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CONNECT Employee Self Service

Employee Self-Service

Important Information

Modern software evolves at an ever-increasing speed. A result is that there are updates to
software on a regular basis. In the case of CONNECT, there will be regular updates, as needed,
before Go live, and updates on a quarterly basis after Go Live. The on-line learning materials will
be updated as well, which is why our on-line library of CONNECTed is such a valuable resource
for you and for other learners.

This document is intended ONLY as a classroom session learning aide for CONNECTors.
Portions of the content will change prior to CONNECT Go Live. The on-line documentation
should always be considered as the current, accurate source. CONNECTors, and Judiciary
employees, should regularly check for updates. Proactive notices will be available on the
CONNECT portal and via email updates.

We recommend you always point other learners to the on-line resources available to them in
CONNECTed.

Introduction to Employee Self-Service

Introduction to Employee Self-Service
In this learning module you will review how to:

e  CONNECT Single-Sign On Portal
e My HR - Employee HR Dashboard
e The Learning Dashboard

12_21_15_CONNECT Single-Sign On Portal

In this topic we will review CONNECT's single sign-on portal.

e My Page

. My HR

e Company Directory
e Learning Dashboard
e Main Menu

Page 1
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Procedure

In this topic, you will review the CONNECT single sign-on Portal.

Step | Action [\ [o] {1

1. You will use your Windows User ID and password to log in to
CONNECT.

In most cases, your User ID is your FIRST.LAST name (all capital
letters).

The password is your personal Windows password.

If your User Id and password do not work, please contact the JIS
Help Desk for assistance (410.260.1114).
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.( ).

CONNECT

W Enable Accessibility Mode

Copyright © 2000, 2014, Oracle and/or s afiates. All rights reserved.

Step @ Action Notes

2. Click in the User ID field.

3. For this example,
enter "VICTORIA.GRAYSON" into the User ID field.

4, Press [Tab].

5. Enter "welcomel" into the Password field.

6. Click the Sign In button.

Sign In

7. | The CONNECT portal provides you with a single sign on to access
all of the CONNECT system functions such as the Employee
Dashboard, Manager Dashboards, Learning Catalog, and more.

8. | The My Page tab contains communication pagelets that provide
you with quick links to useful information.

9. External Links connect you to relevant employee information and
forms.

10. | If you need CONNECT assistance, follow the 3-step process.

11. | CONNECT news contains newsletter postings and
announcements that are specific to CONNECT.

12. | The CONNECTor section provides contact information for the
CONNECTors across the Judiciary.

If you need assistance with CONNECT, you can contact the
CONNECTor in your location.

13. | The CONNECTed section provides links to the most frequently
used job aids.
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CONN

Favories ¥ | MainMenu v A Home | Signout B
% CONNECT
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Personalize Content | Layout ? Help
Extemal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[II CONNECTed - Training Materials = HR CONNECTION - ISSUE 1 Name. Descr Phone
t > Wekcome fo HR CONNECTion - a monihly information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the [atest happenings in the Judiciary’s
S Phone Diectory Department of Human Resources (HR). Our goal: provide a Porter,Jane A CC / WASHINGTON CNTY COURTHOUS 4105559999
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Criy Commissio 4105550999
Gentral Payroll Online Serv employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry Cierk T
on CONNECT as we lead up to the January 2016 launch of
@ State Payroll Forms that project 'VQONNECrgd Job Aids c ov E
e HR CONNECTION - ISSUE 2
2% Empioyes Healn Benerts g The GONNEGT project wil launch in January 2016. Now is 1 Cancela LeavelAbsence Request
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Step | Action [\ [o] {1

14.

Click the My HR tab.
My HR

15.

The My HR tab provides access to the Employee Dashboard.

The CONNECT Employee HR Dashboard is set with predefined
pagelets. A pagelet is a small window that provides quick access
and views to summary information.

16.

Click the Company Directory tab.
Company Directory

17.

The Company Directory is a search field (by Name, Job Title,
Department, or Email) that provides you with an organizational
chart for the desired individual.

18.

The My Org Chart link will display your organizational chart.

Refer to the Employee Self Service topic: View the
Organizational Chart
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TRAMIKIG LIEAM

Favortes ¥ | ManMenu v

+» CONNECT

# Home | Sign out

My Page My HR Company Directory Leaming Dashboard | #%
Company Directory PiEEEAEE
Search by Name, Job Title, Depariment, or Email @ =k

My Org Chart

% Org Chart |[2 Profie

£

Jennifer Lopez
& s I

I

]
#100% -

Step Action [\ [o] {1

19. [ The Learning
Click the Learning Dashboard tab.
Leamning Dashboard

20. | The Learning Dashboard displays the following pagelets:

¢ A learning to do list

¢ Judiciary education announcements

* Quick links to learning transactions

* A field to search the learning catalog

* A quick view of your current learning activities
¢ A Learning Calendar

Favorites ¥ | Main Menu v Learning Dashboard

signout [
2 CONNECT
(e
sy iang udicia
MyPage | | MyHR | CompanyDirectory | | Learning Dashboard = &¢
Leaming Dashboard Personalize Content | Layout 2 Help
My To Do List s ov E} Search for Learning o
No To Do List tems were found.
Enter a keyword and select the Search button to initiate the search.
Announcements o ov ‘Advanced Search
No Current Announcements Q [ e ey s ov
View All Learning [=] r
((\)) ErElrD B> Title Type Required Status Due Date:
B Froteamno Working with Persona. Oniine Dropped
View More Details
& vy oanng v
@ wy Leaming
R certcatons
- El My Learning Calendar s ov
©  Leaming competencies
Leaming Pins [2a] November 2015
Sun Mon Tue Wed Thu Fri sat
& supplemental Leaming P 5 B 4 5 s 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21 L
2 2 2 2% 2 o7 28
29 30
Today A
#100% -

Page 5



TRAINING GUIDE ‘f
CONNECT Employee Self Service QONN EEETE

Step ‘ Action Notes

21. | Click the Home link.

22. | You also will need to become familiar with the Main Menu
navigation to access additional functionality.

Click the Main Menu button.

23. | From here, you can access the Education and Learning pages to
search the catalog for courses, enroll in classes, etc.

24. | You also have the HCM system link to access all HR pages such as
Self-Service, Manager Self-Service, Recruiting, Worklist, etc.

25. | Click the Sign out link.

26. | You have completed reviewing the CONNECT single sign-on
Portal.
End of Procedure.

12 21 15 My HR - Employee Dashboard

In this topic we will review the My HR - Employee Dashboard and available pagelets.

e Self Service Links

e Expiring Licenses

e Expiration Dates

e Announcements

e Manager Expiration Dates
e Company Directory

Favortes

CONNECT

pepipr LE_EMPLOVEEHACD_CO_DIRECTORY GBLINAVSTACK= Clem&pe frame=HC_COMPANY_DIRECTORY Rislesf-falsefisbnpende- WEBLIE HRCDISCRIPTL Fiele %100% =
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Procedure

In this topic you will review the My HR - Employee Dashboard.

Favorites ¥

Main Menu ¥

4 Home | Signout [l
- CONNECT
o
My Page My HR Company Directory Learning Dashboard | ¥
Personalize Content | Layout ? Help
(Ei Lt S °Y | +CONNECT News ¢ o CONNECTor GontactInformation T ey
Tﬂ CONNECTed - Training Materials Oy HR CONNECTION -ISSUE 1 Name. Deser Phone
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" ‘ = i al
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B be able to successfully use CONNECT. Therefore, we would Cancela LeavelAbsence Request
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination Submit a Leave/Ab: R N
ofthe CONNECT training team and the AOC Edueation 1 Submita LeavelAbsence Request
Division, is an innovative approach that uses diferent
raining methods, including classroom-based, instructor-fed Submita LeavelAbsence Request
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- View Leave/Absence Bal
location fairs designed to suppiement formal training. There View Leave/Absence Balance
wil als0 be prerequisie courses to provide employees wih .
o | Wik (o the knowledge and skills they may need prior o taking a View Leave/Absence Balance
& CONNECTEd course Elapsed Timesheet
o Feed
I (( -~ Elapsed Timesheet
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Punch Timesheet
each out 10 CONNECTor atyour location Punch Timeshest
CONNECTor iewwork scnaulo
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CONNECT Employee Self Service

Step @ Action [\ [o] {1

1.

The Employee Dashboard is located on the My HR tab.

Click the My HR tab.
|I'.I_. H

A

The CONNECT Employee HR Dashboard is set with predefined
pagelets. A pagelet is a small window that provides quick access
and views to summary information.

The pagelets on this page include: Employee Self Service Links,
Announcements, Company Directory, My Expiration Dates, and
Employee Expiring Licenses.

Processes within a pagelet can be accessed by clicking the
hyperlinked process title.

The Announcements, Company Directory, Expiration Dates, and
Expiring Licenses pagelets automatically populate with summary
data from various sources throughout CONNECT.

For security purposes, CONNECT will automatically log out after
20 minutes of inactivity.

Two minutes prior to your session logout, the system provides a
warning that your session is about to expire.
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Step ‘ Action Notes

6. | The Employee Self Service Links provide you with quick access to
the most frequently used processes.

CONNECTed

These options may vary slightly based on your role within the
Judiciary.

7. | Announcements will be posted here by AOC Human Resources.

8. | The Company Directory is a search field that allows you to search
for employees by Name, Job Title, Department, or Email.

The My Org Chart link displays your position within the
organizational chart.

9. My Expiration Dates show expiration alerts for Acting Capacity,
Probation Periods and Contract Periods expiring within the next
30 days.

10. | The Employee Expiring Licenses pagelet provides alerts 60 days
prior to the expiration of licenses.

11. | Click the Home link.

12. | Click the Sign out link.

13. | You have completed reviewing the My HR - Employee
Dashboard.
End of Procedure.

12 21 15 Learning Dashboard

The Employee Learning Dashboard provides a quick view of:

e My To Do List

e Announcements

e Quick Links

e Search for Learning

e My Current Learning
e My Learning Calendar
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CONNECTed

Favorres

My Page My HR

ing Dashboard

My To Do List

Announcements

B FaLeaming
@ wrioaning

Main Menu

< CONNECT

MIRIG

[Eye—

pany Directory Learning Dashboard | &

View| Al Lear
o~

hetps//trsining.mdcourts gov/pep prtm/EMPLOYEE/EMPL/I tab= DEFALLT

Procedure

Type

Wed

November 2015 v

Thu i Sat

In this topic, you will review the Learning Dashboard.

Favorites ™

% CONNECT

Main Menu

My Page My HR Company Directory

External Links

CONNECTed - Training Materials

[ S——

Leaming Dashboard

S ov

#*

“(*CONNECT News S ev

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - 2 monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a

CONNECT Employee Self Service

Sign out

Ri0% -

TRAINING GUIDE

A Home |

Sign out

Personaiize Content | Layout 2 Hep
CONNECTor Contact Information S ov
Name Deser Phone
Cloudicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550909

Porter,Jane A

©C /WASHINGTON CNTY COURTHOUS 4105559999

onssient communiaton hanrel o o Judetary FittBrad T DCAnne Arundel Crty Commissio 4105550000
Central Payroll Online Servce employees about key HR information. While stories may =
@ v include broad HR news and updates, most stoies will focus || 102d.RebinL_ DC/Charles Cty Clerk aulbssbo
o CONNECT as we lead up to the January 2016 launch of
@ state Payrol Forms that project. CONNECTed Job Aids S ev
HR CONNECTION - ISSUE 2
Cancela Leave/Absence Request
B8 empioyes Healtn Benets The GONNECT project willlaunch in January 2016. Now is 1 Cancela Leave/Absence Reauest
the perfect tme to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we would Cancela LeavelAbsence Request
£ Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination Submit a Leave/Ab: Request
ofthe CONNECT training team and the AOC Edueation 1 Submita LeavelAbsence Request
Division, is an innovative approach that uses diferent
raining methods, including classroom-based, instructor-fed Submita LeavelAbsence Request
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- View Leave/Absence Bal
location fairs designed to suppiement formal training. There ViewLeavelAbsence Balance
will 2150 be prerequisite courses 10 provide empoyees with
o | Wik (o the knowiedge and sfills they may need prior o taking a View Leave/Absence Balance
& CONNECTed course. Elansed Timesheet
o, Feed
I (( -~ Elapsed Timesheet
& CONNECTed s Tiesos
Punch Timesheet
o' feahoutio0 CONNECToratyourlocaton Punch Timesheet
e CONNECTor < ViewWork Schedule
View Work Schedie
I -
& [
= /A WEILD DESK | iew A1 Aices and Sestions
R100% ~

Action

1. Click the Learning Dashboard tab.

Learning Dashboard

2. | View the My To Do List pagelet.

This pagelet allows a learner to view outstanding learning tasks.
These tasks can be accessed directly using the links in the
pagelet.

Page 9




TRAINING GUIDE
CONNECT Employee Self Service

Step ‘ Action Notes

3. | View the Announcements pagelet.

CONNECTed

This pagelet displays Judicial learning announcements. These
announcements can be a company wide announcement or a
more specific announcement for a certain group of learners.

4. | View the Quick Links pagelet.

These links are used to navigate quickly to the most frequently
used processes.

5. | View the Search for Learning pagelet.

This pagelet allows you to use a basic keyword search to quickly
find courses in the learning catalog.

6. | View the My Current Learning pagelet.

This pagelet allows you to view the status of your learning
activities. Clicking on the Title links displays the details for that
learning item.

7. | View the My Learning Calendar pagelet.

This pagelet displays your learning events in a calendar. When a
date is highlighted, it indicates you are enrolled in a class for that
day. Clicking that date will allow you to see the details of the
enrollment.

For more details refer to the Employee Self Service
topic: Employee Learning Dashboard

8. Click the Home link.

9. | Click the Sign out link.
Sign out

10. | You have completed reviewing the Learning Dashboard.
End of Procedure.

Managing Human Resources

In this learning module you will review how to:

e Manage Personal Information
e Request ADA Accommodations
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TRAINING GUIDE
-{‘
EON N EEETE CONNECT Employee Self Service

Managing Personal Information

Upon completion of this module you will understand how to:

o View & Update Personal Information
e Submit a Name Change
e View the Organizational Chart

12 21 15 Viewing & Updating Personal Information

The Personal Information Summary page allows employees to keep their information up to date
including home and mailing address, phone numbers, emergency contacts, email address, and
ethnic group.

Favorites ¥ Main Menu ¥ Self Service ¥ Personal Information ¥ Personal Information Summary

- CONNECT

Personal Information Summary

Expand Al Coliapse All
Ben Affleck
J Administrative Clerk |
Actions =
Name
Ben Affleck

Change Name

Home/Malling Addresses

Addresses

Address Typ stat As Of Country
Hom Current 1 u
ailiny Curren USA

Change Home/Malling Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred
Business v
Change Phone Numbers
Emergency Contacts
Emergency Contacts
Mame £ Brimary ¢

Procedure

In this topic, you will view and update your personal information from the Personal Information
Summary page.
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TRAINING GUIDE

T
CONNECT Employee Self Service QONN ECT?d

TR AR WG

Favorites ¥ Main Menu ¥ # Home Signout [
+» CONNECT
+
My Page My HR ‘Company Directory Leaming Dashboard | ¥
Personalize Cortent | Layout 2 Help
External Links S @Y | {LCONNECT News 2 s~ CONNECTor Contactinfomation s ov
7 connected- Traring o oy HRCONNECTION - 1SSUE 1 — — =
‘, $ Wekome o HR CONNECTion - 2 monthy information fesource on KuckladyE  OC/CEGIL CNTY COURTHOUSE P
Ehone Direct the latest happenings in the Judiciary's Department of Human
&, Phone Diectory mees (R, O oar provkie & somamiant conymunieaton DoomudgeC  CC/HARFORD CNTY COURTHOUSE 4105559909
channel toinform Judiciary employees abau key HR information DeVi.CrelaD  CC/HARFORD CNTY COURTHOUSE 4105559999
@ corvrparescnne s e e o ot e and i ot s, || sanngongcarys - oo oty o
hat project WollFelher G DG/Charkes Only Glerk 4105553999
B state Payroll Forms. R COMNLCTION - ISSUE 2 RetitRoger s DC/Doreheser iy Clrk st L
. “‘" ‘The CONNECT project will aunch in January 2016 Now is the Lily Tiger C DC/Frederick Admin. Clerk 4105550909
8 Enpioyee Heatn Benefis perfecttime t focus on the ecuc aion you wil need {0 be sbie to Lite ChickenL  DGHarford Cndy Admin. Cierk 4105559289
Successiully use CONNECT. Therefore, we would ke you to meet e e A Gl
n 'CONNECTed. CONNECTed, & combination of the CONNECT Cat Chestire 1 DCMoward Admin. Clerk Hiossseaes
i Health Benefits Forms. training team and the AOG Education Division, is an innovative
approa

proach
based, insiructor-led courses, online Web-based raining (c-Jeaming),
designed o ing. There

. NEED ASSISTANCE? s et ot e ey e

knowledge and Skl they may need prior to taking s CONNECTed

VistTining Ubeary

= —
& - \iew Al vttes and Sectons
&
g CONNECTed e 5 o
. Cancel a Leave/Absence Request
Reeach out to s CONNECTor at your location
CONNECTor 7
: Contact the Help Desk (410) 2601114 / Submita LeavelAbsence Request
&
& £ HELP DESK B i

Elapsed Timeshest

Elapsed Tmesheet

1. Click the My HR tab.

2. Click the Personal Information Summary Link link.
Personal
Information
Summary

3. Use the Personal Information Summary page to view and update
personal information such as:

e Address

¢ Phone Number

¢ Emergency Contacts

¢ Email Address

¢ Marital Status

¢ Ethnic Group

Favorites ~  Main Menu Self Service ¥ > Personl Information ~ > Personal Information Summry A& Home  Sign out

% CONNECT

Personal Information Summary

| New Window | Help | Personaize Page | &~

Expand Al COIERER

Ben Affleck
J Administrative Clerk |
Actions = =
Name
Ben Affick
Changs Name

Home/Mailing Addresses

Addresses
AcdressType  Status nsor Country. Adaress
123 Main St
Home Current 05012015 USA oot ot v 21204

Change Home/Mailing Addresses

Phone Numbers

Phone Numbers

Phone Type Phone Number Pretered
Business 4102831273 v

Change Phone Numbers

Emergency Contacts
Emergency Contacts

Name Relationship to Employee Primary Contact
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TRAINING GUIDE
T
EON N EEETE CONNECT Employee Self Service

Step @ Action [\ [o] {=1

4, Click the Change Home/Mailing Addresses button.
| Change HomeMailing Addreszes |

5. NOTE: Once you update your Home Address you must submit a
W-4 form with the state. http://www.irs.gov/
(http://www.irs.gov/)

6. | You have the ability to add a new address or edit an existing
address.

Personal Information
Home and Mailing Address

Ben Affleck

Addresses

Address Type  Status asor Country Address

123 Main st 2
Annapolis, MD 21204

*adaress Type NN = =]

mmmmmmmmmmmmmmmmmmmmmmm

Step @ Action

7. Click the Edit button to edit the current home address.

&
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TRAINING GUIDE
CONNECT Employee Self Service

Favortes ¥ Main Menu

Home and Maling Address

% CONNECT

CONNECTe

TRAMIKIG LIER NET

Edit Home Address
Change As Of 07232015 |5

Change Country

City [Annapolis State MD. Q Marytand

New Window | Help | Personalize Page | [

Step | Action [\ [o] {1

8. Click in the Address 1 field.

9. Press [Backspace] to delete 123 Main St.

10. | Enter "948 Beverly Hills Blvd." into the Address 1 field.
11. | Click the Save button.

Favortes ¥ Main Menu

Home and Maiing Address

- CONNECT

Home and Mailing Address.
Save Confirmation

[ e ——

[ ]

New Window | Help | Personalize Page | i1

Step @ Action Notes

12.

Click the OK button.

13.

Notice the address reflects the changes that were just entered.

Page 14



TRAINING GUIDE
T
EON N EEETE CONNECT Employee Self Service

Favortes ¥ Main Menu Home and Maiing Address.

- CONNECT

New Window | Help | Personaize Page | [
Personal Information
Home and Mailing Address

Ben Affleck
Addresses
[T U G R
y ——
ome cwent omts s Sto e e 7

ndaress Tyoe NN s

~ Required Fied

Return to Personal Information

Step @ Action [\ [o] {1

14. | Click the Address Type drop-down list.
15. | Click the Mail list item.
(Mail |

16. | Click the Add button.
Add

Favorites ~  Main Men ~ Home and Maling Address #& Home  Sign out

% CONNECT

[Add Mailing Address

New Window | Help | Personalize Page | i)

Change As of p7252075 |5
Gountry Urited States: Ghange Country
Adress 1
Addross 2
Address 3
city stte a
postal
County
smve Gancel

Step @ Action Notes

17. | Click in the Address 1 field.

18. | Enter "P.O. Box 90210" into the Address 1 field.
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TRAINING GUIDE
CONNECT Employee Self Service

Step ‘ Action Notes

19. | Click in the City field.
I |

20. | Enter "Annapolis" into the City field.

CONNECTed

21. | Click in the State field.

L |

22. | Enter "MD" into the State field.
23. | Click in the Postal field.

L]

24. | Enter "21401" into the Postal field.

25. | Click the Save button.

Save

26. | Note the message indicating the update was successful.

CONNECT

Home and Mailing Address ‘ saved ‘
Save Confirmation

Step ‘ Action Notes

27. | Click the OK button.

28. | Notice you have updated an existing address and added a mailing
address.
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TRAMIKIG LIEAM

Favortes ¥ Main Menu Home and Maiing Address.

TRAINING GUIDE
CONNECT Employee Self Service

#& Home  Sign out

- CONNECT

Personal Information
Home and Mailing Address

Ben Affleck

Addresses

pitssTe s Aot oy s

vome  owen  omvms v s
. eo.soxso2i0

oo uwen  omvms sk PRz s

et

New Window | Help | Personalize Page | i)

Action

29.

Click the Return to Personal Information link.
!?eturn to Personal Informat u:ur'!

Favortes *  Main Menu Personal Information Summary

# Home  Signout

% CONNECT

Personal Information Summary

Expand Al Collspse All
Ben Affleck

J Administrative Clerk |
Aations =
Name
Ben Affleck

Change Name

Home/Mailing Addresses

Addresses
Aodress Type  Status Rsor Country Adaress
Home Current omzz0ts usa [o48 By 1 v

/nnapoiis, MD 21204

.0, Box 0210

Maiing Current omRazs usa e e

Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred
Business 4102834273 v
‘Ghange Phone Numbers

Emergency Contacts

| New Window | Help | Personsitze Page | & =

i

Step @ Action [\ [o] {=1

30.

Click the Vertical Scrollbar to scroll down the page.

31.

Click the Change Email Addresses button.
| Change Email Addresses |

32.

Business email address cannot be updated.
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TRAINING GUIDE
CONNECT Employee Self Service

Main Menu Email Addresses.

CONNECTe

TRAMIKIG LIER NET

% CONNECT

Personal Information
Email Addresses

Business. ben affleck@mdcourts gov =

New Window | Help | Personaize Page | i1

Step | Action [\ [o] {1

33. | Click the Add Email Address button.
| Add Email Address |

34. | Click the Email Type drop-down list.

35. | Click the Home list item.

36. | Click in the Email Address field.

37. | Enter "ben.affleck@email.com" into the Email Address field.

38. | Click the Save button.

Save

Fovortes > Main Menu 7 Emi Addresses
+ CONNECT

Email Addresses

Save Confirmation

V' e Sove wes sccesstu
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TRAINING GUIDE

T
EON N ECTEE’_ CONNECT Employee Self Service

TRAMIKIG LIEAM

Step @ Action

39. | Click the OK button.

Favorites ~  Main Menu Email Addresses A& Home  Sign out

- CONNECT

New Window | Help | Personaiize Page |

Personal Information
Email Addresses
Ben Affleck
PR

Email Addresses

“EmailType  Email Address Preferred Delete

sae

Step  Action

40. | Click the Return to Personal Information link.

[Retum to Personal Information]

Favorites »  Main Menu RS ——— # Home  Signout

- CONNECT

| New Window | Help | Personsitze Page | & =

Personal Information Summary
el HERERR

Ben Affleck
J Administrative Clerk |
Actions = E
Name
Ben Affleck
‘Change Name

Home/Mailing Addresses
Addresses

Address Type  Sttus Rsor Couniry Adaress
- 945 Bevery Hils Bivd

Home Current omzz0ts usa P biy-ton

Maiing Curent omzz0ts usa .0, Bax 010

Annapoiis, MD 21401
Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferes
Business 4102834273 v
‘Ghange Phone Numbers
Emergency Contacts 3

Step  Action Notes

41. | Click the Vertical Scrollbar to scroll down the page.

42. | Click the Change Emergency Contacts button.
| Change Emergency Contacts |
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CONNECT Employee Self Service

Favortes ¥ Main Menu Emergency Contacts.

CONNECTed

TR A IKIG LIER N

#& Home  Sign out

- CONNECT

Personal Information
Emergency Contacts

Ben Affleck
fctor 3
Emergency Contacts
Contact Name Reationship to Employee Primary Contact st Delete
Casey Affleck Sibling 4 o
Add Emergency Contact
Save

Retum to Personal nformation

New Window | Help | Personalize Page | i

Step | Action

43. | Click the Add Emergency Contact button.
| Add Emergency Contact |

Favortes *  Main Menu Emergency Contacts.

@& Home  Sign out

% CONNECT

Emergency Contacts
Emergency Contact Detail
Ben Affieck

Address and Telephone
“Contact Name

“Relationship to Employee [Other

[l contact has the same address as the employee

[ same

Address

Country United States. Change Country
Edit Address.

Address

Phone
Telephone|

Other Telephone Numbars

Emergency Contacts

kPhone Type Phone Number Extension Delete

'Add Phone Number

Save

New Window | Help | Personslize Page | [ ~

Step @ Action Notes

44, | Click in the Contact Name field.

45. | Enter "Jennifer Garner" into the Contact Name field.

