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INTRODUCTION

Welcome to the Old Dominion University Position Description System. The Human Resources
Department has implemented this system in order to automate many of the paper-driven aspects of the
classification/compensation process.

You will use this system to:
e Approve new classified employees’ position descriptions within 30 days of their hire date

e Approve classified employees’ position descriptions at the beginning of the new annual performance
cycle each year

The system is designed to benefit you by facilitating:
e Faster processing of classification/compensation actions
o Up-to-date access to information regarding all positions under your supervision

The Human Resources Department is providing these training materials to assist with your understanding
and use of this system.

Your Web Browser

PAPERS is designed to run in a web browser over the Internet. The system is compatible with Internet

Explorer 6.0 and higher and Firefox Mozilla 2.0 and higher. The site also requires you to have Adobe
Acrobat Reader installed. This is a free download available at www.Adobe.com.

Please do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site, or open a
new browser window from your existing window. This may cause unexpected results, including loss of
data or being logged out of the system. Please use the navigational buttons within the site.

Security of Information

To ensure the security of the information in the system, it will automatically log you out after 60
minutes if it detects no activity. However, anytime you leave your computer, we strongly recommend
that you save any work in progress and Logout of the system by clicking on the logout link located on the
bottom left side of your screen.
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You will receive an e-mail message from one of the staff you supervise telling you that
you have a certification action waiting. Click on the link in the e-mail and the following
screen will appear:

; 0ld Dominion University - Microsoft Internet Explorer provided by Old Dominion University

File Edit ‘iew Favorites Tools Help

daBack - = - ) at | Qi search [ Favorites  GfMedia (4 | B-S=

B

Address I@ http: ffim003, peopleadmin, comfuserfilesjsp /shared|frameset/Frameset. jsprtime=11593761 36735 j 6>Go | Links *
Position
ml 0ld Dominion University AD ¥ :‘a:mm
Evaluation &
Department of Human Resources Secremee

USERS

User Login

Please login to the system using your User Narme and Password, If you do not have 2 User Mame and

Pasgword assigned, click Create User Account,
® SPELL CHECK

= ADA INFORMATION
o ESSENTIAL TASK
REQUIREMENTS

« BUDGET ADJUSTMENT
FORM

User Name: ||
Password: |

‘ou are abaut to lag in ko a secure system, When
wou are finished, please click Logout to ensure
that others with access to your compuker cannot
view the information in the system,

@] pone l_l_ ’_|0 Inkernst
Rt | & A NG FE P 1zssem
|J Novell-deliver...l Margaret Ing... | PD Hiring Man...l @Microsoft OFFi...”@DId Dominio... Microsoft Pow...I MicrosoFt Excel | QB@ @ﬂo

If you have used the system before as a Hiring Manager for a recruitment, enter your
username and password and click on Login. To approve a position description, you
must be logged in with the User Type of Reviewer. If the user type of Hiring Manager
(or Employee — if you are a classified employee) appears at the top of the screen, an
option of Change User Type will be listed in the navigation bar on the left of the screen.
Click on this link and change your user type to Reviewer. (Go to page 6 of these
instructions.)



If you are entering the site for the first time, you must create your own account by
clicking on the Create User Account link in the navigation bar on the left of the screen.
After you click this link, the following screen will appear:

%3 01d Dominion University - Mozilla Firefox

File Edit “iew Go Bookmarks Tools Help

USERS

CREATE USER ACCOUMT:

* SPELL CHECK

= ADA INFORMATION

PP 01d Dominion University w ‘::::"r:nm
Evaluation &
Department of Human Resources Aecrultment

Fositon

System

Create User

Users can submit a user account 1o HR for approval and will be notified by HR if the account has been
approved. Please fill in the following information to create your account. Click the cancel button to return
o the login page.

*Required information is denoted with an asterisk.

Create User

Username

*  Password

*  Confirm Password

*  First Mame

*  Last Mame

Employees ID

Title

Phone Murnber

Email

Departrent Mot Selected Selected
Sample Office ~ Mot Assigned

e e e | 18800-UF Acsd AFF N
the top amow (=) to select - 1aa05-University Planning . <
please anly selact your own 1A806-Undergraduate Conl

departrnent(s], 1AA07-Model LM

2) Selected departrient(s) 1&/10-Faculty Senate P
appear in the right hand 1AAE1-Consartiumn FLE

bax. 1AL00-Admizsions Cfice ~ e

& submit For Approwal

cancel || conTInue |

CBX

Enter a user name and password, along with the rest of the requested information.
Include comments as to why you are requesting an account.

