Enter https://workplace.passhe.edu into your desktop or mobile browser Page 1 of 52
and enter your normal PASSHE email login.

SAP Fiori

General Information for managers

SAP Fiori will enable managers to perform the following functions in both a desktop and a
mobile-friendly environment:

e My Team Calendar — view team member calendars as well as build group calendars
across departments.

e Employee Lookup — lookup contact information of employees within the organization.
Managers can also view direct reports of colleagues.

e Approve Timesheets — approve/reject employee timesheets.

e Approve Leave Request — approve/reject employee leave and leave cancellation

requests.
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SAP Fiori

General Information for employees

SAP Fiori will enable employees to perform the following functions in both a desktop and a
mobile-friendly environment:

¢ My Family Members — view dependent and beneficiary information saved in the
system.

e My Benefits — view/print a summary of currently enrolled benefits.

e My Timesheet — submit working time for manager approval. (Note: This application will
only be available for specific employee groups and universities that are using the Record
Working Time application in the current ESS/MSS system.)

e My Communication Data — view work email address as well as view and update
personal e-mail address.

e My Personal Data - display basic personal and employment information. (Note: As
added security, employees must enter their Date of Birth to access this application.)

e Direct Deposit/Bank Information - view Main Bank account and view/update/end any
existing Secondary Bank account(s). (Note: As added security, employees must enter
their Secondary Bank account number to make any modifications such as deposit
amounts/percentages or ending deposits to an account.) (Note 2: The scrolling features
on this application will behave somewhat differently from the other Fiori applications.)

¢ My Leave Request - submit new leave requests and leave cancellations as well as view
the status of all leave requests.

¢ My Addresses — view permanent and mailing addresses as well as view and make
updates to emergency contact information.

e My Paystubs — view and print paystubs.
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Logging into Fiori

1. Visit https://workplace.passhe.edu on your desktop or mobile browser.

1! T-Mobile Wi-Fi 7 10:12 91% &)

Q. https://workplace.passhe.edy Cancel

2. Next, enter the username and password. The username and password should be the same as
your typical PASSHE Portal logon (i.e. ESS). When finished, select Sign in.

o'l T-Mobile Wi-Fi = 10:01

@ https://adfs.sso.passhe.edu/adfs/Is/?... ¥ 3 T

Pennsylvania's

TATE SYSTEM n
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Sign in with your organizational account
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3. Once logged in, the Home screen below will appear where individual Fiori applications can be
accessed. (Note: This screenshot illustrates a manager’s access within Fiori, which will differ
from non-manager employees. Non-manager employees will not see the HR Manager section.)

() Home Q A

HR Manager HR User  Travel Man >

My Team Calendar Employee Lookup

View my team calen... Search for employees

I Eq

Approve Timesheets Approve Leave
Request

Approve/Reject times...
Approve/Reject Leaves

(1 &4

Employees
HR User

My Family Members My Benefits
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The following screenshots were captured using an iPhone 7 Plus. The display of
content may vary slightly between mobile devices; however, the process for
using both HR Manager and HR User applications is the same across all
devices.

While using any of the following applications, tap the Home icon to return to the
main Fiori screen.

(S (?) Approve LeaveRe.. v (O 2

'—\_J-.H 3 _“r ol R T P ‘,..#—,J'm

Using HR Manager Fiori Application Features

1. My Team Calendar — Enables managers to view calendars of direct reports as well as
calendars of their own manager colleagues.

Key Features

e View upcoming absences/trainings of colleagues or for employees reporting directly to you.
e Add additional customized calendar views and assign any employees to them.

o Display the details of the events by choosing the event on the calendar.

o Hide the display of employees by hiding them from the lists of colleagues, direct reports, or
employees in customer views.
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a. Tap My Team Calendar to begin.

My Team Calendar

View my team calen...

3

b. The default page upon opening the tile is the Colleagues view. This will provide
calendar details for the manager as well as colleagues who are also managers within the
same department.

A (7) My Team Calendar Q &

Search Q

SRS 1 Month

< > October 3, 2021 - October 9, 2021
Sun Maon Tue Wed Thu Fri Sat
3 5 B 7 8 9
Week 40

Manager , Test

Tact Leadership/Senior Professional 210

, Timothy M

Strategic Leadership 220

Note: To display the calendar legend, select this icon to the upper right of the screen.

{ B (7) My Team Calendar ¥ aQ A

Search Q

RS 1 Month

Pennsylvania’s State System of Higher Education — Updated December 15, 2021



SAP Fiori for Employees and Managers Page 7 of 52

Next, select Show Legend, and the Legend will appear.

Search Q q
. Colleagues v‘
L
+ Add View 3
> October I ;
All Employees R f
Tue Wed
Show Legend
5 6 - i
ettt 48, Shog

c. The second view option for managers is Direct Reports. To access this view, select
this icon to the upper right of the screen.