46. | Click the Relationship to Employee drop-down list.
| Other E“
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T
EON N EEETE CONNECT Employee Self Service

Step @ Action [\ [o] {=1

47. | Click the Spouse list item.

48. | Click the Contact has the same address as the employee option.
| [C] contact has the same address as the employee

49. | Click in the Telephone field.
| |

50. | Enter "4102402797" into the Telephone field.

51. | Click the Save button.

Save

Emergency Contacts.

3 coNN_E.QT

Emergency Contacts ‘ saved ‘
Save Confirmation

Step @ Action [\ [o] {=1

52. | Click the OK button.

53. | Notice Jennifer Garner has been added as an emergency contact.
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TRAINING GUIDE
CONNECT Employee Self Service

Favortes ¥ MainMenu Emergency Contacts.

CONNECTe

TRAMIKIG LIER NET

- CONNECT

Personal Information
Emergency Contacts

............

aaaaaaaaaaaaaaaaaaaaaa

New Window | Help | Personaize Page | i)

Step | Action [\ [o] {1

54. | Click the Primary Contact option.

=

55. | Click the Save button.

Save

Emergency Contacts

Save Confirmation

Step | Action

56. | Click the OK button.
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TRAINING GUIDE

T
EON N ECTEE’_ CONNECT Employee Self Service

TRAMIKIG LIEAM

Favorites ¥ Main Menu ¥ Emergency Contacts #& Home  Sign out

New Window | Help | Personalize Page | i)

Personal Information
Emergency Contacts
Ben Affleck

Emergency Contacts

Contact Name. Relationship to Employee Primary Contact Edit  Delets
Casey Affieck Siing ] 4 o
Jeanifer Gamer Spouse % i}
‘Add Emergency Contact
Save
Retum to Personal Information

Step @ Action

57. | Click the Return to Personal Information link.

!REtLrn to Personal Information

Favorites ~  Main Menu ~ Personal Information Summary #& Home  Sign out

- CONNECT

Personal Information Summary

| New Window | Help | Personalize Page | &~

Expand A1 GBIEESE AR
Ben Affleck

J Administrative Clerk |
Actions =

-

I

Name
Ben Affleck

Change Name

Home/Mailing Addresses
Addresses

Address Type  Status nsor Gountry. Adaress.
945 Beverl Hills Bivd

Home Current oIRI5 USA even > 51204
P.0. Box 90210

Maiing Current oIRI5 USA e et

Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type: Phons Number Prefered
Business 102834273 v
Change Phone Numbers
Emergency Contacts 3

Step  Action Notes

58. | Click the Vertical Scrollbar to scroll down the page.

59. | Click the Change Ethnic Groups button.
| Change Ethnic Groups |
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CONNECT Employee Self Service TQONN ECTe

TRAMIKIG LIER NET

Favorites in v Ethnic Groups

- CONNECT

New Window | Help | Personalize Page | [

Ethnic Groups
Ben Affieck

The employer is subject to recordkesping for

9 ported to the federal
‘qoverment for civil ights enforcement. When reported, data will notidentiy any specifc indvidual

Ethnic Groups
Description

Delete

Step | Action [\ [o] {1

60. | Click the Add an Ethnic Group button.
| Add an Ethnic Group |

61. | Click the Description drop-down list.

62. | Click the White list item.

63. | Click the Save button.

Save

Favories ¥ inMenu v Ethric Groups.
+» CONNECT
v
I New Window | Help | Perwnxhze‘ |
Ethnic Groups swved |
Save Confirmation
V' Tesaew

[—

Step @ Action

64. | Click the OK button.
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TRAMIKIG LIEAM

Favortes ¥ Main Menu Ethnic Groups

- CONNECT

Ethnic Groups
Ben Affieck
The employer is subject to recordkeeping forthe

administration of civil rights laws and regulations. In order to comply with these laws, the employer invites
employees fo e voluntary anc

9 and reported o the federal
‘qoverment for civil ights enforcement. When reported, data will notidentiy any specifc indvidual

Ethnic Groups
Description Detete

white I
Add an Ethnic Group
Save

Return to Personsl Information

TRAINING GUIDE

CONNECT Employee Self Service

#& Home  Sign out

New Window | Help | Personaize Page | i)

Step @ Action [\ [o] {1

65.

Click the Return to Personal Information link.

Feturn to Personal Information

66.

The changes made to your address, emergency contacts, email
address, and ethnic groups are now reflected in your Personal
Information Summary.

Favortes ~  Main Menu Personal Informaiic

> CONNECT

Personal Information Summary

Expand Al COIEREH

Ben Affleck
J Administrative Clerk |
Actons=
Name
Ben Afflck
Changs Name

Home/Mailing Addresses

Addresses
hddress Type  Status a0 Country Adaress
Home Current oIS UsA e i

Annapolis, MD 21204

P.0. Box 90210
Maiing Current 7S Usa e et
Change Home/Msiling Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Pretered
Business 4102831273

Change Phone Numbers

Emergency Contacts

A& Home  Sign out

| New Window | Help | Personaize Page | &~

i

Step @ Action Notes

67.

Click the Vertical Scrollbar to scroll down the page.

68.

View the details to ensure the updates are complete and
accurate.
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CONNECT Employee Self Service TQONN ECTEE!

TR A IKIG LIER N

Step | Action

69. | You have completed updating your personal information.

Click the Home link.

Favorites ~ B 4 Home | signout [

+»» CONNECT

3+

My Page My HR ‘Company Directory Leaming Dashboard | ¥

Personaice Content [ Layout 7 Help
External Links S °Y | {).CONNECT News s o~ | [CONNECTor Contactinformation s o~
72 conecres. T Mitetas e HRCONNECTION ISSUE 1 — — —
“,} lcome to HR CONNECTion - 8 monhly INOMIation /680U 0N || oy (acy £ GG/ GEGIL CNTY COURTHOUSE s10ss59s88
&, Phone Diestory the atest happenings in the Juciciary's Department of Human

Resources (HR). Our goal: provide a consisient communication DoomJudge G OG/HARFORD ONTY COURTHOUSE 4105559989
e fion.

DeVICuelaD  GG/HARFORD ONTY GOURTHOUSE 4105550358
@ cewaperrt onine senie BaingtonBeary J  DG/Batlmore Giy Givi s10sssoses
WolFanerC  DCiCharks Criy Clrk 4105550009

EET . RebitRoger = DCIDarehester iy Clrk prre=a e
€ e comect ot i Liy Tiger C DC/Frederisk Adrin. Clerk 410555520
[T ——— Lo Creten' DGrtarond oty . it iosscesse
sue N Cat,Cheshire N DC/Howard Admin. Clerk 4105559999

A ——

. NEED ASSISTANCE?

B e s

&

3 CONNECTed o o
CONNECT: V4

5

B

% © HELPDESK T —

Step | Action [\ [o] {1

70. | Click the Sign out link.

71. | You have completed the topic "Viewing & Updating Personal
Information".
End of Procedure.

12 21 15 Submitting a Name Change

You can use CONNECT to submit a name change. Upon submitting the change, the request is
sent to an HR Administrator to review and approve the name change before it is finalized.
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CONNECTe

TRAMIKIG

FRAET

Favorites ¥ Main Menu ~ Self Service ™ Personal Information ¥

- CONNECT

Maryland Judiciary

Name Change
AMY MORAN

Enter your new name and select Submit
Note: You may be required to send proof of the name change to Human Resources.
LS Employees: All name changes must match the name provided on your social security card

Current Name

AMY MORAN

New Name

Change As Of 08/10/2015 |5 (example: 12/3122000)

*Name Format English E] Edit Name

Name AMY MORAN

TRAINING GUIDE
CONNECT Employee Self Service

MName Change

Procedure

In this topic, you will submit a name change.

Favorites ¥ | Main Menu v

- CONNECT

My HR

My Page Manager Dashboard Company Directory Learning Dashboard | ¥

< External Links S ov “)-CONNECT News s ov
/ How To Check Intemet Explorer Version
A ocauss e cnine raing wilony work i niemet
Explorer 9 or older, we have provided the following
instrucions on how to check which version of Infemet

n@' GONNECTed - Training Materials

&, Phone Directory
Explorer you are using. If your version of Infemet Explorer is
newer than v9, please contact the JIS Service Desk for IE9
or to request a downioad of the Google Chrome web
browser.

@ Central Payroll Online Service
B stet rayor Farms s

View All Ariles and Sections

B& Empioyes Healtn Beneits
CONNECTed Job Aids s ov
[ Py ——

Partal Absence Request

‘Submita Partial Day Absence Request

B neeo assistance?

VisitTraining Ubrary

“CONNECTed

View Leave/Absence Balance

Navigation to view your leavelabsence balance

View Leave/Absence History

STEP 1

Navigation to view all the leavefabsence requests.

‘Submit an Leave/Absence Request from the Timesheet

Use the Absence tab in the Timesheet page to submit your

Reach out 0.2 CONNECTor at your location et

CONNECTor < Cancel Leave/Absence Request

Use the Absence Tab in the Timesheet page to canceliedit
your leave request.

Contact the Paralel Help Desk (410) 2606550

# HELP DESK |

‘Submit Leave/Absence Request

STEP 3

Request time off using the Absence Request page.

[~E=E-EEH & (-

# tome | signout [JE3

Personalize Content | Layout 2 Help
CONNECTor Contact Information 2 ov
Name Descr Phone

I

Step @ Action [\ [o] {=1

1. Click the Main Menu button.

Main Menu ‘

2. Click the HCM Systems menu.
3 HCM Systems »

3. Click the Self Service menu.
03  self service »
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4, Click the Personal Information menu.
i

Personal Information L4

5. Click the Name Change menu.
Ij Name Change

Notice the "Change As Of" date defaults with the current date.

You can change this date if your name change will go into effect
on a different date.

Favores ¥ | MainMenu ¥ Self Service ¥

Personal Information ¥ Name Change

- CONNECT

New Window | Help | Personalize Page | B
Name Change

AMY MORAN

Enter your new name and select Submit.

Note: You may be required to send proof of the name change fo Human Resources.

US Employees: All name changes must match the name provided on your social security card.
Current Name

AMY MORAN

New Name
Change As OF (0871012015 |8 (ecampie: 127312000)
“Name Format [Englisn = Edit Name

Name AMY MORAN

Submit

=Required Fisld

Step | Action

7. Click the Edit Name button.
Edit Name
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TRAMIKIG LIEAM

Personal Information

Name Change

Name
AMY MORAN

Enter your new name and select Submit
Note: You may be required to send proof of the name:
US Employees: All name changes must match the nanf

English Name Format

prefix [ E— - |
Current Name First Name AMY

AMY MORAN Middle Name [E
Last Name [MORAN
Suffix
Display Name AMY MORAN
Formal Name AMY MORAN
Name MORANAMY E

New Name
Change As Of [02/1012015 |5 (of

“Name Format[Engisn |

Name. AMY MORAN

Refresh Name:

ok ][ Cancel

*Required Field

Help

TRAINING GUIDE
CONNECT Employee Self Service

# Home

Sign out

New Window | Help | Personalize Page |

Step @ Action [\ [o] {1

8.

Click in the Last Name field.
[MORAN |

Press [Backspace] to delete Moran.

10.

Enter "Fletcher" into the Last Name field.

11.

Click the Refresh Name button.
| Refresh Mame ]

12.

Notice the name displays Amy Fletcher and not Amy Moran.

13.

Click the OK button.

Favortes ¥ | ManMenu ~ Self Service ¥ >

- CONNECT

Personal Information ¥ Name Change

Name Change
AMY MORAN
Enter your new name and select Submit

Note: You may be required to send proof of the name change to Human Resources.
US Employees: All name changes must match the name provided on your social securiy card.

Current Name

AMY MORAN

New Name
Change As OF (0/10/2015 | (ecample: 127312000)
“Name Format English [=] {EditName

Name AMY Fleteher

Submit

= Required Field

| sign out

New Window | Help | Personaiize Page |
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Step | Action [\ [o] {=1
14. | Click the Submit button.

Note: Before the name change is finalized in CONNECT, it will be
reviewed and approved by an AOC HR Administrator.

15.

Favores ¥ | ManMenu v

Self Service ™ Personal Information ~ Name Change

4 Home | Sign out
+ CONNECT

New Window | Help | Personalize ]

oo |

Name Change L J
Submit Confirmation

¥/ 1he Submivas succssstu

i

Step | Action

16. | Click the OK button.

Favories ¥ | MainMenu v Self Service ¥ Personal Information ¥ Name Change

+» CONNECT

New Window | Help | Personalize Page | B
Name Change

AMY MORAN

This information was submited.

Current Name

AMY MORAN

New Name
Change As Of 08/10/2015
Name Format English

Name AMY Fleteher
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Step @ Action

17. | Click the Home link.

Favorites ¥ | MainMenu v # Home | Signout

% CONNECT

My Page My HR Manager Dashboard Company Directory Learning Dashboard | ¥¢
Personalize Content | Layout ? Help
Q Exteral Links € v | {:CONNECT News © ov | CONNECTor Contact Information S ov
n’zl CONNECTed - Training Materials =Y How To Check Intemet Explorer Version Name Deser Phone
Because the online iraining will only work with Inemet

Q¥  Explorer 9 or older, we have provided the following

&, Phone Directory instructions on how to check which version of Intemet
Explorer you are using. If your version of Intemet Explorer is =
newer than v3, please contact the JIS Service Desk for IE9
Central Payrol Oniine Service orto request a download of the Google Chiome web

(@ state Payroll Forms Fees

View All Aricles and Sections

CONNECTed Job Aids s e~

Partial Absence Request
‘Submita Partial Day Absence Request

View Leave/Absence Balance

O ——

1B Heatth Benefits Forms

B neep AssisTance?

| ViitTraining Uibory

o Y
£ “CONNECTed

[@F avigaton o view your eaveratsence batance
View Leave/Absence History

Navigation to view all the leavelabsence requests.

Submitan | the Timesheet
~ styourlocation Use the Absence tab in the Timeshest page to submit your
Reach out 102 CONNECTorat yourlocat Yoo e

Cancel LeavelAbsence Request

Use the Absence Tab in the Timeshest page to canceliedit
your leave request

CONNECTor

Contact the Paralel Help Desk (410) 2606550

& HELP DESK |

Step  Action Notes

18. | Click the Sign out link.

19. | You have completed the topic "Submitting a Name Change".
End of Procedure.

‘Submit Leave/Absence Request

[~E~E-FEh B

STEP 3

Request time off using the Absence Request page

12 21 15 Viewing the Organizational Chart

This organizational visualization and navigation directory offers functionality beyond a typical
organization chart by supporting and identifying direct-line reporting chains. The org chart
viewer displays a person within a three-tiered graphical representation of the reporting
structure.

Procedure
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In this topic, you will view your position on an organizational chart and view your direct and

indirect reporting structure.

Favorites ¥ Main Menu +

+» CONNECT

successully use CONNECT. Therefore, we would ke you to meet

CONNECTed. CONNECTed, & combinstion of the CONNECT

training team and the AOG Education Division, s an innovative

‘approach

based, insiructor-led courses, online Web-based raining (c-Jeaming),
designedto ing. There

"
[ A —

Il neeo assisTance:?

wil slso be prerequisite courses 1o provide employess with the
knowledge and Skl they may need prior to taking s CONNECTed

o E— -
B o
i
% CONNECTed “CONNECTed Job A > oo
. Cancela Leave/Absence Request
[P
CONNECTor
T —
: Contact the Help Desk (410) 2601114 / Submita Leaveiibsence Request
& [F——
£ £ HELP DESK
S —

Elapsed Timesheet

Elspsed Timesheet

My Page HR ‘Company Directory Leaming Dashboard | ¥
External Links S °Y | {).CONNECT News s o~ CONNECT:
7 conesres- Traring o o HRCONNECTION. ISSUE 1 —
“‘ ‘Welcome to HR CONNECTion - 2 monthiy information resource on Kuck Lady E
[S—— the latest happenings in the Judiciary's Department of Human
v Resources (HR). Qur goal: provide a consistent communication Doom,Judge C
channel o nform Judiiary ermployees about key HR information. Devi Crucla D
© convaroror onneseve e s oy ke oo o ndurietes, et sl || canton ey 4
that project Vol Fether
[ stte payrol Fomms R COMNECTION - ISSUE 2 Reti Roger =
. ““ ‘The CONNECT project will aunch in January 2016 Now is the Lty Tiger C
8 Empioyee Heatn Benetis perfect time to focus on the ccuc afion you wil need to be sble to Litle Chicken L

4 Home

Personalize Content | Layout

Contact Information

Deser
CC1CEGIL GNTY COURTHOUSE
GC/HARFORD CNTY COURTHOUSE
CC/HARFORD CNTY COURTHOUSE
DCBaltimore Gty Civil

DC/Charies Crty Clerk

DC/Dorehester Cnty Clerk
DC/Frederick Admin. Clerk

DCitarford Cnty Adrmin. Clerk
DCHoward Admin. Clerk

Sign out

? Help

Phone
410553809
4105553809
410553809
410559899
4105558889
#1011
4105553009
4105553809
4105553809

I

Action

Click the My HR tab.

Click the My Org Chart link.

==n My Org Chart

The Organizational Chart shows your direct-line reports. By
default, your square in the chart is highlighted.

[— Pamela Haris Melinda Jensen ¥ > Dennis Scoft ~

- CONNECT

Org Chart Viewer

Direct-Line Reports

Main Menu Company Directory. Faye Matihews ~

‘Company Directory.

S e, 5 T, Deparier o S 5 mEEn
gt |5 e

Chart | List

=

# Home

e 15 HGiE PG Preferences

3]

Sign out

i

=]
Department: umn Resources
Phons: s10725-1283
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Step ‘ Action Notes

4, Click the minus "-" button to zoom out on the organizational
chart.

[—]

5. Notice the chart got smaller. You can continue to zoom out to get
a more complete view of the chart.

CONNECTed

6. Click the "Right" arrow to view the right side of the
organizational chart.

b 31

7. Click the "Left" arrow to view the left side of the organizational
chart.

L

8. Click the "Initial Point" button to return to the center of the
organizational chart.

9. | You can view your profile information and HR data from the
Profile tab.

Alternatively, you can view other direct line report's profile and
HR data by selecting a different name in the organizational chart.

Click the Profile tab

10. | Review the data on the Profile page

11. | Click the Org Chart tab to return to the organizational chart.

12. | To view the direct-line reports for another person, click the Org
Chart link in the box for the desired individual.

Org Chart

13. | View the organizational structure for Jeanette Hyre.

14. | You have the option to download the organizational chart detail
information you are viewing as an Excel file.

15. | You have completed viewing the organizational chart.

Click the Home link.
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Favorites ¥ Main Menu ¥

- CONNECT

# Home | Signout [

My Page My HR ‘Company Directory Leaming Dashboard | ¥
Personaice Content[Layout 9 Help
External Links S @Y | {)CONNECT News s o~ | [CONNECTor Contactinformation s v
72 coneres- T Metatas G HRGONNECTION - 55UF 1 — — —
‘, 5 Wekome (0 R CONNECTIon - 8 monily Ifomation [SOUe 00 || sy € GO/ CECIL ONTY COURTHOUSE s10sss9se
&, Prone Drecton he lalst happenings n e Jud an
re . Doom Judge G CC/HARFORD CNTY COURTHOUSE 4105559968
DeVi.Cruela D CC/HARFORD CNTY COURTHOUSE 410555998
@ cenvaperrt onine senice BaningionBeary J  DC/Elmore Ciy Civi sossseses
WollFather G DG/Gharies Griy Clerk 4105550568
B state Payroll Forms. RobbtRoger € D/Dotchester Coty Clok s | |o
= = Lily, Tiger C DClFrederick Admin. Clerk 4105559999
[ ———— < Lo Creten'. DGrtaons Gty . i iosecesce
ful Cat,Cheshire N DC/Howard Admin. Clerk 4105559999

[ A —

I neeo assisTance?

wils rovide employees with the
knowledge and Skl they may need prior to taking s CONNECTed
course.

VistTining Ubeary

) -
i View Al rices nd Secbons
& '&(_:ONNECTed TCONNECTed Job Aids S o~
CONNECT: X I
| Contactthe Help Desk (410) 260-1114 /
&
13 & HELP DESK

Step | Action [\ [o] {1

16. | Click the Sign out link.

17. | You have successfully completed the topic "Viewing the
Organizational Structure".
End of Procedure.

Requesting ADA Accommodations

Upon completion of this module you will understand how to:
e Submit an ADA Accommodation Request

12 21 15 Submitting an ADA Accommodation Request

CONNECT allows you to enter the details for an ADA Accommodation Request, submit the
request, and monitor the approval status of the request.
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Favorites Main Menu ¥ > SelfService ¥ > Personal Information ™ > ADA Accommodation Request

% CONNEC

Moryland Judiciary

Form || Ingtructions || Aftachments

ADA Accommodation Request
*“Subject

Priority | 3-Standara =] Due Date [+

Status Initial

Information to be completed by Employee or Applicant

*Employee ID Q
*Name
Position
*Address.
*City/State
“Zip Code
Work Location Q
Work Telephone
“Request Date ]

*Accommodation

Be as specific as possible. If needed use the More Information field.

Procedure

In this topic, you will enter the details for an ADA Accommodation, submit the request, and view
the approval status.

Favortes ™ | Main Menu ~ 4 Home | Sign out

+» CONNEC

My Page My HR ‘Company Directory Leaming Dashboard | &
Personaice Conert [Layout 7 Help
External Links S ov | [{1CONNECT News s o+ | [CONNECTor Contactinormation s ev
T R— o RComECTON. ssuc — o o
“.J e Hzfﬁ’zr‘fﬂ‘j:d:xg‘gé ot e en Kuck Lacy £ GG/ GEGIL GNTY GOURTHOUSE 4105559999
& Prons Drestoy Resoutees (R0, Our gosl. provide consisont sormmarication Doom JudgeC  CC/HARFORD CNTY COURTHOUSE 4105553999
crane fo o iy emloyses ot ey AR oraton DeViCrelaD  GG/HARFORD CNTY COURTHOUSE 410555988
ot Payee Onfne Senvice Whie stories may inchce brosd HR news and updates, moststories | | o mone Oy O
© coarer ISR S SRS, | Sannsensearys  oCaimre Sty e oo
o WotFaner G DGiCharis Crty Clrk st0s5s0809
[EE— G HRCOMECTONIssE? Rath Roper £ DCDorehester iy ik oz ||
" “The CONNECT project will launch in January 2016. Now is the Lity, Tiger C DC/Frederick Admin. Clerk 4105559809
88 Erpiree ot sects e e 2 N E | | oo o e
Sikcesshl use CONNEGT. Thersfos, we would e you o meet
'CONNECTed. CONNECTed, a combination of the CONNECT Cat Chestire N DCHoward Admin. Clerk 4105558599
[y s—

training team and the AOC Education Division, s an innovative

oo
Based, Inciietor Jd Courss, o Web.basea ing (leaming),

a0 onocaon s desine 1> upplement frma Taing. Tere
NEED ASSISTANCE? o be et courses oo o i e

nowiedge and skils they may need prior to taking 8 CONNEGTed

[ p—— -
& “ View Al Ailes snd Sectons
g
@ CONNECTed CONNECTed Job Aids = mo
. Concela LeaveAbaerce Request
(UG
Concel s Loaverhbsence Recuest 8
CONNECT: X
Submita LeaveiAbsence Reauest
© | samerspoosmoms | SubritaLsavlsosercs Roquest
o /
& View esvebsence Satance
3 & HELP DESK m
ViewLosveiassence Bonce
Elpsed Timestect

Step  Action

1. Click the My HR tab.

2. Click the ADA Accommodation Request link.

ADA
Accommodation
Request
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Favortes ¥ Main Menu SeffService ¥ 5 Personal Information ™ 5 ADA Accommodtion Request

CONNECTed

TR A IKIG LIER N

#& Home  Sign out

+ CONNECT

SearchiFill a Form

you L aist of allvalues.
Find an Existing Value | Add a New Value

Search Criteria

Sequence Number|=

Subject[Begins wih [<]
Document Key String| begins with 2]
Prioity = = =
Dueae[-___[7] ]

Approval Status[=___[+] =
[ case Sensitive

@
Seanh || Clear |Basic Search [ Save Search Criteria

Find an Exising Velue | Add s New Velue

New Window | Help | B

Step | Action [\ [o] {1

3.

Click the Add a New Value tab.
| Add a New Value |

The ADA Accommodation Request page will auto populate some
of the Employee or Applicant Information.

Update the details of your accommodation request, if needed.

Main Menu ¥ Seff Service ¥ 5 PersonalInformation ¥ 5 ADA A

#& Home  Sign out

<. CONNECT

Form || instructions || Attachments

ADA Accommodation Request
*subject

Status. Initisl

Information to be completed by Employee or Applicant
“Employee ID 00003235 |4
“Name [MILLER REBECCA L
Position 001121
“Address [123 pigh Steet
“City!State Amnapoiis, ND
“2ip Code12345

Work Location DGiAllegany Admin. C Q
Work Telephone

“Request Date: ]
*Accommodation

B s Specifioas possivle. 1 nesded use the Mora Information feld

For Office Use Only

Accommodation Type oy

Action Suggested

category =

New Window | Help | Personsiize Page | i~

Step | Action Notes

5.

Click in the Work Telephone field.

Enter "410-494-2184" into the Work Telephone field.
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Step Action [\ [o] {=1

7. Click in the Request Date field.

[ ]

8. | The Request Date is the date the accommodation is required.

Enter "06/28/2015" into the Request Date field.

9. Enter all the information specific to the accommodation request.

10. | Click in the Accommodation field.

11. | "lrequire a ramp to access the office with my wheelchair." has
been entered for you.

12. | Click the Vertical scrollbar to move down the page.

13. | The form will need to be saved then submitted for approval.

Click the Save button.

Save

14. | Click the Vertical scrollbar to move up the page.

15. | Click the Submit button.

16. | NOTE: The first approver will have a status of "Pending" when
the form is submitted. If the form is saved and not submitted the
status will show as "Not Routed".

