| #1RIT - Cus...|  Adjunct I... [#]0racle S... . adjunctic... | =] Microsoft .|| « 1Ty Lo @ 2:47 PM
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4. Advanced Search can be used to refine a search.

#j Oracle Self Service Human Resources:Advanced Search - Microsoft Internet Explorer @
File Edit View Favorites Tools Help | 'i',’ é
e Back o - \ﬂ @ ‘h ‘/Q Search ’i’k Favorites £4) [/\\' ; A - _J ﬁ 3 B
Address I@ hitps.#myhizstage r\t.edu/OAiHTMuOA15p?page=JUrac\e/apps/pen‘ae\fservwce/searchfWebu\/EaalcSearchPG&pDe5t\nat|un=HR7ACTIONEj Go @
K
R' I * I RIT Adjunct Entry |
Home Logout Preferences Ié‘]
i @
ICD Award Entry with Cost Account - RIT: People S)
)
Advanced Search @
Specify parameters and values to filter the data that is displayed in your results set.
@ Show table data when all conditions are met.
© Show table data when any condition is met.
First Name | is j |
Last Name I is j |
Assignment Number | is j |
Job i = Q
Go || Clear |Add Another |Assignment Category j Add
Select Name Assignme GEET iyl eec Iy =]  J0b Department Action
No search conducted. Assignment Number
(Assignment Status
Business Group
_ o Contingent Worker Number
Retumn to People in Hierarchy Department Save Search
Direct Reports Only
Employee Number
First Name
Grade
Hire Date
-]
& Done [ | 28 s Localintranet

« Ty L A@ 228PM

#/start] || 2] Inbox - Micro...| #1RIT - Human... | Adjunct ICD.... ||’ oracle Self ...

5. 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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) Oracle Self Service Human Resources: Simple Search - Microsoft Internet Explorer

-
File Edit Wiew Favarites Tools Help ‘ |',' é
@Back > &)~ \ﬂ @ kh|;)8earch »’M}(Favor\tes 63‘ v :\f a3 a3 (3
7]
R' I i I RIT Adjunct Entry |
Home Logout Preferences |24
&
Name iflynn Go | Advanced Search My List p
ICD Award Entry with Cost Account - RIT: People @
Select Person: | Add To My List i
Select All | Select None
Select Name ~ ‘Assiqnment Number |JD|] |Deparh11ent ‘ Action
[ Flynn, Daniel Student Worker Student Employment
[0 Flynn, Donald Adjunct Faculty Adjunct Faculty Org &
[ Flynn, Jason Student Worker Student Employment B
0 Flynn, Kristina Student Worker Student Employment B
[ Flynn, Nathaniel ] Student Worker Student Employment B
[ Flynn, Stephanie ] Student Worker Student Employment i3
Return to People in Hierarch
Home Logout Preferences
() 2006, Oracle. All rights resemved
-]
& Done [T | 2 sdLocalintranet

d/start| | ) Inbox - Mi...| £9RIT - Cus...| @ Adjunct I... [[&]0racle S... . adjunctic... | =] Microsoft .|« Ty 8@, 2:47 M

6. Select Compensation Type — then Next button (bottom of screen).

Each quarter the Adjunct Compensation Type corresponding to that quarter will be
enabled. There are 4 options for each quarter as well as a single payment option that is
available at all times. The quarterly options will be available to enter approximately one
month before the start of the quarter.

Use the quarterly course options to spread the payments across the entire quarter. Use
the single payment option for a one-time payment in one pay period (for example, to
pay a guest lecturer) or when a payment amount varies from pay period to pay period.
¢ Please note that only one single payment option can be awarded per person per
pay period. Multiple payments within one pay period should be combined into
one amount.
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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 quarter
or for the same quarter in a prior year. You may select a type with this status if
the entry was made in a prior year.

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
current quarter adjunct entries must be made through Human Resources.

manayer Juu AugunLL racuy
Personalize "Compensation Type"
Personalize "C; Type Table"
Select Compensation Type Frequency Status
€ Adjunct Single Payment once
€ Adjunct Spring Course 1 Recurring
€ |Adjunct Spring Course 2 Recurring
€ |Adjunct Spring Course 3 Recurring
€ |adjunct Spring Course 4 Recurring

¥TIP Distributions that are Pending Approval may not be changed.