B (7) My Team Calendar ¥ o —

Search Q @

R 1 Month

Next, select Direct Reports from the drop-down box.

< 1) ® My Team Calendar = Q r%
Q

Colleagues

Search

Colleagues

< ? q Direct Reports )

October 3, 2021 - October 9 Oth
e

m--._._...."-—‘““x.uJ . ?\J"\f"

This will provide calendar details for the manager as well as the employees who are
within the manager’s reporting line.
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d. Users have the option of creating personalized calendars. For example, users may wish
to have a calendar view that contains colleagues with whom they interact with on a
regular basis. To create a customized calendar, tap the following icon.

{ B (7) My Team Calendar v aQ A

Search Q

1 Month
ndl \“‘---qu"‘“w,‘-.ﬂ""w >

Next, select Add View.

< B () My Team Calendar a2 :

Search Q, ﬂ

 Direct Reports v

=+ Add View

i. Enter a name for the view to be created. Optionally, the Template drop-down
allows the user to make a copy of an existing calendar view that will
automatically bring in employees that may also need to be on the custom view.
Select Add View. (Note: The Existing Views is not applicable.)

View Definition

Coworkers

Template:

Existing Views

Add View  Cancel
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Select the following icon to add employees to the custom view.

Adjust "Coworkers”

*Description | Coworkers @

Name

Visible

Manager , Test

Tact O Hide
Leadership/Senior

Professional 210

Enter the employee name to be searched and tap the magnifying glass. Find the
associated employee and tap the plus sign next to Add. Continue adding as
many employees as desired.

4 Add Employee to "Coworkers”

Edward Miller ® @

Mame

Miller , Edward

Tact Leader/Sr @ Add
Professional 190-
Exempt

iv. When finished, select OK to finalize adding the employee to the custom calendar.

- ol -, r, = . -
R Yt = e o e .

Cancel
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Vi.

The custom calendar will now be available for use.

{ & (7) My Team Calendar ¥ o
Q

Search

Coworkers N

Colleagues

< oaay > October Direct Reports

Sun Mon Tue Wed
| Others \

3 4 5 6

Coworkers

To modify any calendar view, select the following icon:

A (7) My Team Calendar v Q &

Search Q .

1 Month

Select the calendar view to be modified.

< &y @ My Team Calendar = Q
Q

Search

‘ Coworkers

. Colleagues
< Today 2 Ociobey (Direct Reports )
Sun Mon Tue Wed . Others
3 4 o - | i Coworkers
Week 40

- SR B
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vii. Tap this icon again.

< fﬁﬁ‘ @ My Team Calendar v Q 8

Search Q Q

1 Month

viii. Tap Show Personalization.

< fﬁﬁ ® My Team Calendar v Q [%

Search Q n

 Direct Reports e
+ Add View
4 Today >
) All Employees e

October 3, 2021 - October 9
| Show Legend

Wi
({@, Show Personalization

Sun Maon Tue

From here, additional employees can be added by tapping the plus sign, or
existing employees can be hidden or removed as desired.

Adjust "Direct Reports”

Direct Reports @ >

Adjust "Direct Reports”

test , new
Mame

Tact Leader/Sr @ Hide
Visible Professional 190-

Exempt

Manager , Test

Leadership/Senior

Professional 210

Hidden

*

Jacqueline M

Tact Leader/Sr

Professional 190-
Exempt

_“—-" ‘M-—’r‘ ‘-"..-\

Manager , New

Tact Leader/Sr 6 Hide
Professional 190-

| i?gem pt
. s s r_ F -
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iX. When finished making changes, select OK to save updates, or to delete a
customized view entirely, select Delete View.

R e i L T =
R bt = = Lty ;

Cancel

Note: The Colleagues and Direct Reports view cannot be deleted; however,
employees can be hidden from view as desired.

e. To view the details of an employee event listed on the calendar, simply tap on the event.

P el N AT =
e o IR : - ~
- e - -

ey T e .
" Miller , Edward "

Tact Leader/Sr Professional 190-Exempt

. Jacqueline M

Tact Leader/Sr Professional 190-Exempt

S
< % Annual Leave FMLA % Personal Le
September 27, 2021 — Octobe October 7, 2(
— T £
N | e s

When finished viewing details for the event, tap Close.

Event Details

, Jacqueline M

Tact Leader/Sr Professional 190-Exempt

Details

Title

Annual Leave FMLA

Date

September 27, 2021 — October 6, 2021

Category:

Absence (Informed)
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2. Employee Lookup - enables managers to lookup contact information of employees within the
organization. Managers can also view direct reports of colleagues.

Tap Employee Lookup to begin.

Employee Lookup

Search for employees

h=i=r=1

Ea

a. Enter the name of the employee on which to search for information and tap the
magnifying glass icon. A first name, last name, or a combination can be used in the
search.