17. | The approval chain displays the individuals who will receive,
review, and either approve or deny the request.

In this example, the request will flow from ADA Field Coordinator
to ADA Officer to Administrative Official.

Favorit Self Senvice

ortes = Msin Menu
% CONNECT
fY
New Window | Hetp | Personalize Page | i)
ADA Accommaodation Request

Subject REBECGA - DG Allegany Gounty - ADAREQ

Review/Edit Approvers

ADA Accommodation Request: 93:Pending [F]Stert New Patn

Not Routed Not Routed
WeGabe. Lnda K Sty Ay D
| B @ SR By e 0L B

oK
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ECTe
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18.

Click the OK button.
O

Favortes ¥ Main Menu ‘Self Senvice ¥

- CONNECT

Form || instructions || Attachments
SeqNor 53
*subject
Status Pending :

“Employee ID DOOD0EZIS |0y
“Name MILLER REBEGCA L
Position 001121
*Address 123 Figh Street
*CitylState [Annapolis, MD
“Zip Codel12345
Work Location [DC/Allsgany Adrin C
Work Telephone [§10-4542154
“Request Date 06262015 |5
T require a rarmp

Personal Information

T ——

ADA Accommodation Request

T

Information to be completed by Employee or Applicant

a

wheelehair

For Office Use Only

Accommodation Type Q
Action Suggested

Category

my

e a2 Speciio s possivi. 1 nsdd use e More Informstion e

‘Gancel Approval

New Window | Help | Personsize Page | i~

Sign out

Action

19. | Click the Home link.

Favorites +

% CONNECT

Main Menu

My Page Company Directory.

External Links

[l m——
&, Prone Drestoy

B Stte Payrll Forms

[ ——

[ A —

Il neeo assisTance:?

% (CONNECTed
CONNECTor

| Contactthe Help Desk (410) 260-1114 /

B

3 & HELP DESK

Leaming Dashboard

&
+CONNECT News S o~
HR CONNECTION - ISSUE 1
Welcome to HR CONNECTion - @ monthly nformation resource on

the latest happenings in the Judiciary's Department of Human
joal: provide a consistent communication
5 about key HR information
While stories may include broad HR news and updates, most stories
wil focus on CT a5 we lead up {0 the-January 2016 launch of
that project.
HR CONNECTION - ISSUE 2
‘The CONNECT project will aunch in January 2016 Now is the
perct time o focus on cation you wil ieed {0 be able to
successully use CONNECT. Therefore, we would ke you to meet
CONNECTed. CONNECTed, & combinstion of the CONNECT
training team and the AOG Education Division, s an innovative
‘approach
based, insiructor-led courses, online Web-based raining (c-Jeaming),
designedto ing. There

wil slso be prerequisite courses 1o provide employess with the
nowiedge and skils they may need prior to aking 3 CONNECTed
course.

£eso

View Al Aiies snd Sectons

TCONNECTed -Job Aids =

Cancel a LeaveiAbsence Request
Cancel a LeavefAbsence Request
Submit a Leave/Absence Request
Submit a LeaveiAbsence Request
View Leave/Absence Balance:
View LeavelAbsence Balance
Elapsed Timesheet

Elspsed Timesheet

4 Home

Personalize Content | Layout

Contact Information

CONNECT:

Name Deser
Kuck Lacy £ CC/CECIL CNTY COURTHOUSE
DoomJudgeC  CC/HARFORD CNTY COURTHOUSE
DeViGrelaD  CC/HARFORD CNTY COURTHOUSE
Barington Beary d  DG/Batimore Gity Givi

WollFather C DC/Charies Crty Clerk

RabbitRogerE  DC/Dorchester Criy Clerk

Liy Tiger C DC/Frederick Admin. Clerk
Litte,ChickenL  DiHarford Cnty Admin. Clerk

CatCheshireN  DCHoward Admin. Clerk

signout [

? Help

4105553009

4105553809
4105553809

Step | Action

20.

Click the Sign out link.
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Action

21. | You have completed the details for an ADA Accommodation,
submit the request, and view the approval status.
End of Procedure.

Time Reporting - Timesheets

In this learning module: Time Reporting - Timesheets you will review demonstrations on the
following topics:

e View Monthly-Daily Schedule - Punch Time

e Report Time - Punch Timesheet

e Report Time - Overnight Shift - Punch Timesheet
e Comp Time - View Balance

e Comp Time - Report Comp Time Earned - Timesheet
e Comp Time - Take Request - Timesheet

e Comp Time - Report Comp Time Take - Timesheet
¢ View Monthly-Daily Schedule - Elapsed Time

e Report Time with Elapsed Timesheet

e Request Overtime for Pre-Approval

e Report Overtime in an Existing Timesheet

e Report Time - Recall Judges

e Correcting a Timesheet

e Correct a Push Back Time Entry in Timesheet

e Adding a Holiday to Your Timesheet

e Holiday - Enter Holiday Hours

e Report Time - Holiday Worked

12_21 15 View Monthly-Daily Schedule - Punch Time

An employee can view their monthly and daily schedule.

Monthly Schedule

JHN REYNOLDS

Thursday

Procedure

Page 39



TRAINING GUIDE

T
CONNECT Employee Self Service QONN ECT?d

TR AR WG

In this topic, you will view the monthly and daily schedule as an employee who uses a punch
timesheet.

Favorites ¥ | Main Menu v

# Home | signout [
% CONNECT -
(o =

MocsiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§ T
Personalize Content | Layout 2 Help
External Links S 0% | {)CONNECT News s o~  |CONNECTor Contactnformation s o~
TIl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A2FLEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
[ state Payroi Forms that project
TER/MIEIR AOC COURTBUSINESS 4101260~
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Healn Benefts The GONNEGT project will launch in January 2016. Nowis 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
I tealth Benets Forms be able 1o successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. CONNECTed, a combination | | JONCZAK MICHELLE A AOC - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 40260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequisie courses to provide employees with 1129
—  ViitTaiing Ubrary G o ane siils they may need pror o king 2 VAYNARDGATHERINEA oo Amorat ONTY - 300
a
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
= e ! COURTHOUSE 5023
» (QON NECTed icu Al Ariles end Seeions GG / ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
“ . - COURTHOUSE 1187
i 'CONNECTed Job Aids s o~
o Reach out 0.2 CONNECTor at your location ¥ T —— CC/ ANNE ARUNDEL 410222
o COURTHOUSE 1896
w CONNECTor \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 40222
y ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CC/BALTIMORE CITY 410333
E @ HELP DESK | MGCREADY, DENISE D e s
| - View L Balance P SANEA L CC/BALTIMORE GITY 410333 | -

Action

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
[ HCM Systems ¥

3. Click the Self Service menu.
3 Self Service »

4. Click the Time Reporting menu.
3 Time Reporting *

5. Click the View Time menu.
O view Time 3

6. Click the Monthly Schedule menu.
=l Monthly Schedule

7. | The current month will be visible on the Monthly Schedule page.
You can change the month by clicking on the drop down menu.
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Favorites ¥ | Main Menu ¥ SelfService ¥ > Time Reporting ¥ > ViewTime > > Monthly Schedule A Home | Sign out
Marylsnd Jugiciary
New Window | Help | Personalize Page | B A
Monthly Schedule
JOHN REYNOLDS Employee 1D 000002371
Previous Monih 09 September v Next Month
Sunday Monday Tuesday  Wednesday  Thursday Friday saturday
arpostosor 1 | amposoosor 2 | arposnosor 3 | areosooste 4 | oFF 5
SO0AN: GO0PMT | S00AM: SOUPM | SO0AN-GOUPH | S0AM-5.00PH
oo 6§ | srecenosce T | ameosnsoe 8 | ameosoosoe 9 | ameosooor 10 amevsoosor 11 ore 12
SO0 S0P | SOAM-500PI | SO0AM-S00PHA | S.00AM- SO0PH | SO0AM. 500PM
] ]
o 13 sreoscosor 14 areostosor 15 amposoosor 16 arposaosor 17 areosoosor 18 orr 19
SO0AL S00PN | BO0AN- 500 | SO0AM-S00PM | 5.00AM- SO0PH | SO0AM. 500°M
oFF 20 srrosooste 21 areostosoe 22 arrosoosor 23 arposaosor 24 areosoosee 25 oFr El
SO0ANE SO0PH | SODAN-5O0PIA | SX0AM-500PM | S:0AM-SO0PH | SO0AM: S0P
oFF 27 srpozcosos 28 areostosor 29 arpossosor 30
SO0ALL SI0PM | BO0AN- 500PH | 00AM- 500°M
Legend
v
&2 Approved Training [ Plamned Absence & Hoigay OFF Stheduied OFF Day

Step | Action

8. Click the Vertical scrollbar to move down the page.

9. | The Legend identifies the icons on the days in the calendar.

Favorites ™ | Main Menu ¥ Self Service ¥ Time Reporing ¥ > View Time ¥ >  Monthly Schedule

- CONNEC

A Home | Sign out

Maryland Judiciary

arroscosoe 1 | arposooso ARPOSOOSOE 3 | ARPDSDOSOE oFF New Window | Help | Personalize Page |
SO0ANL SO0PM | SODAM: SOPM. | BODAM- 500PM | B00AM-5:00PM

o & | smposoosor 7| ameoscosor 8 | ameosoosor 9 | ameosaosor 10 ameosoosor 1 ore 12

SODAM S:0PM | SODAM-GI0PM | SODAM- SOUPM. | SODAM-S00PM | S00AM- 500PM

oFF 13 sroscosoe 14 seostoste 15 arrosoosor 16, arposaosor 17 areostosor 18 orr 19
SODAL S:00PM | SODAM-GO0PHA | S0AM- SO0PM | S00AM- S00PW | S00AM- 500PM

o 20 serosoosor 21 smpostoscr 22 arposoosor 23 arposaosor 24 srposoosor 25 oFF 26
SO0AML 5:0PM | SODAM-SO0PM | SO0AM- SOUPM | SODAM-S00PM | SO0AM- 500PM

oFF 21 srroscosos 28 areostosor 29 amposcosor 30
SODAML S:00PM | SODAM-S00PM | S:00AM- S00PM

Legend
7% Approved Training [§y Plamned Absence @ Hoiday OFF Scheduled OFF Day

Schedule Preferences
Self Senice
Time Reporting

] Notty

Step  Action

10. | Click the Vertical scrollbar to move back up the page.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Time Reporting ¥

% CONNECT

ViewTime ¥ 5 Monthly Schedule

Monthly Schedule
JOHN REYNOLDS Employee ID 000002371
Provious Vo 09— September 2015_[7] Next Month
sunday Monday Tuesday Wednesday Thursday Friday Saturday
arposoosor 1| areosoosor 2 | areosoosor 3 | areosoosor 4 | oFF 5
GO0AVL S0P | S00AM-S00PM | S:00AM- S00PM | S008M- 5:00PM
B
oFF & areosmosor I areosoosor 8 areosoosor 9 ameosoosor 10 areosoosor A1 orr 12
GO0AVL S00PM | G:00AM- 5:00PM | G0DAM. S:00PM | 00AM- S:00PM | 5:00AM- 5:00PM
oFF 13 areosoosor 14 areosoosor 15 areosoosor 18 areosoosor A7) areosoosor 18 orr 1
GO0AL S00PM | G:004M- 5:00PM | G0DAM. S:00PM | S00AM- S:00PM | 5:00AM- 5:00PM
oFF 20 sreososor 21 areosoosor 22 areosoosor 23 Arposoosor 24 areosoosor 28 oFF 2
BO0AML S00PM | G:004M- S:00PM | G0DAM. S:00PM | 500AM- S:00PM | G:00AM- 5:00PM
oFF 27| prrososor 28 Arpostosor 29 aRrosoosor 30
B00AML S00PM | S:00AM. S00PM | 500AM- 5:00PM

CONN

#A Home | Sign out

New Window | Help | Personaiize Page | iH

I

Step | Action

ECTed

TR AR WG

11. | Click the 7 link.

12.
however, 9/7/2015 is a Holiday.

For this example, the employee is scheduled to work 8.00

Favorites ¥ | MainMenu ~ Self Service ¥ Time Reporting ¥

& CONNECT

Monthly Schedule

Schedule Detail for 09/07/2015
JOHN REYNOLDS

Adminisirative Asst |

Primary Schedule

Schedule Detail || Time Reporting Elements || Task Reporting Elements

shiftID Taskgroup Off st In Meal

/ARPO20050F AOC_REG 8:00:00AM
Alternate Schedule

No schedule data for today

Training Details

No training data for today

Absence Details

No absence data for today

Holiday Details
Labor Day - & hours

Retum to Montnly Schedule

1200:00PM

ViewTime ¥ > Monthly Schedule

Employee ID 000002371
Empl Record 0

n out Time Zone:

1:00:00PM 5:00:00PM EST

Sched.
Hrs More

800§i5rE

4 Home | Sign out

New Window | Help | Personaiize Page |

Step @ Action

13.

Return to Monthly Schedule

Click the Return to Monthly Schedule link.
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TRAMIKIG

Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Time Reporiing ¥ > ViewTime ¥ 5 Monthly Schedule

Monthly Schedule
JOHN REYNOLDS Employee ID 000002371
Provious Vo 09— September 2015 [x] Next Montn
sunday Monday Tuesday Wednesday Thursday Friday Saturday
arposoosor 1| areosoosor 2 | areosoosor 3 | areosoosor 4 | oFF
GO0AVL S0P | S00AM-S00PM | S:00AM- S00PM | S008M- 5:00PM
B
oFF & areosmosor I areosoosor 8 areosoosor 9 ameosoosor 10 areosoosor A1 orr
GO0AVL S00PM | G:00AM- 5:00PM | G0DAM. S:00PM | 00AM- S:00PM | 5:00AM- 5:00PM
oFF 13 areosoosor 14 areoscosor 15 areosoosor 18 areosoosor 47| areosoosor 18 orr
GO0AL S00PM | G:004M- 5:00PM | G0DAM. S:00PM | S00AM- S:00PM | 5:00AM- 5:00PM
oFF 20 areosoosor 21 areosoosor 22 ARPOSOSOF reos00sor 24 areosoosor 25 oFF
BO0AML S00PM | G:004M- S:00PM | G0DAM. S:00PM | 500AM- S:00PM | G:00AM- 5:00PM
oFF 27| prrososor 28 Arpostosor 29 aRrosoosor 30
B00AML S00PM | S:00AM. S00PM | 500AM- 5:00PM

TRAINING GUIDE
CONNECT Employee Self Service

#A Home | Sign out

New Window | Help | Personalize Page | i)

14.

Click the 15 link.

Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Monthly Schedule

Schedule Detail for 09/15/2015
JOHN REYNOLDS

Adminisirative Asst|

Primary Schedule

Schedule Detail || Time Reporting Elements

shiftip Taskgroup

ARPOB00S0F AOC_REG
Alternate Schedule

No schedule data for today
Training Details

No training data for today

Absence Details
No absence data for today
Holiday Details
No holiday data for today

Retum to Monthly Schedule

Task Reporting Elements

8:00:00AM

Time Reporiing ¥ > ViewTime ¥ 5 Monthly Schedule

Employes ID 000002371
Empl Record 0

off snitt In Meal n out

12:00.00PM 1:00:00PM

5:00:00PM

ime Zone:

EsT

4 Home | Sign out

New Window | Help | Personalize Page | B

Sched,
Hrs More

8.00{lirg

Action

15.

Click the More link to view Shift Details.
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TR AR WG

Favorites ¥ | Main Menu ¥ Self Senvice ¥ Time Reporiing ¥ > ViewTime ¥ 5 Monihly Schedule

% CONNECT

Schedule Detail for 09/15/2015
Shift Information

4 Home | Sign out

New Window | Help | Personalize Page | B2

JOHN REYNOLDS Employee ID 000002371
Administrative Asst] Empl Record 0

Primary Schedule

Shift ID ARPO30050F Taskgroup AOC_REG
Shift Details (2 Personaiize | Fina | @01 B Fist (0 14014 ) Last
Shift Time | Time Reporting Elements Task Reporting Elements
Punch Type Punch Time: Time Zone
in 8:00:00AM EST
Meal 12:0000PM EsT
in 1:00.00PM EsT
out 500.00PM EsT

Retumn to Daily Detail

=] Notify

Step | Action

16. | Click the Return to Daily Detail link.

Return to Daily Detail

Favorites ¥ Main Menu ¥ Self Service ¥ Time Reporting ¥ View Time ¥ Monthly Schedule
+ CONNEC
= I

Monthly Schedule
Schedule Detail for 09/15/2015
JOHN REYNOLDS

4 Home | Sign out

New Window | Help | Personalize Page | B

Employes ID 000002371
Empl Record 0

Primary Schedule
Schedule Detail | Time Reporting Elements || Task Reporting Elements

shiftip Taskgroup off snift In Meal n

ow rmezone e

ARPOB00S0F AOC_REG :00:00AM 1200:00PM 1:00:00PM 5:00:00PM EsT 800jiorg
Alternate Schedule
No schedule data for today
Training Details
No training data for today
Absence Details
No absence data for today
Holiday Details
No holiday data for today

Retum to Monthly Schedule

=7 Notify

Step @ Action

17. | Click the Return to Monthly Schedule link.
Feturn to Monthly Schedule
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TEON N ECTEd. CONNECT Employee Self Service

TRAMIKIG

Favorites ¥ Main Menu v SelfService ¥ > TimeReporting ¥ > ViewTime ¥ 5  Monthly Schedule A Home |
+~ CONNECT
v

Monthly Schedule

Sign out

New Window | Help | Personalize Page | i)

JOHN REYNOLDS Employee ID 000002371
Pravious Mot 03 - September 2015_[7] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
arposoosor 1| areosoosor 2 | areosoosor 3 | areosoosor 4 | oFF 5

S00AM-500PM | S0DAM-5:00PM | S:00AM- S:00PM | 5:00A- 5:00PM

B =

oFF & areosmosor I areosoosor 8 areosoosor 9 ameosoosor 10 areosoosor A1 orr 12

GO0AVL S00PM | G:00AM- 5:00PM | G0DAM. S:00PM | 00AM- S:00PM | 5:00AM- 5:00PM
oFF 13 areosoosor 14 areosoosor 15 areosoosor 18 areosoosor A7) areosoosor 18 orr 1

GO0AL S00PM | G:004M- 5:00PM | G0DAM. S:00PM | S00AM- S:00PM | 5:00AM- 5:00PM
oFF 20 sreososor 21 areosoosor 22 areosoosor 23 Arposoosor 24 areosoosor 28 oFF 2

BO0AML S00PM | G:004M- S:00PM | G0DAM. S:00PM | 500AM- S:00PM | G:00AM- 5:00PM
oFF 27 arposmosor 28 reosaosor 29 arposcosor 30

S00AM-500PM | G:00AM- S00PM | 5:00AM- 5:00PM

18. | Click the Home link.
# Home

Favorites ¥ | MainMenu v

- CONNECT

Sign out

My Page My HR Company Directory Learning Dashboard | % T
Personalize Content | Layout ? Help
Extemal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
Jone Directory Depariment of Human Resources (HR). Our goal: provide a e T BUSINESS  srams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 0 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General)
1119
F be able to successfully use CONNECT. Therefore, we would
L Jy— et sty e CONECT T vt || mormien po0-an ooy 05
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil also be prerequisite courses to provide employees with 23]
Py — s inoneche o ol ey ey ed oo 883 || ysaspcamiennes  CSJALEGAWYONTY  a0u7r-
a
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed ey COURTHOUSE 5023
& CONNECTed e s s
\ GG/ ANNE ARUNDEL 410222
DILLARDWOODY.KRISE S0/ ANNE AR i
L0 i s
N (CONINECTed Job Aids e ov
o Reach out 0.2 CONNECTor at your location ¥ T — CC / ANNE ARUNDEL 4101222
[ ' COURTHOUSE 1896
w CONNECT. \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
w Submit a Leave/Absence Request MCCREADY, DENISE D CC/BALTIMORE CITY 410333~
= @ HELP DESK | ) CRTHSE EAS 3760
| - View L Balance T CC/BALTIMORE CITY 410333 | -

Action

19. | Click the Sign out link.
Sign out

20. | You have completed the View Monthly-Daily Schedule - Punch
Time topic.
End of Procedure.

12_21_15_Report Time - Punch Timesheet

Report Time - Punch Timesheet
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TRAINING GUIDE

T
CONNECT Employee Self Service QONNECTEd

TRAMIKIG LIERNET

% CONNECT

Timesheet

e Home  Sign o

toew vincow | @~

van st e

Reparted Hours 40,0

From 10.26/2015 fo

= Z0000M 3y \ -y
(s hy Z0000°M 1 1 -y

> o C 20000°M Y Y .y
(] Mon eeds Appraval Time 3 y 1
o i 18 Hseds Approvl e 1 3 1

o o Loier St o

Summany || Leave | Compensaiony Teme

Reported Time Summary 1~ RETT

[— - s my st B
Totad Reparied Hours ) ) 0 -

PUTI

Procedure

In this topic, you will enter time using the punch timesheet.

Favorites ¥ | MainMenu 4 Home | Signout [
+» CONNECT
+
My Page My HR ‘Company Directory Leaming Dashboard | ¥
Personaize Content | Layout 2 Hep
External Links S o~ | [{)CONNECT News c o~ |CONNECToOr Contactinformation o o~
[ I —— G HRCOMMECTON- SSUET = = —
“) e ey ormaton foureen Kiuck Lagy E GG/ GEGIL GNTY GOURTHOUSE 4105559389
&, Phons Dirsstory Fadichmbir o ok onr g bt DUl DoomJudgeC  CC/HARFORDCNTY COURTHOUSE 410555099
channel toinform Judiciary employecs aba key HR information DeVilCruelaD  CC/HARFORDCNTY COURTHOUSE 4105559889
Centrel PayrollOniine Senvice Whie stories may include brozd HR news and updtes, most stories. e G
(o R T e AR Sy || Sronseery s cCBmr oyl
that project WollFather G DC/Charles Crdy etk 4105559989
() stte payro romms o HRCOWECTON IssuE? RetioRoger = DCIDarshester iy Gl stz | |2
. The CONNECT project will launch in Jenury 2016, Now i the L Tiger DCFrederick Admin. Cierk 4105559999
&% Employee Healtn Benefis perfecttime 1 focus on the educ aion you wil need {0 be able to Litte ChickenL  DCHarford Crty Admin. Clertc 4105559399
successiully use CONNECT. Therefore, we woull ke you (o meet
B et Bercit Foms ‘GONNECTed. CONNEGTed, a combintion ofthe CONNECT Caf CheshireN_ DCMHowzrd Admin. Clrk 410sesesen

training team and the AOC Education Division, s an innovative

opr
based, instructor-led courses, onine Web-based rsining (c-Jeaming),
e

o oxalon s Gesgned 1o Supplement ormalTasing: e
NEED ASSISTANCE? il o be perequisc sotrses o rovide employees i e

knowledge and skils they may nesd prior {0 taking a CONNECTed

[ —— Fass
& CONNECTed View A1 Atites ang Sectons
b
@ CONNECTe CONNECTed Job Aids = o
m Cancels LeavelAbsence Request
s vt s COMNECTor st oo
Gl a LeaveAbsence Request (4
CONNECT: X
Submits LeaveiAbsence Bequest
: ‘Gontact the Help Desk (410) 2601114 . Submita Leavelbsence Request
& View LeavelAbsence Balnce:
5 &) HELP DESK m
View Leavelabserce Belance

Elapsed Timesheet
Elspsed Timesheet

&

Step | Action

1. Click the My HR tab.

2. Click the Timesheet link.
Timesheet
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CONNECTe

TRAMIKIG LIER BT

Favorites

% CONNECT

Timesheet

Timesheet

Employee ID 000001055

mpl Recor
Earlist Ghange Date. 07/01/2015
other Timesheet

“ViewBy| Previous Wesk  Next Week

“Date 10282015 |5,

orted Hours
From 10/28/2015 to 11/03/2015
mmmmm Ony  Due  Repored satis In e PUT T Reporting Code
o Wed 12s
(o} L™
o Fii 10630 New
(]
o
o Mon 1172 New
(s} Te 1B New

Save for Later ‘Submit Clear Apply Rules
Summary | Leave  Compensetory T || Absence || Exceptons
Reported Time Summary

ot wE o s wm ot

Total Reported Hours

Time wih no Category

TRAINING GUIDE
CONNECT Employee Self Service

EHEEME EE E
PP PP PP
»

»

personaiize | Fina | O] B 12012 i
won Tue.
B 13

10

Step @ Action [\ [o] {1

3.

Click in the In field.

!

Enter "8a" into the In field.

Click in the Lunch field.

|

Enter "12p" into the Lunch field.

Click in the In field.

|

Enter "1p" into the In field.

Click in the Out field.

|

10.

Enter "5p" into the Out field.

11.

Click the Time Reporting Code drop-down list.

-]

12.

Click the 01 REG - Regular Time list item.
01 REG - Regular Time \

13.

Click in the In field.

l

14.

Enter "8a" into the In field.

15.

Click in the Lunch field.

H

16.

Enter "12p" into the Lunch field.
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Step ‘ Action Notes

17. | Click in the In field.

CONNECTed

H

18. | Enter "1p" into the In field.
19. | Click in the Out field.

H

20. | Enter "5p" into the Out field.

21. | Click the Time Reporting Code drop-down list.
E2

22. | Click the 01 REG - Regular Time list item.

01 REG - Time |

23. | Click in the In field.

|

24. | Enter "8a" into the In field.

25. | Click in the Lunch field.

|

26. | Enter "12p" into the Lunch field.

27. | Click in the In field.

H

28. | Enter "12:30p" into the In field.

29. | Click in the Out field.

|

30. | Enter "4:30p" into the Out field.

31. | Click the Time Reporting Code drop-down list.
E2

32. | Click the 01 REG - Regular Time list item.

01 REG - Regular Time

33. | Click in the In field.

|

34. | Enter "8a" into the In field.

35. | Click in the Lunch field.

|

36. | Enter "12p" into the Lunch field.

