St. Petersburg College

_SPC|

TALENT ACQUISITION AND ONBOARDING

Personnel Action Request:
PAR Guide:

This is a Guide to assist the hiring manager with the task of submitting a Personnel Actions Request (PAR) based
on the individual needs to stream with the Human Resources process.

The hiring manager will complete the PAR at the link https://one.spcollege.edu/

This Guide Contains How to Submit:
I.  Additional Pay PAR
II.  Data Change PAR
III.  Hire-Rehire/Additional Job PAR
IV.  Promote Current Employee PAR
V.  Reporting Change PAR
VI.  Request New Position PAR
VII.  Request Paid Leave PAR
VIII.  Request Unpaid Leave PAR
IX.  Request Return from Leave PAR
X.  Retire Employee PAR
XI.  Review Transactions PAR
XII.  Terminate Employee PAR

XII.  Transfer Employee PAR
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TALENT ACQUISITION AND ONBOARDING

Let’s Get Started!
Starting every PAR, go to the following link https://one.spcollege.edu/

1. Click on the link above and Log in.
4. Lastly, you should be redirected to a page that
has a menu such as a picture below.

SPC &k
sign in B Request Reporting Change i
S 11+ Request Reporting Chang Request Reporting Change
. } Search Options
=" Request Job Data Change
&% Request Additional Pay Select Employee
/41 Promote Current Employee
Employee Photo Name |
2. Click on the “PeopleSoft HR” tile. & Transfer Current Employee Benjan
: o OPSTe
e .. 4% Hire/Rehire/Additional Job 000024
-_—
— & Terminate Employee Carrie
|
soft | PeopleSoft ople OPS Te
f i 4" Retire Employee 000023
B Request New Position Number Debra |
OPSTe
=] Request Unpaid Leave 0000021
3. Next, click on the “Personnel Action” tab. 1 Request Paid Leave Eunice
OPS C:
< Request Retum From Leave 00000
Personnel Actions
Heathe
oa® ‘i Approvals & Delegations v
Priy ’?‘ a8 HR Par
{5} 000022
» Review Transactions
Holli Te
OPSTe
000003;
Joslvnr
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TALENT ACQUISITION AND ONBOARDING

I ADDITIONAL PAY PAR

An Additional Pay PAR is used needed to make changes to pay for an employee.

Work and Job Information
“Transaction Date 08102021

= — 1) Effective date of the transaction

Thes employes & in & posiion thal is contrclied by the Human Resoures. Depariment. An email notification will be sent o Hurman Resourcss 1o process the Irnsacion

Ehanges Wads
* Rourrd Freid

Job Eamings Distribution
“Distribution Type | None v
Cost Contar a — 2) Cost Center information
Additonal Pay
. — 3) Reason for add'l pay
= = 4) Start date
(% —35) End date (i applicable)
— 6) Amount to be paid each pay period
— 7) Total amount of stipend (if applicable)

Reason for Additional Pay
Start Date
End Date
Earning amount per pay periad
Tetal amount to be paid (Goal amaunt)
Additional Pay Periods
First
Second

Third

Types of Additional Pay:

Academic Charr Stipand
Academic Coaching

Acting Pasition/Add| Duties
Adhletics Cheerleading Coach
GETL Program

Carzer Sue Employee Council
Call Phone Stipend

Centract Pay

Faculty Governance

ot Other Pay

Lean TSS Stipend

Leadership SPC

Leave from Friar Pay Period

Nat Specified

Phi Theta Kapga Advisar

QEP Meighbarbaods for Success
Sabratical - Additiona] 3ECH
TemgFroject Academic Fragam
TemgProject Datalusityinit  ~
TempProect Imavation Team
TempPraject Network Systems
TempProect New Technolagy
TempProject Onboarding
TempProject Student Suppert
Temporary Additional Digies

Select the effective date of the transaction.
Enter the cost center.

Select the reason for additional pay.

Enter the start date of the transaction.

Enter the end date (if applicable).

Include the amount to be paid each pay period.
Enter the total amount of stipend (if applicable).
Click next to complete.

PN R WD =
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Section Complete.

II. DATA CHANGE PAR
A Data Change PAR is used to make the following changes: account combination code, acting-to-budgeted,
continuing contract, department change, extended change, faculty ECH/contract change, location change,
shortened contract, standard hours change, and title change.

X Exit Reguest Data Change
Sivilai Brusko o P
Administrative Sves Specialist 1 o2k
Job Detail Review & Submit
Ned  »
Work and Job Information
“Transaction Date  08/10/2021 5 — 1) Effective date of the transaction
“Reason — 2) Reason for transaction
New Information Current Information
Position Title  Adminsirative Svcs Specalist 00010144 Adminsstrative Svcs Specalist 00010144
Business Unit  Information Systems INFTR Information Systerns INFTR
“Department  Learring Mgt Network Sys Q| LMSNET Leami Mgt Network: Sys LMSNET
*Location  District Office Q| 01000 — 3)Changes District Office 01000
to be made
“Job Title  Administrative Svcs Specialis Q| 51201 Administrative Sves Specialist 61201
Standard Hours  40.00 A0i00! Data change options:

FTE 1000000 {ikiooos "Account Combination Gode
Acting-to-Budgeted
Gontinuing Gontract

“FullPart Time  Full-Time v Full-Time Degree Change
Department Change
Extended Contract

# Changes Made Faculty ECH/Contract Change
* RequredFiaid Location Change
Make changes only if needed Shortened Contract
Standard Hours Change
Job Earnings Distribution Tite Change
*Distribution Type | None ~
Gost Genter a | = 4) Cost center (if changing)

Select the effective date of the transaction.
Select the reason for the transaction.
Enter the type of change to be made.
Enter the cost center (if changing).

Click next to complete.

kW -
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Section Complete.

HIRE/REHIRE/ADDITIONAL JOB PAR

The Hire-Rehire PAR is to hire or rehire a current or former employee. Submitters should also be using
this to add additional jobs (i.e., project deliverables, additional adjunct codes, etc.) Hire PARs are also used
to hire OPS/ADJ PARs into budgeted roles.

