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Basic Navigation Guide — Manager Space

1. Click on Manager.
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@ Integration Architect
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B Landing Page Designer

O Learning and Development
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B Mentor

GJ Position Budget Manager

P Process Designer

Process Server
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2. You can click on My Staff in the left-hand menu or under the quick links.

B Manager S = QUiCk Links
Q  Search
.. My Staff
My Staff ~ -‘ View and manage your staff
My Staff
Goal Dashboard
Birthdays And Anniversaries o View and take action on your arganization’s goals
Acquire Talent b mmm=_ Compensation Awarding
Analyze compensation for your team
Manager Space Guide

Take Notes e

Employee Check In o
Manage Transitions

Review Performance

/Q.f’%é]cl- Created with Tango.us



3. Click on the employee you will be looking at.

IR VI ULLTA T

Corey Huxoll Location: PIERRE
0 011107 HRIS Senior Analyst Birthdate: June 1.
FTE: 1.000000
Pay: US fHe
Jenny Langdeau
o 011107 HRIS Senior Analyst

Bev McMahan
011107 HRIS Senior Analyst

Kenneth Murithi
010895 Data Analytics and .

Appraisal History

Amber Weber
011107 HRIS Senior Analyst

Sherri Weeldreyer
011107 HRIS Senior Analyst

/a,w:b’/:_u- Created with Tango.us
4. If you double-click, you will get to the employee profile and see At a Glance,

Work Assignments, Personal Information, and Compensation. We will cover
Talent Profile and Take Notes at a later date.

= Kenneth Murithi's Profile

3 Manager -4
2  Search At A Glance
My Staff - Work Assignments
- Personal Information
Acquire Talent v

Compensation
Manager Space Guide

Talent Profile
Take Notes
Take Notes

Employee Check In

Review Performance

/'a,r‘{f}’{u- Created with Tango.us



5. When in At a Glance you will see basic profile information for the employee.
Such as Employment ID, Org Unit, Location, Manager, Start Date, and Years of

Service.

Aanager

rarch

y Staff

zquire Talent
anager Space Guide
ske Notes

mployee Check In

2view Performance

/a.r‘:;?cu-

= [Kenneth Murithi's Profile

AtAGlance

/ Work Assignments , Kenneth Murithi - 010895

ke thi@state sd us

Personal Information

Employ
Compensation 172884
Talent Profile e

012911 Classification/Compensation
Take Notes Locatior
BROOKINGS

Direct Manager

Jennifer Silbernagel

Dates & Service
Birthdate
August 29

rt Date

9/19/2023

0.94
Adjusted Start Date
9/19/2023

Adjusted Years Of Service

0.94

General
Heme Country/Jurisdictior
us
Relationship Te Organization
Intern

p Stal
Active

Work Type

AsNeeded, Sporadic

No

Legacy Employment Number

Created with Tango.us

6. Click on Work Assignments to see the employee's position number and job

title.

Aanager
sarch

y Staff
squire Talent
anager S
ke Notes
nployee Check In

2view Performance
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= l Renneth Munthi's Profie

012911 Classification/Compensation

Locat

Estimated Return

Lol e Work Assignments
Work Assignments Position Job Organization Unit
personal Information s ot
Compensation
Talent Profile
ki Hotes Leaves Of Absence

0 Reason Type

- | IRCAS|

8] =~

No Data Available

Created with Tango.us



7. Click on Personal Information to see Contact Information, Emergency
Contacts and Addresses.

Aanager s = [ Kenneth Munthi's Profile ]
rarch At A Glance 3 . 2 e
Contact Information - If you update your primary email address, it will change your username and may cause |
Work A
y Staff b ol ki O Method Detail Primary Email
Personal Information [ ] Email kenmurithi@state sd us Yes
quire Talent ~
Compensation
anager Space Guide
Talent Profile
ke Notes
Take Notes ¢ Eaitank
mergency Contacts
nployee Check In & y
] Name Relationship Preferred Contact
aview Performance
No Data Available
Addresses
O Address Mailing Address
O 2321 5th St£4 Yes
Property
(m} - eI
langs Created with Tango.us

8. Click on Compensation to see the employee's Compensation information.

Aanager s = [ Kenneth Murithi's Profile ]
rarch At A Glance 4 Z
Compensation By Work Assignment
Work Assi; t:
y Staff ¥ AL SNBSS O Position Full Time Equivalent Pay Rate
I Talent Personal Information [] 010895 1.000000
“quire Talen v