37. | Click in the In field.

D

38. | Enter "1p" into the In field.
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TRAINING GUIDE
CONNECT Employee Self Service

Step Action [\ [o] {=1

39. | Click in the Out field.

40. | Enter "5p" into the Out field.

41. | Click the Time Reporting Code drop-down list.
I =

42. | Click the 01 REG - Regular Time list item.

43. | Click in the In field.

44. | Enter "8a" into the In field.

45. | Click in the Lunch field.

46. | Enter "12p" into the Lunch field.

47. | Click in the In field.

48. | Enter "1p" into the In field.

49. | Click in the Out field.

50. | Enter "5p" into the Out field.

51. | Click the Time Reporting Code drop-down list.
| =]

52. | Click the 01 REG - Regular Time list item.

53. | Click the Submit button.
| Submit |

54. | Click the OK button.

55. | Click the OK button.

56. | Click the Vertical scrollbar to move down the page.

57. | Review the Summary tab to make sure your total reported hours
are accurate.

58. | Click the Home link.
¢ Home
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T
CONNECT Employee Self Service QONN ECT?d

TR AR WG

4 Home

MyPage | | MyHR | | CompanyDiectoyy | | Leaming Dashboard | 4%
Personaice Content[Layout 9 Help
External Links S @Y | {LCONNECT News 2 s~ (CONNECTor Contactinfommation s ov
7% connecTed- Traning etorias ey HECONNECTION- ISSUE1 — — =
‘, 9 Welcome to HR CONNECTion - 2 monity informstion fesource on Kiuck Lacy € G/ CECIL GNTY COURTHOUSE 4105550809
&, Phone Direstory the latest happenings in the Judiciary's Department of Human
e e e DoomJudge G CC/HARFORD CNTY COURTHOUSE 4105559968
channel o inform Juciary erployees sbou key HR iformaton DeViCuelaD  GG/HARFORD ONTY GOURTHOUSE 4105550358
© cenvaperrt onine senice e sorics ey ek boo 1 news and updels, mast toes || Baringion ety DG/Batimore iy Gl 4105559999
ot o WolFaher G DGiCharks Grty Gletk st0s5508
[ stete eyl Foms o HRCONNECTON.15SUEZ RabbitRogerE  DCDorchester Cnty Cerk 10112 L
. 3 The CONNECT project will lsunch in January 2016. Now is the Lily,Tiger C DClFrederick Admin. Clerk 4105559809
88 crpioyee estn seneis © et it e o e syl e 1 e S0 Tl | Do peraeer: s10sssoc0s

CatCheshireN  DCHoward Admin. Clerk 410553809

B Heaitr Beneiis Forms reining team and the AQG Education Division, i an innovaiive

‘approach
based, insiructor-led courses, online Web-based raining (c-Jeaming),
designed o ing. There

. NEED ASSISTANCE? s el ot e ey e

knowledge and Skl they may need prior to taking s CONNECTed

VistTining Ubeary

= —
& - iew Al vttes and Sectons
&
g CONNECTed e 5 o
. Cancel a Leave/Absence Request
Reeach out to s CONNECTor at your location
CONNECTor
: Contact the Help Desk (410) 2601114 / Submita LeavelAbsence Request
&
& £ HELP DESK B

Elapsed Timeshest

Elapsed Tmesheet

Action

59. | Click the Sign out link.

60. | You have completed reporting time using the punch timesheet.
End of Procedure.

12_21_15_Report Time - Commissioner Overnight Shift

This topic demonstrates time reporting as a commissioner with an overnight shift.

Timesheet

DEBRA B

Select Another Timeshest
“View By Previous Penod  Next Penod
Date 10

Reported Hours 42 e

From 102112015 10 1072772015

Commenes Day  Dae  Reporea

L L L L LLLLLL

Procedure

In this topic, you will enter an overnight schedule as a Commissioner.
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TRAINING GUIDE
TEON N ECTEd. CONNECT Employee Self Service

TRAMIKIG

Favorites ¥ | Main Menu v

Sign out
% CONNECT
(o
My Page My HR Company Directory Learning Dashboard | % T
Personalize Content | Layout ? Help
Extemal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
r}l CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
Jone Directory Depariment of Human Resources (HR). Our goal: provide a e T BUSINESS  srams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 0 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education . 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil also be prerequisite courses to provide employees with 2D
. the knowledge and kil they may need prior to taking CCIALLEGANYCNTY  301777-
bl B ld NN s MAYNARDCATHERINEA G5 JRTHOUSE e
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed ey COURTHOUSE 5023
& CONNECTed e s s
DILLARDWOODYKRISE GG/ ANNE ARUNDEL 410222
“ o ! COURTHOUSE 1187
& (CONNECTed Job Aids s lov
) Reach out to  CONNECTor at your location EARLY,KIMBERLE A CC/ ANNE ARUNDEL 4101222~
w CONNECT. \ Cancel a Leave/Absence Request EEC’L/J ngfwguwa lfzfm
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
| Comoctinenep Desk 410 260114 Submita Leave/Absence Request COLIEIEE #ED
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK | ) CRTHSE EAS 3760
| - View L Balance iy SANOEA | CC/BALTIMORE CITY 410333 | -

1. Click the My HR tab.
My HR

Favortes ¥ | MainMenu v

< CONNECT

((’\) Bl G5 G Ll & o~ | Employee Expiring Licenses S ev Announcements 9|
No expiring licenses in the next 60 days

#A Home |

Personaiize Conte

Timesheet ® Overtime Absence CONNECT Oniine T
Report your ime. Requests Request = irati s ov . nline Training
wuricate SOV | ] [SEretee | B MyEpitonvaes o o

sasy weskor @D overime abserce

time period. requests. requesis ID Description  End Date  Days to End Date

personal

Absence Carcers

Balances Coreers st o information

Navate o e Gewioos and E Summary 8. Company Dirsctory o
Time s page. manage your Reven s

cppicatons. e ot
ersonal ‘Search by Name, Job Tite, Department, or Email
information. ®
ADA My Current N
Accommaodation Compensation (g — M Profile My Org Chart Advanced Search
(I Request $ ) tictory A= hiznage s
ADA Review competencies
‘Aczommodation compensation and
Request Pistory for base, accompishments
Varibe, and in yourcurent
stock optons. profie.
Current
Documents

Action

2. Click the Timesheet link

3. | This example shows a timesheet submitted for approval with
time entered from 11:00pm to 7:00am.

4, Notice how the time was entered.
From the previous week on the evening of Tue 10/20 the 'punch
in' time was 11:00pm.

5. | The Time Reporting Code (TRC) selected is 01 REG - Regular Time.
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6. On Wednesday 10/21 the time entered for 'out punch'is 7:00am
to reflect the full '8" hours worked. This time entered is for the
previous week. Since it is an overnight shift that ended at 7am on
a Wednesday it will display on both the previous and current
week.

CONNECTed

7. For the current week of Wednesday, 10/21 through Tuesday
10/27 we will enter the in and out times.

8. Click the Horizontal scrollbar to move across the page.

9. Use the add a row + button to add another entry for the same
day. For this example another line must be included to input the
‘punch in' time of 11:00pm.

10. | Click the Horizontal scrollbar to move back across the page.

11. | As we continued to enter time per day, notice how each day has
an 'out punch' of

7:00 am, a new row for that day is added, and an 'in punch' for
11:00pm is entered. All with the Time Reporting Code of Regular
Time.

12. | Notice the Punch Total column displaying the total hours for the
day.

13. | Click the Vertical scrollbar to move down the page.

14. | The last row for the week is always Tuesday. Notice that we
entered our 'out punch' as 7:00am. Added the row and entered
the 'in punch' as 11:00pm. Because the shift starts at 11:00pm
we must also enter the 'out punch' of 7:00am on the Wednesday,
10/28 line. Once the timesheet is submitted the 'out punch'
becomes visible on both weeks and the total hours are reflected
for that day.

15. | You will need to submit this timesheet then input the remaining
‘out punch' on the following week timesheet and submit those
hours for the total reported hours.

16. | Click the Vertical scrollbar to move up the page.

17. | To enter your 'out punch' you would navigate to the time entry
page for next week.

Click the Next Period link.

18. | Here you will enter the "out punch" for 7:00am. When
submitting your time, you will need to submit both the current
week and the hours included on Wednesday.
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19. | Submit the time. This will complete your full entry of time for the
period.

CONNECTed

20. | Once time is submitted you will see the Reported Status column
indicate 'Needs Approval'. You may click on this link to see who
approves your timesheet.

21. | Notice the reported hours total. The system displays the total
hours reported in this week of the timesheet.

22. | Notice the 'in punch', which is on Tuesday, is also displayed on
this timesheet which starts on Wednesday 10/28. The system

displays Tuesday for the 'in' time to provide the full day which
includes the 'out' time on Wednesday.

Let's view the full week.

23. | Notice the Reported Hours on this view of the timesheet.

24. | Why 48.0 hours? Because the page includes the first 8 hours,
which are from your previous week, and adds them all up. Those
8 hours (of the previous week) show as part of this week since
your 'out punch'is on Wednesday, the first day of the time
reporting week. But when you submit all your time, your
manager will only receive the time entered as 'in punch' of 11pm
on Wednesday 10/21 to your 'out punch' of 7am on Wednesday
10/28 which adds up to 40 hours.

25. | Remember the last two lines of Tuesday 10/27 and Wednesday
10/28 are now visible on both this week and the next as they are
linked by the overnight shift.

26. | You have completed the overnight shift time reporting topic.

Click the Home link.

27. | Click the Sign out link.

28. | You have completed entering time on a timesheet with an
overnight schedule.
End of Procedure.

12_21_15_Report Time - Shift Differential

This topic demonstrates time reporting shift differential.
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Procedure

In this topic, you will enter an overnight schedule as a Commissioner.

Favories = | MainMenu v signout [
£- CONNECT
0
My Page My HR Company Directory Learning Dashboard | ¥ W
Personalize Content | Layout ? Help
External Links ST {+CONNECT News s ov CONNECTor Contactinformation S e~
CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthly information .
[S—— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKER ALECIAA riee P
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SEERATEEINE OFFICE 148
28 Empioyee Heaith Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) P
be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms Tike you to meet CONNECTed. CONNECTed, 2 combinaion | | JoNCZAK MICHELLE A AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses diferent 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY 301777
Vit Taining Ubrary iy MAYNARDCATHERINEA £/ AREeh et

3 CC/ALLEGANYCNTY  3017777-
(CONNECTed = R COURTHOUSE 5023
=

a
w
&
View Al Aricles and Sections
DILLARDWOODYKRIS £ CC / ANNE ARUNDEL 410222

COURTHOUSE 1187
1 CONNECTed Job Aids s ev
N Readh out 102 CONNECTorat yourlocation b CC/ANNEARUNDEL  410222-
EARLY,KIMBERLE A ol pE e
CONNECTor ¥ Cancel a Leave/Absence Request CoURTHOUoe B e
- Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ANNEARUNDEL  410222-
| Conactine Help Desk 410)260-1114 m Submita L eave/Absence Request BRNOEIDOUGCERSE: COURTHOUSE 4%
w Submita LeavelAbsence Request MCCREADY, DENISE D
I @ HELP DESK CRTHSEEAS 3750
- View Leave/Absence Balance BBy SANERA L CC/BALTIMORE CITY 410333 |~

Step | Action

1. Click the My HR tab.
My HR
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2. Click the Timesheet link.

3. | This example shows a timesheet submitted for approval with
time entered from 11:00pm to 7:00am.

4, Notice how the time was entered.
From the previous week on the evening of Tue 10/20 the 'punch
in' time was 11:00pm.

5. | The Time Reporting Code (TRC) selected is 01 REG - Regular Time.

6. On Wednesday 10/21 the time entered for 'out punch' is 7:00am
to reflect the full '8" hours worked. This time entered is for the
previous week. Since it is an overnight shift that ended at 7am on
a Wednesday it will display on both the previous and current
week.

7. For the current week of Wednesday, 10/21 through Tuesday
10/27 we will enter the in and out times.

8. Click the Horizontal scrollbar to move across the page.

9. Use the add a row + button to add another entry for the same
day. For this example another line must be included to input the
‘punch in' time of 11:00pm.

10. | Click the Horizontal scrollbar to move back across the page.

11. | As we continued to enter time per day, notice how each day has
an 'out punch' of

7:00 am, a new row for that day is added, and an 'in punch' for
11:00pm is entered. All with the Time Reporting Code of Regular
Time.
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12. | Notice the Punch Total column displaying the total hours for the
day.

CONNECTed

13. | Click the Vertical scrollbar to move down the page.

14. | The last row for the week is always Tuesday. Notice that we
entered our 'out punch' as 7:00am. Added the row and entered
the 'in punch' as 11:00pm. Because the shift starts at 11:00pm
we must also enter the 'out punch' of 7:00am on the Wednesday,
10/28 line. Once the timesheet is submitted the 'out punch'
becomes visible on both weeks and the total hours are reflected
for that day.

15. | You will need to submit this timesheet then input the remaining
‘out punch' on the following week timesheet and submit those
hours for the total reported hours.

16. | Click the Vertical scrollbar to move up the page.

17. | To enter your 'out punch' you would navigate to the time entry
page for next week.

Click the Next Period link.
Mexi Period

18. | Here you will enter the "out punch" for 7:00am. When
submitting your time, you will need to submit both the current
week and the hours included on Wednesday.

19. | Submit the time. This will complete your full entry of time for the
period.

20. | Once time is submitted you will see the Reported Status column
indicate 'Needs Approval'. You may click on this link to see who
approves your timesheet.

21. | Notice the reported hours total. The system displays the total
hours reported in this week of the timesheet.

22. | Notice the 'in punch', which is on Tuesday, is also displayed on
this timesheet which starts on Wednesday 10/28. The system

displays Tuesday for the 'in' time to provide the full day which
includes the 'out' time on Wednesday.

Let's view the full week.

23. | Notice the Reported Hours on this view of the timesheet.
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24. | Why 48.0 hours? Because the page includes the first 8 hours,
which are from your previous week, and adds them all up. Those
8 hours (of the previous week) show as part of this week since
your 'out punch'is on Wednesday, the first day of the time
reporting week. But when you submit all your time, your
manager will only receive the time entered as 'in punch' of 11pm
on Wednesday 10/21 to your 'out punch' of 7am on Wednesday
10/28 which adds up to 40 hours.

25. | Remember the last two lines of Tuesday 10/27 and Wednesday
10/28 are now visible on both this week and the next as they are
linked by the overnight shift.

26. | You have completed the overnight shift time reporting topic.

Click the Home link.
#& Home

27. | Click the Sign out link.

28. | You have completed entering time on a timesheet with an
overnight schedule.
End of Procedure.

12_21_15_Comp Time - View Balance

In this topic you will see how to navigate to your Leave/Compensatory Time page and also view
the balance in the timesheet page.

Timesheot

> conec

PP P PPPHP

FHEEEEEDE

criptaubmitacion  winbidocument ui o, DERIVED_TL_COMP_VIEW_DETAL BTHSOT; Hiwox -

Procedure

In this topic, you will view your Compensatory Time balance.
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Favories ¥ | MainMenu v A Home | Signout [JEA
% CONNECT
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My Page Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
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CONNECTed - Training Materials v HR CONNECTION - ISSUE 1 = = e
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on CONNECT a5 we lead up to the January 2016 launch of
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the perfect tme 10 focus on the education you will need to
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i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination
afthe CONNECT training team and the AOG Education
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s VsitTaining Ubnry CONNECTo soumse
a N
w o~ Fees
= {( e
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2. | There are two ways to view your Comp Time balance. One is in
the Timesheet page. The second is the Compensatory Time page.

Click the Timesheet link.
Timeshest

Favorites ¥ Main Menu ¥ Timesheet

Timesheet

A Home | Sign out

New Window | B«

Captain Hook Employee ID 000002342

Empl Record 0

Actions v Earliest Change Date 11/1812015
Select Another Timesheet

“View By Provious Weelc Next Week
“Date[11/182015__ |5,

Reported Hours 32.0

From 1111812015 to 1172412015 (7

Comments Day Date  Reported Status In Lunch n out PUNCh Time Reporting Code. Quantity VMl gy ProjectID
(o} Wed 1118 Saved 8:00:00AM| |12:00:00PM| |12:30:00PM| | 4:30:00PM 8.0(01 REG - Regular Time Q Q

o Thu 113 Saved 8:00:00AM| |12:00:00PM| | 12:30:00PM| | 4:30:00PM 8.0{01REG - Regular Time lz‘ Q Q

o Fri 1120 Saved 8:00:00AM| |12:00:00PM| |12:30:00PM| | 4:30:00PM 8.0|01 REG - Regular Time lz‘ QU Q

o st 121 New = Q Q

o s 1122 New = Q Q

o Mon 11723  Saved 2:00:00AM]| [12:00:00PM| [12:30:00PM| | 4:30:00PM| 8.0[01REG - Regular Time = Q Q I
o Tue 1124 New ] Q Q

Save for Later Submit Clear ‘Apply Rules

Summary || Leave / Compensatory Time || Absence || Exceptions

Reported

Personalize | Find | 00| B 13073
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3. Leave/Compensatory Time balance is available in the bottom
area of the timesheet.

CONNECTed

Click the Vertical scrollbar to move down the page.

4, Only if you have Comp Time balance will you have the
Leave/Compensatory Time tab available in your timesheet page.
If you do not see this tab it is because you do not have Comp
Time balance.

Click the Leave / Compensatory Time tab.
Leave ! Compensatory Time |

5. The Compensatory Time Balance shows the:
Plan Type = Comp Time

Plan = AOCNOEX (AOC Non-Exempt)
Recorded Balance = 24.0

Minimum Allowed =0

Maximum Allowed = 240

View Detail = a link to usage details

Note: Comp Time balance (as well as Absence balances) are
updated every pay period.

6. Click the View Detail button.
B
7. In this page, you will be able to keep track of your Comp Time

balance based on the accrual date.

8. Click the Close button.

[

9. | To view your balance from the Compensatory Time page, click
the Main Menu button.

Main Menu ~

10. | Click the HCM NAVIGATION menu.
[J HCM NAVIGATION r

11. | Click the Self Service menu.
[  Self Service r

12. | Click the Time Reporting menu.
3 Time Reporting k

13. | Click the View Time menu.

B view Time J
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14. | Click the Compensatory Time menu.

Ij Compensatory Time

15. | In this page you can view your Comp Time Balance Summary
only. This page is available regardless of balance, where the
timesheet tab is not available when there is no balance loaded.

16. | Click the Home link.

Favories ™ Main Menu ¥

< CONNECT

4 Home | Signout

My Page My HR y Directory Leaming Dashboard | %§
Personalze Content | Layout 7 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
= comnectes- Traning waterais oy HR CONNECTION -ISSUE 1 Name = Phone
Weicome to HR CONNECTion - 2 monty information
2 Gloudkicker Kt R CG / GEGIL GNTY COURTHOUSE 4105559090
&, Frone Drectory resource on the lalest happenings n e Judiciary's ) -
Department of Human Resources (HR) Our goal provide a | | PorerJane A CC/WASHINGTON CNTY COURTHOUS 4105550880 | _
Gonsistent communicaton channel to inform Judiciary PitBrad T DC/Anne Arundel Cnty Commissio 4105559999 | |=
Gentral Payroll Oniine Service employees about key HR information. Whle stories may =
@ g include Droad HR news and updates, most stoies wil focus || HoodRobinL _ DC/Charles Cnly Clerk fitzssoesg
25 we lead upto the January 2016 launch of
[® state Payrol Forms that project.
oy HR CONNECTION - ISSUE 7
B8 Empioyes Health Benets g‘ =) The CONNECT project wil launch in January 2016. Nowis
the perfet fime to focus on the education you will need to
i be able to successull use CONNECT. Therefore, we would
B Heatn Benefits Forms

fike you to meet CONNECTed_ CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methocs, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
locaion Tairs designed to supplement formal taining. There
vill 150 be prerequisite courses Lo provide empioyees win
the knowledge and skl they may need prior o taking a

=™ v CONNECTed course
w o« feeo
= (( Fesd
& CONNECTed
~ CONNECTed Job Aids c o~
Y heachautio 0 CONNEGTorot yourocaion +
i CONNECT: e Cancel a Leave/Absence Request
¢ - Gancel a LeavelAbsence Request
= /A UEILD NESK | s

Step Action Notes

17. | Click the Sign out link.
s

18. | You have completed viewing both the Compensatory Time page
and the Timesheet's Leave/Compensatory Time tab.
End of Procedure.

12_21_15_Comp Time - Report Comp Time Earned

In this topic, you will see how to Report Comp Time Earned through the Timesheet.
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Procedure

In this topic, you will report Comp Time Earned on your timesheet.

Favorites ¥ | MainMenu # Home | Signout [isl
% CONNECT
o
My Page My HR Company Directory Learning Dashboard | %
Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Deser Phone
Wekcome to HR CONNECTion - a monthy nformation Cloucker Kt R G 1GEGIL GNTY COURTHOUSE 410585999
g Phone Directory. resource on the latest happenings in the Judiciary’s Porter.J: A CC IWASHINGTON CNTY COURTHOUS 4105550009
Department of Human Resources (HR). Our goal: provide a orter,Jane ! = 3
CDHS‘WS‘EHL :nénm‘up \ca}:\%ﬂ c'nann?\ o Vﬁ‘fv\ J:lﬂ\(\ﬂr/ PittBrad T DC/Anne Arundel Cnty Commissio 4105550099 | | =
Central Payrall Onine emplayees about key HR informaton. While stories may
@ entral Payroll Online Service include broad HR news and updates, most stories will focus Hood,RobinL  DC/Charles Cnty Clerk 4105550999

[ECT as we lead up 1o the January 2016 faunch of
[® state Payrol Forms that project.
HR CONNECTION - ISSUE 2
“The CONNECT project will launch in January 2016. Now s
the perfec time to focus on the educaion you will need to
be able to successfully use CONNECT. Therefore, we would
fike: you to meet CONNECTed_ CONNECTed, a combination
C

O —

B Health Benefits Forms

Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on-
locaion Tairs esigned to supplement formal taining. There
will 2150 b prerequiste COurses o provide empioyees wih
the knowledge and sill they may need prior o taking a

o sty ey
w ot Feed
= (( Feed
& CONNECTed -
~ CONNECTed Job Aids c ev
} Reach out to a CONNECTor at your location =
ui CONNECTor e Cancel a LeavelAbsence Request
@ i Cancel a Leave/Absence Request
Submit a Leave/Absence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =

Action

1. Click the My HR tab.
My HR

2. Comp time is reported in the timesheet.

If you need pre-approval to work comp time, you would enter
and submit it into the timesheet for approval prior to or along
with the completed timesheet.

Click the Timesheet link.
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Favortes ¥ | ManMenu v Timesheet

+~ CONNECT

Timesheet

Employee ID 000002342

Empl Record 0

Earfiest Change Date 11/1812015
Select Another Timesheet

*View By
“Date 11182015 |54},

Previous Week  NextWeek

Reported Hours 32.0

From 111812015 to 112412015 (2

Comments Diy Date  Reported Status In Lunch in out Puneh Time Reporting Code Quantity QYT
o] Wed 11M8  Saved &:00:00AM] [12:00:00PN] [12:30:00PM] | 4:30.00PM 80[01REG - Regular Time [
o Thu 1119 Saved 8:00:00AM] [12:00:00PM] [12:30:00PM| | 4:30.00PM 80[01REG - Regular Time =]
o Fi 1120 Saved 8:00:00AM] [12:00:00PN] [1230:00PM] | 4:30:00PM 20[01REG - Regular Time [~
(o] sat 1121 New =
(o] s 1122 New =
o Mon 1123 Saved 8:00:00AM] [12:00:00PM] [1230:00PM| | 4:30.00PM 80[01REG - Regular Time ]
o] Tue 1124 New
Save for Later Submit Clear Apply Rules
summary || Leave / Gompensatory Time || Absence || Exceptions
Reported Time Summary

Personalize | Find | @0 B 12013

A0

P L HLHLLLSL

CONN

# Home | Sign out

New Window | i~

I

ProjectID

P HLOLHLLLPL

ECTe
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d

Step ‘ Action Notes

3. Click the Vertical scrollbar to move down the page.

4, You can access your current balance in the Leave/Compensatory

Time tab.

Click the Leave / Compensatory Time tab.
Leave ! Compensatory Time

The balance available is displayed here. Note: Balances will be
updated every pay period.

In this example, report comp time earned for Thursday 11/19.

To do so, add a new row for the date to input the comp time
hours and indicate the Project ID and Activity ID.

Click the Horizontal scrollbar to move across the page.

Notice the Date column helps keeps us in the same date when
adding a new row. Specifically helpful when scrolling over the
page and no longer have the visual reference of the date which is
available on the left side of the page.

Click the Add a new row at row 2 button.

Comp time can be entered as a quantity of hours or an in and out
punch.

To enter the quantity, simply key in the number of hours earned
into the Quantity field.

For this example, you will enter the in and out times.
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10. | Use the In/Out fields to enter the time worked beyond your
normal hours.

Click in the In field.

I

11. | Inthis example, Friday's out time is 4:30:00 and the comp time
earned starts at 4:30:01.

This is necessary because the system will not allow you to enter
the same in and out time on the same day.

Enter "4:30:01p" into the In field.
12. | Click in the Out field.

L]

13. | Enter "7p" into the Out field.

14. | Click the Time Reporting Code drop-down list.
15. | Click the 00 CMPTE - Comp Time Earned list item.

00 CMFTE - Comp Time Eamed

16. | Click the Horizontal scrollbar to move across the page.

17. | The Project ID field will display all available project types.

Click the Look up Project ID button.

=

18. | Click the PROJECTS link.
PROJECTS

19. | Activities are associated with projects. Here you are indicating
which specific project you worked in.

Click the Look up Activity ID button.

=

20. | Click the CASH FLOW link.

21. | Click "Save for Later" if you do not require pre-approval for the
time. You can then submit it once you are ready to submit your
completed timesheet on Tuesday.
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22. | Click on "Submit" if you need to have your manager approve the
Comp Time prior to completing the timesheet.