1. Select yes or no if you know the employee ID and click next.

Personnel Actions

Sandra Malkin
Admmnsirative Svos Soealst

2. Request Reporing Change

Questionnaire

“ Requect Job Dala Change

£ Request Acddional Pay

4 Promata Curemt Eployaa
= TiansTer Curment Empkves
4% Hire/RehirelAdditional Job
& Temminate Employes

&' Aelire Emplayes

% Raquest New Fosdion Number
[=] Request Unpaid Leave

[ Request Pad Leave

[ Request Retumn From Leave
e ADpIoVAS & Delegalicns ~

 Review Transaclions

D0 you know the Employes 107 (_ Yes () 1) Select yes or no

2,3,4,5,6,7,8,9,10, & 11.

Hire/Rehire/Addifional Job

Sandra Malkin
Administrzfive Sues Specialist

Employee Information

Work and Job nformation

Pusition Ttk
Business Unit
“Department
*Location

“JoD THIG:
Standard Hours
FTE

“FullPart Time

Reports To!

Mansger Name:

~ =
. A &

NS S "
b Dotanl Gompansation Dotan Roc & SubmA

[ — |

E

2) Enter Empl ID if applicable
3) Employee/Candidate's Name

Empi 0 Q

“Employes Hame

o 3) Transaction Date - Hire Date
AdditenalSupclemental Joo

o i

4) Reason - Select applicable reason
a 5) Budgeted position ONLY - Click the magnifying glass and enter the position number

ransevesnarne 0 rsunc 6) [f Nnecessary change department
alew 7) If necessary change location

2/8) OPS/ADJ ONLY - click magnifying glass and search appropriate job code
9) Standard Hours

Health Education Center

a0

1.000000

rure= 10) Select part or full time
2/ 11) Click magnifying glass and search appropriate supervisor
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1. HIRE-REHIRE PAR (cont.)

. Enter the Employee ID (if applicable).

. Select Transaction date or hire date.

. Select the reason: hire, rehire or transfer.

. FOR BUDGETED POSITION ONLY! Click the magnifying glass and enter the position number.
. If needed, change the department.

. If needed, change the location.

. FOR OPS or ADJ ONLY! Click the magnifying glass to search for the appropriate job code.

. Enter the standard hours.

10. Select if the position is part or full-time.

11. Click the magnifying glass to find the correct supervisor.

O 0 31O B~ W

Hire/Rehire/Additional Job

Sandra Malkin ~ = o~
nnnnnnnnnnnnnnnnnnnn @ (2) 3
eta

o
mmmmmmmm

Distribution type. Select as appropriate.
Enter cost center

LEAVE BLANK

Takol smount to be poid (Goal smount)

uuuuuuuuuuuuuuuu

Secand

12 &13.

12. Enter the distribution type: hours, by percentage, single cost center.
13. Enter the cost center. DO NOT COMPLETE THE REST OF THIS PAGE!
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III. HIRE-REHIRE PAR (cont.)

14. Page 2 (not shown) will allow you to enter the pay rate.
15. Enter comments (if applicable).
16. click submit to finish.

re/Rehire/Additional Job

Sandra Malkin ~ N

Cdrivitlvm S Speciie €3 e @
oot Gompensaten oo Foview & submit
14) Page 2 (not shown) will allow you to enter the pay rate ] | (o) s 16) Submit
Review and Submit ~ Relatod Information
Transaction Date 101112021 *
Reason  AddtienabSupplamantal Joo
Hew Information [ Daciolon Support
[m———
Business Unil Acadamic Ao Eossy
Deparcmont e SorveaigmaG HSMHG
Location ealh sucaion erer seoca

Job Titie® Exaeubve Admin Sve Spocialiot  H1725
Standard Hours 40,00
FIE 1000000
FullPart Tine  Full Tme:
Reporis To  Dean, Collof Health Sciences 00003010
Wanager Name Dieanna Stentitarg

Hourly Salary 2400 USD

Comments 15) Enter any comments as appropriate
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Section Complete.

Iv. PROMOTE CURRENT EMPLOYEE PAR
A Promotion PAR is submitted to promote an employee in the same department or a new department.
promotion should be used when the employee is moving up one or more grades.

1. Select the appropriate actions as a proxy (delegate for the manager over the employee to be promoted).

Personnel Actions

5, Request Reporiing Change Promote Current Employee

» Search Opth
= HAequest Job Data Change R
Sanam Vakn - acting as JEEESI]

avm Employess
5 Requost Addiianal Pay Frazy for Deanna Sientiord

Floy it Ko e 1) Select who you are acting as a proxy for.
/% Promote Current Fmployee No direct gorts B et o “*You will need to be a delegate for the manager over the employee to be promoted

= Transter Gurrent Empioyee.
2% Hiro/RehiralAddional Job
& Temminate Emplayes

&' Relire Employes

= Raquest Maw Pocition Numbar
[= Request Unpaid Leave

[ Request Paid Lsave

[ Request Rsturn From Leave
% Approvals & Delegations

< Review Transactions

2. Select an employee from the list. Make sure the correct record is selected.

Personnel Actions o Q A @

2. Request Reporting Change Promote Current Employee
= Request.Job Data Change ¥ Search Options
SandraMalkin - acting as | Proxy for Deanna Stentiford ~
BB Request Additonal Pay Seleet Employee 2) Select the employee from the list. You will need to ensure that you select the proper record.
.71 Promote Gurrem Employee

[
= Transier Cument Emplayee Employee Photo Name | Title / 1D - Record Directs [ Total Status | Type Job Code | Department f Location
- Adam Smith Active B6000 .
2% Hire/Rehire/Addttianal Job Adjunct Faculty Part-Time Baccalaureate Frograms - BAGH/PROG >
00002244130 -1 Employee District Office - 01000
&, Terminate Employee
Alyssa Bedard Artive 85993
&' Retire Employee Supplemental Bach Prog. Part-Time Baccalaureste Programs - BACH/PROG N
00002076112 - 1 Employee Health Education Genter - 18000
2, Request New Position Number
Alyssa Bedard Active 83001
2] Request Unpaid Leave Faculty Full-Time Baccalaureale Programs - BACH/PROG >
00002076112 - & Employee Health Education Center - 06000
i st Paid L
[ Request Paid Leave Amy Krueger Retive BEOOT
Project Deliverable PartTime Derttal Hygi
< iygiene HC - DENTAL-HC >
““ Request Return From Leave
e 00001086944 - 2 Employee Health Education Genter - 08000
# Approvals & Delegations ~ Amy Kruager Artive FAOO o
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Iv. PROMOTE CURRENT EMPLOYEE PAR (cont.)

