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Housekeeping

» This presentation is in listen-only mode.

 Please submit your questions in the Q&A box. Questions are being
moderated and the presenters will answer during Q&A segments.

 You will receive a PDF of this presentation later today. This presentation is
also posted under ‘Internal Resources'.

OneUSG Connect Internal Resources

HCM ® PRESENTATIONS & ® DEMOS AND INFO ® CONNECTECH
TRANSFORMATION TUTORIALS SESSIONS NEWSLETTER
DOCUMENTS

« Release 6.20 info Session « Special Topic Q&A Webinar * connecTECH Newsletter -
SRS Gomnsct T aining Download the presentation Playlist 84 Volume XXV: Catch up on the

Begins in Early March
The Whistle - Vol 45 No. 4 -
February 17, 2020

PART 4 - OneUSG - What To
Expect

Connecting Tech to OneUSG
Part4/4

PART 3 - OneUSG ~ You Said
Things Were Changing
Connecting Tech to OneUSG
Part3/4

PART 2 - OneUSG - I've Heard
of That, But What Is HCM?
Connecting Tech to OneUSG

from the Release 6.20 Info
Session,

Role-based Access and
Approval Workflow Info
Session

Download the updated
presentation on Role-based
Access and Approval Workflow

Faculty Data Self-Service
Special Topic Webinar
Download the presentation
from the Special Topic
Webinar: Faculty Data Self-
Service

Watch the recordings of the
Special Topic Q&A Webinars.

Role-based Access and
Approval Workflow Info Session
L]

Watch the recording of the Role-

based Access and Approval Info

Session,

OneUSG Connect Info Session:
Careers WM

Watch the recording of the
Careers Info Session that took
place on 01/15/20.

latest program information with
this issue

of connec TECH Newsletter.
published November 20, 2020,

* connecTECH Newsletter -
Volume XXIV: Catch up on the
latest program information with
this issue of connecTECH
Newsletter published November
6,2020.

connecTECH Newsletter -
Volume XXIiI: Catch up on the
latest program information with
this issue of connecTECH
Newsletter published October
23, 2020.

® transformation.gatech.edu/hcm-internal-resources
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The information delivered within this presentation was published on
12/2/2020.

This information, while accurate at the time, is subject to change.



* Release 6.20 — What You Need to Know

« Employee Self-Service
e Current v. New Landing Page
 Payroll Tile Changes

» Manager Self-Service
» Delegation Actions

* Q&A

* Time and Absence
» 90-day Absence Request Logic
« Voting Enhancement
 FMLA - Intermittent Absence Request Change

* QRA
» Next Steps and Resources



Release 6.20 — What You Need to Know

* OneUSG Connect will be down 6:00 p.m., Friday, December 4, 2020, to 7:00 a.m., Tuesday,
December 8, 2020. You will receive an announcement from GTHR.

 During this time, Employee Self-Service, and Manager Self-Service, and Careers will not be available.

» Web Clocks will be down during this time period. Form can be found on in Time and Absence
Management section.

« Kaba Time Clocks will be available for use but may display "Offline".
» OneUSG Connect Benefits will remain available to employees and can be accessed from USG Faculty and Staff Portal.

« Note that W-2s and pay statements will be unavailable for viewing and printing during this
time so please plan accordingly.

» This presentation is focused on Self-Service page changes and Time & Absence updates.

» There are other changes that impacta smaller population of employees such as Commitment Accounting, Payroll, and
Reports/Queries.

» Fordetailed release notes visit our Updates and Communication Page.



https://transformation.gatech.edu/oneusg-connect-updates-communications
https://oneusgconnect.usg.edu/
https://transformation.gatech.edu/oneusg-connect-updates-communications

Today's Presenters

Jehan Hailey Thomas Christine Edell

Self-Service Lead Time & Labor/Absence
Management Lead
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Employee Self-Service (ESS)
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Current Employee Self-Service (ESS) Page

Today, when we log into
OneUSG Connect we see
this ESS landing page:

e Fluid tiles

e Color scheme

 Menu bar

.