Please remember your user name and password. You will need them each time you
log in to the system.

After completing this form, click Continue, and you will be asked to review your
information. After you have reviewed it, click Submit. Your request will then be sent to
the Human Resources Department, which will approve your account.

Once HR notifies you that your request has been approved, you will then be able to log
in to the system with your user name and password. (This approval could take up to 24

hours.)




WELCOME SCREEN

Upon logging in, the following screen will welcome you to the Position
Action/Performance Evaluation and Recruitment System. (PAPERS)

PAPERS includes our on-line application system. If there are pending recruitments for
which you are the hiring manager, they will appear on this screen. If there are not any
pending recruitments, the following message will appear. (This is a system message
that we cannot block from appearing.) PLEASE DISREGARD THIS MESSAGE AND
MOVE ON TO THE INSTRUCTIONS ON THE NEXT PAGE.

23 0Ld Dominion University - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help 11
eBack @ \_) \ﬂ @ ;j /_\J Search “3'5‘\'( Favorites QE < - ..:,; l)_.f] < _J ﬂ (@ ﬁ
Address ﬁj htkp: fim003, peopleadrnin, comuserfiles (ispfshar ediframeset [Framaset. jspPtime=1163907556593 V| Go Lirks **
Position
m' 0ld Dominion University ADET ::g::;lm
Evaluation &
Department of Human Resources Dot
em
JOB DESCRIPTIONS
PENDING ACTIONS + Welcome Reviewer Sample. You are logged in. Saturday, Movember 18, 2006 |
SEARCH POSITIONS
ADMIN . i )
HOME Welcome to the Position Action/Performance Evaluation &

CHANGE PASSWORD

LoGoUT Recruitment System

No Postings Found Matching Search Criteria.
= FACULTY RESOURCES
# SPELL CHECK

* ADA INFORMATION

ESSENTIAL TASK
REQUIREMENTS

o BUDGET ADJUSTMENT
FORM

& Internet

/2 ©ld Cominion Universi. .. P o ’(_’J-:;._F;.} & 10:39PM




POSITION DESCRIPTION ACTIONS

The on-line position description replaces the paper Employee Work Profile (EWP).

Each fall, after evaluations of classified employees have occurred, new position
descriptions, on which the employee will be evaluated the following year, will be certified
in the system. Also, within 30 days after their hire date, position descriptions for new
classified employees will be certified in the system. Paper EWPs will no longer be
completed.

Position Description options are listed as different actions in the on-line system. These
instructions are for Certifying a Position Description.

To approve the certification action, click on the “Pending Actions” link in the Job
Descriptions section of the navigation bar on the left of the screen. The following
screen will appear:

3 0Old Domiinion University - Microsoft Internet Explorer provided by Old Dominion University ;Iilll
File Edit View Favorites Tools Help ﬁ
dmBack ~ = - &) ] | Qi search [ Favorites ffMedia ¢4 | B & = [

Address I@ http:{fim003 . peopleadmin. comfuserfiles/jspfshared/framesetfFrameset. jsprtime=11593762 29659 j @Go | Links **

Position
2P| 514 Daminion University w ::mm
Department of Human Resources EEE"J:&

JOB DESCRIPTIONS

PENDING ACTIONS |. Welcome Reviewer Sample. You are logged in. wednesday, September 27, 2006
SEARCH POSITIONS

ADMIN : .
HOME Pending Actions
CHAMGE PASSWORD
LOGOUT

Pending Requests

1 Record

N ) — Request — _ yy Date of Last
D Fosition Tltle m a Action Tvpe

Architect/Engineer

= FACULTY RESOURCES

® SPELL CHECK

Certification Submitted ko Emploves Certify Position

000169 Reviewer Description 09-27-2006

= ADA INFORMATION

o -

iew

ESSENTIAL TASK
REQUIREMENTS

o BUDGET ADJUSTMENT
FORM

|@ l_ l_ I_ |° Internet
iiStart”J & = 5 N AL E G 1258
|J Novell—deliver... | Margaret Ing... | @PD Reviewsr ... | @Microsoft OFFiL., “@Dld Dominio... MicrosoFt Pow...l MicrosoFt Excel | @B @ e %

Click on “View” under the Position Title in the first column.



