HR and Shops

Start by going to the MMS website.
http://www.indiana.edu/~mmswebpg/

SEELUETD You will see on the left side Other MMS Applications. Click on
Administrator

of MMS the “Other MMS Applications” link.

scknapp@indiana.edu

812-855-5826
You will then see NEW MMS and a link under it for Test. Click

on test. This is where we will be practicing.

In this manual you will learn about adding new shop people
and updating shop information as needed.

Bridget Gentry
Associate
Administrator
of MMS
blgentry@indiana.edu

812-856-2407
Pager: 812-337-4710
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Start by going to Human Resources on the Module Menu.

From the Human Resources menu choose employee profile.
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Above you will see a blank Employee Profile screen. Click on the New Icon
that looks like a sheet of paper in the upper right corner.

Fill in the User ID, Name, default time type, labor class and choose shop
person under Employee type.
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Before you click on save, we have a few more things to add. Go up to the
view drop down menu. Select Payroll Data.

On the Payroll data page, fill in the Job Class, payroll status must be Active,
employment status should be original. Now you can click on the green done
flag to go back to the employee profile.
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Next we want to go to confidential data. From the view drop down menu
choose confidential data.

There isn’t much we need to do at this screen but it would be good to make
sure the correct sex is chosen for the employee.

- Ol LOVEE_CONFIDENTIAL_DEMOGRAFHIC_EDIT ¥ I Celirals Emor | 4] X »
W | O Conidertia Dot B~ B - & - [irBage (3 Tgok~ "
FacilityMAX Hello, BRIDGET  Logout About  Halp
Moduleéy  Human RESOUrces » Setupy
Confidential Data ©m
empioseell [ JOHNDOE Editor Hame JOHN DOE

EQtDate | Jun 08, 2009 07:30 AN

Sodial Secunty Humber

H

EntReasen (&
8irth Diate :' - :| =

Snx Male 3w

Vetnran [T

Ethniciy 5
Citizanship a

Sncurity Clearance.

() 2008 AsselWoarks Inc

Dione & Intemet w00 -

HR and Shops



6/8/2009

= Empluyers Fiolde - Winduws Inteine Explore;

oo - On LOYEE_EDIT g v i ConlialnEnar | 44| X £
W | O Emopee Frolie I Poge = {3 Toolr v
FacilityMAX

Hedio, HRIDGET  Logout Abous  Halp
Moduley  HUMEN RESOUrces Setupy

Employee Profile
Confisennal Dats
EditDat [ Jun 0z, 2009 07:26 AM Payroll Data
ER o == Time Typé = o Excuplion Scheduly
Labor Class REG a
LastName DOE
Omer UseriD

Active

Employee Type | Shop Parson w

() 2008 AsselWorks inc.

Dene

& Intenat 00 -

Notice that the view drop down menu now has 3 items that are bold. This

means that there is data on those pages. You can now save the employee
profile.
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Shops — adding shop persons
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Next we need to add John Doe to a shop. We will still be in the Human Resources
module. This time choose Shop under the Human Resources menu. Below is a
Shop screen. You can find shops by using the single search at the bottom right
corner of your page (as | have done below) or Click on the search icon
(magnifying glass) at the top right to go to the search page.
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If you click on the search icon at the top of the page to go to the search
page, you can type in the shop name as | have above or zoom to see the list.

Below you see the electric shop information. Click on edit so we can add
John Doe.
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After you click on edit, click on the green plus sign that is about % way
down the page at the shop person level.

You should now have a shop person entry page. Put the user ID in the
shop person blank. Putin a start date which is “FROM DATE”

Click on the green done flag.
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If you scroll down to the bottom of the shop page, you can see that
Mr. John Doe now shows up at the bottom. Click on save. You have
added an employee to the employee profile and to the shop.
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Remove a Shop Person
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To remove a shop person from a shop, find the shop, click edit, scroll down to
the shop person name, click on it.
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Add the end date. Click on the green Done flag. Then click on save.

| have removed John Doe from the B-Electric Shop and he now shows up on
the inactive shop person screen. You can view that inactive shop people by
going to the view drop down and selecting inactive shop people.
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