Home Search Notification Menu Nav bar
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Future Employee Self Service (ESS) Page
CEEEE  With Release 6.20 we
will see a few

Make SCCP Contribution View Job Profiles Degrees & Certificates Time and Absence
STATE
« cccccccc =
. . )
modifications:
L]

OOOOOOOOOOOOOO

Month:Sc:edule 6T Security Request Form Company Direstory GT Training Guides ° C OI Or S Cheme
i = & e
6o * Notifications (Bell)
 Payroll Tile

Foome &  Payroll Personal Details Recruiting Self Service
A
r,_!-\ .
0]
-

/

Bell instead of flag
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ESS: Current v. Release 6.20

Make SCCP Contribution

A 5TATE
CHARITABLE

Q\ CONTRIBUTIONS
" PROGRAM

~ Employee Self Service

Personal Details View Job Profiles

Time and Absence

O

4

GT Security Request Form

Compensation History

Meonthly Schedule

Last Pay Date 10/30/2020

Direct Deposit Taxes

Degrees & Certificates

&

Paycheck Modeler

4N

Company Directory

(ST=Ts)

GT Training Guides Recruiting Self Service

N

Voluntary Deductions

“

Make SCCP Contribution

A STATE
CHARITABLE
CONTRIBUTIONS
PROGRAM

Morthly Schediile

Forms

A

GT Seciifity Reqgiiest Foim

4]

Payroll

o

Degrees & Certificates

&

Company Direetory

=

Bag

Personal Details

Time and Absence

O

A

GT Training Guides

Recruiting Self Service
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Payroll Dashboard: Release 6.20

Monthly Schedule GT Security Request Form Company Direclory

= ®
] T m = E Voluntary Deductions Paycheck Modeler
EEE =n —
sid ans NG,

s I:'“'
FFFFFF Payroll It Servi
B o~

The Payroll dashboard houses:

* Pay « Compensation History
« Taxes  Voluntary Deductions

 Direct Deposit — Now <« Paycheck Modeler
you can nickname
accounts
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Current v. Release 6.20

~ Employee Self Service

Make SCCP Contribution Personal Details

STATE
CHARITABLE

% (W CONTRIBUTIONS
PROGRAM

View Job Profiles

Degrees & Certificates

«

Time and Absence Monthly Schedule

O

Last Pay Date 10/30/2020

Paycheck Modeler

N

GT Security Request Form Direct Deposit

a7

Taxes

Company Directory

&=
Boe

Compensation History GT Training Guides

- ®
i$$ @

Voluntary Deductions

n \

Recruiting Self Service

My Forms.

Make SCCP Contribution

= STATE
CHARITABLE
CONTRIBUTIONS
PROGRAM

Monthly Schedule

Forms

A

My Forms

GT Security Request Form

Payroll

.o

Help

Degrees & Certificates

Company Directory

BBa

Personal Details

Time and Absence

©

GT Training Guides

NCS

Recruiting Self Service
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Manager Self-Service (MSS)
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Manager Self-Service (MSS)
» With Release 6.20

when you navigate to /

MSS you will see this

landingpage ..
 Color scheme o
» Delegations tile

e &
o
O [«]
=
1]
g
=)
[:=]

aaaaaaaaa
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Manager Self-Service (MSS)

Manage Positions

Review Transactions

Company Directory

oooooooo

The new Delegation dashboard houses:

» Create Delegation Request
« My Delegates (Proxies)
« My Delegated Authorities




Manager

Delegates to
Proxy

» Determined based on position
reports-to structure

* Onelevel up
* One level down

» Peers (who share the same
reports-to)

» Office managers, Administrative
assistants, etc. can ONLY be
proxies for those managers
within their direct reporting
structure.