3. Select if the salary will change or stay the same.

Personnel Actions

Adam Smith
Adunct Facury

B, Request Repariing Change m

_ Questionnaire
= Requect Jou Data Change
That else do you wanl to changs besidss Job Tle?
1% Request Addiional Pay
Ase you changing Salary Information? [ Yes ()
i Promote Cument Emoiovee

3) Select whether or not the salary will be changing.

2 Transler Current Empiojes

5% HrelRahnelAdddionsl Job

& Terminate Employes

4! Relire Employes

5. Request Naw Fosition Mumber

[=1 Request Unpaid Leave

[5a Request Paid Leave

[ Request Retum From Leave

& Approvals & Delagalions ~

& Review Transactions

4,5,6,7,8,9, &10.

Adam Smith — — —
Agjunct Faculty L 2 (2
Job Detail Compensation Detail Reviesr & Submit

R ko ChuesSannaire

Work and Job Information “

“Transaction Date 10112021 = 4) Promotion effective date
] .
5) Reason for promotion

anaon 10 Budgeted
Job Reclassifcatis . ~ "
promaion | 6) (Missing block from image) Select the nEW b ESERF FImber.

*Business Unit | Academic Affairs Q| EDssv ?) Verify Business unit Academic Affairs EDSSV
‘Department | Baccalaureats Piegrams Q| BACHIPROG B) Verify Depm‘tmem Bagealaureate Fiograms BACHFROG
*Location | st Ofica a | v 9) Verify location Distrct ez 01000
*JobTitle | Adnct Facuty Q| Bs000 At Facully 86000
Standard Hours 100 100
FTE 1000000 1.000000
FullPart Time ~ Part Tima Parl.Time
Repuris To | Dean, Collof Heah Sciencer 0, | oroaoto 10 Veerify Supervisor Dean, Coll of Healln Sclences 00003010
Manager Name  Dearna Slentilord Rebecca Ludkig

Crangss vz
* R Tt
Make chianges only if needed

JOb EAMINGS DISTOTOR
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IV. PROMOTE CURRENT EMPLOYEE PAR (cont.)

4
5
6.
7.
8
9
1

11,

0.

12,

Select the promotion effective date.

Select the reason for the promotion: Acting to Budgeted, Job Reclassification, and Promotion.
Select the new position number (image not shown).

Verify business unit.

Verify department.

Verify location.

Verify supervisor.

& 13.

Promote Employee

Adam Smith - Py =y
Agiune! Faclly L 2/ 2/
Job Detail Compensation Detail Review & Submit
[ ——
13) Next,
Monager Name  Dasnna Stentiford Rebscca Ludwia
[r—
¥ Renared Pt
Make changes only if needed
Job Eamings DIStribution By Hours - - .
11) Select cost center distribution type
*Distribution Type [T
costcemer 11za0ms0so0 @ 12) Enter cost center information (without GL code)
Additional Pay
Reason for ANGmanal Pay = }
Start Date 5] I
Leave Blank
Eaming amount per pay periad I
I
Total amount to be paid (Geal amount) |
Additicnal Pay Periods — |
First Mo
Second Mo
Third [ v
L

11

12.
13.

. Select the cost center distribution type.
Enter cost center information (without GL code).
Click next to move forward.
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IV. PROMOTE CURRENT EMPLOYEE PAR (cont.)

14 &15.

Adam Smith

) e
Agjunet Faculty N &) 2/
Job Detail Coampensation Detail Rewiew & Submit
Retumta Ouessonnse | | ¢ previous | [ et 3]
Compensation Details 19) Next
14) New compensation rate
Pay Component Change Percent ‘Change Amount  New Amount Current Amount ‘Curency Code Tyoe Frequency
Dafault MA Hourly uso Haurly Rale Hourly
New Information Current Information
Howrly Salary 000 USD 000 USD
Annual Rate 000 USD 000 USD
Granges ok
B ss=tin

14. Enter a new compensation rate.
15. Click next to move forward.

16,17, &18.

X Exil

Adam Smith —

(¢ {2) ©)
ey ey Carpertion ekl reviena s 18) Submit
Rt o Cussionmie | | Submil
Roviow and Submit 16) Review information ~ Related Information
Transaction Dar  10/11/2021 L]
Reason  Promotion
New Intormation Gurrent Information  Decision Suppiort =
Business Unt  Academic Affairs ED33V Academic Affzirs ED9avV
Department  Baccalaureats Programs BACHIPROG Bancalzureate Programs BACHPROG
Lecation  Disiict Office: 01000 Digiict Office 01000
Job Titlee Faculty 83001 Adjunet Facutty BEODO
Standard Hours  1.00 1.00
FTE  1.000000 1.000000
Fulirart Tima ~ Fart-Time Part-Time:
Reports To  Dean, Coll of Healn Sciences 00003010 Dezn, Coll of Heatn Sciences 00003010

Manager Names  Deanns Stentmorg Rebecca Ludung

Hourty Salary: 150 USD 000 Usn

Annual Rates TEOD USD 000 UsD

Comments 17) Add any necessary comments
2

16. Review information.
17. Add Necessary comments.
18. clicklick submit to finish.
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TALENT ACQUISITION AND ONBOARDING

Section Complete.

V. REPORTING CHANGE PAR

1,2,3,&4.

‘ X Ext

Sivilai Brusko
Adminisirative Sves Specialist

Work and Job Information
*Transaction Date

*Reason

Position Title
Job Title
Reports To

Manager Name

» Changes Wado
* Required Field

el S

Request Reporting Change

—
(1
\1J

Job Detail

0811072021 = = Effective date of the change
Reporis to Supervisor v — Reason (does not change)

New Information

Aoministrative Svcs Specialist 00010144

Aoministrative Svcs Specialist G1201

Project Director @ oootoso1 == New Supervisor

Anna Vok

Enter the effective date.

Reason (do not change).

Enter a new supervisor.

Click next to review and submit.

Current Information

Administrative Sues Specizlist

Administrative Sves Specialist
Project Director

Anna Vok

o
&)
Review & Submit

00010144

G1z2m

00010801

St. Petersburg College

SPC*
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Section Complete.

VL REQUEST NEW POSITION PAR
This PAR is utilized when you are creating a new position.

