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Online Attendance Certification - Supervisor

Procedure

In this topic you will learn the Online Attendance Certification - Supervisor process.

Step Action

1. Outlook is used notify employees that certification is required via email. The
employee will certify his/her attendance within PeopleSoft Self-Service.

NOTE: Employee Attendance Certification must be completed by the 10th of each
month.

2. The Email notification life cycle is defined as follows:

+ 5th of each month - an email notification will be sent to employees requesting
that they electronically sign their attendance certification statement.

* 9th of each month — email reminder sent to those that have not yet certified.

+ 11th of each month - Supervisors will receive an email notification to certify
attendance for each of their direct reports. The email will provide the status of each
direct report’s certification.

NOTE: Supervisor Overrides: In the event that an employee is on extended
absence and unable to certify, Supervisors can complete their required
certification by providing an override reason (transfer, termination, extended
absence, FMLA) and comments explaining the need for the override. When the
employee returns s/he will certify attendance for previous months.

+ 14th of each month - Supervisors failing to certify for one or more employees
will receive a reminder.

NOTE: If the employee and/or supervisor have not certified by the 15th, overdue
notices will be sent.

+ 15th of each month - Employees failing to certify receive an Overdue

Notice. Their supervisor is also notified that the employee’s certification is overdue.
+ 20th of each month — Supervisors failing to certify for their direct reports receive
an Overdue Notice. Their immediate supervisor also receives a notice.

+ 25th of each month — HR is notified of all employees and supervisors who have
not certified.
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Sent Irerme PeopleSoft LSUHSC ... Test HRTRN: Time Certification Statement for the month of Octo... Thu 11/17/2016 11:36 AM
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Junk E-mail [1] Please click the link below to electronically sign your monthly time worked certification statement by the 10th of
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Step Action

On the 5th of each month, employees will receive the email displayed here to begin
the certification process.
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H T Test HRTRN: Supervisor Time Certification Statement for the month of October 2016 - Message (HTML) ? B - x
MESSAGE
Begnoe L—(i fL—(.' L—_i 2 Mecting :3‘ Mave to: 7 V| TaRules~ TMarkumead E%) # Find Q
3 To Manager - Mi0neNote B Categorize~ B Related =
& Junk - Delete  Reply REAP”\\,' Forward B More = B Team Email - M?ve EPActions= [P Follow Up - Trar\'!\ate s Select - Zoom
Delete Respond Quick Steps & Move Tags & Editing Zoom ~

Thu 11/17/2016 3:04 PM
PeopleSoft LSUHSC <no-reply>
Test HRTRN: Supervisor Time Certification Statement for the month of October 2016
To

@ I there are problems with how this message is displayed, click here o view it in a web browser.

Supervisors can now complete the October 2016 attestation process for employees that have certified. Should one of your direct reports not have the
ability to certify by the 15th, please attest and provide a reason.

Emplid | Name Employee Certified
John Doe Yes
John Doe Yes

Please click the link below by the 15th of the month to electronically sign your department's monthly certification statement.

Supervisor Certification

jj, Unable o login to: SharePoint D "
@ @ ‘ m H @ n}l @ = AL 11%%?52

Step

Action

4.

On the 11th of each month, Supervisors will receive the email displayed here.
Click the Supervisor Certification link.

NOTE: If you are using a cellphone, ipad, or other type of mobile device, clicking
the link will take you to the remote LSUHSC logon page and the fluid menu.
Please see the last page of this document for remote access logon on and fluid
menu navigation instructions.

Supervisor Certification
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5= =l B

e@h@ https://rcba.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/7emd O ~ & € ” (& LSU Health Remote Access Po... | & Oracle PeopleSoft Sign-in X ‘ | {0 g fsd

LS

PeopleSoft HRSA - PSOHRTRN 1

User ID

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your

session
Sign In I

os1pM | |
12AI6 ||

eleld &

Action

Enter the desired information into the User ID field. Enter "LSUTIGER1".

EEEES

g@|@ https://rcba pshelsuhsc.edu/psp/hitrn/EMPLOYEE/HRMS/7cmd O ~ & € ” 2 LSU Health Remote Access Po... | (& Oracle PeopleSoft Sign-in -~ ‘ | A ok

LSLU

PeopleSoft HRSA - PSO9HRTRN 1

User ID

| LSUTIGERS ’

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your

session
Sign In I

elelE I
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Step

Action

Enter the desired information into the Password field. Enter "GeauxTigers".