4 “ (7) Employee Lookup ¥

Enter your search term ®

Q A&
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b. Employees matching the search will be listed. Email, phone, and office location will
be listed if available. Tapping the arrow will display any colleagues associated with
the employee.

{ @& (@) EmployeeLookup ¥ aQa A

edward miller ® Q

Search Results (1)
Employee Info

Miller , Edward @
SAP Business Analyst-HR/PR

@PASSHE.EDU

Office Location 0140

B R . W SO LIPS S

If the employee is a manager, the manager’s colleagues will display by default. To
display the manager’s direct reports, tap the down arrow and choose Direct Reports.

{ B (7) Employee Details v

Manager , Another A (00016552)

Director, Financial Systems

Monday, 15:30:10 (Eastern Time (New York))
= @PASSHE.EDU

Organizational Unit: A&F SAS Finance Team
Cost Center: SAS FI/MM/HR/PR (9012201000)
Office Address: Vartan Way

Reports To: , Michael

Colleagues

Colleagues /
Direct Reports /

Pennsylvania’s State System of Higher Education — Updated December 15, 2021



SAP Fiori for Employees and Managers Page 15 of 52

3. Approve Timesheets — enables managers to approve/reject employee timesheets.

If ‘0" appears in the application tile, this means there are no timesheets pending processing.
Any number other than ‘0’ indicates the number of employees with timesheets pending

processing.
Approve Timesheets Approve Timesheets
Approve/Reject times.. Approve/Reject times
(¢0 (¢1
Employees Employees

a. Tap Approve Timesheets to begin processing employee timesheets. In this example,
there is one employee with two timesheet entries pending processing. Tap the box to
approve or reject the entries.

{ B @ Approve Timesheet Q A

Employees (1) v—
Search Q
Miller , Edward 2
Entries

Employee 1D: 00095984

Job Description: SAP Business Analyst-HR/PR

bt it e N g gne,
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b. If processing all entries for the employee in the same manner (i.e. process all as
Approve or process all as Reject), tap the checkbox for Total/Target as shown to select

all entries to be processed in batch.

o ) e m— = S e e

Time Entries (2)

@ Total/Target

Tuesday, October 12, 2021

o 2.00/8.50 Hours

Assignment: None

For Approval: 2.00 Hours

Note: Time entries can be processed independently by tapping the checkbox inside
each individual time entry. This is useful when some entries need to be rejected while

others will be approved.

T AT P PR S ST et
Tt e . L b it - AR P A K
i __.—/ - P T e

Time Entries (2)

<l
&

Monday, October 4, 2021

Total/Target: 2.00 /8.50 Hours
Assignment: None

For Approval: 2.00 Hours
Comments:

History:

Attributes:

Tuesday, October 5, 2021
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c. When approving time entries, the following message will be displayed upon tapping the
Approval button.

Time entries successfully

approved

d. When rejecting time entries, the following window will appear for optional input as to the
reason for rejecting the time entries. Time can be rejected without choosing a reason.

Optional Reasons for Rejection:

Incorrect Day/Date

Incorrect Time (Please Use 24 hour Clock)

Holiday Not worked

Mo Record of Work on Subject Day

e. The following message will be displayed upon tapping the Reject button

Time entries successfully

rejected
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4. Approve Leave Request - enables managers to approve employee leave requests.

If ‘0" appears, this means there are no leave requests pending processing. Any number other
than ‘0’ indicates the number of leave requests pending processing.

Approve Leave
Request

. |
Approve/Reject Leaves

R4

a. Tap Approve Leave Request to begin processing employee leave requests.

b. To review the requests that appear in the inbox and determine whether or not to approve
or reject requests, the following details are provided to the manager: Leave Type, Total
Hours requested off, Start Date/Time and End Date/Time as well as remaining Leave
Balance of the employee.

- - Pl - . - T el O Y —_—
——— S N LS T
g ____."" - Famhat VoI L - ,\ A Al

o L;avezﬁequest:

NS .
10/04/2021 16:13 Edward Miller

Leave Type:
Annual Leave
Total Hours:
24.50

aart Late

10/07/2021

Start Time:
07:30

End Date:
10/11/2021

End Time:
16:30

Leave Balance:

133.10
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c. Additional details such as employee remarks can be found by tapping the arrow where
shown.

Leave Request:
i .
10/0472021 16:13 Edward Miller O

Leave Type:

L e W U ¥

d. To return to leave processing, tap the arrow where shown.

@ Additional Details

Leave Request: Edward Miller

Employee Number:
00094941

Medical Appointment at:
00:00

Medical Certificate:
MIA

Relationship:
Additional Remark:
I will be in NC.

Leave Entry ID:
10042021161316

e. If processing all of the leave requests in the inbox as Approve or conversely as Reject,
tap the checkbox circled. This will automatically select all leave requests to be
processed. To deselect any checkbox, tap the box again to remove it from processing.

