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View Employee Personal Info - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the View Employee Personal Info link

e Select the employee you wish to review and click the Select button

e Use the links in the Additional Information section to view personal
information for the employee (home and mailing address, email address,
phone numbers, emergency contacts, birthday, and Person Profile)

e  When done updating information, click on Return to Employee Information

Request Reporting Change - Quick Guide

Navigation

e Log into MyFSC]_using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the Request Reporting Change link

e Select the employee to be assigned to the new supervisor

e Enter the desired information into the Supervisor field and click submit
e The Reporting Change approval workflow displays

Approve Reporting Change - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the Approve Reporting Change link

e The Reporting Change Requests section contains reporting change requests
requiring your approval. Select the transaction number

e C(lick the Approve button then click OK
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View Reporting Change Status - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the View Reporting Change Status link

e The Reporting Change Requests list contains reporting change requests
requiring approval

e The Reporting Change Details displays the employee, current supervisor and
newly requested supervisor

Terminate Employee - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the Terminate Employee link

e Select the employee to be terminated and click the Select button

e C(lick the Reason for Termination list and choose the appropriate reason

e Click the Submit button

e Use the Submit Confirmation page to acknowledge that your request has
been submitted successfully

e Click the Return to Select Employees link
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Approve Terminate Employee - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the Approve Terminate Employee link

e The Approve Terminate page lists the terminate requests requiring your
approval

e Select an employee to view details and to process the approval then click the
Approve button

e The Submit Confirmation page confirms that the approval of the terminate
request was successful

e Click the Return to Select Employees link

View Terminate Employee Status - Quick Guide

Navigation

e Log into MyFSC] using your FSCJ logon ID and password

e Click the My Manager Tasks button

e Click the View Terminate Employee Status link

e The Terminate Status page lists the terminate requests entered by you. The
Employee Terminate Requests section lists the employee name, termination
date and the workflow status

e Select an employee to view details

e Click the Return to Select Employees link
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View Employee Personal Info - Detailed Guide
Log into MyFSCJ_using your FSCJ logon ID and password

Welcome to myFSCJ!
mhFSC. 15 ouf bew and Imoroved portal in 3 eo B sireamiing o processes, all shuderts, faculy and Saf MEmbers ane oW USE 0N CENtAKRed DIOQIaM 10 Igrove Our Tunclionalty. Droces50s and eficiency
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO ‘GO0 DESINANON TOF My COfe ANCHINs

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2
Btudent and Emplores Sigs-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Click the My Manager Tasks button

Favorites | Main Menu +

my.fscj.edu = v

Resources Help Center

My Manager Tasks

My Requisitions ~ My Pay ~ My Time ~ My Benefits ~ My Career ~

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Sunday, April 10, 2016

No events found for the date range. B
Calendar Filters

Class Schedule
[] FSCJ Calendar

Schedule Leave Balance
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Click the View Employee Personal Info link

My Manager Tasks = My Pay - My Time - My Benefits = My Career =

Time Management TP - b
Manage Schedules

Assets

Approve Time and Exceptions Procurement

Absence Requests
Budgets
Report Time . 1 Al

View Time

Select the employee you wish to review and click the Select button

Use the links in the Additional Information section to view personal information for the
employee (home and mailing address, email address, phone numbers, emergency
contacts, birthday, and Person Profile)

When done updating information, click on Return to Employee Information

Favorites - ‘ Main Menu ~ ¢ CJ Dashboards ~ > Employee Dashboard Menu~ > My Manager Tasks ~ > Job and Personal Information v > View Employee Perst

my.fscj.edu = & vader, Darth v

Resources Help Center

My Requisitions ~ My Manager Tasks ~ My Pay « My Time « My Benefits v My Career «

| New Window | Help | Personalize Page | Bl

Professor Level 3
Actionsv

Personal Information

Empl ID 0700034 First Start Date 08/12/2011
Position Professor Level 3 047101 Department DC A&P Biological Science 201000
Job Code Professor Level 3 5005 Location FSCJ Downtown Campus, Bldg A AD100A
Company Florida State College at Jax FSC Regular/Temporary Regular
Business Unit FSCJ HR Business Unit FsCJ1 Full/Part Time Full-Time

Additional Information

Home and Mailing Addresses Birthday
Email Addresses
Phone Numbers

Emergency Contacts

Return fo Select Employees I

Person Profile
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Request Reporting Change - Detailed Guide

Log into MyFSCJ_using your FSCJ logon ID and password

Welcome to myFSCJ!