1. The PAR type should only be used to create a new position.

{ SPC-HR Homepage Personnel Actions

‘Sandra Malkin
Adminisiraiive Sves Specialist

£k Request Reporting Ghange g This PAR type should only be used when creating a brand new position 1) =

i} Questionnaire
= Request Job Data Change

% Request Addltional Pay Do you want to create a new Position? (__ Yes [ )
27 Promote Cuneant Employes

2 Transfer Current Employee

4% Hire/RehiretAdditional Job

&; Terminate Empioyee

&7 Refire Employee

= Request New Position
% Number

=] Request Unpald Leave
“2 Request Paid Leave

"o Request Return From Leave

2,3,4,5,6,7,89,10, & 11.

ew Position Number

Sandra Malkin — =
Aoministralive Svcs Spacialisl L \2)
Position Details Revisw and Submit

Rehum ko OuesSonnaine -hafl >

Clona Position

“Transaction Date. (10192321 # 2) Position effective date
Jab Information

“Business Unit [EDSSV €L Academic Aftairs 3) Business unit Short Tiile 6) Shortened Title

wecn | a 4) Job code tosg oy
“me 5) Position title
"RegfTemp | Reguiar M Max Head Count |1

“FulkPart T | Ful-Time 5

Work Location
“Dopariment |HSM-HC Q| Heallh Services Momt HG 7) Depar‘tmen‘[ Regulatory Region USA United States

“Loeanon 08000 a| wesmeaesnon ceer 8) Location
Reports To 00003010 Q| Dean, Coll of Health Sciences. g) Supervisor

Waork Information

“Standard Hours |40.00 1 0) Standard hours
WorkPortod [W Q. Wookly
Mon Tue Wed Thu Fri sat sun
800 800 .00 200 8.00 “

A -

11) Daily alloted hours (standard work week)

2. Enter position effective date.
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3. Select a business unit.
4. Enter job code.
5. Enter position title

VI. REQUEST NEW POSITION PAR (cont.)

Shorten title.

Enter the department.

Enter location.

9. Select supervisor.

10. Enter the standard hours.

11. Daily allotted hours (standard workweek).

el

12, 13, &14.

Request New Position Number

Sandra Malkin —,

P
Adminictrative Sve Spocalist W \3) 1 4) Submit
Posdion Details Review and Submit
) Retum o Questonnaire | | Submi.
12) Review =
Roview and Submit ~
Transaction Date 10/1172021
Reason  New Posilion
Job Information
Business Unit EDSSV Acadenuc Aftars Short Title® ExAdmSvSpc
Job Coded HITZ5 Execulive Adiin Sve Specilisl Long Description® (g p yucyspe
Tiie®  EXBCUTVE ABMIN SYE Spenipnst
RegiTemp Reguar
FullPart Tane Full-Time Max Head Count 1
Work Location
Department HS-HC Heslth Services Mgmt HC Regulatory Rogion USA  United Statas
Location 08000 Health Egucation Center
Reports To 00003010 Dean, Goll of Health Sciences
Work Information
Standard Hours 4000
Work Period ‘W Wimakly
Mon Tue Wed Thu Fri Sal Sun
ann 800 aon 800 800
Comments
| 13) Add necessary comments v

12. Review the information.
13. Add comments (if required).
14. clicklick submit to finish.
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TALENT ACQUISITION AND ONBOARDING

VII. REQUEST PAID LEAVE
This PAR should be used to request paid leave.

L.

Section Complete.

Select whose proxy you will be acting on behalf of.

Personnel Actions

St. Petersburg College

SPC*

2 Requesl Reparfing Change
= Request Job Data Change
5 Request Acdiional Pay

i Fromate Current Employes

Request Paid Leave

» Search Options

= Twansfer Current Empioyes

2% Hire/RehiretAdoiional Job

& Tenminats Employes

&' Retiio Employea

5, Requost New Posilion Mumber

] Request Unpeid Leave

[% Reauest Paid Leave

|22 Request Refumn From Leave

e Approvals & Delegations ~

% Review Transactions

2,3.

Request Paid Leave

» Search Options

Sandra Malkin

Select Employee

Employee Photo

acting as I Proxy for Deanna Stentiford  ~

MName | Title / ID - Record

Adam Smith
Adjunct Faculty
(HHOZZ44130 - 1

Alyssa Bedard
Supplemental Bach Prog.
00002076112 -1

Alyssa Bedard
Faculty
002076112 - 0

Amy Krueger
Project Deliverable

Gooo108E944 - 2

Amy Krueger

2. Select employee.
3. Click next to continue.

SN MAKN  acting os |ETEETTITET LTS
Froxy for Deanna Stentdord
Praxy tor Joan Tonner
Fiory for Kenola Sabree
No difect reports Frazy for Ralph Sibhio

2) Select employee

Directs [ Total

Status | Type

Active
Part-Time
Employes

Active
Part-Time
Employee

Active
Full-Tims
Employes

Active
Part-Time

Employee

Artive

1) Select whose proxy you will be acting as

Job Code | Dapartmeant { Location

BE000
Baccalaureate Frograms - BACH/PROG
DCistrict Office - 01000

Bso98
Baccalaureate Programs - BACH/PROG
Health Education Genter - 18000

B3001
Baccalaureate Programs - BACH/PROG
Health Educ ation Center - JE000

BE0OT
Diental Hygiene HC - DENTAL-HG
Health Educ ation Genter - 08000

FROM

90 rows

T
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VII. REQUEST PAID LEAVE (cont.)

4,5, &6

Request Paid Leave

Sandra Malkin

- —
AOMINIEUaIvG SYCE Spocaiist L 12)
Job Detail Review & Submit

Work and Job Information

“Transaction Date _ 4) EffeCtIVG date
Pdminisiraive Leave
o 5) Reason

New Information Current Information
Business Unit  Academic Affsirs EDSSY Academic Afairs EDSSV
Department  Healih Services Mgmt HC HSM-HC Health Serices Mgml HC: HSM-HC

Fapectd Retum Dtes | 1012021 & 6) Expected return date

i

4. Enter the effective date.
5. Select the reason: administrative leave, jury duty, or paid sabbatical leave.
6. Enter the expected return date.

7,8&09.

Sandra Malkin P ~

-
AGminiCYative Svce Spacalist @ @ B
e Reviewr bt 9) Submit
7) Review suamt
Review and Submit Related Information
Transaction Date 101112021 &

Reason Jury Duly

New Information Current Information  Decision Support L
Business Unit  Acagemic Afairs EDSSY Acasemic Afiars EDSSY
Uepartment  Hestth Services Momt HC HEW-HC Hesth Senvices Momt HG HEMLHC

Expacted Retum Dates 10422021
comens 8) Add necessary comments

! &

Adachments

0 0GUMANTS NAe BEEN aMAChan.