{ B (7) ApproveleaveRe.. v (O 2

< Approve Leave Request

AllL... Filter B... - Refresh Inbox

@ Submission date/Time Task Title

Motification of Leave:
Lol ., Edward
R 02/24/2021-
02/24/2021

W 02/24/2021 08:34

Pennsylvania’s State System of Higher Education — Updated December 15, 2021



SAP Fiori for Employees and Managers Page 20 of 52

f. Tapping Approve will display the following pop-up. Tap the Yes to finalize processing.

Do you want to approve these selected items?

Yes MNo

i. When Yes is chosen, the following message will appear for approvals.

Information

All Workitems Have Been Approved Successfully

Ok

g. Tapping Reject will display the following pop-up where the manager has the option to
provide comments as well as send a copy of the rejection to their own email inbox.

Optional: Message to the Employee about why you
have rejected this request

We must complete the project that day.

Yes MNo

i. When Yes is chosen, the following message will appear for rejections.

All Workitems Have Been Rejected Successfully

Ok
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Using HR User Fiori Application Features

1. My Family Members — enables employees to view dependent and beneficiary information
saved in the system. Dependents are those who can be attached to medical plans, while
beneficiaries can be attached to insurance plans. Changes to dependent and beneficiary
information is not permitted through this application.

My Family Members

&3

a. Tap My Family Members to begin. To view additional dependents/beneficiary
information, tap the drop-down arrow for additional selections.

{ @& (@ MyFamiyMembersv Q 2

Miller , Edward (000 |

SAP Business Analyst-HR/PR

12 717-703-5826
B TEST@PASSHE.EDL

Valid from 06/16/2008

Family Member Details
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b. Tap the dependent/beneficiary type to view detalils.

T o e W e T

— -

e v e v e amae o e A

Spouse

Father

First name:

c. When a dependent/beneficiary type has multiple entries in the system, they will all
appear under that type. For example, this user has multiple children, so the user will
need to scroll to see details for all children dependents.

Child v

Valid from 06/16/2008

Family Member Details Scroll to see additional

dependent information

First name:

Isa

Last name

Miller

Date of Birth:

W

Gender:
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2. My Benefits — enables employees to view currently enrolled benefits. At this time, employees
cannot make changes to their benefits using the Fiori application.

My Benefits

Display benefit plans

a. Tap My Benefits to begin.

b. Next, tap the following icon:

B (7) My Benefits v Q &

@ Welcome

This application shows you all your benefits past,
present and future

c. For the best experience, users should select Benefits By Date. (Note: The remaining
delivered Fiori application features do not apply to State System use.)

{ & (3 MyBenefits v Q 8

Benefits (15)

Pending Benefits

Enrolled Benefits 14 Bt

Available Benefits 1

Genefits By Date 14 l

/|
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i. To change the effective date for the plans to display, tap Change Date at the
bottom of the window.

Vol AD&D EE

2] Change Date i Download Summary

ii. To download a summary of benefits in PDF format for viewing, saving or printing,
tap Download Summary. This will allow users to view and print a summary of
their enrolled benefits. Both the Change Date and Download Summary features
are available at all times while using the My Benefits application.

Vol AD&D EE

[i] Change Date { { Download Summary

d. Once in the view of Benefits By Date, users can scroll through their enrolled benefits.

{ 7 (I MyBenefits v a A
¢  Benefits By Date (October 04 2021)
Saarch Q
Health plan

Medical
Highmark PPO w/RX 9999
Highmark PPO

SSHE Supp

Insurance plan
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e. To see additional details related to a particular plan, tap the desired plan to highlight it.
Next, tap in the window area to the right.

{ B (Z) My Benefits v aQ &
{  Benefits By Date (October 04 2021)

Search Q

Health plan

Medical

Highmark PPO w/RX 9999
Highmark PPO

SSHE Supp
PASSHE Dental / Vision

A i o N

f. Additional plan information will be displayed to the user including additional links to
further information regarding the plan.

Medical

Effective Date: 10/01/2008

General Information

Participation Period:
Bi-weekly

Coverage:
Multi-Party

Employee Pre Tax Cost:
151.99 usD

Employer Cost:

495.24 usD
Dependents
Emily Miller Isa Vincent Claire Eddie
(Spouse) Miller  Miller  Miller  Miller

(Child) (Child) (Child) (Child)

Further Links

Plan-Highmark
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g. To return to the plan selection window, tap the icon as shown and repeat this process as

needed.
{ @& (2 MyBenefits v Q A
@ Benefit Detail
Medical
Effective Date: 10/01/2008
SV SN SV g T

3. My Timesheet — enables employees to enter time worked for manager approval and has the
same basic functionality and workflow as the ESS application, Record Time. (Note: This
application will only be available for specific employee groups and universities that are using the
Record Working Time application in the current ESS/MSS system.)