Pending approval — An entry has been submitted but has not been approved. Pracessed — An entry has been submitted and approved either for this quarter or for the same quarter in a prior year. You may select a type with this status if the
entry was made in a prior year.

Cancel Save For Later Back Next

Diagnostics Home Logout Preferences Personalize Page

About this Page  Privacy Statement

Gepyright (<) 2008, Oracle. Al rights reserved

-]
[0 [ [ [ | [S2vocalintranet [a - [®we - z |

) start| | [ Tbox - Mirosoft Gutlok. | € Google - Windows Inter,.. | & 1CD Awerd Entry with €. | €8 Orarle Appications R12.., | | 2| Grecle Applcations - FR... | ] Adjunet 1D [Compatibl...| (] adjunet 160 Fag (Comp. | | (7)] % [« Tav S /E) 270 ] 12:03pm
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7. On the Compensation Details screen Enter Contract Amount in Coverage Field -
then Next button. The Justification box is for comments or notes; this is not a required
field. This will appear on the approval notification.

‘] Oracle Self-Service Human Resources: Compensation Details - Micrnsnl‘t[ntam_gt-‘;f orer _.||51 ﬂ .
File Edit View Favorites Tools Help | f,' o
- ™ F / ¢ L ; ;. & B F

Qe )~ 1] 2] ] s Loromns €]~ W B 0
Address |@ Hitps:iimyhizstage rit ecuiOs_HTMLIOA jsp?_rc=BEN_PLAN_SELECTION_PAGES_ri-B055 _ti=2695855248retainAM=Y SaduBreadCrumb=Naoapc=1 7 &oas=6aFj j Go. %
=
L 2 RIT Adjunct Entry ®
Home Logout Preferences g
ICD Award Entry with Cost Account - RIT: Compensation Details (=
1 Cancel | Save For Later | | Back | 1 Next | )

Employee Mame Employee Number

Organization Email Address Department

Manager Job

* Indicates required field
Corpensation Type  Adjunct Winter Course 4
Frequency Recurring
* Coverage |1000 US Dollar
(0 Mininum, 10000 Maximurn)
Effective Date  16-Dec-2008
Distribution Start Date  16-Dec-2008
Justification El
I

| cancel ‘ | Save For Later Back | |7Ne§t

Home Logout Preferences

. All rights reserved.

i |
€] Done [ [ [ |2 83 Localintranet -
#istart| | 0] Sentterns 2 .| £1RIT- Human | O Oracle Busi. | &) Oracle S | 9 Adjunct1cD.. | I RE: Spring . | [« L 0/27@ 544 Am
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8. Enter Accounting Cost Code and Course Number.
The default numbers are displayed with the ability to change them. The system will
validate the account number combination.

Click on Update to enter Cost Account Information.

4 Oracle Self-Service Human Resources: Extra Information Type - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools Help 8
. . N

@Back - o - u @ Lb |)ﬁ Search *Favoriles @ E;ir_gv ..‘,7_ - - J ﬁ .‘ﬁ @
Address IQ Hitps:iimyhizstage rit sowOs_HTMLIOA jsp?_ro=BEN_COMP_DETAILS _PAGES_ri=B0580MFunc=RIT_BEN_S5_MGR_ICD 5555524 &retainAM=" addBre
=
1junct Entry ]
Home Logout Pre g
ICD Award Entry with Cost Account - RIT: Extra Information [C)
Cancel Save For Later | Back | Next | @

Employee Mame Employee Number

Organization Email Address Department

Manager Job

Click Update or Add to make changes o the sections below, Click Mext to continue this action, click Back to return to the previous page, click Cancel to cancel this
action, or click Save for Later to finish this action later,

ICD Cost Allocation

Select Object: | Update

Select Status  Entity  Department Object Expense Project  Program
ol 01 FO400 10 Ooooo Ooooo
RIT ADIUMCT FACULTY - SALARIES INSTRUCTION MNONE MNOME

ICD Course Information

Add

Select Status Course Number
Mo results found,

Cancel Save For Later | Back | Negt ‘

Home  Logout Prefere

|
[&]Done [ [ | |2 sdvLocal intranet
#istart] | 5] Sent tems 2| €1RIT - Human | D Oracle Busi. . |[€10racle Self-.. @] Adunct ICD. | - RE: Spring . ||« [0/ 545 Am
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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.

v g [P ——
Enter ary changes below. Click Cle to continue this action, click Cancel to cancel this action and return 1o the previous page.