The position description will be displayed on the following screen:

/3 0ld Dominion University - Microsoft Internet Explorer

File Edit ‘iew Favorites Toaols Help

&Back ~ = - () ﬁ| Qhsearch  (GFavorites  ElfMedia ®| BN M|

Address IE:] http: fftraining09s, peopleadmin, comuserfiles)jsp/shared/frameset/Frameset  jsprtime=1 169750746014 j 6>G0 | Links **

-E

Position

Action/
DED Perlormance

Evaluation &

Department of Human Resources Recruiment

System
JOB POSTINGS

VIEW OPEN + Welcome Margaret Inge. You are logged in.

YIEW PENDING Your Currenk Group: Reviewst,

YIEW HISTORICAL
JOB DESCRIPTIONS

ViewfEdit Employee Certify Position Description
SEARCH POSITIONS

ADMIN
HOME
CHAMNGE PASSWORD
CHAMNGE USER TYPE
LOGOUT

nﬂ' 0Old Dominion University

|»

Thursday, January 25, 2007

Confidentiality
Position
Details

| CONTINUE TO NEXT PAGE >3 |

* FACULTY RESOURCES

*Required information is denoted with an asterisk,

Employee First Mame: IMaRGARET
Employee Last Mame: IMNGE

Ernployee ID Mumber:

Employee: Inge, Margaret

Position Mumber: 002944

|
|ﬂj l_ l_ l_ | 0 Internet
iﬁstart”J 2 M5 $:N %@ﬁﬁ@@ 1:47 PM
|J Novell-delive... | Margaret Ing...l @PD Reviewer | MicrosoFt Excel | @Oracle F\pplic...l @Oracle Devel. .. ”%Dld Dominio... @Ba% g‘é @@

You should scroll through each section of the position description using the arrow on the
lower right side of the screen. Clicking on Continue to Next Page will move you to the
next section. Please read all the information carefully, especially the Development
Plan.

You can make edits to any section of the position description as well as enter
comments regarding these edits (or other issues) at the end of the position
description. You will also have the option of returning the position description to
the supervisor requesting that he/she make edits so you should make some
comments here about the edits you have either entered or are requesting.

However, the in-depth discussion of all edits should be done verbally, separate
from this on-line process.



When you reach the Comments tab, the following screen will appear:

) Old Dominion University - Microsoft Internet Explorer

JOE DESCRIPTIONS

PENDING ACTIONS + YWelcome Reviewer Sample, You are logged in.
SEARCH POSITIONS

g View/Edit Employee Certify Position Description

CHANGE PASSWORD
LOGOUT

Saturday, Moverber 18, 2008

* FACULTY RESOURCES

® SPELL CHECK
<<, RETURN TO PRE¥IOUS II CONTINUE TO NEXT PAGE == I

* ADA INFORMATION
o ESSENTIAL TASK

REQUIREMENTS
. BUDGET ADJUSTMENT *Required information is denoted with an asterisk.

FORM

Hiting Manager Comments: position description is accurate

I agree that position description is accurate.|

Reviewer Comments:

Human Resources Comments:

Employee Comments: these are my comments

File Edit View Favorikes Tools  Help
Q- O NEG Pows o @3B @-1) HDB
Address Ejhttp:,l',l'imDDS.peopleadmin.com,l'userfiles,l'jsp,l'shared,l'Frameset,l'Frameset.jsp?time=116390?556893 V| Go Links
Position
E’ 0ld Dominion University ADET E?ﬁlm
Department of Human Resources rennen
B LS

@j Done  Internet

H ; start H - ) er Guide - ... ld Dramminion Lini

Enter your comments and click on Continue to Next Page.

Note: All comments you enter will be viewable not only by you, but by the
Supervisor, the Employee, and Human Resources’ staff.




The History Summary will appear:

Old Dominion University - Microsoft Internet Explorer

File Edit View Favorites Tools Help - g'f
Q- O RNE G Lo oo @22 @1 HDB
Address ﬂjhttp:,l',l'imDDS.peopleadmin.com,l'userfiles,l'jsp,l'shared,fframeset,l'Frameset.jsp?time=116390?556893 V| Go Links ™
seton/
222 014 Dominion University \DET m::;m
Department of Human Resources rernen

JOB DESCRIPTIONS

PENDING ACTIONS + Welcome Reviewer Sample. You are logged in. Saturday, Movember 18, 2006
SEARCH POSITIONS

ADMIN
HOME View/Edit Employee Certify Position Description
CHANGE PASSWORD
LOGOUT

Request
History
Summary

FACULTY RESOURCES

SPELL CHECK

This page lists the history of the request. You can see at what date and time the status of the position description was changed, as well as
ADA INFORMATION by whorm.

o ESSENTIAL TASK
REQUIREMENTS

o BUDGET ADJUSTMENT L
FORM 11-18-2006 10:38 PM Hiring Manager Sample

Modified By

Cartification Submitted it Reviewsr

Wigws Summary:

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE == I B

SAVE AND STAY ON THIS PAGE I

0 Inkernet

PD Reviewer Guide - Certifying - Microsoft Ward

Old Dorninion Lnive

This History Summary shows the steps of the process so far.