&« @|@ https://rcba pshe.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HAMS/c/7Z. O ~ @& & || (& Certification (Supervisor) {0 3¢ isd

Favorites ¥ Main Menu ¥ > Manager Self Service ¥ >  Ceriification (Supervisor)

PS9HRTRN

WEBRCB2

[Supervisor Certification

John Doejg Empl ID;
Job Title: Empl Red. 0

Supervisor Direct Reports

New Window | Help | Personalize Page | i

Supv Certified:[No__~| Empl Certified: End Date Q Search
Certifications History Find |ViewAl | & | B First @ 1-20f
Supervisor Date/Time Employee  |Leave | Certification Supervisor DaterTim
Certify ~ |Dedin Date End Daks Employee Name Certified Detsil  |Reason Commerts Certified Certified
1 O 1010112016 1013112016 John Do 111772016 11:37AM  [View’ Comments
2 O 1010112016 103112016 John Dog 11172016 2:34PM  [View Comments
Select All

By checking the box above and pressing submit, | cerlify that all leave that my employees have taken of any
type during the monthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment.

Departmental Reports

>
oleal L @ T

Step

Action

You can view an employee's absence detail by clicking the View link in the Leave
Detail column.

Click the Line 1 View link.

|E’ iew
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& @K@ hitps://rcba.pshe lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ 0 ~ @ ¢ || (& Certification (Supervisor)

Favorites ¥ Main Menu ¥ Manager Self Service Certification (Supervisor)
PS9HRTRN
WEBRCB2
John Doe!
Begin Date: 10/01/2016 End Date: 10/31/2016
Leave Reported Find \I [ First 4/ 10f1 ‘B Last
StartDate  EndDate  Description Hours  Status

New Window | Help | Personalize Page | i

el ® o @

[E=1 =8 )
ALY

A Home

2a1em ||
11/18/2016 |

AR T

Step Action

8. In this example, the employee had no absence taken during the month.

Click the Return button.

Return
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[E=1 =8 =)

€« @|@ https://rcba.pshelsuhsc.edu/psp/hitrm/EMPLOVEE/HRMS/c/ZZ_ O ~ @ @ |[ @ Certification (supervisor) % o~

Favorites ¥ Main Menu ¥ Manager Self Service ™ Certification (Supervisor) A Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | i
Supervisor Certification

J Empl ID:

Job Title: Empl Red. 0

Supervisor Direct Reports

Supv Certified: Empl Certified: End Date Q@ Search
Certifications History Find [Viewan | 2 BB Fist @ 12
Supervisor Date/Time Employee  |Leave  |Certification Supervisor Date/Ti
Certify | De@in Date Es Employee Name Certified Detsil  |Reason Commente Certified Certifie]
1 O 10/01/2016 1013112016 John Doe 111712016 11:37TAM  [Wigi) Comments |
2 O 10/01/2016 10/31/2016 John Doe: 1117/2016 2:34PM  [View Comments

Select All

By checking the box above and pressing submit, | certify that all leave that my employees have taken of any
type during the menthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment.

Submit

Departmental Reports

>
2aiem ||
11/18/2016 |

s

el @ = & -

Action

Click the Line 1 Comments link.

Comments
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@ Certification (Supervisor) {27 i23
Certification (Supervisor)

<« n@} @ https://rcha.pshe lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS//ZZ. O ~ @ &

Favorites ™ Main Menu ~ » Manager Self Service ™ ﬁ Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | E=|
Comments

Empl ID: John Doe

Begin Date: 10/01/2016 End Date: 10/31/2016

Comments Find | View Al First ‘&) 10f1 ‘& Last
) FHE
Originator:

Datefime:  11/18/2016 12:16PM

Comment: Employee is out on extended leave and unable to certify
time:

Save

=< Retumn =>

Elelele o - @

11/18/2016 | | |

Step Action

10. Comments, such as the one shown here, are added to the Comments panel to

indicate a supervisor override for an employee's attendance certification. Comments
should be added when the following conditions occur:

* Employee transfer

* Employee termination

* Employee is on extended absence
* Employee is on FMLA
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x ALY

#A Home

& @K@ https://rcba.pshe lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ 0 ~ @ ¢ || (& Certification (Supervisor)

Favorites ¥ Main Menu ¥ Manager Self Service ™

Certification (Supervisor)

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | i
Comments

Empl ID: «John Doe’
Begin Date: 10/01/2016 End Date: 10/31/2016

Comments Find | View All First ‘&' 10f1 & Last
. HEH
Originator:

Datetime: 1118/2016 12:16PM

Comment: |Employee is out on extended leave and unable to certify
time

Save

<< Return »»