Compensation
anager Space Guide

Talent Profile

ike Notes
Take Noti . .
i Current Target Variable Compensation
nployes Check In
Eligibility Dates
wiew Performance O Compensation Program Start End T

No Data Available

Historical Target Variable Compensation
Eligibility Dates

D Compensation Program Start End T

No Data Available

/E%w,u« Created with Tango.us



9. Go back to My Staff and choose Employee to review an overview of the cards.

Manager a = Kenneth Murithi'
Q  Search At AGlance
My Staff - Work Assignments
Acquire Talent . Personal Information

Compensation
Manager Space Guide

Talent Profile
Take Notes

Take Notes
Employee Check In

Review Performance

& Inbasket

¥ Notifications

E{g;o Created with Tango.us



10. Click on Overview.

My Staff

Profiles Team List

1y Staff

L Search by Name

Dawn Deal
400125 Human Resourc

_ Susan Flottmeyer
SF 010413 Payroll Coordinator

7@@'

Organization Chart

Overview

Profile

Approval Tracking

View Ful
Kenneth Murithi
Employment |D: 172884
ken.murithi@state.sd.us
Phone:

Position: 010835 Data Analytics and
Management Intern
Org Unit: 012911

-1 r -

Created with Tango.us

11. This is the view of the tiles you can click on to get more information on your
direct reports. Fit Analysis and Goals will not be covered at this time.

Q search by Name

Profile

B SusanFlottmeyer
010413 Payroll Coordinator

Q11107 HRIS Senior Analyst

Jenny Langdeau

11107 RIS Senior Analyst
Bew MeMahan

011107 HRIS Senior Analyst

Kenneth Murithi
OLOESS Data Analytics and .

Amber Weber
11107 KRIS Senior Analyst

Birthda

Appraisal History

Notes

August 21,2024 5:03 PM

W«

Dawn D¢
400129 Human Resource e
Kenneth Murithi
> Emplayment ID: 172884

View Full Profile

View Appraisals

No Data Available

Fit Analysis

Qualifications Fit

0.00%

Compensation

View More Details

010895 Data Analytics and Change

Management Interm

Pay Rate
Hourly: 5
Total Rate

Annuslized: oo us
Last Increase

Date: B/15/2024
a5t Increase 13 days age
Appraisals

Goals > +

There are no assigned Goals for this

resource.
Dates
Start date 9/19/2023
Anniversary
date

August 29
7 Birthday

Years Of Service

Anniversary Vaars Of Service

Total Years Of Service 094

Created with Tango.us




12. Under the Profile Tile you will get basic profile information and you can click
on view full profile to get to the At a Glance, Work Assignments, Personal
Information, and Compensation menu

ff

‘eam List Organization Chart

o ‘ Overview Approval Tracking

me

Profile View Full Profile Fit Analysis View Mor

eal

{uman Resource ...
Kenneth Murithi Qualifications Fit:

Employment 1D: 172854

) i 0.00 %
lottmeyer ken.murithi@state.sd.us
ayroll Coordinator Phone:
Position: 010835 Data Analytics and Change
1y Man ent Intern
Org Unit: 012511
| 1
Classification/Compensation
uxoll
EREE = Location: BROOKINGS
RIS Senior Analyst
Birthdate: August 29
FTE: 1.000000
angdeau Pay: US / Hourly
{RIS Senior Analyst
/a,r:gw- Created with Tango.us

13. Here is the example when clicking on view full profile, as you can see if brings
up the menu we went through above.

anager o = [Kenneth Murithi's Profile]

irch At A Glance
Take Notes
Staff Work Assignments
< > August2024 B Today
Staff Personal Information
talt

Sun Mon
Compensation
hdays And Anniversaries

Talent Profile J

juire Talent

Take Notes

nager Space Guide
e Notes
ployee Check In

riew Performance

/r;z.r:;;;ftl- Created with Tango.us



14. Let's look at the Appraisal History Tile. This will allow you to view completed

appraisals

“ayroll Coordinator

uxoll
4RIS Senior Analyst

angdeau
4RIS Senior Analyst

dahan
1RIS Senior Analyst

1 Murithi

Jata Analytics and ..