Click on Continue to Next Page.
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The following screen will appear:

2} 0ld Dominion University - Microsoft Internet Explorer =17l =]
File Edit “iew Favorites Tools  Help ﬁ
GBack ~ = - () 7t | fQsearch [GFavorites fMedia ¢4 | BN & = [

Address I@ http: ftraining09s. peopleadmin. comfuserfiles)jspfshared/fr ameset (Frameset, jsptime=1169750746014 j ﬁGo | Links **

Position
Action/
Perlormance
Evaluation &
Recrultment
System

PP 14 Dominion University
Department of Human Resources

JOB POSTINGS 2
il M. t I L I din.
VIEW OPEN + Welcome Margaret Inge. You are logged in Thursday, January 25, 2007

YIEW PENDING Your Current Group: Reviewer.

YIEW HISTORICAL

JOB DESCRIPTIONS ) ; . L
PENDING ACTIONS View Employee Certify Position Description Summary
SEARCH POSITIONS

ADMIN
HOME

CHANGE PASSWORD ) . .
' Brinter-Frisndly Yersion
CHANGE USER TYPE Edit O Printer-Friendly Yersion

LOGOUT

To change the status of this action, choose from the statuses below:

Action Status

' Save
* FACULTY RESDURCES " Disapprove and Return ta Supervisar For Editing

& Approve and Submit Certification to Supervisor

CAMCEL II CONTIMUE I

Position Details

Employes First Mame: MARGARET

Employee Last Mame: IMNGE

Employes 1D Mumber:

Employee: Inge, Margaret

[&] Done [ tnternet

;@Start”J 2 X @—N%@ﬁﬂ@@ 1:50 PM
|J Novell—delive... | Margaret Ing...l PD Reviewer | Microsoft Excel | @Oracle Applic...l @Oracle Devel... “@Dld Dominio... @9@% gé gé@

You have the options to “Save” the action or “Disapprove and Return the Position
Description to the Supervisor for Editing” or “Approve and Submit Certification to
Supervisor.”

If you want to return the position description to the supervisor for editing, click on
“Disapprove and Return the Position Description to the Supervisor for Editing”
and then click on Continue. The supervisor will receive an e-mail notifying him/her that
the position description has been returned. It is recommended that you have a verbal
discussion with the supervisor separate from this on-line system about the edits you are
requesting rather than trying to enter all the information into the Comments tab. The
supervisor will re-submit the position description to you after making the requested edits
and the process described on pages 7-11 will occur again.

11



If you are ready to approve and submit the position description back to the supervisor,
click on “Approve and Submit Certification to Supervisor.” Then click on Continue
and then Confirm and go to page 13 of these instructions.

If you want to save the action and come back to it later, click on Save and go to page
13 of these instructions.

If you submitted the certification of the position description back to the supervisor, the
following screen will appear:

3 0ld Dominion University - Microsoft Internet Explorer provided by Old Dominion University - |ﬁ' |1|
File Edit “iew Faworites Tools  Help ﬁ
<Back ~ = - fat | Qsearch [GelFavorites GliMedia o4 | NS = K
Address I@ http: fim003, peopleadmin, comfuserfilesjsp /shared)frameset/Frameset. jspPtime=11593762 29639 j & Go | Links **

Position
222 014 Dominion University nDEE :::r:nm

Evaluation &
Department of Human Resources Recrultment

System

JOB DESCRIPTIONS
PENDING ACTIONS » wWelcome Reviewer Sample, You are logged in, wednesday, September 27, 2006
SEARCH POSITIONS

ADMIN . :

HOME Pending Actions

CHAMGE PASSWORD
LOGOUT

V' The status of Action has successfully been changed to Certification Submitted to Supervisor,

Pending Requests
® FACULTY RESOURCES

1 Record

= SPELL CHECK

o ) — Request — - yy Date of Last
D Position Title m D fiction Type

= ADA INFORMATION

ESSENTIAL TASK ;\rchltect,-"Englneer 000169 Certification Submitted to Employes Certify Position 09-27-2006
REQUIREMENTS View Supervisor Description
BUDGET ADIUSTMENT —
FORM
|&] pone |4 1nternet

;jstart”J 8 5 ‘N Y R PD e
|J Novell-deliver...l Margaret Ing... | @PD Reviewsr ... | @Microsoft OFFi...II@DId Dominio... Microsoft Pow...I MicrosoFt Excel | @B @ @i’o@

Note the statement following the green check mark on the above screen. (above the
Pending Requests box) This confirms that the action was submitted back to the
Supervisor. An e-mail will be sent to the Supervisor notifying him/her that an action is
waiting for him/her to either edit and return to you or to submit to an employee.