@ “ W H @ ._.E!] @ o o g 26PM al

11/18/2006 |

Step Action

11. Click the Save button.
Save
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& @|@ https://rcba.pshelsuhsc.edu/psp/hitrn/EMPLOVEE/HRMS/c/ZZ O ~ @ € || & Certification (Supervisor) 0S¢ fed

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Certification (Supervisor)

A Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | i
[Supervisor Certification

John D Empl ID;
Job Title: Empl Red 0
Supervisor Direct Reports
Supv Ceniﬁed: Empl Certified: End Date Q Search
Certifications History Find |ViewAl | @ | B Fist @ 1-20f
Supervisor Date/Time Employee  |Leave | Certification Supervisor DateTim
Certify ~ |Dedin Date End Daks Employee Name Certified Detsil  |Reason Commerts Certified Certified
1 O 10/01/2016 10/3112016 John Do 111772016 11:37AM  [View Comments
2 O 10/01/2016 1013112016 John Doe 11M7/2016 2:34PM  [View Comments
Select All

By checking the box above and pressing submit, | certify that all leave that my employees have taken of any
type during the monthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment.

Submit

Departmental Reports

>

el @ sl e
Step Action
12. Review the certification message located above the Certification History section. By
clicking the Submit button, you are attesting that the information provided is correct.
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E=5 R e
& @|@ https://rcba pshe.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HAMS/c/7Z. O ~ @ & || & Certification (Supervisor) {0 29 fsd
Favorites ¥ Main Menu ¥ Manager Self Service ™ Certification (Supervisor) #A Home
PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page | iE
Supervisor Certification
John Doey Empl ID
Job Title:  DIRECTOR OF NON ACADEMIC OR SE Empl Red: 1]
Supervisor Direct Reports
Supv Certified: Empl Certified: End Date Q Search
Certifications History Find |view Al | 2 B First @0 120f
Supervisor R DatelTime Employee  |Leave | Certification Supervisor Date/Timy
Certity  |Dedin Date EAr Employee Name Certified Detsil  |Reason (Eommat Certified Certified
1 O 1010172016 10/31/2016 John Doe 111712016 11:37AM  |View Comments
2 O 10/01/2016 1073172016 John Doe 111712016 2:34PM  |View Comments
Select All
By checking the box above and pressing submit, | certify that all leave that my employees have taken of any
type during the monthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment
Departmental Reports
>

@ “ m H @ ._.,f_.!] @ e B 13-]1:{;:;2

Step Action

13. You will click the Supervisor Certify checkbox for each employee whose attendance
you wish to certify.

Click the Supervisor Certify Checkbox option.
[

]

14, Click the Submit button.
Submit
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&« @|@ https://rcba.pshe.lsusc.edu/psp/hitrm/EMPLOVEE/HRMS/c/ZZ_ O ~ & @ |[ @ Certification (supervisor) % I T¢ s

Favorites Main Menu Manager Self Service Certification (Supervisor) A Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | =

[Supervisor Certification

John DoeTEET Empl ID;
Job Title: Empl Red 0
Message

= Supervisor Direct Reports

Supv Certified: Empl Certified: Supervisor certifications have been requested for the following employees

Certifications History EndDate Emplid  Name Find [Viewal | & B Fist @ 1208
il e o B el =
1 10012016 |103172016 Commants
2 10012016 [10212016 | 55 00 wish to continue? Comments
Select All No

By checking the box above and pressing submit, | certify that all leave that my employees have taken of any
type during the monthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment.

} Departmental Reports

clel@ @ . @ be 2N

Step Action

15. A confirmation message displays.
* Click the Yes button to certify attendance for the displayed employees.
* Click No to return to the Supervisor Certification panel to make changes.

Click the Yes button.
Yes
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& @|@ hitps://rcba.pshe lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ 0 ~ @ ¢ || (& Certification (Supervisor)
Manager Self Service ¥ Certification (Supervisor)

Favorites ¥ Main Menu ¥

PSO9HRTRN
WEBRCB2
New Window | Help | Personalize Page | i

[Supervisor Certification

Empl 1D
Empl Red 0

John Doe
Job Title:

Supervisor Direct Reports

Supv Certified: Empl Certified: End Date Q Search
Certifications History Find | View All || E First ‘4 10f1 (&) Last
BeginDate |EndDate  |Employee Name e R | =R <= e Comments e e
Leave
1 Detail Comments
Select All

By checking the box above and pressing submit, | certify that all leave that my employees have taken of any
type during the monthly period is reported, and that leave time, together with their hours worked plus paid
holidays, equals the required number of hours commensurate with the conditions of their appointment.