My Timesheet

a. Tap My Timesheet to begin entering time.
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Employees have access to a legend at the bottom of the display, which will assist in

understanding the colors used on the calendar at the top of the screen.

2 3 4|5

Action Required
Non-Working Day

Selected Day

{ @& (2 MyTimesheet v Q A
4 Oct 2021 >
SAT SUN MOM TUE WED THU FRI SAT SUN MOM TUE WED THU FRI

6 7 8 9 10 11 12

Rejected Workday
O Current Day

Selected Non-Working Day

Create

13 14 15

Time can be entered as a single entry on one day, or multiple time entries can be made

for multiple days in one transaction as long as the hours worked are the same. In this
example, the employee is submitting time worked for 9/27/2021 through 9/28/2021 from
16:30 — 21:00. (Time entries must be in military time.)

i. First, tap the date(s) for which time will be entered, which will cause the date(s)
to turn dark blue.

Unselected dates versus dates selected (circled in green) for time entry:

"~ Sep - Oct 2021

SAT SUMN MON TUE

5

WED THU FRI
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ii. Tap Create.

IO

Duration: 02:00

Create

iii. Enter the start and end time and choose the time type worked by using the
Att./Absence type drop-down box. An optional note to the manager can be
entered if desired. When finished, tap Submit.

-"'rjh TUE - —-u-a'h L

2526293(] 1 2 3 4|56 7 8

Time entry for Sep 27 and 1 more day(s)

me:

- 16:30 D
21:00 o
Note:

Project work

v Time Assignment

Att./Absence type:

Hours Worked (0100)

&

Submit Cancel Reset Favorites
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iv. The following pop-up will appear to confirm the submission. Tap OK.

Confirm Submission

Number of Entries: 2
Start Time: 16:30
End Time: 21:00

Cancel

v. The following pop-up will appear briefly to confirm the hours worked have been
submitted for processing.

Reqguest was submitted.

My Timesheet Tips and Tricks

Copying time entries — This is useful for employees who want to quickly enter similar time entries
already submitted. To copy a previously submitted time entry, check the box next to the time entry to
be copied. Tap Copy.

v Time Assignment

Oct 4 (02:00 hours / 08:30 hours)

Hours Worked

ime: 16:30:00

End Time™d8

Duration: 02:00

Status: Approved

Create Copy
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The start/end times and the Att./Absence type will default from the timesheet being copied. Simply tap
the dates at the top for which the timesheet should be copied and add a note as needed. Tap Submit.
(Note: Data on the screen can be modified as necessary for the situation.)

< ) @ Create Time Entry Q 8

SAT SUN KON FRI

Time entry for Oct 6 and 1 more day(s)

Select Favorite or Warklist
5
Tirme:
16:30 )
18:30 o
MNote

Submit Cancel Resat Favorites I_-__,b
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The following pop-up will appear to confirm the submission. Tap OK.

Confirm Submission

Number of Entries: 2

Start Time: 16:30

End Time: 18:30

The following pop-up will appear briefly to confirm the hours worked have been submitted for
processing.

Request was submitted.

Setting up favorites — This is useful for employees who consistently work the same schedule or
schedules that might be on a rotational basis.

Begin the process of creating a favorite by starting the process of entering a timesheet. While adding
start/end times and the Att./Absence type that will be used, tap Favorites instead of Submit.

S a Lk T -

I.-F""n-r'" 'i- ™. ;__-'F L, o -v' ™ _,.-'F = '.‘._Ir.-—"v- sl s T mm
16:30 o
18:30 |

Mote
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Tap Save as Favorite.

. % e cee r _."'"'”. S - Sy
o AT ARSI TR e TS T

-t

Hours Worked (0100) Edit Favorites

Delete Favorites

CSave as Favori’ra

Submitn Cancel Reset Favorites [

Provide a name for the favorite to be saved and indicate whether or not the start/end times

should be saved by tapping the box Save With Time. When finished, tap Save.

Add Favorite

Favorite Name:

Normal Schedule

Save With Time

Save Cancel

The timesheet being entered can either be submitted by tapping Submit, or the user can exit

the process of submitting a timesheet at this point by tapping Cancel.

~ d P PN -
s —— 4 = e s LR
i - Y J R AT P £ PP

Att./Absence type:

Hours Worked (0100) ¥

Submitt Cancel Reset Favorites II,'
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Tap Create.

JECT R

Oct 5 (07°00 hours 708:30 hours)

=

i, —- R R - -
_. £ E e T T T e e e

Tap in the Select Favorite or Worklist box.

" [ -
SoamTAS PR 7,

" A e e T . -
E . S R

Entry Details  ~ &

Select Favorite or Worklist:

Tap the Favorite schedule to be used.