Entity  [01 Q
RIT

Department [7oa00 | G4,

CAST-CIVIL ENGIMEERING TECHMOLOGY
Ohject [70400 | G,
ADIUNCT FACLLTY - SALARIES

Expense |10 Q

INSTRUCTION

Project |oooon | &,

MOMNE

Program  |00000 Q

MOMNE

Cancel Apply

Home Logout Prefe

Oracle. All rights reserved

|
|@ Done. lililililggmcal intranet
#istart| | 0] sentlterns 2. | £1RIT - Human_. || Oracle Busi.. [[€] Oracle Self-.. @) adunctiCD... | - RE Spring . | [« <278 547 AM
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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 course preparation for a new course
scheduled to begin in a subsequent quarter. 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.

ck Ok to continue this action, gick Cancel to cancel this action and return to the previous page.

or Additional Information  |010253001 -

Course Number

Canced | | Apply

Diagnostics Home Logout Prafarances Halp Personalize Page

About this Pags  Privacy Statament

I | | [%d Local inkranet | R = 5 |
istart] | [ ke - Moot ook | 2 o - winowrs Tnteers.. | £ 0910 adhmets [rmw...llamm)m[rmwm...l & Oracle Self-Service ... @) T Ty N 004 am

Click on Next to continue.
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9. Review entry for correctness and submit for approval. Print this page if necessary.

ICD Award Entry with Cost Account - RIT: Review - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help | o
Qo - O+ 1 (2] ] s e @ (- L@ @ B
Address |:§| hittps: Simepbizstage pit el _HTMUIOS jsp?_re=HR_EIT_TOP_SS&_ri=80040AFunc=RIT_BEN_S5_MGR_ICDE ti=2695855 244 retainAbi=" SaddBreadCrumb=hls j Go | Links >
Organization Email Address  djftad@ritedy Department  Adjunct Faculty Org B
Manager Job  Adjunct Faculty

Review your changes and, if needed, attach supporting docurments,
@ Indicates Changed Ttems,

Compensation Distribution

“TIP To wiew this amount in a different currency, set a preferred currency in Preferences
Mo exchange rate has been defined for the selectad currency

@O oOLIMNEES K|

Proposed
Compensation Type Adjunct Winter Course 4
Frequency Recurring - Quarterly
Coverage 1,000.00 US Dallar
Effective Date 16-0ec-2008
Distribution Start Date 16-Dec-2008

Extra Information Type

ICD Cost Allocation

Current Proposed
Entity 01 01
Department 70400 @
Object 70400 70400
Expense 10 10
Project 00000 0oooo0
Program 00000 0oooo
ICD Course Information
Proposed

Course Number 06058-301-01

=l
|@] Dione l_’_’_’_E %J Local intranet o
distart| | | senttems 2. | €)RIT - Hurnan. .| 9 Cracle Busi.. |[&71CD Award .. #) adjunctICD. .. | -1 RE: Spring ... ||« W 0/*"@ 950 AM
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10. Additional people can be added as approvers prior to the approver in the hierarchy.
Additional people can also be notified and not be part of the approval chain. Select the
+ next to Add Adhoc Approver.

4 ICD Award Entry with Cost Account - RIT: Review - Microsoft Internet Explorer

€O UILORES®H|

File Edit ‘iew Favorites Tools Help | l','

@Back - O - lj @ kh |/ﬁj Search ii\\'(Favoriles {‘}| < A_‘; A - J ﬁ ‘3

Address |§‘] Hittpes: fmybizatage rit.eduios_HTMLIOA jsp?_ro=HR_EIT_TOP_SS&_ri=80080AFunc=RIT_BEN_SS_MGR_ICDS_ti=269585524 &retainAM=" SaddBreadCrumb=Ns j Go ‘ Links *

ICD Course Information

Proposed
Course Number 0603-201-01

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.

