OneStart – The New Look

Coming to your desktop 9/29/2007
Brief User Documentation
CATS Session
(9/26/2007)
1. HRMS:  The path is…

· Services tab

· Administrative Systems section

· HRMS sub-section

2. Set OneStart default home
3. My Preferred Content (see screen shot below) – Allows the user to create a “quick click” link on the left-hand side of the screen to frequently accessed pages.  Once created, management of the My Preferred Content list is done through the My Zone tab.   
[image: image1.png]S 2

Bl Edt Vew Favrtes ook Hep &
Qo - © (%] B @ Pseach Fprawres € (2- 2 @ - [ JE B
ictdress | €] https:jjtrain.uisapp2.iu.edufmy2-trjportalf120 VB ks

OseStart

Services

Campus Notifications (100)

My Groups | My Zone

Services > Administrative Systems > HRMS

Services Home

HRMS: Electronic Documents v

Email
Person Documents F
Administrative Systems

o Add New Person « Maintain Person
HRAS
sis it
Employee Activities Documents

EPIC

o Hire Employee o Terminate Employee o Mass Terminate Emplovee
TIME « Waintain Job Data « Maintain Pay Rate o Mass Waintain Pay Rate

. « Promote Employee « Demote Employee o Transfer Emplovee L

Library

« Maintain Funding o Maintain TIVE Assignments
Workflow

o Leave of Absence o Short Work Break o Suspend Ermplovee

« Return To Duties

Group Quick Links

o Admin Posts « Renew Contract o Mass Renew Contract
> HRAS (Conversion]

> HRAS (Patch)

» HRMS (Staging) Additional Pay Documents

” HRMS [Training)  Create Additional Pay  Maintain Additional Pa = Create Summer Pay

> HRAS (Unit]

> SIS Training

Position Documents

Host Popular « Create position + waintain position

Boore B ® et





4. Group Quick Links (see screen shot below) – Links displayed in this section are automatically populated by the system based on the user’s security role(s).  You can easily remove links in this section by going to the My Groups tab and clicking the corresponding “Remove Quick Link”.  If you choose to remove all of the Group Quick Links, the entire section will be removed from the list on the left-hand side of the screen.   
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5. Notifications tab – this is where you’ll find your Action List.  Please note that the HRMS Action List (a sub-set of the larger Action List) is located in the HRMS sub-section (see screen shot below).  
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6. My Zone tab – place to manage Preferred Content, Custom Content, and Acknowledged Announcements.
a. Custom Content
i. Click the “create custom content” button

ii. Provide the required information

iii. Click “save”

iv. Click on “Add A Section” in the left-hand column
v. Provide a name for the section and click “add”
vi. Click the “edit” button in the upper right-hand corner
vii. Choose your “column layout” from the pull-down menu and click to “apply changes”

viii. Choose to “add content”

ix. Once your content is in place, click “exit” in the upper right-hand corner
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