Select Favorite or Worklist

Search Q

Favorites (1)

MNormal Schedule

Hours Worked 16:30 - 18:30
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All time entry data from the Favorite will be defaulted. Users can modify as needed/add a note
and then tap the days for which the time is to be applied. When finished, tap Submit.

SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI

2 3 41516 7 8 9 10[psaErPN13 14 15

Time entry for Oct 11 and 1 more day(s)

Select Favorite or Worklist:

Normal Schedule [
Time:

16:30 o

18:30 o
Mote:

Working on team project

v Time Assignment

Att./Absence type:

0100 4

Submit Cancel Reset Favorites
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The following pop-up will appear to confirm the submission. Tap OK.

Confirm Submission

Number of Entries: 2

Start Time: 16:30

End Time: 18:30

The following pop-up will appear briefly to confirm the hours worked have been submitted for
processing.

Request was submitted.

Favorites can be edited by choosing Edit Favorites, which will allow the user to rename the
favorite.

Favorites can be deleted by choosing Delete Favorites, which will allow the user to delete a
previously saved favorite if it is no longer needed.
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4. My Communication Data — enables employees view work email address as well as view and
update personal e-mail address.

a. Tap My Communication Data to begin.

My Communication
Data

Manage my commun...

Sa

b. The default page will show employee work phone, work email, and manager name. To
view/edit personal email address, tap the drop-down arrow indicated in the screenshot.

{ & () MyCommunication Data v Ep—

Miller , Edward (00095984)

SAP Business Analyst-HR/PR

IZ 717-703-5826
& TEST@PASSHE.EDU

Organizational Unit: A&F SAS HCM Team
Cost Center: SAS FI'MM/HR/PR (9012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

E-mail address ®

Valid from 05/17/2013

Communication Data

E-mail address

TEST@PASSHE.EDU
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c. Tap Personal E-Mail Address.

E-mail address

E-mail address

Personal E-Mail Address ,

5 gt Al el e AP A bR g e,

i. If no personal email address exists in the system, tap Create.

< () (3) My Communication Data ¥ Q 8

Miller , Edward (00095984) @

SAP Business Analyst-HR/PR

IZ 717-703-5826
= TEST@PASSHE.EDU

Organizational Unit: A&F SAS HCM Team
Cost Center: SAS FI'IMM/HR/PR (9012201000}
Office Address: Vartan Way

Manager Name: Manager, Test

; Personal E-Mail Address

i A S Y

ii. If a personal email address already exists in the system, tap Edit. (Note: Delete
may also be used if removing a personal email address entirely is desired.)

s L NS

Personal E-Mail Address e

Valid from Today Delete

Communication Data

Personal E-Mail Address:

PTERORRIUI N G, gt gl
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iii. Employees simply enter their personal email address and tap Save.

- -~ EE—y

"

5. My Personal Data

My Personal Data

Manage My Personal...

a. Tap My Personal Data to begin. Due to the sensitivity of personal data, employees
must enter their data of birth in mm/dd/ccyy format in order to gain access to this
application.

Please provide your date of birth in order t...

DATE OF BIRTH (E...

iiilliiii4 -“E)\'-

b. Once the date of birth is entered, tap OK.
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If the date of birth is provided successfully, employees will be able to view their personal
details as saved in the system along with basic employment information.

{ @& (2 MyPersonal Data v aQa &

Miller , Edward (00095984)
SAP Business Analyst-HR/PR

Iz 717-703-5826 Organizational Unit: A&F SAS HCM Team
B TEST@PASSHE.EDU Cost Center: SAS FI/MM/HR/PR (9012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

Personal Data

Valid from 03/13/1988

Name

Form of Address:

Mr

) P A Lo i

h o ‘_ et oot = A = Fes pa— .

Employment Data

State System Hire Date:

06/16/2008

Service Date:

02/11/2001

Current Hire Date:

06/16/2008

University Hire Date:

06/16/2008

Employment Date Descriptions
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6. Direct Deposit/Bank Information — enables employees to view their Main Bank account if not
receiving a paper check. Users cannot use this application to modify or set up a Main Bank
account and must contact their HR payroll office. If any Secondary Bank(s) exist(s), this
application will enable employees to modify deposit amounts or percentages with the option to
entirely end the Secondary Bank. (Note: The scrolling features on this application will behave
somewhat differently from the other Fiori applications.)

Direct Depaosit /
Bank Information

a. Tap Direct Deposit/Bank Information to begin.

b. Main Bank account will be displayed by default.

{ B (7) ESS-Maintain Direct... (O 2

Full Name: Miller, Edward

Employee Mumber: 000

All changes processed today will be effective with the pay d

To change the details of a Secondary Bank, select the bank i

section and then use the Change or End buttons in the Acco

If you need to change your Main Bank or add additional Sec

your Human Resources office.