None | Add

Approvers
Details Line No Approver Approver Type Order No Category Status Delete
[ Shioe |1 Yates, David HR People 1 Approver

[+ Add Adhoc Approver

Comments to Approver

|

I |

Cancel Printable Page | Save For Later | Back | Submit

Home Logout Preferences

[&]Done [ [ | |2 sdvLocal intranet __
#istart| | 5] Sent tems 2| €1RIT- Human | D Oracle Busi. |[E11CD Award .. @) Adunct ICD. | - RE: Spring . ||« ®0[C/%'® 550 Am
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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 the list before the name
selected

‘3 ICD Award Entry with Cost Account - RIT: Review NEE =l
File Edit View Favorites Tools  Help | o )
Back v | - lj d SN =E . ' i €]
@ \_) LS Ll S 2 Search and Select List of Values - Microsoft Internet Explorer !Em
Address |g“; hits: fimybizstage rit eduwiDA_HTMLIDA | Go | Links > ]
Search and Select: Approver » 2]
Cancel Select =
Search &
To find your item, select a filter item in the pulldown list and enter a value in the text field, @
then select the "Go" button. &
C)
Search By IApprover j |E\oese @
Results
Duick Business
Select Select Approver Job Department Group Email

o 2 Steven

d Adhoc Approver
Ty |HR People 'I

¥ |Apprc|\rer 'l
t oint: |Yates, David 'I A

Boese, Professional/sdministrative TS Systems  ROchester  spbfa@rit.edu
Developrment  Institutz of

Technology

Cancel Select

[&] Done

[ [ [ [ |2 83 Local intranet Y

|-§] Done.

@'start| | O] Sentitem... | €1RIT-Hu... | © Oracle B.. | €110 Awar... | 81 AdjunctiC..| | RE. Sprin.. |[&7Search a..

El

’_ E |— ’_ E |\:J Local intranet

« Tl o[®e 952 AM
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11. Confirmation
E-mail notifications will be sent to the person submitting upon entry and upon approval.

<A Oracle Self-Service Human Resources: Confirmation - Microsoft Internet Explorer
File Edit ‘“iew Favorites Tools Help | -

eBEEk - o v D @ \_;j |pSEErEh *FEVDI’I‘ES @

Address IE Hitps: nybizstage rit.eduiOs_HTMLIOA jsa?_ro=HR_REWIEW_TOP

R' I L I RIT Adjunct Entry

Confirmation

S R

08OAFUNC=RIT_BEN_S5_MGR_ICDS_ti=2605855246reteinaM=Y SacoBrescCrun 7| (£ Go

Links *

Home Logout Prefer

@O UYCIILEOeRE]

Your changes have been submitted for Approval.

Home

Home

|
|@ Done l_l_f_l_’Eganal intranet
#istart| | [0 Sentlterns 2. | £1RIT - Human .|| Cracle Busi.. [[€] Oracle Self-.. @] adunctICD... | - RE Spring . | [« < C/*'@ 5:53 AM
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Manager Self Serve Reports

Manager Self Serve reports for Adjunct information are available. There are two reports
that provide data for all colleges and there are two reports that provide data that is
college specific.

The reports with information for all colleges are accessed through the RIT Adjunct
Query link:

« Current Adjuncts Report — This shows any adjunct currently getting paid

« Adjuncts Beginning with a Certain Date — This asks for a start date parameter
and will display all Adjuncts set up to be paid >= to the date specified (this date
can be in the past or in the future).

The reports with information that is college specific can only be accessed through the
individual RIT Manager Self Service link (eg RIT MSS COB Dean Manager Self
Service). Both of these reports include the total amount to be paid and the per pay
period amount:

« Current Quarter Adjuncts — This shows any adjunct currently getting paid
« Adjuncts Per a Certain Period — This asks for a start date parameter and will

display all Adjuncts set up to be paid >= to the date specified (this date can be in
the past or in the future).
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