Automatic
Security
Provisioning

Proxy Accepts
Delegation
Request

Proxy
Initiates/Approves
on behalf of
manager

Automatic
de-provisioning
of security
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Available Proxy Relationships

< Company Directory Organization Chart
Show Peers of Leonardo Turtle Yes
Master Splinter
Exec Director
aa 6 Directs
Leonardo Turtle ©
Asst Director of Admin Dept
Donatello Turtle Great Mentor Michelangelo Turtle Rafael
Bus Systems Analyst Adv E... Asst Director of Admin Dept Phone 706/583-2003 Systems Analyst Senior Asst D
Email xxxleo@usg.edu Mw
an O Directs - 10
s S Directs / 8 Total
e - = S -~ -y
= -~
- - -~
&«
Analyze Data Awesome Sauce Brilliant Analyst Happy Golucky

Bus Systems Analyst Working Bus Systems Analyst Working Bus Systems Analyst Working Bus Systems Analyst Senior




Manager Self-Service (MSS)

Manage Positions

Review Transactions

Company Directory

oooooooo

The new Delegation dashboard houses:

» Create Delegation Request
« My Delegates (Proxies)
« My Delegated Authorities




MSS: Create Delegation Request

Delegations

Create Delegation Request My Delegates My Delegated Authorities

FX¥A ‘.. z -
A: o
+ Az 29,
X Exit Delegation Request [ ¢
I 0N O
@ \2) Y, &)
Delegation Dates Delegates Transactions Review and Submit
Step 1 of 4: Delegation Dates
*Start Date | 10/05/2020 ‘
End Date 11/30/2020

Leave blank for open-ended delegations

- ¢ |1 will be working on a special project and need you to take care of these
omment 1yransactions. |




Chose a Proxy

Delegation Request

17/ F 13

Deelegation Dates Delogates Transactions

Step 2 of 4: Delegates

14 rows
Sinkicl Ay Chisair A

Name Emaill ID Phone

| Emgioyes 1

Employes 2

Employes 3

Employee 4

Emplayes 5




Select Delegated Authorities

Delegation Request

O @) ® O

Delegation Dates Delegates Transactions Review and Submit

[ £ Previous ” Next »

Step 3 of 4: Transactions

[ All ‘ Approve ‘ Initiate ‘

40 rows

‘ Select All ‘ ‘ Clear All ‘

Description <
|| Initiate Promotion
[CJ Initiate Reporting Change

[] Initiate Req Supplemental Pay
Initiate Retirement

[] Initiate Security Request
Initiate Transfer

Initiation Termination

71 Manane Annrove Overtime
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Summary & Submit

Delegation Request

(1]} [ 2} 3] (4
", e N Ly

Delegation Dates Delegates Transactions Review and Submit

Step 4 of 4: Review and Submit
Delegation Details
Start Date 10/05/2020
End Date 11/30/2020
Comment | will be working on a special project and need you to take care of these transactions,

Delegates Employes 1
Employes 2

Transactions Initiate Retirement
Initiate Transfer

Initiation Termination
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MSS: My Delegated Authorities

Delegations

Create Delegation Request My Delegates My Delegated Authorities
r |
18 - -
re )
+ R LV

Manually Revoke Delegation

¢ Detegaon: My Delegated Authorities

Actve Accepled | Ended | Rejected | Revoked lm

Accept | | Reget

Transactions Dedegator Start Date / End Date Request Status

Managir Alsanco Canoil ADrove ACprove AGus! Leave Baances. Infiatg Adus! Leave Balances, Appeove Cng TymaSALS Approver. intate Ong TmefADs
Approver, Appeove Secunty Reguest. infate Securty Reguest, Approwve Req Supplomental Pay Intiate Req Supplemontal Pay, Manager ALsence AJgoove
Employee Absonce Balance Fiund Employoe Absence Msiory Fiud, Employee Absence Rogquest Fiud, Manager Absence Balance Flud Manager Absenco