Stored Bank Accounts
Bank Type Name of Bank

#) Main Bank PENNSYLVANIA STATE EMPLOYEES C
Secondary Bank MEMBERS 1ST FCU

Secondary Bank FIRST NATIONAL BAMNK OF PENNSYLV,

N U/ P SO A
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c. The Account Details sections for Main Bank will allow for display only details.

OO - o -
FT e B I T

" Acfount Détails
Payee: Miller , Edward
Postal Code / City: 170503801 MECHANICSBURG
Bank Country: USA
Payment Method: Direct Deposit
Routing Number: | 231381116 PENNSYLWVANIA STATE EM

Account Number: |ssssesss Checking (® Savings

d. To view or modify a Secondary Bank, tap in the radio button next to the desired bank
where shown.

- P RN . 3
— e - ST e RN .

e r o i o= L
Stored Bank Accounts
Bank Type Mame of Bank
Main Bank PENNSYLVANIA STATE EMPLOYEES CU

®Secondary Bank MEMBERS 15T FCU

Secondary Bank FIRST NATIOMAL BANK OF PENNSYLVANI

Account Details

““W—M\_Mm_“_*~w’ *.

i. To begin making modifications to the Secondary Bank, tap Change Amount or
Percentage of Bank Account.

- e e
v im0, AU e g ] WRER LT __/'(;Tndckh._g- g o
= et e o

Standard Value: = 200.00

Standard Percentage: 0.00

‘ IChange Amount or Percentage of Bank Account] End 5
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For security purposes, the following pop-up will appear for the user to confirm the
Secondary Bank account number. Once the account number is entered, tap OK.

Confirm Current Secondary Bank Accou...

Please confirm your current secondary bank account
number by retyping it completely in the Account Number
field below. Next, click 'OK' to confirm the account number
you have entered.

Account Number: 5123456

OK Cancel

Users can now make modifications to the Standard Value and Standard
Percentage fields. The Standard Value field is used to designate a consistent
dollar amount to be deposited to the account. The Standard Percentage field is
used to designate a consistent percentage of the employee’s net pay to be
deposited to the account. Only one of these fields may be utilized at a time.
When finished, tap Save Changes. Users can also change the account type be
tapping the radio button for either Checking or Savings.

P EYUMUDIE@ENS = T s

Payee: Miller , Edward }
Postal Code / City: 170503801 MECHAMNICSBURG
Bank Country: USA

Payment Method: Direct Deposit

-
Routing Number: | 231382241 MEMBERS 1ST FCU
Account Number: | Es

Standard Value:

andard Percentage:

“
Save Changes | | Cancel
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7. My Leave Request — enables employees to submit new leave requests and leave cancellations
as well as view the status of previous requests.

My Leave Request

Manage my leave re...

d—

a. To begin, tap My Leave Request.

b. At the top of the page under Entitlement, employee leave balances will display for the
different leave types available as well as the start/end dates for the usage period.

— e T e

~ Entitlement

[tems
Leave Type

Annual Leave
01/02/2021-01/01/2022
Personal Leave
01/02/2021-01/01/2022

Sick Family
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Available

439.50000 Hours

11.83000 Hours

37.50000 Hours
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c. As user’s scroll down the page, the Request Overview section will appear. This section
is sorted in ascending order by leave request start date and displays details for
employee leave requests already submitted, including Leave Type, Hours requested off,
Start Date, Start Time, End Date, End Time, Status of the request, and the Submit Date

of the leave request.

~ Request Overview

Leave Type Hours

Annual Leave 0.02

2ar vate =

05/01/2023

Start Time:
07:30

End Date:
05/01/2023
End Time:
07:31

2[atus:

Cancelled

Submit Date:

07/28/2021

d. To view additional details about a particular leave request, simply tap the desired leave
request, and the Show Request Details screen will appear. To return to the main page,

tap the back arrow where shown.

Show Request Details

Y
w

e Leave Type: Annual Leave

ne: 07

1 O
= ]
i

o o

>tart

2emark:

Leave Entry ID: 04292021155206

Hours: 0.02

Created on: 07/28/2021

r- 90

Status: Cancelled

Approver's Remark:
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e. To submit a new leave request, tap Create Request.

< fay @ My Leave Request v Q 8:

' Create Request ’
01/02/2021-01/01/2022

On screen instructions will be provided for employees to assist them with submitting

f.
leave requests, but users must select a Leave Type from the drop-down box first by

tapping the down arrow.

< () @ My Leave Request v Q 8'

4 Create Request

Leave Type Selection

Leave Type:
Select Leave Type @ |

General Data

Moge & 1an‘w;mh\# semiadl: B e
‘ - ) B

Note: Depending on the Leave Type selected, users may be required to provide more
details on the screen, but guidance for these situations will be provided in real-time

during the use of the application.
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g. After selecting a Leave Type, choose whether the leave request is for more than one
day or if it will be for one day or less by tapping the appropriate radio button. Next, enter
the Start/End Date by either typing it in or using the calendar feature provided.

