
Basic Navigation Guide – Manager Space 

1. Click on Manager.

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



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

 

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.  

 



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.  

 

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

 



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

 

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

 



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

 

 



10. Click on Overview. 

 

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.  

 



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 

 

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

 



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

 

15. Click on View Appraisals. 

 



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

 

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

 



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.  

 

19. Click on Details. 

 



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. 

 

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

 



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

 

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

 



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.  

 

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

 



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.  

 

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.  

 



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  

 

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

 



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

 



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