If this is the last (or only) position description certification which you need to submit back

to a Supervisor, you can now logout of the system by clicking on the Logout link in the
Job Descriptions section of the navigation bar on the left of the screen.
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If you need to review and approve more position description certifications, click on the
Pending Actions link in the Job Descriptions section of the navigation bar on the left
of the screen and go back to page 7 of these instructions and follow the process again.

Returning to a “Saved Without Submitting” Action:

If you saved the action without submitting it and are now ready to complete the action,
you will need to Login (see page 4), and click on the Pending Actions link in the Job
Descriptions section of the navigation bar on the left of the screen. (Disregard the
“No Postings Found...” Message.)

2l Old Dominion University - Microsoft Internet Explorer

File Edit Wiew Favorikes Tools  Help - ‘.'
@ Back = \_) \ﬂ @ __ﬂ p ) search “5‘\'( Favarites E‘} 4 - k‘_&_ .j_":l - _J ﬁ @ ‘3
Address Ej htkp:f fim003, peopleadmin, comuserfiles fjspfshar edframeset [Frameset. jspPtime=1163907556593 V| Go Links **
Position
m' 0ld Dominion University A D - :::::ll‘;'lm
Evaluation &
Department of Human Resources et
Em
JOB DESCRIPTIONS
PENDING ACTIONS + Welcome Reviewer Sample. You are logged in. Saturday, Movember 18, 2006 |
SEARCH POSITIONS
ADMIN . i B
HOME Welcome to the Position Action/Performance Evaluation &
CHANGE PASSWORD B
LOGDUT Recruitment System
No Postings Found Matching Search Criteria.
* FACULTY RESOURCES
® SPELL CHECK
* ADA INFORMATION
o ESSENTIAL TASK
REQUIREMENTS
o BUDGET ADJUSTMENT
FORM
0 Inkernet
[ Tl PO R ) ©ld Dominion Universi... S B ).:;_E_-: & 10:39PM

L
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The following screen will appear:

a 0ld Dominion University - Microsoft Internet Explorer provided by Old Dominion University - |ﬁ| |1|
File Edit View Favorites Tools Help ﬁ
dBack - = - @) at | Qhsearch [ Favorites  GffMedia £% | AN & = [

Address I:Ej hittp: ffim003 . peopleadmin, comfusetfiles|jspishared FramesetiFrameset. jsprtime=1159376229659 j 6>G0 | Links **

Position
Action/
PP} o1d Dominion University ADEE Performance
Evaluation &
Department of Human Resources Recruitment
System

JOB DESCRIPTIONS
PENDING ACTIONS + Welcome Reviewer Sample. You are logged in. wednesday, September 27, 2006
SEARCH POSITIONS

ADMIN ) i
HOME Pending Actions
CHAMGE PASSWORD
LOGOUT

Pending Requests

i Request — )
M a fiction Type

Architect/Engineer

FACULTY RESOURCES

SPELL CHECK

Certification Submitted ko Emploves Certify Position

000183 Reviewer Description

09-27-2006

ADSA INFORMATION

-

e

o ESSENTIAL TASK
REQUIREMENTS

o« BUDGET ADJUSTMENT
FORM

& l_l_l_ o Internet
Sstar| | & 4 5 NAGFE P 1zsaem
|J Novell-deliver...l Margaret Ing... | @F‘D Rewvigwer ... | @Microsoft Offi... |@Dld Dominio... Microsoft Pow...l Microsoft Excel | ®° @ 3%

Click on View under the Position Title of the appropriate position.
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The following screen will appear:

<} 0ld Dominion University - Microsoft Internet Explorer

File Edit view Favorites Tools  Help

Back » = - (D i | Qsearch  [GFavorites GPMedia o4 | By & = [

Address Iﬂj hittp: ffkraining095, peopleadmin, comjuserfiles/jspfsharedframeset Frameset, jspPtime=1 169750746014 j @G | Links **
Pesition
222§ 514 Dominion University DT ::::‘r;'lm
Evaluation &
Department of Human Resources Recrultment
System
JOB POSTINGS =
Wl M. L | Y I din.
YIEW OPEN + titelcome Margaret Inge. You are lngged in Thursday, January 25, 2007
YIEW PENDING Your Current Group! Reviewer,
VIEW HISTORICAL
JOB DESCRIPTIONS
PENDING ACTIONS View Employee Certify Position Description Summary
SEARCH POSITIONS
ADMIN . .
HOME To change the status of this action, choose from the statuses below:
CHANGE PASSWORD ) ) )
) .
CHANGE USER 1YPE Edit @ Printer-Friendly YWersion
LOGOUT
Action Status
& Save
* FACULTY RESOURCES " Disapprove and Return to Supervisor For Editing

[ Approve and Submit Certification to Supervisor

CANCEL II CONTINUE I

Position Details

Emploves First Mame: MARGARET
Employes Last Mame: IMGE
Emploves ID Mumber:
Employes: Inge, Margaret
=
& l_l_’_|ﬂ Internet
iastart”J 28 H =@ J NS P #@[\a 2:23PM
|J Novell-deli...l Margaretl...l @PD Review...l Microsoft | @Oracle Ap... | @Oracle De. .. ”El:lld Domi... @9@% %@

If you are ready to approve and submit the position description back to the supervisor
for routing to the employee, click on “Approve and Submit Certification to
Supervisor.” Then click on Continue and then Confirm.

15



The following screen will appear:

3 0Old Dominion University - Microsoft Internet Explorer provided by Old Dominion University

-}

File Edit View Favaorites Tools Help

s=Back -~ = - @ at | @Search (3] Favorites @Media @ | %v = = @

Address I@ httpef fim003. peopleadmin. comfuserfiles/jsp/shared|frameset/Frameset, jsp7time=11593762 29689 j 6>Go | Links **
Fosition
Action/
ﬂul 0Old Dominion University ADET Performance
Evaluation &
Department of Human Resources Aecrultment
System
JOB DESCRIPTIONS
PENDING ACTIONS + Welcome Reviewer Sample, You are logged in, wednesday, September 27, 2006
SEARCH POSITIONS

ADMIN . :
HOME Pending Actions
CHAMGE PASSWORD

LOGOUT . . . .
¥ The status of Action has successfully been changed to Certification Submitted to Supervisor.

Pending Requests
® FACULTY RESOURCES

® SPELL CHECK 1 Recard

Request Date of Last
* ADA INFORMATION B Position Title M G fiction Type

o ESSENTIAL TASK Arch|tect)‘Eng|neer o0016o Certification Submitted to Employee Cerkify Position 09-27-2006
REQUIREMENTS \-'lew Supervisor Diescription
o BUDGET ADJUSTMENT
FORM
|2:| Dane ’_ l_ ’_ |° Internet

dstart| | & ) ‘N WMy FEPP  vzem
|J Novell-deliver...l Margaret Ing... | @PD Reviewer ... | @Microsoft OFFi...”EDId Dominio... Microsoft F‘DW---I MiCFDSDFt Excel | QB@ B%@

Note the statement following the green check mark on the above screen. (above the
Pending Requests box) This confirms that the action was submitted back to the
Supervisor. An e-mail will be sent to the Supervisor notifying him/her that an action is
waiting for him/her to submit to an employee.

If this is the last (or only) position description certification which you need to submit back
to a Supervisor, you can now logout of the system by clicking on the Logout link in the
Job Descriptions section of the navigation bar on the left of the screen.

If you need to submit more position description certifications back to a Supervisor, click
on the Pending Actions link in the Job Descriptions section of the navigation bar on
the left of the screen and go back to page 7 of these instructions and follow the process
again.
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Hiring Manager
(Supervisor) begins
Certify Process

PD CERTIFY WORKFLOW

AA

A 4

Hiring Manager
Submits certification
to Reviewer.

Reviewer disapproves and
returns for editing

A\ 4

Reviewer approves
(with or without
edits) and returns to
Hiring Manager

Hiring Manager
submits to Employee

Employee disagrees with
PD/Performance Plan and
returns to Hiring Manager for
meeting and discussion

Hiring Manager

Employee agrees
and submits to
Human Resources

Human Resources
approves. Complete.

v

and Employee
meet and
discuss the
PD/Performance
Plan
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