A0 Atacmen

Crasges Mase
* Reguired Fidd

7. Review the changes.
8. Add comment is needed.
9. Click submit to the process.
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TALENT ACQUISITION AND ONBOARDING

VIII.

Section Complete.

REQUEST UNPAID LEAVE

This PAR should be utilized to request unpaid leave.

1. Select the Proxy for the request.

5. Request Reporting Change

Request Unpaid Leave

» Search Options

= Request Job Data Change
SONOMMAKN  acting 25

5 Requect Addlianal Pay

it Promate Current Emplayee No direct reporis

Process my own E
Proxy for Deannz Sienblurd

Pravy for Raiph Sibbio

2 Transrer Gurrent Empioyes

A e Reniretpadional Jon

& Terminate Emplayes

4" Aslire Employos

5. Request Naw Poslion Numoer

[] Request Unpaid Leave

[ Requost Paid Loave

[ Request Retum From Leave

‘4 Approvals & Delegaicns -

# Reviow Transactions

2. Select the employee.

B Request Reporting Change

= Request.Job Data Ghange
Sandra Malkin

B Request Additional Pay
Select Emplo

Sl Pramate Gurrent Employee

2 Transfer Gument Employee

18 Hire/Rehire/Additional Job

&; Terminate Employee

' Retre Employee

B, Request Mew Position Humber

=" Request Unpaid Leave

[ Request Pad Leave

[ Request Retum From Leave

f Approvals & Delegations v

} Search Options

acting as

yee

Employee Photo

Request Unpaid Leave

Proxy for Deanna Stentford v

2) Select employee

Name / Title / 1D - Record Directs / Total

Adam Smith
Adjunct Faculty
00002244130 - 1

Alyssa Bedard
Supplemental Bach Prog
00002076112 -1

Alyssa Bedard
Faculty
00002076112 - 0

Amy Krueger
Project Deliverable

00001086944 - 2

Amy Krueger

Status | Type

Active
Part-Time
Employee

Artive
Pat-Time
Employee

Aclive
Full-Time:
Employee

Active
Par-Time

Employee

Arlive

== 1) Select whose proxy you will be acting as

Job Code | Department / Location

BE00O
Baccalaureate Programs - BACH/PRCG
District Office - 01000

BEg99a
Baccalaureate Programs - BACHPRCG
Health Education Genter - 08000

83001
Baccalaureale Programs - BACHPRCG
Health Educ ation Center - 08000

B&00T
Dental Hygiene HC - DENTAL-HG
Health Edue ation Center - 08000

FROM

St. Petersburg College

SPC*

90 rows
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TALENT ACQUISITION AND ONBOARDING

VIII REQUEST UNPAID LEAVE (cont.)

34,5&6.

Reaquest Unpaid Leave

‘Sandra Malkin
Agministrative Sves Spodaliel

Work and Job Information

N

“Transaction Date 104172021 &l 3) Effective Date

“Reason  Leave of Ansenca ~ 4) Reason

New Information

Business Unit  Academic Affairs EDS3V Academic Affairs
Department  Heslth Sarvices Mgmt HC HSM-HC Health Services Mgmt HC
Fapectd o sk & 5) Expected return date

Select the effective date.

Input expected return date.
Click next to continue.

A

7,8, &9.

Select the reason for the leave.

Current Information

Request Unpaid Leave

2

Review & Subrmit

EDSSV

HEM-HC

6) Next

Sandra Malkin
Agminictalive Syce Spociaiist

7) Review

Review and Submit
Transaetion Date 1041372021

Reason  Leavs of Absence
New Information
BUSINESS UNIE ACBOBTIC ATTAIS EDS3V
Department  Health Services Mgmt HC HEM-HC
Expected Retum Dales 104272021

Comments

8) Add necessary comments

Attachmenis

Mo documents have been affached.

Add Attachment

7. Review information entered.

I‘!‘

S
Jab Detail

Current Information
ACATEMIC AT EDSSV

Health Senvices Mpmt HG HEMHC

9) Submit
==

Related Information

w Decision Support L
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8. Add additional comments (if applicable).

9. Click submit to the process.

Section Complete.

IX REQUESTS RETURN FROM LEAVE
A return from leave PAR is submitted when an employee would like to return from leave.

L.

Select the proxy for the return from leave.

Personnel Actions

2. Request Reparting Change Request Return From Leave

= Request Job Data Change » Search Options

Sandra Malkin
% Request Additianal Pay

Process my own Employees

2 Promate Gurrent Employee No direct reports Proxy for Deanna Stentiiord

Proxy for Joan Tenner
& Transfer Gument Emplayee Proxy for Kengia Sabree

Proxy for Ralph Sibbio
15t Hire/Renre/Addtional Job

&, Terminate Employee
47 Retire Employee

2 Request New Posttion Number

[ Request Pad Leave
[%s Request Retun From Leave

@ Approvals & Celegations -

2. Select employee.

B, Request Reparting Change Request Return From Leave

= Request.Job Data Ghange ¥ Search Options

Sandra Malkin - acting as | Proxy for Ralph Sibbio
% Request Adcitional Pay

Select Employee
<41 Promate Gurrent Employee

Employee Phote

= Transfer Current Employee Name / Title /1D - Record

Prefessianal Trainer OPS

1% Hire/Renire/Addttional Job 00000227470 2

&, Terminate Employee Patrick Gompetelli
Adjunct Facuty

#f Retire Employee 00000227470 - 3

2, Request New Posttion Number Paul Serino
Prefessional Trainer-OPS
2] Request Unpaid Leave 00002300416 -1
Paul Serino

[5s Request Paid Leave
OPS Professional

(%2 Request Retumn From Leave 00002390416 - 4
Paul Serino

@ Approvals & Delegations “ Supnlemental Instr - Credil

Personnel Actions

2) Select employee

Directs | Total Status | Type

AL
Part-Time:
Employee

Active
Part-Time:
Employee

Active
Part-Time
Employee

Active
Part-Time:
Employee

Active

St. Petersburg College

SPC*

samgss | process myomsmeees ~| 1) Select whose proxy you will be acting as

w QL
63 rows
T

Job Code ! Department [ Location
o 7S
Emergency Medical Services HG - EMS-HC >
Health Education Certer - 08000
86000
Emergency Medical Services HC - ENS-HC b
Health Education Certer - 2000
B&001
Emergency Medical Services HG - EMS-HC >
Health Education Center - 08000
FE001
Emergency Medical Services HC - EMS-HC >

Health Education Center - 08000

B3006
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TALENT ACQUISITION AND ONBOARDING

IX REQUESTS RETURN FROM LEAVE (cont.)