Veber
1RIS Senior Analyst

leeldreyer
1RIS Senior Analyst

W

15. Click

7::7125»

Fhone:

3 Management Intern

Org Unit: 012911
Classification/Compensation
Location: BROOKINGS
Birthdate: August 29

FTE: 1.000000

Pay: US / Hourly

Position: 010895 Data Analytics and Change

Appraisal History

View Appraisals

Compensation

No Data Available

on View Appraisals.

Classification/Compensation
Location: EROOKINGS
Birthdate: August 29

FTE: 1.000000

Pay: US [ Hourly

Appraisal History

View Appraisals

010895 Data Analytics and Change
Management Intern

Pay Rate
Hourly: us
Total Rate:
Annualized: ‘us
Created with Tango.us
Compensation

010895 Data Analytics and Change
Management Intern

Pay Rate

Hourly: us

Total Rate:

Created with Tango.us



16. Click on Completed Appraisals. If there are no appraisals that have been
completed this will be the view.

Complseted Appraisals
O Appraisal Pericd Begin Period End * Overall Rating Overall Score
Mo Data Available
lango- Created with Tango.us

17. If there are completed appraisals, you will see the following with the
appraisal name and dates with overall scores.

[ EMCompleted Appraisal

Period Begin Period End * Overall Rating Overall Score
1/1/2023 121312023 0.00

oo

12022 12312022

/'a/"%éwt- Created with Tango.us



18. On the Compensation Tile you will see the pay rate, total rate, and annual
rate. Along with the date of the last increase. To get more detail you will need to

click on details.

L UIUSTD Vala ANalyLIcs ana Lnange
ament Intern
it: 012911 There are no assigned Gc

cation/Compensation resource.
n: BROOKINGS
ite: August 29
00000
US / Hourly

itory View Appraisals Compensation Details Dates

10895 Data Analytics and Change Start date 9/19/2023
Management Intern
Pay Rate Anniversary
date
Hourly: us August 29
= Birthday
Total Rate:

» Data Av )
Annualized: yUS YearS Of SerVice
Tarngs Created with Tango.us
19. Click on Details.
Compensation Dates
010895 Data Analytics and Chan Start date 9/19/2023

Management Intern

Pay Rate Anniversary

date
Hourly: us August 29
- Birthday

/aaéw. Created with Tango.us



20. This will open up an overview screen that will give more details information
regarding pay such as pay rates, calculate rates, and compensation analysis.

s = Kenneth Murithi's Compensation Profile: 010895 (& ChangePayRate & Printable Current Compensation
Overview
. r— Pay Rates Calculated Rates
Allowances & Other Pay ¥ i
Comper Monthiy
nd Ane
Special Ince 0.00 6,933.33
alent 5
Equity Grants
Space Guide s
i ey
s
Semi Monthly
eCheckin Allowances Not in Total ull Tirms
000 1.000000
erformance
Othe Fll T
000 2,080
0.00 2,080
Compensation Analysis
ompa Ratia ercent OF Salary Rangs
11641% T
General Pay Structure Hourly 3
Minimum Mid-Paint Maximum
2745 : 34.36 4123
ans
stalog
/waﬂcw Created with Tango.us

21. The pay rate History will provide you with a detailed look at the employee's
pay history.

ympensation Profile: 010895 ¢ Change PayRate & Printable Current Compensation
[ [Pay Rate History )
Full Time
O Effective Date ¥ Reason PayRate | Currency PayRateType | Number OfMo... Equivalent Annual Hours
D 8/15/2024 CAREER DEVELOPMENT | us Hourly 1.000000 2,080
(] 6/9/2024 ANNUAL HOURS us Hourly 1.000000 2,080
O 9/19/2023 HIRE us Hourly 1000000 2,08
Recent Pay Rate History Charts ~
. ////
0
20
10
0
8 g 8 & & Y & g
& v & § §
. x = & = = & 3 =
3 3 v & & §
W FeyRate

;5%(&. Created with Tango.us



22. Allowances and Other Pay, Compensation Programs, Special Incentives, and
Equity Grants will not be utilized at this time.