Fow wtnsets. myFSC1 wil umpl the regRirstion fensess and sl yo i Faller (£36 3 manige Jil (MoPees thiolgh dagees pragrams. For feilly and a® | il seramine bissat (racioss by wnmng =

U ‘o-10” GEFINeN for MARY Core ANCKAS

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency

Appl imission

Srugent and w4 Lige on

Click the My Manager Tasks button

Favorites v | Main Menu -

my.fscj.edu

Resources  Help Center

My Manager Tasks ~

My Requisitions My Pay ~ My Time - My Benefits ~ My Career -

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees

Sunday, April 10, 2016

Vader, Darth v

No events found for the date range. .
Calendar Filters

[ Class Schedule
[1 FSCJ Calendar
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Click the Request Reporting Change link

- My Manager Tasks =

Time Management

My Pay ~

My Time - My Benefils My Career

Job and Personal Information

Assets
Manage Schedules

Approve Assel Transfer

Assign Waork Schedule

Approve Time and Exceptions

Absence Requests

Report Time

View Time

Select the employee to be assigned to the new supervisor. Enter the desired information
into the Supervisor field and click submit

Favorites - ‘ Main Menu v ¢ ’ ‘SCJ Dashboards + > Employee Dashboard Menu~ > My Manager Tasks v > Job and Personal Information» > Request Reporting
my.fscj.edu Bb 2 vader, Darth v

Resources Help Center
A My Requisitions ~ My Manager Tasks v My Pay ~ My Time ~ My Benefits ~ My Career «
== %
5] El
New Window | Help | Personalize Page | B
Request Reporting Change
{¥ instructions
Selected Employees
Name Job Title Empl ID. Supervisor
Padme Amidala NG CWS On Campus 0700037 Darth Vader
Reporting Change Details
“Reps
New Information Current Information
Supervisor =Y Darth Vader
s
(Name Format: First Last)
Comments (Eald
| submit |
* Required Field
Retum to Select Employees
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Approve Reporting Change - Detailed Guide
Log into MyFSCJ_using your FSCJ logon ID and password

Welcome to myFSCJ!

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency

et myFSC1 Wil umpil the egRIFSHoN fencass and sl yo i Faller (E36 3 manage Yl (MOJPAR ThimUgh dagees pragrams. For feilly and ot § il seriamine hissst (racioss by wnmng =
U ‘o-10” GEFINeN for MARY Core ANCKAS

Class Search

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

Srudent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Favorites - Main Menu ~

my.fscj.edu

Vader, Darth v

Resources Help Center

3 My Requisitions ~ ly Pay - My Time ~ My Benefits ~ My Career «

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Sunday, April 10, 2016

No events found for the date range. .
Calendar Filters

] Class Schedule
[ FScCJ Ccalendar

Upcoming Holiday Schedule Leave Balance
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Click the Approve Reporting Change link

- My Manager Tasks = My Pay ~ My Time - My Benefils My Career

Time Management
Manage Schedules

Job and Personal Information

Approve Time and Exceptions

Pavabile Time
ayable Time

Absence Requests

Report Time

View Time

Assets

Approve Assel Transfe

Procurement

The Reporting Change Requests section contains reporting change requests requiring

your approval. Select the transaction number

Favorites ~ ‘ Main Menu v +| ‘SCJ Dashboards ~ > Employee Dashboard Menu~ > My Manager Tasks » > Job and Personal Information ~ > Approve Reporting Ch

my fscj.edu

Resources  Help Center

My Requisitions = My Manager Tasks + My Pay ~  MyTime = My Benefits ~

Approve Reporting Change
Reporting Change Details

!} Instructions

Selected Employees

Name: Job Title Empl ID ‘Supervisor
Padme Amidala NC CWS On Campus 0700037 Darth Vader