3,4,5,&6.

Request Return From Leave

Paul Serino ) (2)
OPS Professional =/ \Z/
Job Detail Review & Submil
6) Review and submit —
Work and Job Information 5) N ext
“Transaction Date | 10/12/2021 &= 3) Effective date

“Reason Return From Leave « 4) Select reason

Current Information
Business Unit  Academic Affairs EDS5V

Department  Emergency Medical Serviees HC - EMS-HC

Expected Return Date

Cnanges Wane
 Required Field

Select the effective date.

Select the reason for returning from leave.
Click next.

Review entered information and submitted.

ANl
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Section Complete.

X RETIRE PAR
This PAR is submitted for employees seeking to retire.

1. Select the proxy.

%, Pegumr aposing Chison Rodira Employes

F derasTa DEgEiL

I o e 1) Select whose proxy you will be acting as
il Creesy Corwd Brpiea Mo dimo pes E:Eﬁlﬁr

* Aaguar kb [us Crangs

T Trsmvher Comrmnd Erplopes
L Hrm el e e ulilecnil ik

&y 1w pepieee

W e gk

sy RS P Posilion b
=T A ol L mdrst

" Py P | mrew

- PErEr PRear Frem Lass
Ll SR TR T

2. Select the employee.

Personnel Actions @ Q@ @
~
5. Reaquest Reparting Change Retire Employee
- b Search Opti
= Request Job Data Change garch Uptions
SandralMalkin - acting as | Proxy for Deanna Stentiford  ~
5 Request Additional Pay
Select Employse 2) Select employee 0 tows

“1 Fromate Current Employee: it
2 Transfer Current Employee Employes Photo Name / Title  ID - Record Directs / Total Status / Type Job Code / Department / Location

Adam Smith Active BE000 °
£ iy
&} Hire/Rehire/Additional Job Adjunct Faculty Part-Time Baccalaursate Programs - BACH/PROG »

000Z244130 - 1 Employee District Office - 01000
&5 Terminate Employee

Alyssa Bedard Artive B5993
@l Retire Employee Supplemental Bach Prog Part-Time Baccalaureate Programs - BACH/PROG >

00002076112 -1 Employee Heallh Education Genter - 18000
2, Request New Fositian Number

Alyssa Bedard Active 283001
£ Request Unpaid L eae Faculty Full-Time: Baccalaureate Programs - BACH/IPROG >

00002076112 - 0 Employee Health Education Genter - 00000
s Request Poid Leave
& Amy Krueger Active BB00T

Project Deliverable Part.Time Dental H HC - DENTAL
. - ygiene HC - -HC »
[ Request Reum From Leave 0001086944 - 2 )

Employee Health Education Center - 08000

v Approvals & Delegations ~ Amy Krueger Artive RN -
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X RETIRE PAR (cont.)

3&4.

Retire Employee

Sandra Malkin
Adminisirative Svcs Specialist

Werk and Job Information

PN N

u/ 2)
Job Detail Review & Subit 4 ) Next

Tranzaction Date 10112021 = 3) Effective date - This will be the day after the employee's last day worked

Current Information

Position Tide  Adminisiralive Svcs Specialist 00010068

Department  Health Services Mgmt HC

Location  Health Education Center

HEM-HC

08000

Job Tide  Administrative Svcs Spedialist G1201

Reports To  Dean, Coll of Health Sciences 00003010

Manager Name  Deanna Stentiford

Changes Made.
* Ronuirod Fied

3. Enter the effective date-this will be the day AFTER the employee’s last day worked.

4. Click next to continue

5,6, &7.

Sandra Malkin
Administrative Sves Specialist

5) Review
Review and Submit

Transaction Date 10112021
Current Information
Position Title  Administrative Svcs Specialist
Department  Health Services Mgmt HC
Location  Health Education Center
Job Title  Administrative Svcs Specialist
Reports To  Dean, Coll of Health Sciences
Manager Name  Deanna Stentiford

Comments

00010068

HEM-HC

B0

G1zn

00003010

6) Add any applicable comments

Attachments

Mo documents have been attached

5. Review information entered.

6. Add comments (if applicable).

7. Submit to process.

] 2) )
ull\ [_].L\I:l i Review ‘. Submit ?) Su bm It
-< Pravious Submit

~ Related Information

 Decision Support
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XI REVIEW TRANSACTIONS PAR

Section Complete.

This transaction is to review the status of PARs submitted.

1. Click on the review transactions tab in PeopleSoft.

£ SPC - HR Homepage

Personnel Actic

TALENT ACQUISITION AND ONBOARDING

St. Petersburg College

SPC*

5. Request Reporting Change
% Request Job Data Ghangs
% Request Acdiional Pay

i Promate Current Employes
2 Transier Cument Empleyee

35t Hire/RetiretAduitional Job

&5 Terminate Emplay=e

4 Retire Employze

5L Request New Praition Number
] Request Unpaid Leava

[3 Request Paid Leave

[ Request Retum From Leave

‘v Approvels & Delepations

Raview TIEnsactions

Review Transactions

Use the Toliowing search 1o 100K Tor &N existing promation request

Find an Existing Value

~ Search Criteria
Empl 1D begins with|~|

Transaction Date | = =

Nemo  begins witn[]
Transaction ID  begins with|v| qQ,

Stalus INGICaLor Doging Wit

K3}

Clcase Semsitive

Clear | Basic Search & Save Search Criteria

Hew Window | T

2. Type in the employee ID of the individual you are following to review the transactions history.

2. Request Reparting Change

= Request Job Dala Change
5 Request Adtional Pay

2l Promote Cunent Emplayee
2 Trangter Gurrent Employee.
3% Hire/ReniretAdditional Job
& Terminzsie Employ=e
4’ Refire Employse
2. Request New Position Number
=] Request Unpaid Leave
[ Request Paid Lesve
[ Request Retum From Leave
@ Anprovals & Delegations