Hetory Fiad, Managar Absence Reguest Fisd Approve Demmobon, Intiste Demobtion, Approve FultPart Tme o Hour, Intialo FullPart Time Change. Approve
Job Update for Group, Indiste Job Update Sor Group, Approve Locabon Change, indate Location Change, Apgrove Promotion, dale Promoton, Agprove
Repoming Changn intde Reporting Changs, Aptrove ReSramend Indiste Redramend, Approve Ad Hoc Salary Change, atale Ad Hoc Sary Crange
Approve Tammenabion, Intiahon Temanabon Aporove Transied, Indate Transfiar, Nonparson Prodle Pecson Profie, Manade Appove Repond Time, Manags
ApDIove Overtime

100272020
Sutemined



v Manager Self Service
ReviewApseove EOR w . s Apgecvatn

Tl

12/2/2020

* Global Defect: Issue affecting system
prevents normal use of Delegate feature
until further notice; not governed
by organizational structure. All USG
employees available as delegates.

 Workaround:

 Evaluate your approval pools, initiators, and Time
and Absence approvers for any gaps in
the absence of one or multiple roles

« Encourage managers to set delegations in system
for vacation time in December before 12/4

« Select Delegates (proxy) that currently have
manager role

» Direct Reports
 Security provisioning

27



Act Now

 Evaluate your approval pools, initiators, and
Time and Absence approvers for any gaps in
the absence of one or multipleroles

Student Hiring Deadlines: « Who will approve while | am away?
DecembertisIEeaera ek « Can someone else initiate this transaction?
« Who will ensure it is fully approved? Or resubmit if necessary?

- Alert managers to set delegationsin system for
| | Decembervacation time before blackout date
December 16: Transaction deadline

for Direct Hire Forms, Transfers and  * O€lect delegates (proxies) that currently have
managerrole

 Currently have direct reports (Manager)

« Security provisioning (Provisioned Initiator)

 All Managers and Provisioned Initators will receive a
communication from GTHR today.

Study deadline to submit a hire

request

Termination Extensions



Time for Q&A
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By Christine Edel

(iia .
Time and Absence Lead




90 Day Absence Request Logic
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90 Day Look Back Logic

The simple premise of the new look back logic:

« Absences can only be submitted for dates that are less than 90 days retro to the end
date of the latest CLOSED Absence Calendar

» Biweekly look back uses the biweekly ABS calendar
« Monthly look back uses the monthly ABS calendar

Absences cannot be submitted if they occurred more than 90 days before the current period. Contact your payroll administrator for assistance.
Date Time: October 21,2020 at 10:46
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Absences Subject to 90 Day Look Back Logic

* Sick

 Vacation

« Comp Time
 FMLA — Intermittent

33
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Monthly Closed Absence Calendar:
« Period End Date = 10/31/2020

« (10/31/2020) minus (90 days) = 8/02/2020

August 2020 September 2020 October 2020

Su Mo | Tu [We | Th | Fr | Sa Su|[Mo| Tu [We| Th | Fr | Sa Su| Mo | Tu |We| Th [ Fr | Sa
1 1 12| 3|4]5 1|12 ]| 3

2 3|4 |56 |78 6 (7|89 (10]11 |12 4 | 5|16 | 78] 9|10

9 (10|11 |12 |13 |14 | 15 13|14 | 15|16 | 17|18 | 19 11 |12 |13 |14 | 15| 16| 17

16 | 17118 |19 | 20 | 21 | 22 2021 (22|23 |24 | 25| 26 18119 20| 21|22 |23 | 24

2324 (25|26 | 27|28 |29 2712829 | 30 25126 (27|28 (29|30 31

30| 31
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» Absence request for 8/02/2020 will return error message

» “Absences cannot be submitted if they occurred more than 90 days before the
current period. Contact your payroll administrator for assistance.”