Reporting Change Details

Supervisor Lando Calrissian

Mumbar o

Workflow Status |n Approval Process

Requester Darih Vader
Approval Details

Role Name: Name Workflow Action  Transaction Date  Comment

Originator Darth Vader Submitted 0411012016

Reporting Chg Approval Chain
¥ :Pending

8 carissian, Lande v

My Career ~

= &= B

New Window | Help | Personalize Page | =]
~
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Click the Approve button

Fanvoaitiz + Main M oiw - 3 Mo x 3 My Managor Tasks » 0 Job and Persanal ki »

Employees Resources Help Cenler

¥ U : My Requisitions - My Manager Tasks ~ My Pay My Time - My Benefits My Carcer ~

[
Gl

Transaction Number &
Workflow Status |n Approval Process
Requester Darth Vader
Approval Datails
Role Nase Mame Workflow Action  Transaction Date  Comment

nginator Uarth Vadar Submitted oau2Me

Reporting Chg Approval Chain
* Panding
Reponing Chy Approval Chabn
Pending

© Lando Cainssian
eProfie [Heplhy Apor Selecton

Communt

Approver Name Lando Calrissian

g

Approve Dury

Click the OK Button

Favorites - ‘ Main Menu ~ @ ¢ ’ “SCJ Dashboards ~ > Employee Dashboard Menu~ > My Manager Tasks v > Job and Personal Information » >  Approve Reporting Ch

my.fscj.edu 8 calrissian, Lando v
Resources Help Center
FLORIDA
H My Requisitions ~ My Manager Tasks v My Pay ~ My Time ~ My Benefits ~ My Career «
== 2
15 E

New Window | Help | Personalize Page |

Approve Reporting Change:
Submit Confirmation

B The suomit was successful

Reporting Chg Approval Chain

["="1:Approved
‘Reporting Chg Approval Chain

Approved
¢ Lando Calrissian

eProfile RepChg Appr Selection
0411016 - T-16 PM

Ruttusn o Seleect Roporting Change A
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View Reporting Change Status - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!

Apply for Admission
ESC 15 £6r Eew a0d imoroved poral i 38 £ 1) streamBne o4 processes, A sudents, tACuty And 0T Members AN NOW USIRG Ore CENTIALERG EROIAM 10 MGIowe DUF Tuncionalty. [rocesses and eficiency

srrta, my P01 Wil iy the ragirstion fenceas And sl yoc 10 Feflae [E16 Snd ARG VAl (IOGPASS ThinuGh dagres prgrama. Fnf cully A w27 | il sertanine ikeweet rarioe by sanng s
U ‘o-10” GEFINeN for MARY Core ANCKAS

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Sign in

der, Darth

My Time =

My Benefils, - My Career =

Test Alert - This aler has been Issued 10 et lunclionality fof iSSung alers 1o 38 employees.

Sunday, April 10, 2016

Mo events found for the date range Calendar Filters

B Class Schedule
[1 FSCJ Calendar

Upcoming Holiday Schedule | eave Balance
Holiday Date
College Designated Holiday DE-May-16 g

PAGE 12



Click the View Reporting Change Status link

- My Manager Tasks = My Pay ~

Time Management
Manage Schedules

Assign Work Schedule

Approve Time and Exceptions

Fayable Time

Absence Requests
Report Time
Timesheet

Absence Request

View Time

My Time -

My Career ~

My Benefits =

Job and Personal Information

View Employee
View Employ

Assets

Approve Assel Transfe

Procurement

Approve Change Requests

The Reporting Change Requests section contains reporting change requests
requiring your approval. Select the transaction number

