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 HR/CMS v9.2 Navigation - Quick Reference for Approvers

My Page Overview  
Quick Links 

Quick Links provides one click access to commonly used functions including timesheet and paycheck

Employee Expiring Memberships and Licenses


Displays employee licensure and membership expirations

My Delegation
Allows managers to remove, accept, track and assign delegations
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My Team Overview  
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Alerts (
There are three types of alerts: pending Delegations, License Expirations and Employee years-of-Service Anniversaries
[image: image3.png]Favorles ~ | Main Menu ~
ORACLE"

MyPage | MyTeam

N

Sty Brown 15 years of sericetoday




Manager Links (
The Manager Links provide quick access to Time and Labor WorkCenter, Profile Management, Manage Delegation and Emergency Contact.
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Time and Labor WorkCenter
'View Manager Time and Labor WorkCenter

Profile Management
Review your employees’ current profile information.

Manage Delegation
Delegate authority for seif-service transactions, and review and revoke
delegation requests

& Emergency Contact
Click to view emergency contact details for your direct reports.





Direct Line Reports (
Direct Line Reports provides mangers with a view of their direct reports.
Tabbed information includes Summary, Job Details, Contact, Compensation and Time.
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For More Information

For more information contact:

Employee Service Center (ESC): 617-979-8500 

For non-ESC supported agencies, please contact your HR department.
Cascading Menus

New cascading menus are a feature of v 9.2.  Organization of the content into smaller sub-categories makes navigation more efficient.
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Commonwealth of MA
Self Service

Manager Self Service
PeopleTools

Contact Employee Svc
Change My Password
My Personalizations
My System Profile

Personal Information Summary
Home and Maiiing Address
Phone Numbers.

Emergency Contacts

Ethnic Groups

Edp Systems Analyst





Navigational Breadcrumbs

Navigational breadcrumbs show each page that you navigated through to get to where you are.

They appear horizontally across the top of a Web page, and provide links back to each previous page you have visited to get to the current page.
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Mouse Over pop-Up 

Employee details popup windows appear when hovering the mouse over the name.  Click on the Email link for quick email messaging.
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Job Title Contracted Student Intems
Job Code ECCOS
Business Title Conlracted Student Intems
‘One Ashburton Place, 9th floor
Address Boston, MA 02108
Suffolk
Work Phone

Email X434628XZ@dummy-adress gov
Highest Ed Level G-Bachelors Level Degree

Department Office of the Comptroller

Location Boston-1 Ashburton Place
Account Cd 20150SC17903001
Union Code NON

Salary Plan/GradelStep CON/01/0




Favorites 
Your favorites carry over from v9.0.  

[image: image9.png]File Edit View Favorites Tools Help

Recently Used
Reported Time

@ Recent Search Results




1

[image: image10.png]