Additional Remarks are optional as indicated. When finished

E=T o, i - P
. ey e mm = e

Select for partial or single day leave requests.

REVEPS

¢) More than 1 day One day or less

*Start/End Date:
10/05/2021 - 10/06/2021

Additional Remarks (optional):

Family vacation

185 characters remaining

If this absence is for medical appointment, please provide
the Medical Appointment Start Time in the field below.

Medical Appointment Start Time

HH:mm 9

If this absence is for a sick leave of three or more
consecutive days due to illness or injury, check the box
below indicating that you have or will be providing the
required medical documentation to your supervisor.

Medical Certificate Available:

i. The following pop-up will appear indicating the request was submitted

successfully to the manager.

Information

Leave submitted successfully!
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ii. If a collision is found between previously submitted leave request, the following
pop-up will appear, and the employee will need to resubmit the request using
date(s)/time(s) that do not collide with requests already submitted.

One Leave is already submitted in this timeframe

3

8. My Addresses — enables employees to view permanent and mailing addresses as well as view
and make updates to emergency contact information.

a. To begin, tap My Addresses.

My Addresses

Manage my addresses

F-¥-.

(wa

b. The employee’s Permanent Residence will be displayed by default. Due to local tax
requirements, employees must contact their campus HR office to make any changes to
their permanent Address Information.
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c. Tap the drop-down arrow to access additional addresses saved to the system.

{ & () MyAddresses ¥

Miller , Edward (00095984)
SAP Business Analyst-HR/PR

IZ 7177035826
B TEST@PASSHE.EDU

Organizational Unit: A&F SAS HCM Team
Cost Center: SAS FI/MM/HR/PR (9012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

Permanent Residence

f Permanent Residence *\

Emergency Contact

Mailing Address

T AT e

House Mumber and Street:

1 Front St

T Y O ISP S N N

d. To view/make changes to emergency contact information, tap Emergency Contact

N e e —-
TEN -, —erwdTICE e

. Permanent Residence

e e

Emergency Contact

Mailing Address

Fan L RS R TR S
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e. The emergency contact information will display for review. To make changes, tap Edit
as shown.

- FIIR N - e et

v T e e

Emergéﬁ c_y Contact

Valid from 10/19/2015

Address

\-\_._“‘"m."\-‘-‘“‘“—wﬂﬁ“

f. The employee’s emergency contact data will unlock for modification as needed. At the
bottom of the window, employees can elect to have the emergency contact data
effective immediately/from today or choose a date to make the changes effective. When
finished, tap Save.

e T T g g .__.--/ W - -
Validity Period
Validity:
From today
From today
From date

g. The following confirmation will briefly display.
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h. Mailing address will only be available in view mode for any employee who currently has
an existing mailing address saved to the system. Since a mailing address is only
required if the employee desires to received mail at an address that differs from their
primary residence, users must visit their campus HR office to make modifications to a
mailing address including deleting it from use.

"r'-.. -'-h".. ._.._”.' . v i ‘-J

 Nigling Adirass v
Valid from 10/03/2021

Address

House Number and

[Fy]
=

re

[4%]

917 Susan Circle

e A AN W ¥ VN 9

9. My Paystubs — enables employees to view and print their paystubs.

a. Tap My Paystubs to begin.

My Paystubs

View my paystubs
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b. The employee history of paystubs will be displayed. To control the level of paystub
details displayed on the overview screen, tap the following icon.

< & (@ MyPaystubs v

Q &
Search T‘L [E]

Pay Date MNet Pay

ﬁ\-"*'-mu-.‘ h‘---..'.\'*\.r et et

c. Choose the columns to be displayed and tap OK.

AlL D)
v Pay Date
v Payroll Type
Payroll Period
Payroll Period
ol Gross Pay
v Deductions
v Met Pay
v Download
ol Print
OK Cancel
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d. To view details of a paystub, tap on the desired statement.

o ¢ My Paystubs Q
Search T\L =] {16:}

Pay Date Net Pay

11/09/2018 805.14 UsD

Payroll Type: Regular payroll run

Gross Pay: 1,000.00 usp

Deductions: 194.86 UsD

10/26/2018 1,198.92 UsD
Payroll Type: Regular payroll run

Gross Pay: 1,633.76 USD

AT U B Y Vg W, O

Deductions: 434.84 UsD

“\

WAL 2N e 2 s BN L RQET LIS

Note: If the following window is displayed, tap the download icon as shown.

{ @& @ Paystubs~ (9 W—

Open in new window @

W Al Bt s i

e. The statement details will be displayed. To return to the Paystubs screen, tap the back
button from the browser. (Note: Users may need to use the back button twice.)

& tworkplace.passhe.edu

( an
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