Fatvinifies v L Rd ] h -

Employees Resources Help Cenler

s My Requisitions ~ | My Manager Tasks ~

Reporting Change Status
Select a Reporting Change Request

Reporting Chinge Requests

Humfper porling Ll

B 0402016

CAN0206

My Pay -

My Time My Benemts ~

reparting change requests requinng your appeoval Select a ransaction number 1o view detads

Workflow Statis
In Approval Procoss

In Approval Frocess

My Carcer -

Mon v 3 My Manager Tasks ~ 5 Job and Persanal Information 5 Viow Reporling Ghang

B vader, Darth

Mirw Windiow | Hilp | Personcilize Page | 5
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The Reporting Change Requests list contains reporting change requests requiring
approval

The Reporting Change Details displays the employee, current supervisor and newly
requested supervisor

Click the Return to Select a Reporting Change Request link

Fatvonitiss + Main Mo+ % [ J . Monu > 3 My Manager Tasks + 5 Job and Personal Information » 5 View Reporling Change §

62 8 vader, Darh v

Empiloyees Resources Help Cenler

My Requisilions - My Manager Tasks « My Pay - My Time = My Benelits « My Carcer ~

[
=l
£

Padme Amidaty NC CWE On Campus 0700037 Drarth Vincer

Reporting Change Details

Reporting Change Date 04102016
Supervisor Lando Calnssian
Transaction Number £
Wuorkflow Status in Approval Process
Requester Drrth sk
Approval Details

Hole Name Mame Workflow Action  Transsction Uste  Comment

Originator Darth Vader Submitted 04102016

Reporting Chg Approval Chain
* :Pending
Reporting Thg Approval Chain
Pending

Lando Calresian
(B emotie Repcng Appr Seleetion

I Ruttusn o Seleect a Reporling Change: Requist I
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Terminate Employee - Detailed Guide

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency
ecde, iy Wil iy the PAGRIrStion (enceLs AN Slw i i Bellér (10 and mAnAgH Yol pOgFees UG dagees pragrams. ol faeuly an 297, § uill soriaenine bisisat fracices by tening s

U ‘o-10” GEFINeN for MARY Core ANCKAS

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Log into MyFSCJ_using your FSCJ logon ID and password
Click the My Manager Tasks button

er, Darth

My lime - My Career =

My Benefils -

Test Alert - This aler has been Issued 10 et lunclionality fof iSSung alers 1o 38 employees.

Sunday, April 10, 2016

Mo events found for the date range Calendar Filters

B Class Schedule
[1 FSCJ Calendar

Upcoming Holiday Schedule | eave Balance
Holiday Date
College Designated Holiday DE-May-16 g
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Click the Terminate Employee link

o e

Empioyees Resources  Help Center
A T Cou My Requisitions - My Manager Tasks ~ My Pay - My Time = My Benefils « My Carger =
M5
—Lis 15
Time Management Job and Personal N
Test Aler - This alert has been Iss Manage Schedules Information
As
Monday, April 18, 2018 Approve Time and
N, n for ran i
o events found for the date ra Approve —
Change
55 Schedule
Report Time ZJ Calendar
Timesheet ~
Upcoming Holiday Schedule Leave Balance
Heliday Date
College Designated Holiday 06-May-16

Select the employee to be terminated by clicking the Select button

Employees

Resources Help Cenler

Terminate Employee

on Criteria

Froployeo Seh

Sedect th emnpkoye: o b torminatod. You will be able (o proce

My Requisilions - My Manager Tasks « My Pay -

As Of Date 041872016

Chew Bacca
Han Solo

Luke Skywalker
Padme Amidaka
Brincoss Crgani

Seethree Peaoh

anly thiz ermplyee

My Time =

hat repart bo you 2 of Me dali enbered on this page

Bl 1D

Q700031
0700035
LrO0034
0700037
P08

700030

My Benelits « My Carcer ~

ole oo

Find Emplos
Personaiize | £/ First & 160f6 * L=
Empl Status HR Status Pussition
Active Active 033089
Active Acve
Active Active Mm
Active Active 193500
Actre Acte o2
Active Active 021104
>
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Click the Reason for Termination list and choose the appropriate reason.