Roviow Transactions

Review Transactions

Use the Tolowring search 1o 1oaik Tor an existng premalion request

Find an Existing Value

= Search Criteria
Emol 1D bagins with | | | 00002052976

Transaction Date | = v

Neme | begins with[~]

17 0f7[v]

Status Indicator  Requestor

Transacfion 1D begins with | a

Status Indicator boging with ~
CICase Sensitive
Cleor | BasicSearch ' Save Saarch Criteria
Seaich Resulls
View Al

Empl 1D Name Dafe Effective Sequence  Description Action
00002062876 0 Caslle Maicia Ann | 052572021 10 Add Additional Pay | Dala Change Adimin Raq
00002062976 0 Castiz Marcia Ann | 0612212021 15 Request Data Change | Fosition Change Denied
00002062976 0 Gastle Marcia Ann | 0 12 Request Data Change | Posifion Ghange Denied
00002062076 0 Casis Marcia Ann 17 Request Dals Change | Posilion Change  Success

WALKIN.SANDY
WALKIN SANDY
WALKIN SANOY

WALKIN SANDY

Mew Window |
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Section Complete.

XII TERMINATE EMPLOYEE PAR
This PAR is utilized to terminate an employee.

1 & 2.

<& SPE - HR Homepage Personnel Actions

. Raquast Reporting Change Terminate Employee

» Search Options
I— i i
Sanda ok acting os T 2) Select who you will be acting as proxy for

Proy for Deanna Stentiford

% Raquest Job Data Change

B Request Additional Pay

Proxy for Joan Tonner
Proxy for Kengla Sabree
Prosy for Koty Thomas
Proxy for Ralph Sibhia

il Promote Current Employee No direct reports

2 Transfer Current Emplnyee

A& Hire/Rehira/Additional Job

& Tormina Employas 1) Select Terminate Employee
@' Retire Employee

= Request New Position Number

=] Request Unpaid Leave

“5 Request Paid Leave

& Request Retumn From Leave

#w Approvals & Dolagations. v

% Review Transaclions

1. Select Terminate Employee.
2. Select who will be acting as a proxy.

3. Select the record to terminate.

24 | Page



St. Petersburg College

_SPC|

TALENT ACQUISITION AND ONBOARDING

Personnel Actions

2 Request Reporting Change Terminate Employee

= Request Job Data Ghange » Search Options

Sendra Malkin acting as  Proxy for Deanna Stentiford ~
T Request Additianal Pay 3) Select the record you are wanting to terminate
Select Employee

<41 Promate Gurrent Employee:

2 Transfer Gument Employee Employee Photo Name { Title / 1D - Record Directs / Total Status / Type Job Code / Department / Location
" Adam Smith Active 86000 °
2k Hire/Rehire/Addttional Job Adjunct Faculty Part-Time Baccalaureate Programs - BACH/PROG >
00002244130 - 1 Employes District Office - 01000
&; Terminate Employee
Alyssa Bedard Active B8998
#f Retre Employee Supplemental Bach Prog Part-Time Baccalaureate Programs - BACHIPROG >
00002076112 - 1 Employee Health Education Center - 18000
B, Request New Position Number
Alyssa Bedard Active 83001
Request Unpaid Leave Faculy Full-Time Baccalaureale Programs - BACHIPROG >
Q0002076112 - 0 Employee Healih Education Genter - 08000
[ Request Paid Leave Amy Krueger Active B600T
Project Deliverable Part-Tima Dental H
S yrjiene HC - DENTAL-HE >
= Reguest Retum From Leave
[ 00001088944 - 2 Employee Health Edue ation Genrer - 08000
‘v Approvals & Delegations ~ Amy Krueger Active FAn s

XII TERMINATE EMPLOYEE PAR (cont.)

4 &5.

Sandra Malkin .
Adminismative Sves Specialist ) (2)
Job Detail Review & Submit

5) Next

Work and Job Information

4) Transaction date - this should be the day AFTER the employee's last day worked.

“Transaction Date | 1011172021

Current Information

P Tide  Adminisiralive Sves Specialist 00010068
Department  Health Services Mgmt HC HSMHC
Location  Health Education Center 03000

JobTitle  Administrative Svcs Specialist 61201
Reports To  Dean, Collof Hoalth Sclences 00003010

Manager Name  Deanna Stentiford

Granges Mage
+ Requited Fieid

4. Transaction date- this should be the day AFTER the employee’s last day worked.
5. Click next to advance.

6,7, & 8.
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St. Petersburg College

SPC*

Terminate Employee

Sandra Malkin
Administratie Sves Speciaist

Review and Submit

Transaction Date

Position Title
Department.
Location

Job Titke
Roports To
Manager Name

Comments

Attachments

No documents have been atiached.

Tot2021

Current Information
Administrative Svcs Specialist
Health Services Mgmt HC
Health Education Canter
Adminlsiraliva Svcs Spadalist
Daan, Coll of Health Sdances

Deanna Stentiford

~ ™

O @

lob Detail Review & Submit

Submit

Related Information

8) Submit

6) Review information A

~Decision Support o
00010066

HSM-HC
08000
G1201

00003010

7) Comment type of termination. |.e. Resignation, termination, etc.

6. Review the information.
7. Add the comment on the type of termination.
8. Click submit the process.

XIII TRANSFER PAR

This PAR is submitted to transfer an employee to another location or department. Transfer Pars should

be used for a position of the same grade.

1. Select the proxy you will be acting on behalf of.

Personnel Actions

5. Request Reporfing Change
= Request Job Data Change
5 Request Addilonal Pay

i1 Promate Curtent Emplayee
= Transier Current Employee
%% Hire/Rehire/Addlional Job
& Terminats Emplayes

&' Ralio Empioves

=, Request New Posilion Number
[ Request Linpaid Leave

[ Requect Faid Loave

|5 Request Refum From Leave
‘i Approvals & Delegations

7 Review Transactions:

Transfer Current Employee

» Soarch Options

‘sanara makn

No direet reports.

EEC PR Frocess my o E

1) Select whose proxy you will be acting as

ployecs
Froxy for Deanna Stentiford
Frovy for Joan Tannar

Froxy for Raigh Sibbio
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Select the employee’s record.