Departmental Reports

(1232 Fl
= " 1108006

elrlmlE o &

Step Action

16. Click the Home link.

Home
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&« @|@ https://rcba.pshe.suhsc.edu/psp/hitrn/ EMPLOVEE/HRMS/h/Tta O = @ @ || @ Emplayee-facing registry . A A

Main Menu ~

|

Personalize Content | Layout ? Help

ele|mE L @ s o,

Step Action
17. Click the Sign out link.
18. Additional Email Notifications

Page 14




Training Guide

LSUNO Online Attendance Certification

Supervisor

Conversation History
Junk E-mail [1]
McAfee
Outbox
quarantine

- RSS Feeds

- Search Folders

© = Inbox - - Outlook ? B - x
HOME SEND / RECEIVE FOLDER VIEW
T = SN ~ N 3 . Search Peopl
= ’._‘E it Ignore x & (f (l ﬁ—_; 2 Mesting Move to: 7 Move 2 Unread/ Read im eople
N ‘N‘ %% Clean Up - - Rﬁ(" ro Forr 3 To Manager - GRules- M Categorizer [ Address Book
ew  New elete  Reply Reply Forward [ - - §
Email Ttems+ S Junk~ Al i More EJ Team Email *| MioneNote [* FollowUp~ Y Filter Email -
New Delete Respond Quick Steps 3 Move Tags Find ~
4 Favorites < All Unread Search Current Mailbox [Ctrl+E] £ | Current Mailbox ~
Inbox 1 2| Oyl | FROM SUBJECT RECEIVED A4 -
Sent Ttems PeopleSoft LSUHSC... Test HRTRN: Reminder - Time Certification Statement for the m... Thu 11/17/2016 2:47 PM
This Is  reminder that your monthly certification statement is due by the 10th of the month, Please click the link
Deleted Items
a
& Inbox 1
Drafts
Sent Items €2 Reply G2 Reply All 2, Forward
[Deitediene PeopleSoft LSUHSC <no-reply> 247 PM
> Archive LSUHSC i . L
= Test HRTRN: Reminder - Time Certification Statement for the month of October 2016
Conversation History v

This 1s a reminder that vour monthly certification statement 1s due by the 10th of the month.

Please click the link below to electronically sign your monthly time worked certification statement.

Emplovee Certification

ji, Unsbie 1o login to: SharePoint

THIS FOLDERIS UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE [}

3

Z52pM | |
1/17/2016 |

AR T

Action

On the 9th of each month, employees will receive the email displayed here as a
reminder to certify their attendance if they have not already done so.
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H & 5 TestHRTRN: Reminder - Supervisor Time Certification Statement for the month of October 2016 - Message (HTML) ? H - x
MESSAGE
R 1gnare x ﬁ‘(ﬂ E_(i ﬁ—_ﬁ 2 Mecting ;anetn:? V| DRulesw  E%Mark Unread a"é i Find Q
3 To Manager - Mi0neNote B Categorize~ B Related =
& Junk - Delete  Reply R;ﬁl\y Forward G| More~ | =1 Tesm Ematl =) Maove Etactons~ P Falow Up- Translate b Select- ‘o0m
Delete Respond Quick Steps n Move Tags o Editing Zoom A

Thu 11/17/2016 3:05 PM

PeopleSoft LSUHSC <no-reply>

Test HRTRN: Reminder - Supervisor Time Certification Statement for the month of October 2016
To

6 I there are problems with how this message is displayed, click here o view it in a web browser.

Supervisors can now complete the October 2016 attestation process for employees that have certified. Should one of your direct reports not have the
ability to certify by the 15th, please attest and provide a reason.

Emplid | Name Employee Certified
John Doe Yes
John Doe Yes

Please click the link below by the 15th of the month to electronically sign your department's monthly certification statement.

Supervisor Certification

- D -
el o =] Srmpe el

Step

Action

20.

On the 14th of each month, Supervisors will receive the email displayed here as a
reminder to certify attendance for their direct reports.

NOTE: Complete steps 4 - 16 to certify direct reports attendance.
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© = Inbox - - Outlook ? B - x
HOME SEND / RECEIVE FOLDER VIEW
T = ~ N ~ ¥ - 3, . Search Peopl
= ’._‘E it Ignore x & (f (l ﬁ—_; 2 Mesting Move to: 7 Move 2 Unread/ Read im eople
N ‘N‘ T Ceanp ¥ Rﬁ(" e £3 To Manager +| GRuless  MicCategorize~ 5 Address Book
ew  New elete  Reply Reply Forward [ - - §
Email Ttems+ S Junk~ Al i More EJ Team Email *| MioneNote [* FollowUp~ Y Filter Email -
New Delete Respond Quick Steps 3 Move Tags Find ~
4 Favorites < All Unread Search Current Mailbox [Ctrl+E) £ | Current Mailbox ~
Inbox 5 2| Oy | FROM SUBJECT RECEIVED A4 -
Sent Ttems PeopleSoft LSUHSC... Test HRTRN: Past due - Time Certification Statement for the mo... Thu 11/17/2016 3:03 PM
Your monthly certification statement is past due. The due date for the certification statement Is the 10th of every
Deleted Items -
a
& Inbox 5
Drafts
Sent Items €2 Reply &2 Reply All 2, Forward
[Deitediene PeopleSoft LSUHSC <no-reply= 303 PM
> Archive LSUHSC i L
= Test HRTRN: Past due - Time Certification Statement for the month of October 2016
Conversation History v