Use the Termination Date field to enter the actual date of termination.

Click the Submit button

Meno» 5 My Manager Tasks 0 Job and Personal Information = 3 Tesminado E)

Vader, Darth v

Empiloyees Resources Help Cenler

My Requisilions - My Manager Tasks « My Pay - My Time = My Benelits « My Carcer ~

= o =

| Merw Winiclorw | Hilp | Pessancdize Page | 5
Terminate Employes
Seethree Peach
Dudget Anatyst
Actions =

= Instructions

The Termination Date is the first day the employes is no longer employed al the company.
Select Submit once you have entered the termination informal

Heason lor Termination
Empl ID 700030

Job Title Bucpe! Analyst
“Termination Date 04182016 |5

Reason for Termination |

f;ﬂ

Comments

I

Use the Submit Confirmation page to acknowledge that your request has been
submitted successfully

Click the Return to Select Employees link

Favorites

Man Mo+ ¢ o FACI Dashboards » 1 Employos [nshboard Monu v My Manaonr Tasks =+ Jab and Persanal information =+ Termenate Ef

2 vader, Darth

Resources. Help Center

RUARIGIRENN 11, rrcquesitions = My Manager Tasks ~ My Pay =

My Time ~ My Benefits - My Carecr -
= @
= & =l
Hew Windaw | Heip | Personalize | 3
Submit Confirmation

| faved

& ‘ou have successhully submitted the Terminata request for Seethres Paach as of AHAITHE

Terminate Approval Chain
[ = ]:Pending
Terminate Approval Chain

Panding
/oy Landa Calrissian

I_ Heturn 1o Sl Employoes I
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Approve Terminate Employee - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Fow wtnsets. myFSC1 wil umpl the regRirstion fensess and sl yo i Faller (£36 3 manige Jil (MoPees thiolgh dagees pragrams. For feilly and a® | il seramine bissat (racioss by wnmng =
50 OF many coee AnCias

Welcome to myFSCJ!
¥ Apply for Admission
W SC. 5 oor pew and Imoeownd portal In 3a Mot B streamiing oo processes, all students, faculy and Staf members ane NOW UsRg Ofe CENtAKZOY DYOQIAM 10 MQIove Our Tundcficrality. processes and eficiency

your ‘gota” e

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srugent and Employes Sigs-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Click the My Manager Tasks button

vader, Darth

iy tsc) edu

A

FLORIDA

Employees Resources Hedp Center

My Manager Tasks =

My Requisitions My Pay - My Time = My Denefts - My Career -

# E

Test Alert - This alert has been issued o lest Tuncionality 107 1IS5uing alers 10 all employees,

Sunday, April 10, 2018

No events found for the dale range. Calendar Filtars

B Class Schedule
[ FsCJ Calendar
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Click the Approve Terminate Employee link

Empiloyees

Resources Help Center

My Requisitions =

Test Adert - This alen has been iss

Monday, April 18, 2018

No events found for the date ran

My Manager Tasks =

Drasity Tirme
Calendar

Tirr

MyPay = My Time= My Benefits = My Carcer =

lar Filters

55 Schedule
2 Calendar

w

The Approve Terminate page lists the terminate requests requiring your approval

o v 1 My Manager Tasks 5 Job and Personal Infemation » 5 Approwe Terminado By

Employees

Approve Terminate

Thae lix

Name

LaRd -

My Requisilions -

ol combisine: bl g

Employea Terminate Requests

Termination Date

Resources Help Cenler

My Manager Tasks «

Lifective Sequence

My Pay - My Time =

WorkSiow Status

In Agproval Procisis

sian, Landn ~

My Benelits « My Carcer ~

s tuquiring yout approvil Seect on an employee I view detiils and b process the approval

Mirw Window | Hilp | Personcilize: Page | 5
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Select an employee to view details and to process the approval