CONNECTed

TR A IKIG LIER N

Note: when you click submit you will submit all time entry. It will
be up to the manager to approve just the comp time and wait to
approve the whole timesheet once completed. It will not be an
issue for you to submit the timesheet once completed on
Tuesday. It does not duplicate.

23. | NOTE: Notice the Reported Status changed from New to Saved.
When you click the submit button the status will reflect Needs
Approval.

24. | Click the Home link.
#& Home

Favories ¥ | MainMenu ¥ A Home | Signout [
% CONNECT
p
MocsiondJudiciary
My Page My HR Company Directory Leamning Dashboard | %§
Personalize Content | Layout 2 Help
External Links S 0¥ | [ 4)LCONNECT News s o~  CONNECTor Contact Information s ov
Wﬂ CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 = — )
b \Welcome fo HR CONNECTIon - 2 montfiy information Cloudkicker Kit R CC / CECIL CNTY COURTHOUSE 4105559999
fesource on the Iatest happenings in the Judiciary’s
S, Phone Diectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Gty Commissio 4105550000 | |=
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payrol online Senvee include broad HR news and updates, most stories willfocus | | H000.R0binL__ DG/Charles Gy Cierk KT

on CONNECT as we lead up to the January 2016 launch of
(@ state Payron Forms that project

Cowy  HR CONNECTION - ISSUE 2
B Empioyes Healn Benets g‘ =) The GONNECT project wil launch in January 2016. Now is
the pertect tme t0 cus on the education you wil nee to
D2 able o successfully use CONNECT. Therefore, we iould
Hike you 1o mest CONNECTed. CONNECTed, a combinalion
of the CONNECT taining team and he AOC Education
Divison, is an innovalive approach tha uses diferent
training methods, including classroom-based, instuctor-fed
NEED ASSISTANCE? o ol o bane Taring (s e, o
location fairs Gesigned to supplement forma training. There
will also be prerequisie courses to provide employees wih L

1B Health Benefits Forms

the knowledge and skills they may need prior to taking a

~  VsitTaiing Ubrary e Kouedoe ano &
a
w o Feed
= Feed
G (CONNECTed
{CONNECTed Job Aids s o
Reach out to a CONNECTor at your location ¥

CONNECT. \ Cancel a Leave/Absence Request
| ContactineHep besk (102601114 ’/ Submit a Leave/Absence Request
& | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Step ‘ Action Notes

25. | Click the Sign out link.

26. | You have completed reporting Comp Time Earned through the
timesheet.
End of Procedure.

12_21_15_Comp Time - Report Comp Time Taken - Full Day

The use of Comp Time is handled through the timesheet. For the following topic, the example
demonstrates how to navigate to the next week's timesheet and request a day off using the
Comp Time Take time reporting code.
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T # Homa | Sign out

cr

Reported Hours 20

From 1213012015 10 010572016

PR ———, o wen o S—_—— snn
e New = o
New = o
F New = o
s New = o
s New = o
™ Jp— = a
T New = a &

Sove frLter S Gaar Aoply R
Reported Time Summary Personalzs
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Procedure

In this topic, you will submit a request to take time off using Comp Time.

Favorites ™ Main Menu ¥

+ CONNECT

4 Home | Signout

My Page My HR Company Directory Learning Dashboard | %

Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Descr Phone

Welcome to HR CONNECTion - 3 monithy information
resource on fhe [alest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal. provide a
consistent communication channel to inform Judiciary
@ Central Payroll Oniine Senvice. employees about key HR information. While stories may

[ S——

I

ECT as we lead up 1o the January 2016 launch of
[® state Payrol Forms that project.
HR CONNECTION - ISSUE 2
The GONNECT project willlaunch in January 2016. Now is
the perfect time to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we wouid
3  Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
C

[ —

Division, is an innovative approach that uses different

r 2thods Iudi Iz -based, instructor-led
B neeo assistance? e e

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with 4
the knowledge and skills they may need prior to taking a

o sty e edge e
w o Feed
= (( Feed
G CONNECTed e s s
~ CONNECTed Job Aids c ev
N eachoutto s CONNECTorat yourlocation *
i CONNECTor Cancel a Leave/Absence Request
2 - Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request

| ‘Submit a Leave/Absence Request

] /A uEl D NECK | “ =

Action

1. Click the My HR tab.
My HR

2. Comp time is reported through the timesheet. If you need pre-
approval to work comp time, you would enter and submit it into
the timesheet for approval prior to or along with the completed
timesheet.

Click the Timesheet link.
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Favortes ¥ | ManMenu v Timesheet

+~ CONNECT

Timesheet

Employee ID 000002342
Empl Record 0
Eariiest Change Date 11/2512015

Select Another Timesheet
*View By
“Date 121232015 |5

Previous Week  Next Week

Reported Hours 16.0

From 12/23/2015 to 12/2912015 (2

Comments Day  Date Reported Status  In Lunch n out Puner Time Reporting Code

Wed 1223 Approved ANLSL - Annual Leave

Thu 1224 Approved ANLSL - Annual Leave

i 1225 Approved ANLSL - Annual Leave
s sat 1226 New [=]
o Sun 1227 New [
o Mon 1228 New [
o Tue 1229 New

Save for Later Submit Clear Apply Rules
Summary || Leave / Compensatory Time || Absence || Exceptions

Reported Time Summary

Quantity’

Personaiize | Fina | &7 B

Override
Reason

13013

PP PP

CONN

# Home | Sign out

New Window | B ~|

shift Project ID.

s P PP

ECTe

TR A IKIG LIER N

d

Step | Action [\ [o] {1

3. For this example, navigate to Next Week to request time off
using Comp Time. This will allow the manager to approve it

ahead of time.

Click the Next Week link.

For this example, request Monday January 4th as a day off.

Click the Time Reporting Code drop-down list.

| -]

Click the 15 CMPTK - Comp Time Taken list item.

15 CMPTK - Comp Time Taken

Enter the quantity of hours requested.

Click in the Quantity field.

[ ]

Enter "8" into the Quantity field.
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8.

You can submit this request for manager approval once the Time

Reporting Code is selected and the Quantity of hours to take is
entered.

Note: If you have already entered time for the week and saved

for later, the time will also be submitted for approval. That is ok.

The manager can approve the time off and wait for your next
timesheet submission when completed.

Click the Submit button.

| Submit |

Click the OK button.

10.

Click the OK button.

11.

The Reported Status for your request now shows Needs
Approval. Once the manager approves the request, the status
will change to Approved.

12.

Click the Vertical scrollbar to move down the page.

13.

Always review your Summary to make sure your entry is

accurate.

In this example, Comp Time Used displays 8 hours.

14.

Click the Home link.

Favorites ™

< CONNECT

Main Menu

&, Phone Directory

@ Centra Payrall Oniine Service
[ state Payrol Forms

B8 Empioyes Health Benets

B Heath Benefits Forms

B neco assistance?

My Page My HR Company Directory Leaming Dashboard | %§
Personaiize Content | Layout 2 Hep
External Links S °Y  {:CONNECT News ¢ ov  CONNECTOr Contactinformation S ev
i’?‘ CONNECTed - Training Materials — D) Bhoe)

szry HRCONNECTION -ISSUE 1

Q Weicome to HR CONNECTion - 2 monthly information
resource o the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary

ECT as we lead up to the January 2016 launch of
that project.

oy HR CONNECTION - ISSUE 2

g‘ ") The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-pased, instructor-led
courses, oniine Web-ased raining (e-ieaming), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

i e e
w o Feed
= (( Feed
5 CONNECTed s s s
CONNECTed Job Aids S ev
each ot 0 CONNECTor atyourocation ©
CON N ECT / Cancel a Leave/Absence Request
Cancel a Leave/Absence Request
Submit a L eave/Absence Request
[ ‘Submit a Leave/Absence Request
] /M 1EID NECK | =

4 Home | Signout

I
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15. | Click the Sign out link.
Sign out

16. | You have completed submitting a request for time off using
comp time take through the timesheet.
End of Procedure.

12_21_15_Comp Time - Report Comp Time Taken - Half Day

In this topic you will see how to Report Comp Time Taken through the timesheet for a scenario
where the employee did not request the time off ahead of time. In this scenario the employee
will report it after making the manager aware of an afternoon need to be off.

F

Main Menu

2 CONNECT

Timesheet

Date 11182015 |4,

Reported Hours 4

812015 to 1112412015

Day  Duie

Reporied Siatus In

Lunch n

s Prsject I

B B B B EE EEE
P ppppprppp
PP PPPPRPPSA

Save for Later Suomt Clear Apoly Rules

javascripesubemit cion,_windidocument aind, COMMLUNKSE') %100%

Procedure

In this topic, you will enter a half day of comp time and a half day of regular time on your
timesheet.

Favorites ™ | MainMenu v 4 Home | Signout

% CONNECT

My Page My HR Company Directory Leaming Dashboard | %§
Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECTOr Contactinformation S o
[3' CONNEGTed - Training Materials oy HR CONNECTION - ISSUE 1 = i Phone
N ) "Welcome to HR CONNECTION - 3 monthly inormation
elcome - y informa Cloudicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550909
&, Frone Drectory Tesource on the latest happenings in the Judiciary's el A M L B Lo
Department of Human Resources (HR) Our goal provide a orter,Jane " 5 L
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Crty Commissio 4105550099 |
Central Payrall Oniine Senvice employees about key HR information. While stories ma =
@ g include broad HR news and updates, most stories will focus | F00d.RebinL_ DC/Charles Cty Clerk ST
on C 25 we lead up to the January 2016 faunch of
[® state Payrol Forms that project.

oy HR CONNECTION . ISSUE 2
28 Empioyee Health Beneits ‘ The CONNECT project willlaunch in January 2016. Now s
the perfect time to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we wouid
L Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
ofthe CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
location fairs designed to supplement formal training. There
will aiso be prerequisite courses 1o provide employees wih
the knowiedge and skills they may need prior o taking a

o e e

w o« feeo

= (( Fesd

& CONNECTed s s s

~ CONNECTed Job Aids c o~
Y each autio 0 CONNECTorot yourocaion +

w CONNECT: e Cancel a Leave/Absence Request

¢ - Gancel a LeavelAbsence Request

& [ .

& ‘Submit a Leave/Absence Request

= /A UELD NESK | L
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1.

Click the My HR tab.
My HR

All comp time taken will be reported on your timesheet, not as

an absence event.

Click the Timesheet link.

Timesheet

Favories ¥ | MainMenu ¥ Timesheet

% CONNECT

Timesheet

Actions~
Select Another Timesheet
“View By

“Date[11/182015 |5 ),

Reported Hours 35.0

From 1111812015 to 112412015 (2

Comments Day Date  Reported Status In Lunch in

o] Wed 1118  Saved 8:00:00AM]| [12:00:00PM] [12:30:00PM|
o The 1119 Saved

s} Saved &:00:00AM] [12:00.00PN] [12:30:00PM
s} Fi 1120 Saved 8:00:00AM] [12:00:00PM] [12:30:00PM
o sat 1121 New

o S 1122 New

9} Mon 1123 Saved 8:00:00AM] [12:00:00PM] [1230:00PM
o Tue 1124 New

Save for Later Submit Clear

Summary || Leave / Compensatory Time || Absence || Exceptions

Employee ID 0
Empl Record 0
Eariiest Change Date 1

Previous

100002342

1182015

Week  Next Week

out Punch Time Reporting Code

4:30.00PM

430.00PM

430.00PM

43000PM

Apply Rules

8.0[01REG - Regular Time
00 CMPTE - Comp Time Earmed
8.0[01REG - Regular Time

8.0[01REG - Regular Time

80[01REG - Regular Time

# Home

Sign out

New Window | 5 ~|

W

Quantity Sreee  shift ProjectID

[=] (Y Q

= 3.0 a @ [PROJECT]
= a <

= Q <Y N
= Q <y

53] Q <Y

= Q Q

Q <Y

gl i

Step @ Action [\ [o] {=1

Begin by entering the hours worked.

3.

Click in the In field.

L 1

Enter "8a" into the In field.

Click in the Out field.

[ ]

The employee is leaving for the day

12:00pm. Therefore, that is the Out time. Remember to always
use this Out field to indicate you are "punching out" for the day.

Enter "12p" into the Out field.

at

Click the Time Reporting Code drop-down list.

-]
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8. | The first half of the day are regular hours.

Click the 01 REG - Regular Time list item.

01 REG - Regular Time

9. In order to use comp time for the remaining 4 hours, add a new
row to Tuesday 11/24.

10. | Click the Horizontal scrollbar to move across the page.

11. | Click the Add a new row button for the 11/24 row.
12. | Click the Time Reporting Code drop-down list.

13. | Click the 15 CMPTK - Comp Time Taken list item.

15 CMPTK - Comp Time Taken

14. | In the Quantity field, enter the number of comp time hours
taken.

Click in the Quantity field.

15. | Enter "4" into the Quantity field.

16. | Once you enter your Comp Time, you can:

Click "Save for Later" if you do not require pre-approval for the
time and submit it once you are ready to submit your timesheet
on Tuesday.

Click on "Submit" if you need to have your manager approve it
prior to the Timesheet Tuesday.

Note: when you click submit you will submit all time entry. It will
be up to the manager to approve just the comp time and wait to
approve the whole timesheet once completed. It will not be an
issue for you to submit the timesheet once completed on
Tuesday. It does not duplicate.

Click the Save for Later button.
| Save for Later

17. | Click the Yes button.
fes
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18.

You have the ability to include a comment to help communicate
your time entry.

Click the Comments button.

=l

19.

You may include a comment for any additional information that
will help your manager understand your request. Note: you will
not be able to edit/alter your comment once you click the OK or
Apply buttons.

20.

Click the Close button.

[

21.

You have completed entering comp time.

Click the Home link.

Favoris = | Maintder @ tome | Signou
- CONNECT
(e
My Page My HR Company Directory Learning Dashboard | ¥
Personaiize Content | Layout ? Hep
External Links S °¥  «{»CONNECT News ¢ ov  CONNECTor ContactInformation S e~
= comnectes- Traning waterais oy HR CONNECTION -ISSUE 1 = s Phone
N ) 'Welcome to HR CONNECTION - 3 monthly inormation
eicome - y informa Cloudicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550909
resource on the lalest happenings n e Judiciary's
Phone Directory Depariment of Human Resurtes (HR) Our Gosl provice a | | Porter,Jane A CC /WASHINGTON CNTY COURTHOUS 4105559909
Gonsistent communicaton channel to inform Judiciary PitBrad T DC/Anne Arundel Cnty Commissio 4105559999
Central Payrall Oniine Senvice employees about key HR information. Whle stories may =
@ g include broad HR news and updates, most stories will focus | 100d.RebinL_ DC/Charles Cty Clerk ST
on CONNECT as we lead up fo the January 2016 launch of
[® state Payrol Forms that project.
oy HR CONNECTION - ISSUE 7
B8 Empioyes Health Benets g" The CONNECT project wil launch in January 2016. Now s
the perfect time to focus on the education you will need to

be able to successfully use CONNECT. Therefore, we would
fike you to meet CONNECTed_ CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent

training methods, including classroom-based, instructor-fed

NEED ASSISTANCE? courses, oniine Web-based traning (e-learing), and on-

locaion Tairs esigned to supplement formal taining. There
vill 8150 be prerequisite Gourses o provide empioyees wih
the knowledge and sill they may need prior o taking a

B Heatn Benefits Forms

I

bl BTt e knowedge and o
i o, Feed
= (( Feed
& CONNECTed
~ CONNECTed Job Aids c ov
) Reach 0ut 103 CONNECTorat yourlocation =
ui CONNECTor W Cancel a Leave/Absence Request
“ - Gancel a Leave/Absence Request
‘Submit a LeaverAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /A 1ELD DESK | -

Step  Action Notes

22.

Click the Sign out link.
Sign out

23.

You have completed the topic "Comp Time - Report Comp Time
Taken - Half Day".
End of Procedure.

12_21_15_View Monthly-Daily Schedule - Elapsed Time

An employee can view their monthly and daily schedule.
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Monthly Schedule
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Procedure

In this topic, you will view the monthly and daily schedule as an employee who uses an elapsed
timesheet.

Favories ™ MainMenu ~ signout [
£ CONNECT
(o
My Page My HR Company Directory Leaming Dashboard | %§ |
Personalize Content | Layout ? Help
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECTOr Contactinformation TS o
r CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthy information .
[Sr—— esource on the latest happenings in the Judicary's SHAAK CHRISTINA M ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of PARKERALECIAA FFICE 3544
State Payrol Forms that project
AOC | COURT BUSINESS  4101260-
HR CONNECTION - ISSUE 2 AKERS.ALLISONE FFICE 1438
B8 Empioyes Health Benets The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) P
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses diferent 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )

. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY 301777
bl BTt iy MAYNARDCATHERINEA £/ AREeh et
] ) e LINDSEY DAWNE CC/ALLEGANYCONTY 301777
5 (CONNECTed et s COURTHOUSE 5023
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DILLARDWOODYKRISE 5!/ ARNE A b
b0 i S ev
T — (LS CE RIS e CO/AMEARUNDEL  410222-
o | Rehotton orat yourlocatior EARLY KIMBERLE A Pttt s
w CONNECTor W Cancel a Leave/Absence Request e oL P
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
‘Submit a LeaverAbsence Request CCIBALTIMORE CITY 410333
w @ HELP DESK | q MCCREADY,DENISE D PRl e
v \ - View LeavelAbsence Balance P SANNEA | CC/BALTIMORE GITY 410333 |~

Action

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
3 HCM Systems b

3. Click the Self Service menu.
0  self service C
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4.

Click the Time Reporting menu.

3 Time Reporting »
5. Click the View Time menu.
8 view Time J

Click the Monthly Schedule menu.

5 Monthly Schedule

The current month will be visible on the Monthly Schedule page.
You can change the month by clicking on the drop down menu.

Favortes ™ | MainMenu ~

3 CON

Time: Reporting ¥

View Time ¥ Monthly Schedule 4 Home | Sign out

T

New Window | Help | Personaize Page | £ A
Monthly Schedule
MATTHEW LAMP Employee ID 000006326
Previous Month 06 - September M Next Month
Sunday Monday Tuesdty  Wednestay  Thursday Friday Saturday
s 1 [amenm 2 |aesm 3 mesm 4| oer 5
S fyvees pyvins v
o 8 [mewn I amemn B | wemm 3 |aenm  Maenm Mo 2
s Srious . St Shous
@ ®
oF Bwenn  Mmenw 19 aear 16 menm 1 menw 18 o 1
sHous Shous arous 8kous ahous
Be
o 20 wenn 2 seenn 2w B aenm 2 aenm 25 o %
shious Srious fyvens St Shous
Be Be G
o 2 seenm 28 amewm 29 amemm 30
Legend
Vi
&2 Approved Training [5 Planned Absence & Holiday OFF Scheduled OFF Day

Step  Action Notes

8.

Click the Vertical scrollbar to move down the page.

9.

The Legend identifies the icons on the days in the calendar.
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Favorites ¥ Main Menu v SeffService ¥ > TimeReporting ¥ > ViewTime ¥ 5 Monthly Schedule A Home | Sign out
+ CONNECT
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o 13 aesm M oamesm 15 amemm 16 aresim W oaresm 18 o 19
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Legend
7% Approved Trairing [y Plamned Absence & Holiday OFF Scheduled OFF Day
Schedule Preferences
Seff Senvice
Time Reporting
= Notity <

Step | Action

10. | Click the Vertical scrollbar to move back up the page.

Favortes ¥ | MainMenu v ervice ¥ Time Reporting ™ > View Time ™ Monthly Schedule 4 Home | Sign out

< CONNECT

New Window | Help | Personaize Fage | i |
Monthly Schedule
MATTHEW LAMP Employee ID 000006326
Previous Mot 09 - September (2015 [=] Next Month
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
sresiR 1 smesR 2 amesR 3 [ aRemR 4 OFF
& Hous & Hous & Hours & Hours
G B E
oFF 6 amemr 7 amesr 8 amemr 9 amemm 10 apemm M oore 1z
8Hours & Hous & Hous & Hours & Hours
(-] ]
oFF 13 sresr Moaresr 18 apesmr 16 spemm A7 amemm 18 o 1
8Hours & Hous & Hous & Hours & Hours
oFF 20 sresr 20 aresr 22 amesr 23 apemm 24 amemm 25 o 28
BHours & Hous & Hous & Hours & Hours
oFF 27 sresr 28 aresr 29 apemr 30
BHours & Hous & Hous

Action

11. | Click the 7 link.

12. | For this example, the employee is scheduled to work 8 hours.
However, 9/7/2015 is a Holiday.
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Favortes ¥ | MainMenu v Self Senvice ¥ Time Reporting ¥ View Time ¥ Monthly Schedule 4 Home | Sign out

% CONNECT

Monthly Schedule
Schedule Detail for 09/07/2015
MATTHEW LAMP

Law Clerk Empl Record 0

New Window | Help | Personalize Page | B2

Employes ID 000006326

Primary Schedule
Schedule Detail | Time Reporting Elements | Task Reporting Elements

ShiftiD Taskgroup Off shift Sched Hrs
ARESHR AOC_REG 200

Alternate Schedule

No schedule data for today
Training Details
Notraining data for today

Absence Details

No absence data for today

Holiday Details
Labor Day - 8 hours

Retum to Monthly Schedule

=] Notify

Step @ Action

13. | Click the Return to Monthly Schedule link.
[Return to Monthly Schedule |

Favorites ¥ Main Menu v ce v Time Reporting ¥ View Time ¥ Monthly Scheduie A Home Sign out

3 CONN,EET

New Window | Help | Personaize Page | & «|
Monthly Schedule
MATTHEW LAMP Employes ID 000006326
Breiious Tion 09 - September [=[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
smesR 1 amemR 2 acesR 3 amemR 4 OFF 5
& Hous & Hous & Hours & Hours
G B =
oFF 8 smesm I smesm B amesm 9 amesm AQamemm A1 orr 12
& Hours & Hous & Hous & Hours & Hours
] ]
oFF 13 aresrm Moaresm A5 amesm 18 amessm A7 amemm 18 orf 13
& Hours & Hous & Hous & Hours & Hours
oFF 20 sresrm 2 smesr 22 amesm 23 amesm 24 amemm 25 oFF 2
& Hours & Hous & Hous & Hours & Hours
oFF 27 presrm 28 aresr 29 amesir 30
& Hours & Hous & Hous

Step @ Action

14. | Click the 15 link.

18]
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Favortes ¥ | MainMenu v Self Senvice ¥ Time Reporting ¥ View Time ¥ Monthly Schedule 4 Home | Sign out

% CONNECT

Monthly Schedule
Schedule Detail for 09/15/2015
MATTHEW LAMP
Law Clerk Empl Record 0

New Window | Help | Personalize Page | B2

Employee ID 0D00D0E326
Primary Schedule
Schedule Detail | Time Reporting Elements | Task Reporting Elements

ShiftiD Taskgroup Off shift Sched Hrs
ARESHR AOC_REG 200

Alternate Schedule

No schedule data for today
Training Details
Notraining data for today

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Retum to Monthly Schedule

=] Notify

Step | Action

15. | Click the Return to Monthly Schedule link.

|Return o Maonthly Schedule|

A Home | sign out

Favorites ¥ Main Menu ¥ Self Service Time Reporting ¥ View Time ¥ Monthly Schedule
+ CONNECT
e
MacyiandJudiciary
New Window | Help | Personaize Page | & «|
Monthly Schedule
MATTHEW LAMP Employes ID 000006326
Breiious Tion 09 - September [=[2015_[5] Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
smesR 1 amemR 2 acesR 3 amemR 4 OFF 5
& Hous & Hous & Hours & Hours
G B =
oFF 8 smesm I smesm B amesm 9 amesm AQamemm A1 orr 12
& Hours & Hous & Hous & Hours & Hours
] ]
oFF 13 aresrm Moaresm A5 amesm 18 amessm A7 amemm 18 orf 13
& Hours & Hous & Hous & Hours & Hours
oFF 20 sresrm 2 smesr 22 amesm 23 amesm 24 amemm 25 oFF 2
& Hours & Hous & Hous & Hours & Hours
oFF 27 sresrm 28 aremm 29 smemm 30
& Hours & Hous & Hous

Step | Action

16. | Click the Home link.
#& Home
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Favorites ¥

- CONNECT

My Page My HR

MainMenu ¥

Company Directory

External Links

7 comnecTes- Traning wteras
{.  Phone Directory

[® state Payrol Forms

2 Empioyes Heain Benetts

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

CONNECTed

-
o
w
=
1)

} Reach out 0.2 CONNECTor at your location

z CONNECT.

v

Contact the Help Desk (410) 260-1114

& HELP DESK |

STEP 3

Learning Dashboard

*

{»CONNECT News e ov

Feeg

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to

e able to successfully use efore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leaming), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

View Al Arites and Sections

MCONNECTed Job

(=E=E

s e ov

Cancel a LeavelAbsence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request
Submit a Leave/Absence Request

View L Balance

TRAINING GUIDE

CONNECT Employee Self Service

CONNECTor Contact Information e

Name
SHAAK,CHRISTINA M
SEVILLA SOMOZA,LORENA
PARKER ALECIAA
AKERS,ALLISON E
MCKENNA-CHEYNE,LINDA K
JONGZAK MICHELLE A
NUDELL,Theresa G
DUNSTON,MICHAEL A
MAYNARD, CATHERINE A
LINDSEY,DAWNE D
DILLARDWOODY,KRIS E
EARLY KIMBERLE A
BURKE,SHARON K
ARNOLD,DOUGLAS B

MCCREADY, DENISE D

Sign out
Personalize Content | Layout ? Hep
Deparment Phone
AOC / COURT BUSINESS ~ 410/260-
OFFICE 37
AOC / COURT BUSINESS  410/260-
OFFICE 1576
AOC |COURTBUSINESS  410/260-
FFICE 3544
AQC / COURT BUSINESS ~ 410/260-
OFFICE 1488
410/260-
AOC - JIS (General) 1119
410/260-
AQC - JIS (General) 1756
410260
AOC - JIS (General) 1030
410/260-
AoC 1 JECC s
CC/ALLEGANY CNTY 301777
COURTHOUSE 5022
CC/ALLEGANYCNTY  301777-
COURTHOUSE 523
CC/ ANNE ARUNDEL 410222-
COURTHOUSE 1187
CC/ ANNE ARUNDEL 4101222-
COURTHOUSE 1896
CC/ANNEARUNDEL  410222-
COURTHOUSE 1425
CC/ANNEARUNDEL  410222-
COURTHOUSE 1436
CC/ BALTIMORE CITY 410/333-
CRTHSE EAS 3760
CC/ BALTIMORE CITY 410/333- -

MURPLIY SANDRA I

Action

17.

