Quick Reference Guide

Add I-Commit Choice Date

System: PeopleSoft > Manager Self Service

Target Audience: | All Leaders

Description: This step-by-step guide illustrates how to add a team member I-Commit choice date to
their Person Profile record

Navigation:

1.

Loginto
PeopleSoft
Manager Self
Service using your
PeopleSoft
Employee ID and
PeopleSoft
password.

Manager Self Service > Learning and Development > Current Team Profiles

B NOVANT
m HEALTH

Enter PeopleSoft Employee ID

User ID

Password

Enter PeopleSoft pass word
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From the Main
Menu, click
Manager Self
Service — Learning
and Development

Favorites ¥ Main Menu ¥

ORACLE I ) .51
Manager My Page
Menu S ov Main Menu S ov
My Favorites 7 Self Service
Self Service ( ﬁ;} Navigate to your self service information and activities.
Manager Self Service Personal Information
Payroll and Compensation
Recruiting Benefits
Organizational Development 5 More..
Reporting Tools [BJ | Manager Self Service
: = W Navigate to self service information and activiies for people reporting to you
Birthday Alerts O 0¥ Job and Personal Information
Compensation
No employee birthdays at this time
Anniversary Alerts oy
J'?—‘ uiting
éf = Manage and administer the recruiting process.

F5) Recruiting Home

2 | Organizational Development
2| Maintain Succession Planning and Position Management
Position Management

[ﬂ Reporting Tools
SR ® View and run reports
Query

Pivot Grid

Click Learning and Development
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Main Menu Manager orvice Leaming and Development ~ # Home | Signout

3. Click Current ORACLE IR ) -
Team Profiles e

‘i;‘" Learning and Development

viojees
== Training Summary. [ Gourse Ansndance summary
== View employes training summary information. W==! Manager Seif- Servie Course Atiendance Summary for Direct Reports

Favorites ¥ Main Menu = Manag e and Development ent Team Profiles #& Home | Signout

4. To access your
direct team
members, click
Continue

ORACLE T B s

Current Team Profiles
oMl Information

i emp

direct reports enly

you can make changes to the

te. Select the Continue pazarots 5

Continue
RG> Leaming and Development

Click Continue to access your direct reports

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Leaming and Development ¥ Current Team Profiles

5. Toselect ateam
member that ORACLE' All | search Advanced Search
requires an I-
Commit Choice
Date, click the
box to the left of

: Select the employee 10 be viewed. You will be able to process only those employees that report to you
h Is/her name’ as of the date entered on the first page

Current Team Profiles
Select Employees to Process

nstructions

then click Once you have finished, select Continue to review ihal employee's profile

Continue.

Retum to Previous Page View Selected Employees

Select Employees

Reports To Angie Aardvark As Of 03/28/2019
Continue
Select Employees Personalize | Find | £ | B First ‘&' 1-30f3 '}/ Last
Pay o Job " Location
Select Name Empl ID Status Full/Part HR Status Position Code Job Title DeptID Department Loc Descriphon
Forsyth
Gracie Full- ’
razelle Active Time Active FMH geerc‘ll\;rm F17%
Forsyth
Gi Full- B
Gira Active o Active FMH rg:g[\;?l 13"
Forsyth
Preston . Full- ’
Peacack Active Time Active FMH g::{w;ij\ F133
Select All Deselect
All
Continue
Select box to select team member

Return to Learning and Development
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6. Click [*! to Adda
new [-Commit.

7. Enterthe
effective date the
team member is
committing to the
I-Commit choice
agreement.

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Leamning and Development ¥ Current Team Profiles

ORACLE

All Search Advanced Search

Current Person Profile

Gracie Gazelle

Supv Phlebotomy

ilnslru ctions

Your profile displays licenses and certifications, qualifications, education and relative details. Review content detail by navigating through
the individual tabs and selecting the item description link

Content that can be updated includes an Add link below each section and an Edit and Delete button next to each item. You must use the
Save button to save any profile cnanges. Addmonauy_ the Submit button must be selected for any content cnanges requiring approval

& print

Licenses and Certifications Qualifications Education Relatives at Novant Military I-Commit

Add new I-Commit in the grid below. Edit I-Commit by selecting the edit button
I-Commit

There are currently no I-Commit for this profile. Please add one if required

Add New I-Commit

save * Click Add New |-Commit

Return to Previous Page

Favorites Main Menu Manager S Service Leamning and Development Current Team Profiles

ORACLE’

All = | search P Advanced Search

Current Person Profile
Gracie Gazelle

Current Person Profile

Help

Add New [-Commit
Enter effective date of I-Commit choice day

Add item details. Select OK to apply changes and return. Select Return to Previous Page to return without making any changes. Select Apply and Add
Another to continue adding additional items. All additions, changes, and deletions are subject to review if there isn't approval required.

Details

rEﬂEctIVE Date |03/28/2019 3

*I-Commit Choice Date Q

*I-Commit Choice Date

OK Apply and Add Another

Return lo*us Page

Click OK after entering effective date
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8. Click the
magnifying glass
icon“ to select
the I-Commit
Choice
description.

Click OK.

Current Team Profiles

All ~ | search Pl Advanced Search

Favorites Main Menu Learning and Development

ORACLE’

Current Person Profile

Gracie Gazelle

Current Person Profile
Help

Add New |-Commit
Click magnifying glass to select I-Commit content item

Add item details. Select OK to apply changes and retumn. Select Return to Previous Page to return without making any changes. Select Apply and Add
Anather to continue adding additional items. All additions, changes, and deletions are subject to review if there isn't approval required.

Details
“Effective Date 03/26/2019 [

“I.Commit Choice Date [ @ *.Commit Choice Date

OK Apply and Add Another

Return lO*US Page

Click OK

9. Click Save.

Favorites ¥ Main Menu ¥ Current Team Profiles

Manager Self Service ¥

Leaming and Development ¥

¥ | Search

ORACLE Al

Current Person Profile

Gracie Gazelle

Supv Phlebotomy

Instructions
Your profile displays licenses and certifications, qualifications, education and relative details. Review content detail by navigating through
the individual tabs and selecting the item description link

Content that can be updated includes an Add link below each section and an Edit and Delete button next to each item. You must use the
Save button to save any profile changes. Additionally, the Submit button must be selected for any content changes requiring approval

&j Print

Licenses and Certifications || Qualifications || Education || Relatives at Novant | Military || -Commit
Add new I-Commit in the grid below. Edit I-Commit by selecting the edit bution
I-Commit View All | £ First ‘& 10f1 ‘& Last
I-Commit Choice Date *Effective Date Edit Delete
I-Commit Choice Date 03/28/2019 V4 o

Add New I-Commit

Save

Click Save

Return to Previous Page

PeopleSoft — Employee Self Service

QRG —Title

Page 4 of 4