Conversation History

Junk E-mail [1] Your monthly certification statement 1s past due. The due date for the certification statement 1s the 10th of every
McAfee month.
Outbox
quarantine Please click the link below to electronically sign your monthly time worked certification statement.
[ RSS Feeds
b Search Folders Employee Certification

I~ T jj, Unabie tologin to: ShareRoint. D

THIS FOLDERIS UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE [} B

AR T

11/17/2006 |

Step Action

21. On the 15th of each month, employees who have failed to certify attendance will

receive the Overdue Notice displayed here.
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H 4 5 TestHRTRN: Past due - Supervisor Time Certification Statement for the manth of October 2016 - Message (HTML) ? H - x
MESSAGE
R 1gnare x ﬁ‘(ﬂ E_(i ﬁ—_ﬁ 2 Mecting ;anetn:? V| DRulesw  E%Mark Unread a"é i Find Q
3 To Manager - Wi0neNote B Categorize~ B Related =
& Junk - Delete  Reply R;ﬁl\y Forward G| More~ | =1 Tesm Ematl =) Maove Etactons~ P Falow Up- Translate b Select- Zoom
Delete Respond Quick Steps n Move Tags o Editing Zoom A

Thu 11/17/2016 3:07 PM
PeopleSoft LSUHSC <no-reply>
Test HRTRN: Past due - Supervisor Time Certification Statement for the month of October 2016
To
3

@ ¥ there are problems with how this message is displayed, click here to view itin a web browser.

Your monthly supervisor certification statement for the month of October 2016 is past due.

The due date for the supervisor certification statement is the 15th of every month. Should one of your direct reports not have the ability to certify,
please attest and provide a reason.

Emplid | Name Employee Certified
John Doe Yes
John Doer Yes

Please click the link below now to electronically sign the supervisor monthly certification statement.

Supervisor Certification

C & O o @ Cmmme S

Step Action

22. On the 20th of each month, Supervisors who have failed to certify attendance for
their direct reports will receive the Overdue Notice displayed here

NOTE: Complete steps 4 - 16 to certify direct reports attendance.
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H S TestHRTRN: Employees and Supervisors not certified for month of October 2016 - Message (HTML) (Read-Only) ? 3 - x
MESSAGE
Booe X QIR S mwens el W G0 e B B
& Junk Reply REAPH\\,' Forward [ More~ | =7 Team Email - M?ve P actions- I Follow Up- Trar\'!\ate Is Select- ‘oom
Delete Respond Quick Steps [ Move Tags [ Editing Zoom ~
*:01;\;73(2,0’19?5'2_?:;: <no-reply>
Test HRTRN: Employees and Supervisors not certified for month of October 2016
Message <] Cert_Notify_HR_2023460.C5V (3 KB)
The following employees and supervisors did not complete their certification for month of October 2016.
Total number of employee certification needed: 9
Total number of supervisor certification needed: 4
For details see attached Cert_Notify_HR_2023460.CSV.
jj, Unabie tologin 1o Shareoint D ”~
A~ A o : Tl
Olce @ o D
Step Action
23. On the 25th of each month, Human Resource Management (HRM) is notified of
all employees and supervisors who have not certified attendance for the indicated
month.
24. Off campus from a cellphone, ipad, or other mobile tablet device:
1. Login into remote.lsuhsc.edu,
2. Click the Employee Self-Service bookmark.
3. Login to the LSUHSC network.
4. Login to PeopleSoft Self Service
5. Click or tap the compass icon in the upper right corner. The NAV bar will appear
on the right side of your screen.
6. Click or tap on the “Classic Home” icon. (NOTE: If the “Classic Home” icon is
not immediately visible, scroll the NAV bar up until it appears.)
7. Navigate to Main Menu > Manager Self Service > Certification (Supervisor).
25. This completes Online Attendance Certification - Supervisor.
End of Procedure.
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