Click the Sign out link.
Sign out

18.
Time topic.
End of Procedure.

You have completed the View Monthly-Daily Schedule - Elapsed

12_21_15_Report Time with Elapsed Timesheet

Report Time - Elapsed Timesheet

5 CONNECT

Eva Mandez

Select Anuiher Times

Do (02015 B,
Rieporied Hours 0.0
From Wodnasday 0905072015 to Tuesday 10/062015
ws w 03 - el
Save o Lt Subme, Aoty Rues
Raparted Time Sistus oy T Excoption
Repored Time Status Personsics

Recyest At

S S

Procedure

e Home  Sign out

g

p—

In this topic, you will report 40 hours of regular time using an elapsed timesheet.
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TCONNECTe
CONNECT Employee Self Service L

— T

Favorites ¥ Main Menu ¥ # Home Signout [
+» CONNECT
+
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | 4%
Personalie Cortent | Layout 2 Help
External Links S @v | {LCONNECT News 2 s~ (CONNECTor Contactinformation s oy
7 conneced- Traring s HR CONNECTION - 1S SUE 1 — =
Welcome o HR CONNECTion - 2 monihy informion resource on KuckladyE  OC/CEGIL CNTY COURTHOUSE P
€, Phone Diect the latest happenings in the Judiciary's Department of Human
one Directory e U O goal provs o comerent commumiiaion DoomudgeC  CC/HARFORD CNTY COURTHOUSE 4105559969
channel o inform Judiciary cmployces about key HR iformation DeVi.CrelaD  CC/HARFORD CNTY COURTHOUSE 4105559999
Genira Payroll Onine Service Vihie stores may incluce brosd HR news and updates, most stores
hat project WollFelher G DG/Charkes Only Glerk 4105553999
) stte payrol Fomms R COMNLCTION - ISSUE 2 RetitRoger = DC/Doreheser iy Clrk s10111.2220
. NG > The CONNECT project will lounch in January 2016 Now is the Lily Tiger C DC/Frederick Admin. Clerk 4105550909
28 Enpioyee Heatn Benefis perfecttime t focus on the ecuc aion you wil need {0 be sbie to Lite ChickenL  DGHarford Cndy Admin. Clerk 4105559289
Successiully use CONNECT. Therefore, we would ke you to meet - e A Gl
n 'CONNECTed. CONNECTed, a combination of the CONNECT Cat Chestire 1 DCMoward Admin. Clerk Hiossseaes
i Health Benefits Forms. training team and the AOG Education Division, is an innovative
approsch
based, instructor-led courses, online Web-based training (e-leaming),
designed o ing. There.
NEED ASSISTANCE? iliso b prreauisc couses o rowds erpiyees it he
* knowledge and skills they may need prior to taking a CONNECTed
[R T — Feea
& «CONNECTed View Al rices n Sectons
a e
“ *~ YCONNECTed Job Aids s o
Cancel a LeaveiAbsence Request
Reschcutto s CONNECTor st your ocston
P ( 1 R — Ul
Submit a Leave/Absence Request
© Contactthe Help Desk (4103 266114 [ Submita LeavelAbsence Request
» /
I View Leave/Absence Balance
5 & HELP DESK
hid \iiew Leave/Absence Balance
Elapsed Timesheet
Eiapsed Timesheet L

Action
1. Click the My HR tab.

2. Click the Timesheet link.
Iimesh&et

Favorites ¥ Main Menu SelfSenice ¥ 5 TimeRepoting ¥ > ReportTime ™ i #& Home  Sign out

- CONNECT

Timesheet

New Wincow | 23

Employee 1D 000001705
EmplRecord 0
Esrliest Change Date 07/0172015

Actions~
Select Another Timesheet
*View By Previous Week  Next Wesk

“Date 09502015 |

Reported Hours 0.0

From Wednesday 09/3012015 to Tuesday 10/06/2015

Wed Th Fi sat sun won Tue > Override. -
S0 o o2 0 pA s dn| e Ressen S =D
&l Q Q Q
=] Q Q
= Q Q
Savefor Later Submit ‘Apply Rules
Reported Time Status || Summary || Leave / Compensatory Time || Absence || Exceptions
Reported Time Status Personaize | Find [ 1] B 1011
oate Total TRE Description Comments
0000000
Request Absence
SeffService
Time Reporing
< m v

3. Click in the Wed field for row 1.

4, Enter "8" into the Wed field.

5. Click in the Thu field for row 1.
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Step ‘ Action Notes

6. Enter "8" into the Thu field.

CONNECTed

7. Click in the Fri field for row 1.

[ ]

8. Enter "8" into the Fri field.

9. Click in the Mon field for row 1.

I

10. | Enter "8" into the Mon field.

11. | Click in the Tue field for row 1.

I

12. | Enter "8" into the Tue field.

13. | Click the Time Reporting Code drop-down list.
| =]
14. | Click the 01 REG - Regular Time list item.

15. | Click the Submit button.
| Submit |

16. | Click the OK button.

17. | Click the OK button.

18. | On the Reported Time Status tab, you can view the status of
your submitted time. After you submit your timesheet the status
should be "Needs Approval".

The status will change to Approved, Denied, or Push Back after
manager review. A status of "Pushed Back" will require your
attention to make corrections and resubmit the timesheet.

19. | Comments may be included for each date by clicking the
comments icon.

20. | Click the Home link.

21. | Click the Sign out link.

22. | You have completed the topic on reporting time using an elapsed
timesheet.
End of Procedure.
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12_21_15_Request Overtime for Pre-Approval

Employees will be able to submit a request for overtime through self-service and the request
will route to their manager for review and approval.

Favorites ¥ Main Menu ¥ Request Overtime Add

+ CONNECT

Actions ¥
Overtime Information

Date On Request 07/30

Overtime Hours 3

Submit

Cancel and Retum 1o Overtime Ragquests

Procedure

In this topic, you will request overtime.

Favories ¥ | MainMenu A Home | Signout B
% CONNECT -
(o =

MocsiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§ T
Personalize Content | Layout 2 Help
Bxtemal Links S 0T {1CONNECT News s o~ |CONNECTor ContactInformation S o~
T CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A2FLEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
@ ste Payor Foms orof TEEIET S AOG [COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Healn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
B Heath Benete be able 1o successfully use CONNECT. Therefore, we would
i Health Benefts Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | JONCZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education : 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequisie courses to provide employees with 1129
—  ViitTaiing Ubrary G o ane siils they may need pror o king 2 VAYNARDGATHERINEA oo Amorat ONTY - 300
a
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
G (CONNECTed e coumnoves
R e Al Aricles and Sestions DILLARDWOODY KRis £ GG/ ANNE ARUNDEL 410222-
! COURTHOUSE 1187
HCONNECTed Job Aids e ov
N Readh out 1o CONNECToratyourlocation (NN ARLY KIMBERLE A CC/ ANNE ARUNDEL 10222
: COURTHOUSE 1896
CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 40222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CC/BALTIMORE CITY 410333
i @ HELP DESK | MGCREADY, DENISE D e s
7
| - View L Balance P CC/BALTIMORE GITY 410333 | -

Step @ Action

1. Click the My HR tab.
My HR

2. Click the Overtime Requests link.

Overtime
Requests
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Favortes ¥ Main Menu Time Reporting ¥ 5 ReportTime ¥ >  Overtime Requests

TRAINING GUIDE

CONNECT Employee Self Service

# Home

Sign out

Overtime Requests

Employee 1D 000700060
Employment Record 0

View Options

Montn 57 —July =l veur[m5 5]
ElView All Requests

View Reguests

‘Add Request

Seif Senvice

Time Reporting

New Window | Help | Personalize Page | i)

Step @ Action

3. Click the Add Request button.
| Add Request |

Favortes *  Main Menu Request Overtime Add

# tome  Signout

- CONNECT

Request Overtime
Overtime Request Details

Employes 1D 000700060
Employment Record 0

JisiiBrss
OVertime information
Date On Request| B (xampie: 072272015
Overtime Hours,

Submit

Cencel and Retum to Overtime Requests

New Window | Hetp | Personaize Page | [£]

Step @ Action [\ [o] {=1

4, Click the Choose a date button.

The date must be the current date or a future date. An overtime
request cannot be submitted for a prior date.
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Step | Action [\ [o] {=1
5. For this example, use the month of July and select Thursday the
30th.

Click the 30 link.
30

6. Click in the Overtime Hours field.

[ ]

7. Enter "3" into the Overtime Hours field.

8. Click in the Comment field.

Always enter comments.

9. Enter "complete tasks to meet deadline" into
the Comment field.

10. | Click the Submit button.

| Submit |

Favortes *  Main Menu Request Overtime Add

3 coNN,E.QT

Request Overtime

New Window | Hetp | Personalize Page | i)

Submit Confirmation

Step | Action Notes

11. | Click the OK button.

12. | Notice the Request Status displays "Needs Approval".

The request will be routed to your time approver.
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Favortes ¥ Main Menu Request Overtime Add

- CONNECT

Overtime Requests

Employee 1D 000700060

HR Manager I Employment Record 0
b
View Options
Montn 07— duly = Year[2is__[5] View Requests

[Clview All Requests

Overtime Requests (2 Personaize [ViewAll| & Fist (4 101 0 Last

Detsils Date On Request Overime Hours Date Submited  Request Status

Details o7r02015. 30007222015 Nesds Approval
‘Add Request

seifsenice

Time Reporing

TRAINING GUIDE
CONNECT Employee Self Service

Sign out

New Window | Help | Personalize Page | i)

13.

Click the Home link.

MainMenu ¥

Favorites ¥

A Home | Signout [
% CONNECT -
(o

MocsiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§ |
Personalize Content | Layout 2 Help
External Links S o7 | [4)CONNECT News s o~  |CONNECTor Contactnformation S o~
TII CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A2FLEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories m: § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
@ ste Payor Foms orof TEEIET S AOG [COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Healn Benefts Q The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
B et Benets be able 1o successfully use CONNECT. Therefore, we would
fealth Benefits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | JONCZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education : 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 30
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequisie courses to provide employees with 1129
i the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl B ld NN E T s MAYNARDGATHERINEA ¢ jbmnet i ey
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
G (CONNECTed i coumnoves
R e Al Aricles and Sestions \ GG/ ANNE ARUNDEL 410222-
oiaRowooDYkrisE S0/ ANNE AR b
“ P
~ 'CONINECTed Job Aids s ov
Reach out 102 CONNECTorat yourlocation b SRR, CC/ ANNE ARUNDEL 410222
o : COURTHOUSE 189
w CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 40222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request

o ComctnendpDesk @102601114 Submita Leave/Absence Request COURTHOUSE 26
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CC/BALTIMORE CITY 410333
= @ HELP DESK | CRTHSE EAS 3760

| - View L Balance P CC/BALTIMORE GITY 410333 | -

Action

14. | Click the Sign out link.

15. | You have completed the Request Overtime topic.

End of Procedure.

12_21_15_Report Overtime in an Existing Timesheet

Enter your overtime in the timesheet.
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2 CONNECT

MaryiandJudiciary

Timesheet

JOYCE HARDESTY Employes ID 000002368

Empl Record 0

Actions = Earliest Change Date 12/18/2015
Select Another Timesheet

“View By

Previous Week Next Week
*Date [01/06/2016 | L]

Reported Hours 40.00

From 01/06/2016 to 01/12/2016 (7

Comments Day Date  Reported Status In Lunch in out Punch fime Reporting Code
=] wed 16 saved 2:00:00AM] [1Z:00:00PM] [12:30:00PM] | 4:30:00PM 2,001 REG - Regular Time =]
o} Tha 7 saved 800:00AM| [12:00.00PM] [12:30:00PM] | 4:30:00PM 2.00[01 REG - Regular Time =]
] Fi U8 saved 8:00:00AM] [12200:00PM] [12:30:00PM] | 4:30:00PM 200[D1 REG - Regular Time =]
New 43001PM 6:00.00PM 00 OVT15 - Overtime =]
&} sat 19 New =]
] Sun 10 New =]
] Mon /11 Saved 8:00:00AM] [12:00:00PM| [12:30:00PM] | 4:30:00PM 200/ D1 REG - Regular Time =]
] Tue 142 Saved 2:00:00AM| [12:00:00PM] [12:30:00PM] | 4:30:00°M 2,001 REG - Regular Time =]
Save for Later Submit Clear

Procedure

In this topic, you will enter overtime to an existing timesheet.

Favort MainMenu ¥

# Home | Signout
% CONNECT
+
My Page My HR Company Directory Learning Dashboard | %¥ |
Personalize Content | Layout ? Help
Bzl S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
Jone Directory Depariment of Human Resources (HR). Our goal: provide a e T BUSINESS  srams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA OFFICE. 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1488
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 0 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
will also be prerequisite courses to provide employees with 2D
. the knowledge and kil they may need prior to taking CCIALLEGANYCNTY  301777-
bl B ld NN s MAYNARDCATHERINEA G5 JRTHOUSE e
& 2 e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= e % COURTHOUSE 5023
5 CONNECTed
DILLARDWOODY,KRIS E
“ . o ! COURTHOUSE 1187
o~ (CONINECTed Job Aids s o~
) Reach out 10 CONNECTorat yourlocation ® ST EEIER CC/ ANNE ARUNDEL 40222
w CONNECT. \ Cancel a Leave/Absence Request ESL,J i;:gﬁiwa lfzfzzz
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK ) CRTHSE EAS 3760
- View L Balance iy SANOEA | CC/BALTIMORE CITY 410333 | -

Step | Action

1. Click the My HR tab.
My HR
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Favorites ¥ Main Menu ¥
+» CONNECT
(e
\,‘j’) Employee Self Service Links & o~ Employee Expiring Licenses S lex
No expiring licenses in the next 60 days
Timesheet Overtime Absence
Raetyorime (@) Rewests 1 Request | [E# y Expiration Dates S ev
your Ve or s your
fragm ek @©_O o absence requests.
ortime period euests

ID Description  End Date  Days to End Date

Absence

o

personal

Information
Summary

Sy f o
ersonal

Absence (FMLA)

Interview
DA Calendar

View intervews

ofsppicansin

o
el

nformation.
My Current Current
Comne“satmn — M) profite Documents
B= iarace e Urdate or view
Hovon” compeencies, your performance
sompensatin . denment orine

TRAINING GUIDE
CONNECT Employee Self Service

Personaiize Conte

Announcements g

No Current Announcements.

ﬂ%ﬁ Company Directory ol
‘Search by Name, Job Tite, Department, or Email

5% My Org Chart Advanced Search

Step @ Action [\ [o] {1

2. Click the Timesheet link.

imesheet

3. Notice 40 hours have already been entered and saved on this

timesheet.

4, Click the Horizontal scrollbar to move across the page.

5. Click the Add a new row (+) button to add a new row for 1/8.

6. Click in the In field for the new row.

[ ]

7. Enter "4:30:01p" into the In field.

8. In this example, Friday's out time is 4:30:00 and the overtime

starts at 4:30:01.

the same in and out time on the same day.

This is necessary because the system will not allow you to enter

9. Click in the Out field.

[ ]

10. | Enter "6p" into the Out field.

11. | Click the Time Reporting Code drop-down list.

| -]

12. | Click the 00 OVT15 - Overtime list item.

[00 OWT15 - Qvertime |

13.

Click the Horizontal scrollbar to move across the page.
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Step ‘ Action Notes

14. | Click the Look up Business Unit PC button.

=

15. | Click the MDJUD link.
MOJUD

CONNECTed

16. | Click the Look up Project ID button.

=

17. | Click the 13DHRCSEAFG17FS5 link.
[13DHRCSEAFG17FH|

18. | Click the Look up Activity ID button.

=

19. | Click the GRANT link.
GRAN

20. | Click the Horizontal scrollbar to move across the page.

21. | At this point, you can save or submit the timesheet as desired.

22. | Click the Save for Later button.
[  Saveforlater |

23. | Click the Yes button.
fes

24. | Notice there are now 41.5 reported hours.

25. | Click the Home link.

26. | Click the Sign out link.

27. | You have completed the topic "Entering Overtime to an Existing
Timesheet".
End of Procedure.

12 21 15 Report Time - Recall Judges

Entering time for Recalled Judges per location.
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ManMens * > &

ONNECT

Sign out

N Window | Haip | 3

Timesheet

BEN CLYBURN Empioyes D 00000349

Select Another Timesheat
View By

“Date 03502015 |1 4

Repoed Hours 0.0

15

Sat Sum on e
I i o ot Lo
3 F CLoa: 0 o s o E
it [ o E o o aQ =
= Q aQ =
Save orLatee Suomit Aoy Russ
Reported Time Stafizs ary || Except
Reported Time Status Personaize | Fra | 291 B 1ot
oute Total TRC p—
SaifSarvis
Time Reporting

Procedure

In this topic, you will complete a timesheet as a Recall Judge.

Favories ™ MainMenu ~ # Home | signout |8
% CONNECT
fe =
My Page My HR Company Directory Learning Dashboard | % N
Personalize Content | Layout ? Help
e S °v  «{%CONNECT News ¢ ov  CONNECToOr Contactinformation S ov
rj CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = ] Phone
Welcome to HR CONNECTion - a monthly information .
[Sr—— esource on the latest happenings in the Judicary's SHAAK CHRISTINA M ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of PARKERALECIAA FFICE 3544
State Payroll Forms that project
AOC /COURT BUSINESS  4101260-
HR CONNECTION - ISSUE 2 SEERATELE OFFICE 1488
B8 empioyes Healtn Benets The GONNECT project willlaunch in January 2016. Now is 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) P
B be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms Tike you to meet CONNECTed. CONNECTed, 2 combination | | JoNCZAK MICHELLE A AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses diferent 410260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
wil also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY 301777
bl BTt ey MAYNARDCATHERINEA  C& 1 AREh et
] . - ’ CCIALLEGANYCNTY 301777
o (CONNECTed Eeed LINDSEY,DAWNE D T =
n = View Al Aricles and Sections SO 1 ANNE ARUNDEL Po—
DILLARDWOODYKRISE G5 ANE AR P
., . -
@ (CONNECTed Job Aids c ev
) Reach 0ut 103 CONNECTorat yourlocation = EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
ui CONNECTor W Cancel a Leave/Absence Request gg‘; i;:‘;f;uwﬂ lijzzz
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
GG/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaveAbsence Request !
] ‘Submit a LeavelApsence Request MCCREADY,DENISE D CC/BALTIMORE OITY 410233
o @ HELP DESK | CRTHSE EAS 3760
| - View LeaveiAbsence Balance ity SANnEA | CCIBALTIMORE CITY 410333 | ~

Action

1. Click the My HR tab.
My HR

2. To report time, click the Timesheet link.

3. For this example, you will enter time as a Recall Judge. You will
report time worked at 2 different court locations for the week of
September 30th.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Time Reporting ¥

+~ CONNECT

Timesheet

New Window | Help | B

Select Another Timesheet
“View By
“Date 0973072015 [}

Reported Hours 0.0

From Wednesday 09/30/2015 to Tuesday 10/06/2015 (7
Thy Fri

eeeeeee

9130 101 1022 103 1014 105 106 opncRera i ok Reason c Locas
[=] Q Q
[=] Q Q
Q Q
Save for Later Submit Apply Rules.
Reported Time Status ‘Summary Exceptions
Reported Time Status Personalize | Find | 21| B 1011
Deserpton  Commens

0000000

Seff Senvice

Time Reporting

Step ‘ Action Notes

4, Click in the Row 1 Thu field.

L ]

5. Enter "4" into the Row 1 Thu field.

6. Click in the Row 1 Fri field.

[ ]

7. Enter "4" into the Row 1 Fri field.

8. Click the Time Reporting Code drop-down list.
| -]

9. Click the 02 DC - District Court list item.
[02 DC - District Court |

10. | Click the Look up Court Location button.

[]

11. | Click the 0460118 link for District Court - Frederick County.
0460118

12. | Click in the Row 2 Mon field.

[ ]

13. [ Enter "2" into the Row 2 Mon field.

14. | Click in the Row 2 Tue field.

L ]

15. | Enter "6" into the Row 2 Tue field.

16. | Click the Time Reporting Code drop-down list.
| [~]

17. | Click the 01 CC - Circuit Court list item.
[01 CC - Circuit Court |
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18.

Click the Look up Court Location button.

TRAINING GUIDE
TR LIART CONNECT Employee Self Service

Step @ Action [\ [o] {=1

19.

Click the 1002120 link for Circuit Court - Anne Arundel County.

20.

Be sure to review your time for accuracy before submitting.

Click the Submit button.
| Submit |

21.

Notice the Processing ...Please wait icon indicating the
timesheet is being saved.

Note: this may happen quickly and you may not notice it.

Favorites [ Time Reporting

5 CONNECT

Timesheet
Submit Confirmation

(7 et

“Time for the Time Period of 2015-09-30 to. 2015-10-06 is submitted

Message

1 hereby certfy that the time reported is a true and accurate representation of the time worked. (23000,1)

1 hereby cerify that the time reported is a true and accurate representation of the time and assignments worked in the
period

oK

New Window || 1
—

Step @ Action [\ [o] {=1

22.

This message is alerting you to certify the reported time is
accurate.

Click the OK button.

23.

Click the OK button.
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CONNECT Employee Self Service L

TRAMIKIG LIER NET

Timesheet #& Home | Sign out

Nofifcaion  NavBer
New Window | Help | E5

Timesheet

BEN CLYBURN Employes 1D 000000348
Rexeled Judge EmpiRecord 0

Acions = Earfest Change Dale 07012015
Select Another Timesheet

“View By Galendar Period ~ Previous Period _ Next Period
“Date 093020151
Reported Hours 16.0

From Wednesday 09/30/2015 to Tuesday 1010612015
Thu

Wed o o i an yen T ot Time Reporting Code Qe ot Locaton
29 X so[@cC-CrmitCout V] @ [1002120Ja =
40 0 80[01DC-DstwiCort ] Q [osaiis QE =
Save for Later Subenit ‘Apply Rules.
Reported Time Status || Summary || Exceptions
Reported Time Status personaize | Find | ] B 14014
Date Reported Status Total TRC Description Comments
10012015 Needs Approval 400C Distrct Gourt (o]
10022015 Nesds Approval s000 District Court [s}
10[0S2015  Needs Approval 20¢cc Gircuit Court o
10062015 Needs Approval 60CC Gircuit Court o

Seff Service

Time Reporting

Step | Action [\ [o] {1

24. | Click the Needs Approval link.

I = Approval

25. | Notice the Approver for DC - District Court is O John Cejka and
the Approver for CC - Circuit Court is Stephen Baker.

Favorkes * | MainMenu e ¥ epor r— Fome | Sign out

< CONNECT

Timesheet

Notifcation  NavBar
New Window | Help | B

Approval Monitor

By AOC row DeptManager
"% 'Reported Time Approval for DC on 2015-10-01:Pending

Route to ACC row Depthianager
Pending
0 JOHN CERA
Reired Judge fmeshest sporov

Reported Time Approval for DC on 2015-10-02:Pending
Route to AGE row Deptanager
Pending

0 JORN CEJRA
Reired Judge tmesheet sporov

Reported Time Approval for CC on 2015-10-05:Pending
Route to AGE row Deptanager
Pendin,

STEPHEN BAKER
©  Reres e smesnest psro

Reported Time Approval for CC on 2015-10-08:Pending
Route to AGE row Deptanager
Pending

STEPHEN BAKER
Reired Juge tmesheet sporov

Refum to Timesheet

Step | Action

26. | Click the Return to Timesheet link.

Retum to Timesheest
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TRAMIKIG

FRAET

Favortes ¥ MainMenu enite ¥

£ CONNECT

Timesheet

Time Reporting

BEN CLYBURN
F——
ctons~
Select Another Timesheet
*View By Cslendsr Period [~
“Date 09302015 [,

Reported Hours 160

From Wednesday 09/30/2015 to Tuesday 1010612015

Time Reporting

Report Tr

TRAINING GUIDE

CONNECT

Timeshezt

Employee ID 000000348
EmpiRecord 0
Eariiest Change Date 07012015

Previous Period  Next Period

Wed b o i an yen T ot Time Reporting Code Qe ot Locaton
29 X a0 Q 2
40 49 s0[0TDC DetmetCowt V] Q [psaiis
Save for Later Subeit ‘Apply Rules.
Reported Time Status || Summary || Exceptions
Reported Time Status Personaiize | Fina | ] B 14014
Date Reported Status Total TRC Description Comments
10012015 Needs Approval 400C Distrct Court o
10022015 Nesds Approval s000 Distrct Court [s}
1052015 Needs Approval 20cc Gircuit Court o
10062015 Needs Approval 60CC Circuit Court o
Seifsenvce

PP

Employee Self Service

# Home | Sign out

Nofifaion  NavBer
New Window | Help | 5

@
mm

27.

Click the Summary tab.

Surmimary

28.

View the summary of your submitted and scheduled time.

29.

Click the Exceptions tab.