« Employee will not be able to submit request

« |f absence was taken, manager/unit HR will need to submit request via a
ServiceNow ticket for GTHR Time and Absence team to enter absence

« Absence request for 8/03/2020 and forward will return appropriate ‘Eligible’ or
‘Ineligible’ message



Monthly Example Requests

Request for August 2, 2020 Request for August 3, 2020




Biweekly Closed Absence Calendar:

 Period End Date = 10/17/2020

. (10/17/2020) minus (90 days) = 7/19/2020

July 2020 August 2020 September 2020 October 2020
Su|Mo | Tu |We | Th | Fr | Sa Su|Mo| Tu |We| Th | Fr | Sa Su Mo | Tu|[We| Th | Fr | Sa Su| Mo | Tu |We| Th | Fr | Sa
112 |3 ]| 4 1 1 12| 3|4 ]|5 1|2 |3
5|6 |7 |8]9 10|11 2 13| 4| 5|6 ]| 7|38 6 | 7|89 10|11 |12 4 | 5|16 | 78] 9|10
12113 (14|15 (16| 17 | 18 9 (10|11 (12|13 |14 (15|13 |14 |15| 16|17 | 18| 19 11 (12|13 (14| 15| 16 | 17
19 20(21 |22 (23|24 |25 16 |17 (18 |19 (20 (21|22 || 20|21 |22 |23 |24 | 25| 26 18 (19|20 (21| 22| 23| 24
26 |27 |28 129 |30 31 23 (24 25|26 (27|28 |29 (|27 |28]|29| 30 25126 (27|28 (29| 30| 31
30 | 31
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» Absence request for 7/19/2020 will return error message

» “Absences cannot be submitted if they occurred more than 90 days before the
current period. Contact your payroll administrator for assistance.”

« Employee will not be able to submit request

* If absence was taken, manager/unit HR will need to submit request via
a ServiceNow ticket for GTHR Time and Absence team to enter absence

« Absence request for 7/20/2020 and forward will return appropriate ‘Eligible’ or
‘Ineligible’ message



’> Voting Enhancement



» Enhanced voting requests to

include Forecasting

* Now requires employee to
select the “Check Leave

Absence Type | All

“Absence Name | Voting ‘v

<Start Date (111032020 Balance” button before
End Date | 11/032020 submitting a voting request
Duration |(8.00 <+ Hours

Partial Days MNone

Check Leave Balance

Comments

40



Voting Enhancement

« Any voting request over 2.0 hours will
result in an error message

* “Whole days or partial days greater
than two hours cannot be requested
for this absence. Please enter Partial

”
Whole days or partial days greater than two hours cannot be requested for this absence. Please enter Partial Days up to two hours. D ayS u p to tWO h O u rS .

Date Time: October 21,2020 at 14:48

 Aligns with policy

« Similar to how blood donation and blood
platelet requests are managed

41
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FMLA — Intermittent Change
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* The new 90 day look back logic changed FMLA - Intermittent leave
forecasting functionality

* Previously, employees were able to enter and submit a FMLA -
ntermittent regular absence request even without the appropriate
-MLA — Intermittent Entitlements entered in the system

» With Release 6.20, employees cannot submit a FMLA — Intermittent
regular absence request without set up as FMLA — Intermittent
eligible by the GTHR Benefits — Extended Leave team




* If an employee tries to submit a
FMLA Intermittent request and is

S LR not set up for this leave, an error
D message is received
““““““““““ - “An error occurred while
Fured e consietno e ““5“”””“’f”“a%i;‘t%?ﬁﬁéa(%i;"éifﬁ%?ﬁfiS;FS"%?S'”TERWE“” Please contactyour system admisirator constru C't|ng 'the CUStomlzed
(o] forecasting message for Absence

Take: FMLA INTERMITTENT.
Please contact your system

°°°°°°°° : administrator.”
““““““““““““ ~ + Employees can contact the
q - GTHR Benefits — Extended Leave

team with any questions about
this error message



Time for Q&A

--- p WIEREPT....
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Next Steps and Resources
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Visit services.gatech.edu
for Job Aids, FAQs or
Self-help videos.

CxJ

Visit the OneUSG Connect help
tile or services.gatech.edu to
submit a ticket for assistance or
report an issue.

Q

Contact the OneUSG Service
Desk Monday-Friday from 8:00
am-5:00 pm ET for assistance

with time sensitive issues
at 404-385-5555.
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Let's Stay Connected!
Questions or Feedback?
Email: erp.readiness@gatech.edu

Visit: transformation.gatech.edu
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