B Manager s = Kenneth Murithi's Compensation Prafile: 010895 & Change PayRate & Printable Current Compensation

ey (b Allowances included In Total Pay Rate

My Staff v Pay Ralpilison ] Amount | Currency Percent | Deseription BeginDate EndDate

A:wnnms mhr'm |
<

My Staf

Barthelys And As

No Data Available
Acquire Tal

Manager Space Guide
Tobe Hores Other Pay Rates Included In Tatal Pay Rate

Employee Check In ] PayRate | Currency Percent  Deseription BeginDate End Date

Review Perfarmance

No Data Available

Allowances Not Included In Total Pay Rate

m] Amount | Currency ¥ Percent  Description BeginDato End Date

No Data Available

Other Pay Rates Not Included In Total Pay Rate

B inbasket
O Fay fste | Currency Fercent | Description BeginDate End Date
@  Notifications
D Report Catalog
A signout No Data Available
@ More

7@@ Created with Tango.us

23. The Dates Tile provides you with the start date, birthdate, and years of
service.

resource.

Details Dates

d Change Start date 9/19/2023

Anniversary

date
us August 29

7 Birthda Y

7@&- Created with Tango.us



24. The Notes Tile will show you notes that you have put in Infor in this section
on an employee. Notes can be private or public.

1 Murithi

0895 Data Analytics 3 e
1ata Analytics and ... 010895 Data Analytics and Change

Management Intern

Pay Rate
Veber
1RIS Senior Analyst Hourly: us
sl Total Rate:
leeldreyer .
1RIS Senior Analyst No Data Available
Annualized: YUS

Last Increase

Date: 8/15/2024
Last Increase: 13 days ago
Notes + Appraisals
August 21,2024 5:03 PM CPC APPRAISAL 2024 TEST ‘
Jennifer Silbernagel Due date: July 31, 2024
Ken is working different hours for next few vitgks i 0%
/a.»adch Created with Tango.us

25. The Appraisal Tile will show you appraisals that are open in draft status and
if they are overdue.

No Data Available

Annualized: )US Y,
Last Increase "
Date: 8/15/2024 Tc
Last Increase: 13 days ago

+ Appraisals

245:03 PM PC APPRAISAL 2024 TEST Overdue
Due date: July 31, 2024 Draft

0%

rnagel

3 different hours for next few weeks.

/'a,r'%f}’n.m Created with Tango.us



26. If you click on the CPC Appraisal you will open up the appraisal on this
screen you can go into the appraisal from here but just for the employee you are
looking at.

Qopraisal Staty ) |
st Ty Appiakal e peraal et asages sas  Wewsen  EstimatedsComplet
Manager Silbernagel, Jenniler Silbernagel, Jennifer @ silbernagel, Jennifer [ oa ]

langs Created with Tango.us

27. In the Profile view you will see an approval tracking option to the right of
the overview. When you click on that you can see any changes in pay or pending
terminations and resignations that you have requested through the system.

moC
Chart
[:L:-rn':tx‘. lAppmva!Tracking ]
All Ag##6n Requests =
Business Class * Action Created Actor Wor... Status Process Name

|| @ 2] W =] =~ 8lw- =] @

7/17/2024 5:54:38 AM 170816

Employee

Approval Tracking

fpz,»-:jjcw- Created with Tango.us



28. If you click on the Team List under My Staff to the right of the menu, you
will see your direct reports and your direct reports- direct reports. This also
gives you the employee ID, Position, Org Unit, and Location

Jennier SivempgEl s Stan

Employee

Babrock, Tami R

Ele san ).
i

Tar s

fals + -lu“l-.'l' e
o

29. Under Organization Chart, you will find the current organization chart.

<>

= My Staff

Profiles Team List |0rganization Chartl

My Organization

v . Flottmeyer, Susan J.
012911
010413

Weber, Amber
012917
011107

/m:ém-

® Man:

; Weel¢
v [ 01291
0111C

Murit
01291
0108¢

Created with Tango.us



30. In the Left Menu you will see Birthdays and Anniversaries.

B Manager ¢
Q Search
My Staff v
My Staff
Birthdays And Anniversaries
Acquire Talent -

Manager Space Guide
Take Notes
Employee Check In

Review Performance

B  Inbasket

» Notifications
D Report Catalog
<]  SignOut

©® More

e Welcome,
Jennifer Silbernagel



31. Birthdays and Anniversaries replaced Employee Dates. Here you will find
employee Birthdates, Hire Date, Grade Change Date, Longevity Dates, and
Years of Service.

mployee Dates = Search  ExporttoCSV ..

Name & Birthdate

Deal, Dawn €

/.Gl.f.‘%gu- Created with Tango.us
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