Favorites ¥ | Main Menu ¥ Self Senvice ¥ Time Reporting ¥

+ CONNEC

Timesheet

BEN CLYBURN

Actions~
Select Another Timesheet
“View By
“Date 0973072015 |5},

Reported Hours 160

From Wednesday 09/30/2015 to Tuesday 10/06/2015 (7

Wed e Fi Sat
30 104 102 03
40 4.0
Save for Later Submit ‘Apply Rules
Reported Time Status | Summary | Exceptions
Reported Time Status
Date Reported Status Total TRC
10/01/2015  Needs Approval 40DC
10/022015  Needs Approval 40DC
10052015 Needs Approval 20cc
10062015 Needs Approval socc
Self Senvice

Report Time ¥ > Timesheet

Employee ID 000000343
Empl Record 0
Earliest Change Date 07/01/2015

Previous Period  Next Period

= Mon TueTota Time Reporting Code =
20 6.0 80|01 CC - Circuit Court

80[02 DC - District Court

EE

Personaiize | Find | @] & 14074

Description Comments
District Court
District Court

Circuit Court

V000

Circuit Court

# Home | Sign out

New Window | Help | ~|

Court Location
@ [1002120 a G
@ [o60118 (SQE:

Action

30.

You have submitted a timesheet as a Recall Judge that worked in

2 different court locations.

Click the Home link.
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TR AR WG

Favories ¥ | MainMenu ¥ signout [
% CONNECT
(o
MacsiandJudiciary
My Page My HR Company Directory Learning Dashboard | %§ T
Personalize Content | Layout ? Help
External Links S o7 | [4)CONNECT News s o~ | [CONNECTor Contactinformation s ov
CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR a5
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA OFFICE. 3544
that project.
B sete Payol Foms oror TEEIET S AOG [COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1488
B8 Empioyes Healtn Benets The GONNEGT project will launch in January 2016. Now s 4101260
the perfect tme 1o focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
eath Benefts Forms be able to successfully use CONNECT. Therefore, we would om0
tike you 1o meet CONNECTed. G acombination | | JONGZAKMICHELLE A AOG - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- o
* location ars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz)
. the knowledge and skils they may need prior to taking CCIALLEGANYCNTY  301777-
bl B ld NN s MAYNARDCATHERINEA G ) RTHOUSE e
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= e % COURTHOUSE 5023
B CONNECTed .
DILLARDWOODY,KRIS E
“ . ! COURTHOUSE 1187
o~ 'CONNECTed Job Aids s o~
Reach out 10 CONNECTorat yourlocation ® EARLY,KIMBERLE A CC/ ANNE ARUNDEL 410222
CONNECT. \ Cancel a Leave/Absence Request EEC’L/J ZL:‘;LLS:UNDEL lf;"’m
CC/ ANNE ARUNDEL 40222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
w Submit a Leave/Absence Request MCCREADY,DENISE D CC/ BALTIMORE CITY 4101333
= @ HELP DESK | CRTHSE EAS 3760
| - View L Balance T CCIBALTIMORE GITY 410333 | -

Action

31. | Click the Sign out link.

Sign out

32. | You have completed the Report Time - Recall Judges topic.
End of Procedure.

12_21_15_Correcting a Timesheet

In this topic you will see how to correct a timesheet.

3 CCNNE@T

Report Teme ¥ Sign out

e Wi
e
Timeshest
i-Ga
Actons=
Select Ancther Timeshest
ew By PrRcus Week | Next ek
Date 11
Reparted Hours 40
From 118/2015 o 1172472015 1
Day  Daw  Reporied Satus n Lunen n ou P en e Repomeg Cote s Project

o wWed 1ute ssws Tine [= a a

o e Time a aQ

(e Fn f— Time = a Q

o s2 n@ New Q a

o s 122 New a a

o 123 Sawed 0P Time aQ aQ

o T 1 swed o Tine a a

Save for Later Submit Gloar Aoy Fuks
Summary | Absence | B
Reported Time Summary Fersonaize | Fra | 8] B 1ot
weu T Fi sai Sun Mo Tus
i R i " ai 1w S 13 -

Procedure

In this topic, you will correct a timesheet that was entered incorrectly.
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Favorites ¥ | Main Menu v

Sign out
% CONNECT
(o
My Page My HR Company Directory Learning Dashboard | %¥ |
Personalize Content | Layout ? Help
Extemal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
r}l CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
Jone Directory Depariment of Human Resources (HR). Our goal: provide a e T BUSINESS  srams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 0 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use efore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil also be prerequisite courses to provide employees with 2D
. the knowledge and kil they may need prior to taking CCIALLEGANYCNTY  301777-
bl B ld NN s MAYNARDCATHERINEA G5 JRTHOUSE e
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed ey COURTHOUSE 5023
f  CONNECTd
DILLARDWOODYKRISE GG/ ANNE ARUNDEL 410222
“ o ! COURTHOUSE 1187
o~ QONNECTsd Job Aids s o~
9 Reach out 10 CONNECTorat yourlocation ST EEIER CC/ ANNE ARUNDEL 410222
w CONNECT. \ Cancel a Leave/Absence Request ECC’L/J ZL:‘;?:UNDEL lf‘fm
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
| Comoctinenep Desk 410 260114 Submita Leave/Absence Request COLIEIEE #ED
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK | ) CRTHSE EAS 3760
| - View L Balance iy SANOEA | CC/BALTIMORE CITY 410333 | -

Click the My HR tab.
My HR

Favorites ¥ | MainMenu v My Page

< CONNECT

G) Employee Self Service Links

Timesheet

e @,

Overtime

overt
time per requests.

stock options.

Current

[E# my Expiration Dates.

D Description End Date Days o End Date

Employee Expiring Licenses

No expiring licenses in the next 60 days

ki (" gy v 1
=

ﬁ_g_gCompany Directory s ow

fosence Search by Name, Job Titie, Department, or Emai

View o s your

kel ®
7 My Org Chart Advanced Search

personal

Absence Carcers ;
Bolances 0 e niormation || CONNECTor Contact Information @+
Nevgate e Vewiobs and E o
Time st age. manage your Revewa
Sopiceuons R v
orel
Tomatin
ADA My Current
Accommodation Compensation (g9 — ] Profile
(I Request $ ) tistory A= hensge ss
ey Reven tompaencie
ctommocion Campensai ond
Reauss: sy o Gt Sccomptanmerts
s you curnt

profie.

Announcements

No Current Announcements.

Personalize Cc|

Action

Click the Timesheet link.

Notice on this timesheet, there is an In punch for lunch on 11/18
that shows 1:10pm and an Out punch on 11/24 that shows

3:00pm.

You will correct these two entries to reflect 1:00pm and 5:00pm

respectively.
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Step ‘ Action Notes

4, Double-click in the Wed In field to highlight the text.

5. Press [Backspace] to clear the field.

6. Enter "1p" into the In field.

7. Double-click in the Tue Out field to highlight the text.
3:00:00PM

8. Press [Backspace] to clear the field.

9. Enter "5p" into the Out field.

10. | Click the Save for Later button to update the timesheet with the
changes.
Save for Later |

11. | Click the Yes button.
Yes

12. | Now that the two entries have been corrected, you have 8 hours
of regular time entered totaling 40 hours for the week.

13. | Click the Submit button.
Submit |

14. | Click the OK button.
O

H

15. | Click the OK button.
ke

H

16. | Click the Home link.

17. | Click the Sign out link.
Sign out

18. | You have completed the Correcting a Timesheet topic.
End of Procedure.

12_21_15_Correcting a Pushed Back Timesheet

In this topic you will see how to Correct a Pushed Back Time Entry in the Timesheet.
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Procedure

In this topic, you will correct a timesheet that was pushed back by your Manager.

Favories ™ MainMenu ~ A& Home | signout [
% CONNECT
fo
My Page My HR Company Directory Learning Dashboard | ¥ W
Personalize Content | Layout ? Help
Extemal Links ST {XCONNECT News s ov CONNECTOor Contactinformation S o~
= comnectes- Traning waterais oy HR CONNECTION -ISSUE 1 Name Department Phone
‘ 3 Welcome to HR CONNECTion - a monthly information .
[S—— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKER ALECIAA orFicE P
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS,ALLISONE OFFICE 1438
28 Empioyee Heaith Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) P
B be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms Tike you to meet CONNECTed. CONNECTed, 2 combinaion | | JoNCZAK MICHELLE A AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-ed | | NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, onine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
oo UL the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
o | sty o e MAYNARDCATHERINEA G5/ bm e ol o
] =) - ’ CCIALLEGANYCNTY 301777
= (CONNECTed Fest CXEESEELED COURTHOUSE 5923
- o Vicw Al Avfles and Sections CC/ANNEARUNDEL 410222
DILLARDWOODY,KRIS E g
., . - ! COURTHOUSE 1187
« ‘CONNECTed Job Aids c e~
Reach out 10 3 CONNECTorat yourlocation b EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
CONNECT. 5 Cancel a Leave/Absence Request g'g‘; i;:?fREUNDEL li«fzzz
- Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 40222
ARNOLD,DOUGLAS B
‘Submit a LeaveAbsence Request
] ‘Submit a LeaverAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance P SANNEA | CC/BALTIMORE GITY 410333 |~

1. Click the My HR tab.
My HR
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Favortes ¥ | ManMenu ¥ 5 MyPage # Home |

3 CONNECT

Personalize Cc|

\,‘j’) Employee Self Service Links ¢ o~ | o, Company Directory s o~ G LD
Timesheet Overtime Absence
Report your ime. /@\ Requests Request ‘Search by Name, Job Titie, Department, or Email No Current Announcements.
and task details for View or add your 1 View or add your ®
saayweskor DO overime e
i period equests requests
&% My Org Chart Advanced Search
Absence Carcers Personal .
el [ . O ereon | CONNECTor Contact Information &+
Time stat page. ma Reviewa
aoplcatons. | by . otyour
personal L
information. 3
o ADA My Current
Accommodation Compensation (g9 — ] Profile
ey e (8) s (3N
ADA Review cies,
‘Aczommodation compersaton
st sty forbase, s
Vanzbie, an
sock optons.

Current
Documents
Update or view
your performance

[E# my Expiration Dates. s e~
D Description End Date Days to End Date i
Employee Expiring Licenses S v

No expiring licenses in the next 60 days

< I ] »

Step ‘ Action Notes

2. Click the Timesheet link.

3. Click the Next Week link.
Mext Week

4, In this example, the Manager only pushed back the row on the
timesheet that needed a correction. Notice the Reported Status
for 11/25 is Pushed Back.

5. | Click the Comments button to see why the time was pushed
back.

L)
i

6. Read the manager's comments.

7. Click the OK button.

8. When a row is pushed back, every field in that row must be
changed in order to resubmit.

The easiest way to do this is to delete the data in the row and re-
enter the correct time.

9. Click the Delete Row (-) button for the 11/25 row to clear the
data.

=]

10. | Click the Yes - Delete button.
[ ¥es - Delete i

11. | Notice the data in this row has been cleared.
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Step ‘ Action Notes

12. | Click the Save for Later button.
The Reported Status will change from Pushed Back to New.
I Save for Later |
13. | Click the No button.
14. | Click in the In field.
L]
15. | Enter "8:00AM" into the In field.
16. | Click in the Lunch field.
1
17. | Enter "12:00PM" into the Lunch field.
18. | Click in the In field.
L]
19. | Enter "1:00PM" into the In field.
20. | Click in the Out field.
L1
21. | Enter "5:00PM" into the Out field.
22. | Click the Time Reporting Code drop-down list.
| |
23. | Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |
24. | Click the Submit button.
| Submit |
25. | Click the OK button.
26. | Click the OK button.
[o<]
27. | The Reported Status now shows Needs Approval.
28. | Click the Home link.
29. | Click the Sign out link.
30. | You have completed the topic "Correcting a Pushed Back
Timesheet".
End of Procedure.
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12_21 15_Reporting Holiday Hours on your Timesheet

During this demonstration we will show you how to report Holiday paid hours in your timesheet.
CONNECT does not populate the holiday automatically.

Fav

CONNECT

Timesheet

=
%

Sign out

Select Another Timeshest

“View By

=
Date 111112015 |5
Reported Hours 0.0
112015 10 11172015 2

Day  Duie Lunch in out P Tune Reporting Cade s Prsject I
LT & £ “ a -1
Fi : a a
S 4 New a =Y
s 5 New a a
e 1Uis  New a =Y

o] T 7 New a a

Save for Lt Somt Ciear Aoy Russ
Summary || Loave w || Bosence | Evcenms
Reported Time Summary B o2
w0 -

Procedure

In this topic, you will report holiday hours on your timesheet.

Favorites ¥ | MainMenu v 4 Home signout B3
% CONNECT
(o
taryiang Jusiciaiy
My Page My HR Company Directory Leamning Dashboard | %§
Personalize Content | Layout ? Hep
Extzmallks) S 27 4)CONNECT News ¢ o~ | |CONNECTOr Contact information s o-
F‘ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Descr Phone
‘ Welcome to HR CONNECTion - a monihiy information
resource on the [atest happenings in the Judiciary’s
{,  Phone Directory Department of Human Resources (HR). Our goal: provide a L
consistent communication channel to inform Judiciary =
Central Payroll Online S employees about key HR information. While stories may
@ ential Payrol online Senvee include broad HR news and updates, most stories willfocus
©on CONNECT as we lead up to the January 2016 launch of
(@ state Payroll Forms that project
HR CONNECTION - ISUE 2
m Employee Health Benefits. g “The GONNECT project will Iaunch in January 2016. Now is
the perfect time to focus on the education you will need to
in Health Benefits F be able to successfully use CONNECT. Therefore, we would
i lealth Benefts Forms like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT iraining team and the AOC Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? CoLrses online 118b-5as50 ramng (-eaming). and on-
¥ location fairs designed to suppiement formal training. There
wiill also be prerequisite courses to provide employees with
" the knowledge and skills they may need prior to taking a
~ VsitTaiing Lbrry CONNECTo soumse
a
w of Y Feed
[0 Feed
7 (CONNECTed e s s
~ “CONNECTed Job Aids s o~
3y Reach out to a CONNECTor at your location =
w CONNECT: \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
[ | 1 ‘Submit a Leave/Absence Request
= /™ ULl D NECK | i
H100% -

Step | Action

1. Click the My HR tab.
My HR

2. Click the Timesheet link.
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3. CONNECT does not automatically populate holiday hours on your
timesheet.

For this example, you will enter 8 hours on November 11th for
Veterans Day.

Favores ¥ | ManMenu v Timesheet

- CONNECT

Timesheet

Employee 1D 000002342
Empl Record 0

Earliest Ghange Date 11/1812015

nother Timesheet
“View By Provious Week Next Week
“Date[11/1172015 |4,

Reported Hours 0.0

From 11/11/2015 to 111712015 (7

mmmmmmmm Day  Date Reported Stat Lunch ”#Sf | Time Quantity g:;:"‘]“ shi roi

o Wed 1111  New = Q Q

o Thu 1112 New = Q Q

o Fi 1143 New =] Q Q

o sat 1114 New = Q Q

o S 1115 New =] Q Q

o] Mon 1116 New =] <Y Q 4
s Tue 1117 New [=] Q Q

Save for Later Submit Clear ‘Apply Rules

Summary || Leave / Compensatory Time || Absence || Exceptions
Reported Time Summary Personalize | Find | 0] B~ 12012

#®100% v

Step @ Action [\ [o] {1

4, Click the Time Reporting Code drop-down list.
5. | Click the 00 HOLPD - Holiday list item.
6. Click in the Quantity field.

7. Enter "8" into the Quantity field.

8. | You can continue by entering time for the rest of the week.

9. Click in the Thu In field.

|

10. | Enter "8a" into the In field.

11. | Click in the Thu Lunch field.

H

12. | Enter "12:30p" into the Lunch field.
13. | Click in the Thu In field.

H
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14. | Enter "1p" into the In field.
15. | Click in the Thu Out field.

[ ]

16. | Enter "4:30p" into the Out field.

CONNECTed

TR A IKIG LIER N

17. | Click the Time Reporting Code drop-down list.
18. | Click the 01 REG - Regular Time list item.

01 REG - Regular Time

19. | Click the Save for Later button.
| Save for Later |

20. | Click the Yes button.
es

21. | Notice the message indicating 11/11/2015 is a holiday.

This message will always appear when saving and submitting
time for weeks that contain scheduled holidays.

Click the OK button.
22. | Click the Home button.
# Home

Favorites ¥ | Main Menu ¥ A Home | Signout (el
Q)
My Page My HR Learning Dashboard | ¥
Personaiize Content | Layout ? Hep
External Links S °¥  «{»CONNECT News ¢ ov  CONNECTor ContactInformation S e~
[3' CONNEGTed - Training Materizls »  HR CONNECTION - ISSUE 1 = s Phone
;’:s:ﬁ’g‘:;g gz ggg‘t’“ﬂ?ﬁ;;’w‘n’g@ m’;g’mmﬁ';’;‘ﬁs“"" Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550999
&, Phone Diectory Depaltme of Human RESoues (HR). Ot Goal provide a | | Porerdane A CC/WASHINGTON CNTY COURTHOUS 4105859289 |
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Crty Commissio 4105559099 |
Central Payrall Oniine Senvice employees about key HR informaton. While stories may =
@ g include broad HR news and updates, most stories will focus | 100d.RebinL_ DC/Charles Cty Clerk ST
25 we lead up fo the January 2016 faunch o
[® state Payrol Forms that project.
s HR CONNECTION - ISSUE 2
B8 Empioyes Health Benets K ) The CONNECT project wil launch in January 2016. Nowis
the perfect time to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we would
L Health Benefils Forms like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT raining team and the AOC Education
Division, is an innovative approach that uses difierent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based traning (e-learing), and on-
location fas Gesigned to supplement formal traning. There.
wil a0 be prerequisie courses to provide employees wih L
ot | visiomisig Lo the knowiedge and skills they may need prior to taking a
o sty CONNECTed course,
w ot Feed
= (( Feed
& CONNECTed -
o CONNECTed Job Aids S ov
N Reach out 02 CONNECTorat youloation >
ai CONNECTor Cancel a Leave/Absence Request
2 - Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =
R10% ~
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23. | Click the Sign out link.

24. | You have completed the topic on entering holiday hours.
End of Procedure.

12_21_15_Reporting Holiday Worked Hours on your Timesheet

In this topic we demonstrate how to report Holiday hours worked.

Favortes *  Main Menu —

+ CONNECT

# Homa | Sign out

Timesheet

imosheet

“View By
Date 11

Reported Hours 40 L

1112015 10 111772015

Day  Dur  Reporica suma in Lunen n out

sn PrejectiD

L ppppppp

Save for Later Suomit Claar Apply Rules.

Summary | Leave | Compensatory Tme | Absonce

Aes -

Procedure

In this topic, you will enter 8 hours of holiday worked time. You will then change the time from 8
hours of holiday worked to 4 hours of holiday worked and 4 hours of holiday time.

Favorites ™ | MainMenu v # Home | signout [
% CONNECT
(o
My Page Company Directory Leaming Dashboard | %§
Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Descr Phone
\Weicome to HR CONNECTIon - 2 monthly information Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105559999 |
resource on the latest happenings in the Judiciary’s
Phone Directory Department of Human ResaUTces (LR}, OUr goal provide a | | PorlerJane A CC /WASHINGTON CNTY COURTHOUS 4105550899
consistent communication channel to inform Judiciary PittBrad T DC/Anne Arundel Cnty Commissio 4105550999 |=
@ cerma pavror o servee emolojoes about ey KR nformation. Wi Sores 12y || ood Roin L DcChates Crly Clrk 4108550099,
on C T 25 we lead up to ine January 2016 launch of
[® state Payrol Forms that project.
HR CONNECTION - ISSUE 2
ﬂ Employee Health Benefits. “The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to
n be able to successfully use CONNECT. Therefore, we would
ik3  Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with L
Visit Training Libs the knowledge and skills they may need prior to taking a
; i Trsintng LSmor (CONNECTed course.
w ot Feed
= (( Fesd
& CONNECTed -
~ (CONNECTed Job Aids c o~
Y each autio 0 CONNECTorot yourocaion €
w Cancel a Leave/Absence Request
2 CONNECT: < Gancel a LeavelAbsence Request
Submit a Leave/Absence Request
g w 1 Submita Leaveraosence Request
= /A UEID DESK | L
©100%
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1. Click the My HR tab.
My HR

CONNECTed

TR A IKIG LIER N

2. Click the Timesheet link.

3. In this example, 8 hours of holiday time have already been
entered for 11/11.

You will change this to indicate that you worked 8 hours on
11/11 instead of taking the holiday.

Favorites ¥ | MainMenu v Timesheet 4 Home | Sign out

- CONNECT

Timesheet

New Window | i «|

Employee ID 000002342
Empl Record 0

Actions+ Earliest Ghange Date 11/18/72015

Select Another Timesheet

“View By Previous Week Next Week

“Date[11/112015 |4,

Reported Hours 40.0 =

From 11/11/2015 to 111712015 (7

Punch Override

Comments Day Date  Reported Status In Lunch n out Nk Time Reporting Code Quantity Overna shit Project 1D
o Wed 1111 Saved 00 HOLPD - Holiday =] 8.0] Q Q
o] T 1112 Saved 8:00:00AM] [12:30:00PM] [ 1:00:00PM] [ 4:30:00PM 001 REG - Regular Time 2] Q Q
o Fi 1113 Saved 8:00:00AM] [12:30:00PM| | 1:00:00PM| | 4:30:00PM| 8.0[01 REG - Regular Time =1 Q Q
o sat 11114 New = Q Q
o S 1115 New =] Q Q |
) Mon 1116 saved 5000w [1230:00PM] | 10000PW] [ 43000PM 20[01 REG - Regular Time = Q Q
o Tue 1147 Saved 2:00-00AM] [12:30:00PM| | 1:00:00PM] | 4:30.00PM| 8.0[01 REG - Regular Time =] Q a
Save for Later Submit Clear ‘Apply Rules
summary || Leave / Compensatory Time || Absence || Exceptions
Reported Time Summary Personalize | Find | £0] B~ 1-40f4
< — - - - - — »
#100% ~

Step @ Action [\ [o] {=1

4, Click in the Quantity field.

5. Press [Backspace] to clear the field.

6. Change the Holiday Time Reporting Code to Holiday Worked.

Click the Time Reporting Code drop-down list.
| 00 HOLPD - Holiday B3|

7. Click the 02 HOLWK - Holiday Worked list item.

8. Enter your in and out times for the hours you worked.

Click in the Wed In field.

L1

9. Enter "8a" into the In field.
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10. | Click in the Wed Lunch field.

L]

11. | Enter "12:30p" into the Lunch field.
12. | Click in the Wed In field.

CONNECTed

D

13. | Enter "1p" into the In field.

14. | Click in the Wed Out field.

L]

15. | Enter "4:30p" into the Out field.

16. | Click the Save for Later button.
| Save for Later |

17. | Click the Yes button.
Yes

18. | Notice the message indicating 11/11/2015 is a holiday.

This message will always appear when saving and submitting
time for weeks that contain scheduled holidays.

Click the OK button.

19. | The system will calculate 8 hours of Holiday pay and 12 hours of
Comp Time Earned since you worked on a holiday.

20. | Inthe next example, you will change your time to reflect 4 hours
of worked time and 4 hours of holiday time.

21. | Notice the Lunch time has been removed and the Out time has
been changed to 12:30pm. These steps were completed for you.

22. | Continue by adding the 4 hours of holiday time for 11/11.

23. | Click the Horizontal scrollbar to move across the page.

24. | Click the Add a new row button for 11/11.

25. | Click the Time Reporting Code drop-down list.
26. | Click the 00 HOLPD - Holiday list item.

27. | Click in the Quantity field.
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28. | Enter "4" into the Quantity field.

29. | Click the Save for Later button.
| Save for Later |

30. | Notice the message indicating 11/11/2015 is a holiday.

This message will always appear when saving and submitting
time for weeks that contain scheduled holidays.

Click the OK button.

31. | Notice the hours for 11/11. CONNECT will calculate 8 hours of
Holiday and 6 hours of Comp Time Earned.

32. | Click the Home button.
#& Home

Favories ™ Main Menu ¥

# Home | Signout (el
% CONNECT
o
My Page My HR mpany Directory Learning Dashboard | %
Personalize Content | Layout ? Help
External Links S °¥  «{:CONNECT News ¢ ov  CONNECToOr Contactinformation S ov
[3' CONNECTed - Training Materials oy HR CONNECTION -ISSUE 1 = = Phone
N, ) 'Welcome o HR CONNECTI hly informat
ekcome o flon - 2 monthly information Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550999
resource on fhe [alest happenings in the Judiciary’s
Phone Directory Department of Human ResoUTces (LR}, OUr goal provide a | | PorlerJane A CC /WASHINGTON CNTY COURTHOUS 4105550899
consistent communication channel to inform Judiciary FittBradT  DCAnne Arundel Crty Commissio 4105550000 |=
Central Payroll Online Serv employees about key HR information. While stories may
@ entral Payroll Oniine Service B o O o Y s || HoodRobinL _ DC/Charles Crly Clerk 4105550000
o CONNECT as we lead up 1o the January 2016 launch of
[® state Payron Forms that project.
en  HR CONNECTION - ISSUE 2
B8 Empioyes Healtn Benets g“ 5 The GONNECT project willlaunch in January 2016. Now is
the perfect time to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we wouid
#  Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
afthe CONNECT training team and the AOC Education
Division, is an innovative approach that uses diferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
location fars designed to supplement formal traning. There.
wil a0 be prerequisite COUTSes o provide employees wilh L4
o | wikmaiiing Uiy the knowiedge and skills they may need prior to taking a
bl BTt CONNECTed course.
w o Feed
= (( Feed
& CONNECTed
CONNECTed Job Aids S ov
feach out 1o CONNECToratyour location >
CONNECT. W Cancel a Leave/Absence Request
Cancel a LeavelAbsence Request
‘Submit a LeaveAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /A WELD DESK | =
Ittps:/training.mdcourts.gov/psp/pttn/EMPLOYEE/ EMPL/Zcmd=logout R10% ~

Step | Action Notes

33. | Click the Sign out link.

3

34. | You have completed the topic on reporting holiday worked time
on your timesheet.
End of Procedure.