2, Request Reporting Ghange

= Request Job Data Change
Sandra Walkin

B8 Hegquest Additonal Pay

} Search Options

acting as

Select Employee

.7l Promate Gurrent Employee

& Transfer Current Employee
1% Hire/Rehire/Addtional Job

&, Terminate Employee

&' Retire Employee

2, Request New Position Number
=] Request Unpaid Leave

[5 Request Paid Leave

[ Requesl Retum From Leave

‘o Approvals & Delegations v

Employee Photo

XIII TRANSFER PAR (cont.)

nel Actions

Transfer Current Employee

Prozy for Deanna Stentiford  «

2) Select employee

Name / Title /1D - Record Directs [ Total

Adam Smith
Adjunct Faculty
Q0002244130 -1

Alyssa Bedard
Supplemental Bach Prog
00002076112 - 1

Alyssa Bedard
Faculty
Qoeoz07e112-0

Amy Krueger
Project Deliverable

01086841 2

Amy Krueger

Yes or NO as applicable to change the salary.

Click next to continue.

Michellz Farren
Adminsirative Sies Specat

£, Request Reparing Change

_ Questionnaire
= Requoct Job Data Changa

Select the infarmalion you would like to change.

8 Request Addtional Pay
7 Promoza Curreni Employee

= Transfer Current Employoe

4% HaeRehire!Adddional Job

& Terminate Employes

&' Relire Employes

., Request Naw Fosition Number

= Request Unpaid Leave

[ Request Paid Leave.

[ Request Rewm From Leave

i Mpprovas & Delogations &

% Review Transactions

Select the effective date.

Aro you changing Salary Information? [ Yes (

Status | Type

Artive
Part-Time

Employee

Active
Part-Time
Employee

Active
Full-Time
Employee

Active
Part-Time
Employee

Artive

3) "Yes" or "no" as applicable

Job Code / Department / Location

BE00O
Baccalsureatle Frograms - BACH/IPROG
District Office - 01000

B53OS
Baccalaureale Programs - BACH/IPROG
Health Education Center - U8U00

B3001
Baccalsureatle Frograms - BACH/IPROG
Health Education Genter - 18000

86007
Dental Hygiene HC - DENTAL-HC
Health Education Center - U8U00

FROM

SPC*
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7. Select a new position.

TALENT ACQUISITION AND ONBOARDING

Select the reason for the transfer.

St. Petersburg College

SPC*

Michelle Farren
Adminisirative Svcs Spedalist

Work and Job Information
“Transaction Date

“Reason

“Position Titls
Business Uit
Department
Location

Job Tiio
‘Standard Hours
FTE

FullPart Time
Repors To
Manager Name

Crasges Wase
* Reered Finld

Make changes only if needed

T

New Information

pamiie s a0, oo () Select new

Acadenic ANais
Physical Therapis! Asst HC
Hoallh Education Cantes
Adiministrative Sves Specialist
000

1.000000

FullTime

Dean, Coll of Heallh Sciences

Deama Stentiord

Acting Appt

Laleral Move

RECIENZANoN

Refum to Former Fosition
=

wssv POSItion
PTAHC
08000

1201

00003010

Transfer Employee

=)

()

Job Detail

5) Effective date
6) Select applicable reason

Current Information
Acministrative Svcs Specialist
Acadenic AMairs

Physical Therapist Assl HC
Haallh Education Gantar
Acministralivo Svcs Spacialict
400

1.000000

FullTime,

Dean, Col of Health Scisnces

Deanna Stentior

W
Review & Subrmit

00004730

EDSSV

FTAHC

02000

61201

00003010

XIII TRANSFER PAR (cont.)

8. Select the distribution type.
9. Manually type the cost center.

10. DO NOT CONTINUE TO ENTER ANY ADDITIONAL INFORMATION.

11. Click next to proceed.

Michelle Farren
AgminisUglive Svcs Specials!

Manager Name  Deanna Stentiford

Make changes only if needed

Job Eamings Distribution

Adeitional Pay

Total amount o be paid (Geal amount)

Additional Pay Periods

*Distribution Type

By Hours
arcan

Transfer Employes

w 2/
Job Detail Review & Submit

Deanna Stentiford

waceer o @ Q) Manually type in cost center

Reason for

Earning amount per pay period

— DO NOT USE

10) Next

8) Distribution type (select none for employees being paid out of a single
cost center
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12. Enter the new pay rate.

13. Click next to continue.

Transfer Employee
Michelle Farren =
Aaministrative Svos Spaciaiist 4D, 2} @
sinoeat Compansation cata o 12) Next
Retum ta cuestoneaie | | [ Previous | [ hed 3]
Compensation Details 1 ) N
Pay Component chango Porcent Changs Amount Naw Amount Curront Amount currency Coo Troe Froquency
Dafaull NA Houtly 1423 1408 usb Houny Rate Hourly
Ep——
wamon e s
M Mncpent [
New Information Current Information
Hourly Salary 1483 USD 1493 USD
AnnualRete 3104300 USD 3104800 USD
Crangee Made
+ Rsvarss Frld

XIII TRANSFER PAR (cont.)

14. Review information entered.
15. Add comments (if needed).
16. Click submit to the process
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Michelle Fanen @ ) Y
ADTINGUSIG SV Spaciais! W1 2/ < 1 5) Submlt
Job Detal Compansation Detal Review & Submit
13) Review At s Cumsionnare | ‘ [¢ Prorous ) [ st
Review and Submit ~ Related Information
Tansaction Date 10717021 s
Reason  Transer
New information Gurrent information = Decision Sepport ©
Bosition Titla# Execufive Admin Suc Spacialist 00008812 Administiatie Sves Srecizist  0O00ET3D
Husiness Unit Academic Affairs EDSSY Acpdemic Aftairs EDSSV
DEDATMENTS AEAIEMIC & STUORM TSNS 85500 Fhysical TRaranist ASst HO PTAHG
Locations EpiCanter 4004 Hesth Educstion Canter 0000
Job Tilze Expouive Admin Suc Specialst HIT25 AdmnGfive Sves Specls G201
Stndard Hours 40,00 1000
FIE 1.000000 1.000000
FullPari Time  Ful Tme FulTime
epora Tom VP, AcasemIC ATl aoua01es Gean, Gol of Heath Seences 00003010

Manager Namos
Hourly Salary:

Annusl Rates

Comments

javascrigtvoid 2]

Watthew Liao- Troln
12.00 USD
3744000 USD

14) Add applicable comments

Deanna Stentiord

1483 USD
3104300 USD

& a0

Section Complete.
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