5 My Manager Tasks = 5

DR Resources  Help Conte

By Requisi

s = MyManager Tasks = My Pay ~ My Time = My Benents - My Carper -

Po==y
=i & &
Poew Window | Help | Persenatce Page |
Terminate Employee

[y —

- Instructions

This iransaction requines an acbon on your parl. Drler your comments {opbional] in the srea provided,
ten sutect Approve o Deny batton fo process this request

Reason for Termination
Empl ©} 700030
Jon Title Rucget Anatyst
Temménation Daw (4122016
Reason for Termination v - Resigration

Requestar [iah Vader

Terminate Approval Chain
= :Pending
Torminste Appeiral Chusin

Panding

"
ryLands Calriesian

Click the Approve button

Resources  Help Center

H My Requisitions = My Manager Tasks + My Pay ~ | My Time = | My Benefits ~ My Gareer ~
.
15
Termmation Date 031182016 Lal
Reason for Termination Vv - Hesigration
Requestor Dastn Vader
Terminate Approval Chain
* :Pending
Tesmunate Approval Chain
Ponding
O %m Calissian
Commant
Approver Name Lando Calrissian
Comment L
Deny
Reatam to Sedect a Transaction v
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The Submit Confirmation page confirms that the approval of the terminate request
was successful

Click the Return to Select Employees link

Favonitie + Y - + My Mamager Tisks + 5 Job and Personal Information + 5 Approve Tesminaln Emg

Calnssian, Lando

Empiloyees Resources Help Cenler

My Requisilions - My Manager Tasks « My Pay - My Time = My Benelits « My Carcer ~

Mirw Windiow | Hilp | Personcilize: Page | 5
Submit Confirmation

0’ ‘You have successfully approved the Terminate request for Seethree Peaoh as of 4182016,

Terminate Approval Chain
¥ |:Approved
Terminate Approval Chaan
Approved

Landa Cainssian
& TeminsbaByPosnSuperisce

Retumn 1o Terminate Empioyee

PAGE 21



View Terminate Employee Status - Detailed Guide

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency
ecde, iy Wil iy the PAGRIrStion (enceLs AN Slw i i Bellér (10 and mAnAgH Yol pOgFees UG dagees pragrams. ol faeuly an 297, § uill soriaenine bisisat fracices by tening s

U ‘o-10” GEFINeN for MARY Core ANCKAS

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Log into MyFSCJ_using your FSCJ logon ID and password
Click the My Manager Tasks button
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My lime - My Career =
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Test Alert - This aler has been Issued 10 et lunclionality fof iSSung alers 1o 38 employees.

Sunday, April 10, 2016

Mo events found for the date range Calendar Filters

B Class Schedule
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Upcoming Holiday Schedule | eave Balance
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College Designated Holiday DE-May-16 g
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Click the View Terminate Employee Status link

my.fsc].edu

Resources lielp Cenler

My Requisitions - My Manager Tasks = My Fay = My Time -

Timeshest
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Test Alen - This alert has been Iss Absence Request
View Time

Maonday, April 18, 2018

No events found for the date ran
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The Terminate Status page lists the terminate requests entered by you. The Employee

Terminate Requests section lists the employee name, termination date and the

workflow status

Select an employee to view details

Fatvonifie » vieF wds v 1 - » + My Manager Tk » 3 Job and

‘Wader, Danth

Employees Resources Help Cenler

My Requisitions - My Manager Tasks = My Pay = My lime -

Terminate Status

The Tollowing st contains termenate requests. Select an employes 1o view detads.

Employes Terminate Roquests

Hame Tevmination Date Effective Sequence  Workflow Status.
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Click the Return to Select a Transaction button

- ﬁwmv 3+ Joband
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Employees Resources Help Cenler

¥ i My Requisitions - My Manager Tasks ~ My Pay - My Time - My Benefits - My Carcer ~

Seethree Peaol

Bucdget Ariy

Reason for Termination
Empl 1D 70000
Job Title Bucget Analyst
Termination Date U4/18/2016
Reason for Termination v - Kesignaton

Requestor Darth Vader

Terminate Approval Chain
¥ :Panding
Terminate Approval Chain
Panding

o) Lando Cainssian
TerminateByPus:
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