12_21_15_Llocation Closure due to Weather - Timesheet

For this example the employee came into work and then the announcement was made that the
location will close at 12:00pm due to weather.
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Select Another Timeshest

“View By o
Date 0 §e,
Reported Hours 18 50
From 017202016 10 0172672016
. Day  Daw  Reportes suma In Lun n out
o Saved
o Fi 22 New
New
o sai 21 New
¢ s 2 New
o Men 125 New
T New
Save for Later Suomit Claar

Procedure

# Hama

e Reposting Cote —
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Sign out

®

AddTo +

PregectiD

& [EDUPD

>
Aes -

For this example the employee came into work and then the announcement was made that the
location will close at 12:00pm due to weather.

Favorites ™

< CONNECT

Iy HR

Main Menu ~

My Page Company Direstory

&
Yo Exteral Links

7 comnectes- Traning wterais
&, Phone Directory

B state Payron Forms

2% Empioyes Healtn Benets

B Heatth Benefits Forms

ﬁ' GEARS

B neeo AssisTance?

CONNECTed

STEP 1

Reach out to 2 CONNECTor at your location

CONNECTor

v

Leaming Dashboard | %§

“(-+CONNECT News e

How to Save CONNECT As Browser Favorite

To simplify returning to the CONNECT log in page, we
‘suggest you make it a bookmark/favorite in your inenet
browser. This PDF wil explain the steps for Intemet
Explorer va and Google Chrome.

Use 2 Decimal Places in CONNECT

As a result of feedback from the Paraliel testing, the
CONNECT Team has increased the number of decimal
places used for reporting time and absences to two decimal
places (e.g., & 25). This change will better meet the needs of
the Judiciary for the time reporting increments on your
timesheets and Absence Requests. The use of two decimal
places will apply to all fime reports, including COMP fime,
‘and all absence requests. The aftached table will assist you
with converting minutes into the related decimal point value
that you will need to enter on your timesheet or Absence
Request. We have also updated the UPKS fo reflect 2
decimal places, where appropriate.

How To Check Intemet Explorer Version

Because the oniine training will only work with Intemet
Explorer 9 or older, we have provided the following
instructions on how to check which version of Interet
Explorer you are using. If your version of Intemet Explorer is
newer than v8, please contact the JIS Service Desk for IES
orto request a download of the Google Chrome web
browser.

Fee

View All Ariles and Sections

CONNECTed Job Aids °
Partial Absence Request

ibmit 2 Partial D

bsence Reauest

4 Home | Signout

AddTo

Personalize Content | Layout 2 Help

CONNECTor Contact Information ov

p OVEE/EMPL/

_MYHR_TAB

®100% ~

Action

Click the My HR tab.
My HR

Click the Timesheet link.

due to weather.

For this example the employee came into work and then the
announcement was made that the location will close at 12:00pm
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Favortes ¥ | MainMenu ¥ 4 Home | Sign out

+~ CONNECT —

New Window | i
A

Timesheet

KAREN FARY Employes ID 000001758
HR Officer | Empl Record 0
Actions~ Eariest Ghange Date 0112012016

Select Another Timesheet
“View By |Week [~ Previous Week Next Week
*Date 01202016 |50}
Reported Hours 13,50

From 012012016 to 01/2612016 (2
overrid

Comments  Da Dae  Reported Stats in wnen out PARCh Time Reporing Code Cuantity Q1S snit ProectD

o] Wed 1120 Saved 7:00:00AM| [12:00:00PM| [12:30:00PM| | 4:00:00PM| 850 Q Q

o Saved 4:00:01PM] | 5:30:00PM| 150 Q @ [EDUPD

o Thu 121 Saved 7:00:00AM)] [12:00:00PM| [12:30:00PM| | 4:00:00PM| 850 Q Q

o o e Q Q

o sa 3 New Q Q

e S 124 New Q a

e Mon 125 New Q Q

e Tue 126 New Q Q

Save for Later Submit Clear
summary || Leave  Compensatory Time || Absence || Exceptions v

< N >

®100%

Step ‘ Action Notes

4, First we will enter our Regular Time

Click in the In field.

L1

5. Enter "7am" into the In field.

6. Click in the Out field.

[ ]

7. Enter "12p" into the Out field.

8. Click the Time Reporting Code drop-down list.
I vl
9. Click the 01 REG - Regular Time list item.
[01 REG - Regular Time |

10. | Click the scrollbar object.

11. | Click the Add a new row at row button button.

12. | Now we will select the Location Closure option

Click the Time Reporting Code drop-down list.
I v

13. | Click the 50 LOCCL - Location Closure list item.
[50 LOCCL - Location Closure |

14. | Click in the Quantity field.

15. | Enter "3" into the Quantity field.
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16.

Click the Save for Later button.
| Saveforlater |

17.

Click the Yes button.
fes

18.

Notice that you now have 5 hours of regular worked time and 3
hours of location closure which will total the 8 hours for the day.

19.

Click the Home link.

Favorites ¥ | MainMenu v # Home | Signout A
Z9)
< CONNECT - @R
Maryland Judiciar NavBar
My Page My HR Company Directory Leamning Dashboard | %§
Personalize Content | Layout ? Help
Q External Links & &> | MCONNECT News & o~ | CONNECTor Contact Information o
ﬁvzl CONNECTed - Training Materials How to Save CONNECT As Browser Favorite
To simplify returning to the CONNECT log in page, we
suggest you make it a bookmarkffavorite in your inferet
&, Phone Directory browser. This PDF will explain ihe steps for Infeme
Explorer v9 and Google Chrome.
@ Central Payrol Onine Service @,() Use2Decimal Places in CONNECT
g As a result of feedback from the Parallel testing, the
JOO CONNECT Team has increased the number of decimal
@ State Payroll Forms places used for reporting time and absences to two decimal
. places (e.g., 8.25). This change will better meet the needs of
Employes Health Benefts the Judiciary for the: time reporting increments on your
25 emvor timesheets and Absence Requests. The use of two decimal
I places will apply to all time reports, including COMP time,
B teattn Benents Forms ‘and all absence requests. The attached table wil assist you
wih converting minutes info the related decimal point value
that you will need 1o enter on your timeshect or Absence
L cears Reguest W hawe 2150 upoatod 16 UPKS 0 tflort 2
Gecimal places, where appropriate.
/ How To Check Intemnet Explorer Version
2 & ) Because the online training will only work with Intemet
NEED ASSISTANCE? a¥  Explorer 9 or older, we have provided the foliowing
instructions on how to check which version of Intermet
Explorer you are using. If your version of Intemet Explorer is
- Visit Training Library newer than v8, please contact the JIS Service Desk for IE9
o or to request a download of the Google Chrome web
w o
& (CONNECTed .
= Feeg
View A Aritles and Settions
Reach out to 3 CONNECTor atyourlocation "
" (o~ CONNECTed Job Aids 2 o
CONNECT. ———
Partial Absence Request V|
1 | sunmt 2 poria o ansence memess
hitps://testconnect.mdcourts.gov/psp/ ptuat/EMPLOVEE/EMPL/ Zcmd=logout #®100% v

Step @ Action [\ [o] {=1

20.

Click the Sign out link.
Sign out

21.

You have successfully completed reporting a location closure in

the timesheet.
End of Procedure.

Absence Request Management

In the Absence Request learning module we demonstrate how to use both the Absence Request
form and the Timesheet page to manage your leave requests. The topics covered are:

Request Time Off with Balance Forecasting - Annual Leave
Request Time Off - Commissioner with Holiday and Weekend
Request Time Off without Balance Forecasting - Bereavement
Request Time Off - Insufficient Balance

Modify a Saved Absence Request
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¢ Modify an Absence Request from Timesheet

e View Absence Balances

e View Absence History

e Leave Balance Forecasting

e Request Absence from a Timesheet with Balance Forecasting
e Request Absence from a Timesheet without Balance Forecasting
e Request Time Off - Partial Start Day Only

e Request Time Off - Partial End Day Only

e Request Time Off - Partial Start and End Days

e Request Time Off - Partial Time for Multiple Days

e Canceling Absence Request from Timesheet

e Request an Extended Absence - FMLA Authorization
e Request an Extended Absence - FMLA Take
e Manage Leave Bank

12_21_15_Request Future Time Off with Balance Forecasting - Annual Leave

In this topic we demonstrate how to Request Time Off with Balance Forecasting using Annual
Leave. Forecasting is a feature that allows to calculate the leave to be earned in the future. It is a
great tool for planning leave and requesting time off for a future date.

Request Absence

MICHAEL CHARNASKY

acmetrsve Gomee

an -

Procedure

In this topic, you will request time off using annual leave and forecast your annual leave
balance.
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Favorites ¥ | Main Menu v

+ CONNECT

My Page

Company Directory Learning Dashboard

External Links c ev

2l CONNECTed - Training Materials
{.  Phone Directory

[® state Payrol Forms

2 Empioyes Heain Benerts

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

CONNECTed -

-
o
w
=
1)

CONN

® ; [
O Comamenpoesk 0 26 14 /
= /™ UFI D NESK |

Reach out 0.2 CONNECTor at your location

CONNECTor

*

{»CONNECT News s ov

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to
e able to successfully use efore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

View Al Arcles and Sections

ECTed Job Aids s ov
Cancel a LeavelAbsence Request
Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request

Submit a Leave/Absence Request

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Signout [l

Personalize Content | Layout ? Hep
CONNECTor Contact Information S o~
Name Deser Phone
Cloudkicker,Kit R CC / GECIL CNTY COURTHOUSE 4105559999

Porter,Jane A
PittBrad T
Hood,Rabin L

CC / WASHINGTON CNTY COURTHOUS 4105559099
DCrAnne Arundel Cnty Commissio 4105550999
DC/Charles Cnty Clerk 4105559999

I

Action

Click the My HR tab.
My HR

Click the Absence Request link.

Absence
Request

Favortes *  Main Menu Seff Sevice ¥ 5 TimeRepoding * > Report Time.

£ CONNECT

Request Absence

MICHAEL CHARNASKY
@ | rorreane conre

_4

Instructions
Enter Start Date and

v > Absence Request

st of the required

Absence Detail
*start Date 082772015 |5l
Filter by Type Al [l
“Absence Name Select Absence Name [
Comments
Requestor Comments

GoTo  View Absence Request History View Absence Balances

*Reguired Field

‘sawe for ater your request

View Monthiy Schedule

Attach Documentation

&

# tome  Signout

Action

3.

Before submitting an absence request, you can view your current

available absence balances.

Click the View Absence Balances |

“iew Absence Balances

ink.
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4. | The View Absence Balances page lists your available balances as
of the last pay period.

5. Click the Return to Absence Request link.
|H5tLr'1 fo Absence HESLES'.!

6. When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.

7. Double-click in the Start Date field.

8. To clear the field,
Press [Backspace].

9, Enter "09/01/2015" into the Start Date field.

10. | Click the Filter by Type drop-down list.

11. | Click the Annual Leave list item.

12. | Click the Absence Name drop-down list.
ISeIEL". Absence Name |:||

13. | Click the Annual Leave Take list item.

Annual Leave Take

14. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

15. | Click the Reason drop-down list.
| Select Absence Reason E||

16. | Click the Annual Leave list item.

17. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

18. | Click in the Duration field.

[ ]
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19. | Enter "8" into the Duration field.

CONNECTed

20. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

21. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 8 hours on 9/1/2015.

22. | Click the Forecast Balance button.
| Forecast Balance |

23. | Notice the message confirming you are eligible to submit this
leave request.

24. | Click the View Forecast Details link.

“iew Forecast Details

25. | The Absence Forecast Results page indicates that the employee is
ELIGIBLE to take 8 paid hours of Annual Leave Take from their
Annual Leave Take Available Balance.

26. | Click the Return to Absence Request link.
|%etLrﬂ to Absence Request

27. | Click the Submit button.
| Submit |

28. | To submit the absence request,
Click the Yes button.
| Ves |

29. | Click the OK button.

30. | After submission, the absence request is routed to the
employee's Manager for approval.

31. | Click the Home link.
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Favorites ¥ | Main Menu v

# Home | Signout [l
% CONNECT
(o
My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
Exteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[II CONNECTed - Training Materials = HR CONNECTION - ISSUE 1 Name. Descr Phone
t > Wekcome fo HR CONNECTion -  monfhly information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the latest happenings in the Judicary’s
R Phone Diectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
consistent communication channel to inform Judiciary Pitt Brad T DCrAnne Arundel Cnty Commissio 4105550999 | (=
Gentral Payroll Online Serv employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
e HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts g‘ ) The CONNECT project wil launch in January 2016. Now is
the perfect tme 10 focus on the education you will need to
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
S location fairs designed to supplement formal training. There
will aiso be prerequisie courses to provide employees with

i Ty By the knowledge and skills they may need prior to taking a

; CONNECTed course.
w oA Fees
= Feed
& (CONNECTed
~ CONNECTed Job Aids 2 o~
) Reach out 10 CONNECTorat yourlocation ®
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavelAbsence Request
O Guanensppekn o1 ’/ ‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Step | Action [\ [o] {1

32. | Click the Sign out link.

33. | You have completed the Request Time Off with Balance
Forecasting - Annual Leave topic.
End of Procedure.

12_21_15_Request Future Time Off - Commissioner with Holiday and Weekend

In this topic we demonstrate how a commissioner would use the Absence Request form to
submit a request for time off during a holiday and weekend. The functionality is tied to your
schedule and therefore only if you are scheduled to work over the holiday and/or weekend will
the system allow you to submit an absence request for either of those dates. The system will
automatically input the total amount of hours a day per your schedule. If you are scheduled for
8 hour days, the system will only allow for a maximum of 8 hour days off. In the same way it will
add multiple days accordingly: two days off = 16 hours.

=

-

Request Absence

WILLIAM WILHELM

*Start Da

Ena Dan
Fiee oy Type (e
“Aierce
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Procedure

In this topic, a Commissioner will submit an absence request that includes a holiday and a
weekend.

Favorites ¥ | MainMenu # Home | Signout [isl
% CONNECT
o
My Page My HR Company Directory Learning Dashboard | %
Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Deser Phone
Wekcome to HR CONNECTion - a monthy nformation Cloucker Kt R G 1GEGIL GNTY COURTHOUSE 410585999
R, Phone Diectory resource on the latest happenings in the Judiciary’s idesismauaban A Pleteiadl ekl A kisninia
Department of Human Resources (HR). Our goal: provide a orter,Jane ! = 3
CDHS‘WS‘EHL :nénm‘up \ca}:\%ﬂ c'nann?\ o Vﬁ‘fv\ J:lﬂ\(\ﬂr/ PittBrad T DC/Anne Arundel Cnty Commissio 4105550099 | | =
Central Payrall Onine emplayees about key HR informaton. While stories may
@ entral Payroll Online Service include broad HR news and updates, most stories will focus Hood,RobinL  DC/Charles Cnty Clerk 4105550999

[ECT as we lead up 1o the January 2016 faunch of
[® state Payrol Forms that project.
HR CONNECTION - ISSUE 2
“The CONNECT project will launch in January 2016. Now s
the perfec time to focus on the educaion you will need to
be able to successfully use CONNECT. Therefore, we would
fike: you to meet CONNECTed_ CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on-
locaion Tairs esigned to supplement formal taining. There
will 2150 b prerequiste COurses o provide empioyees wih L
the knowledge and sill they may need prior o taking a

O —

B Health Benefits Forms

o sty ey
w ot Feed
= (( Feed
& CONNECTed -
~ CONNECTed Job Aids c ev
} Reach out to a CONNECTor at your location =
ui CONNECTor e Cancel a LeavelAbsence Request
@ i Cancel a Leave/Absence Request
Submit a Leave/Absence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =

Action

1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
Request

3. When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.
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TRAMIKIG LIER NET

Request Absence

WILLIAM WILHELM

Enter Start D test of the required

or save for later your request.

Aftach Dosumentation

Step ‘ Action Notes

4, Click the Choose a date button.
=

5. Click the drop-down list for months.

6. Click the December list item.

7. Click 24.

8. Click the Filter by Type drop-down list.
BT V|

9. Click the Annual Leave list item.
[Annual Leave |

10. | Click the Absence Name drop-down list.
| 5elect Absence Name |

11. | Click the Annual Leave Take list item.
[&nnual Leave Taks |

12. | Click the Reason drop-down list.
| Select Absence Reason W

13. | Click the Annual Leave list item.
[Annual Leave |

14. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

15. | Click in the Duration field.
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16. | Enter "24" into the Duration field.

CONNECTed

17. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration I

18. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 24 hours or 3 days.

19. | Click the Forecast Balance button.
| Forecast Balance |

20. | Notice the message confirming you are eligible to submit this
leave request.

21. | Click the Submit button.
| Subrmit |

22. | Click the Yes button to submit.
| Yes |

23. | Click the OK button.

24. | After submission, the absence request is routed to the
employee's Manager for approval.

25. | Click the Home link.

26. | Click the Sign out link.

27. | You have completed the Request Time Off - Commissioner with
Holiday and Weekend topic.
End of Procedure.

12_21 15 Request Future Time Off without Balance Forecasting - Bereavement

Request Time Off without Balance Forecasting - Bereavement. In this topic we demonstrate the
Absence Request using the Bereavement absence name. Bereavement does not carry a balance,
therefore forecasting is not available.
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Favortes *  Main Menu =

Nelo]\ NECT

Request Absence

T Reporting = - A # Homa | Sign out

MICHAEL CHARNASKY

Instructions

‘a0 Apsence Name. T

Absence Detail

*Start Date 3515

End Date 35

Originai Start Date 05

Fier by Type B =
“Absence Name =l
Reason =l
Parisl Days ons =l
Duraty Ho
Comments
Requestor Comments «
GoTo  ViewAbsenc story

Procedure

In this topic, you will request time off for bereavement.

Favorites ¥ | Main Menu ¥ A Home | Signout B
% CONNECT
(o
oryiang Jusiciay
My Page My HR Company Directory Learning Dashboard | %§
Personaiize Content | Layout 2 Help
Extemal Links S 07 | {LCONNECT News c o~ | CONNECTor Contactinformation s o
Tﬂ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — = )
\Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
resource on the [atest happenings in the Judiciary’s
&, Pnone Directory epartment of Human Resources (HR). Our goal provide a | | PorerJane A CC /WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Criy Commissio 410550099 |
Gentral Payroll Oniine S employees about key HR information. While stories may
@ ential Payrol online Senvee include broad HR news and updates, most stories willfocus | | H000.R0binL__ DG/Charles Gy Cierk KT
on CONNECT as we lead up to the January 2016 launch of
[ state Payrol Forms that project

HE CONNECTION _1SSUE 2
“The GONNECT project will Iaunch in January 2016. Now is
the perfect time to focus on the education you will need to
in Health Benefits Forms be able to successfully use CONNECT. Therefore, we would
I i you i meet SONKECTed & S comonaion
ofthe GONNEOT aning toam and e AOG Ecucaton
Diilon, s ah inovaive approath tht ses aiteant
ainig meihods, kg cassroom based, nelorod
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming.and an-
Iocaion fars cesnea o suppiement formal vanng. Thre
il 33 b reruto caurse t powes Smoyess Wi

B Empioyes Healn Benets

. the knowledge and skills they may need prior o taking a
o sty CONNECTa soumse,

w o Feed

w Feed

& (CONNECTed e s s

~ "QONNECTed Job Aids s ov

Reach out 0.2 CONNECTor at your location

Submita LeavesAbsence Request
) [T E—— ’/ Submit a Leave/Absence Reauest
& [ 1 Submit a Leave/Absence Request
= /™ UEILD NECSK |

Action

1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
Egeq uest

3. When submitting an absence request from the Request Absence

page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.
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Request Absence

MICHAEL CHARNASKY

» Administrative Commr
Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields befare submiting or save for later your request.

Absence Detail (7

“start Date (182772015 _ |5 View Monthly Schedule
Attach Documentation
Filter by Type [All =]

*Absence Name |Select Absence Name =]

Comments

Requestor Comments.

GoTo View Absence Request History View Absence Balances

* Required Field

Step @ Action [\ [o] {1

4. Double-click in the Start Date field.
5. To clear the field,
Press [Backspace].
6. Enter "09/15/2015" into the Start Date field.
7. Click the Filter by Type drop-down list.
[l 3|
8. Click the Filter by Type drop-down list.
| I | - |
9. Click the Bereavement list item.
[Bereavement |
10. | Click the Absence Name drop-down list.
| Select Absence Name B3
11. | Click the Bereavement Leave Take list item.
[Bereavement Leave Take |
12. | Click the Reason drop-down list.
| Select Absence Reason E“
13. | Click the Death in Family list item.
[Death in Family |
14. | Click in the Duration field.
15. | Enter "24" into the Duration field.
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16. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

CONNECTed

TR A IKIG LIER N

17. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 24 hours or 3 days.

18. | Click the Vertical scrollbar to move down the page.

19. | Click the Submit button.
| Submit |

20. | To acknowledge the message for documentation, click
the OK button.

21. | To submit the absence request, click the Yes button.
| Yes |

22. | Click the OK button.

23. | After submission, the absence request is routed to the
employee's Manager for approval.

24. | Click the Home link.

Favorites > | Main Menu ~ # Home | signout [
% CONNECT
v
oryiang Jusiciay
My Page My HR Company Directory Learning Dashboard | %§
Personaiize Content | Layout ? Hep
External Links S 07 | {LCONNECT News s ov | [CONNECTor Contactinformation s -
Tﬂ CONNECTed - Training Materials ey HR CONNECTION -ISSUE 1 — = —
b \Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
resource on the latest happenings in the Judiciary’s
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PoerJane A CC /WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary Pitt Brad T DCrAnne Arundel Cnty Commissio 4105550999 | (=
Gentral Payrall Online Serv employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.
e HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts g‘ ) The CONNECT project wil launch in January 2016. Now is
the pertect tme to focus on the education you wil need to
P2 e able to successiully use erefore, we wouid
1B Health Benefits Forms tike you to meet CONNECTed. CONNECTed, a combination

of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led

. NEED ASSISTANCE? s e

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with 4
. the knowledge and skills they may need prior to taking a
VisitTaining Ubrary NN s

“CONNECTed o

View Al Arites and Sections

STEP 1

CONNECTed Job Aids s o~
Reach out to a CONNECTor at your location b

CON N ECT / Cancel a Leave/Absence Request

‘Submit a LeavelAbsence Request
O Comameriapoek 0z s [ Submita Leaverabsance Request
i 1 ‘Submit a Leave/Apsence Request
=

[
/™ WEID DESK |

Step | Action

25. | Click the Sign out link.
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Action

26. | You have completed the Request Time Off without Balance
Forecasting - Bereavement topic.
End of Procedure.

12_21_15_Request Future Time Off - Insufficient Balance

This topic, Request Time Off - Insufficient Balance, demonstrate how the system will not allow
you to submit an absence request if you do not have or will not earn sufficient balance to cover
it. Forecasting is a feature that allows to calculate the leave to be earned in the future. Itis a
great tool for planning leave and requesting time off for a future date.

Mo Mo >

5 CONNECT

Request Absence

MICHAEL CHARNASKY

BEEE

blnce s camed Please scjust
5 o e fukee

LTI

Procedure

In this topic, you will attempt to request time off without having a sufficient leave balance.

Favorites > | Main Menu ~ # Home | signout [
% CONNECT
(o
acyiang juiciary
My Page My HR Company Directory Leamning Dashboard | %§
Personaiize Content | Layout ? Hep
Extemal Links S 07 | | (LCONNECT News c o~ | CONNECTor Contact information S ov
TE CONNECTed - Training Materials ooy R CONNECTION -ISSUE 1 — = )
b \Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
resource on the latest happenings in the Judiciary’s
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC /WASHINGTON CNTY COURTHOUS 4105550999
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Criy Commissio 410550099 |
Gentral Payroll Oniine S employees about key HR information. While stories may
@ enlal Fayroll oniine senvee include broad HR news and updates, most stories willfocus | | H000.R0binL__ DG/Charles Gy Cierk KT
on CONNECT as we lead up to the January 2016 launch of
[ state Payrol Forms that project
e HR CONNECTION - ISSUE 2
B Empioyes Healn Benets g‘ =) The GONNECT project wil launch in January 2016. Now is
the pertect tme to focus on the education you wil need to
[ JE— De able to successfully use CONNECT. Therefore, we would
1B Health Benefits Forms Tike you to meet CONNECTed. CONNECTed, a combination

of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different

B neep assisTance? I

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with 4
the knowledge and skills they may need prior to taking a

VisitTraining Ubrary CONNECTed course.

CONNECTed -

-
[
w
=
1) View Al Arites and Sections

CONNECTed Job Aids s o~

w CONNECT. \ Cancel a Leave/Absence Request

‘Submit a Leave/Absence Request
w 1 Submit a Leave/Absence Request
=

[
/™ UEID NECSK |
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1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
Request

3. When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.

Request Absence

MICHAEL CHARNASKY
D | sorviiie conne

ructions
Enter Start Date and st of the required ‘sawe for ater your request

*Start Date 08277201 |5

Fillr by Type A1 =
*Absence Name [Sefct Absence ame =

Requestor Comme s ¢

®o0%

Step @ Action [\ [o] {=1

4, Double-click in the Start Date field.

5. To clear the field,
Press [Backspace].

6. Enter "09/15/2015" into the Start Date field.

7. Click the Filter by Type drop-down list.
[ =]
8. Click the Personal Day list item.

9. Click the Absence Name drop-down list.
[ Select Absence Name [=]
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10. | Click the Personal Leave Take list item.

Personal Leave Take

11. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

12. | Click the Reason drop-down list.

|5-.':|EI!'. Absence Reason Ell

13. | Click the Personal Day list item.

14. | If applicable, you can attach documentation to support your
request.

For this example, do not attach a document.

15. | Click in the Duration field.

L]

16. | Enter "80" into the Duration field.

17. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

18. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 80 hours or 10 days.

19. | Click the Submit button.
| Submit |

20. | Notice the message indicating you must forecast your balance
before submitting the request.

21. | Click the Forecast Balance button.
| Forecast Balance |

22. | This message is confirming the employee does not have enough
leave to submit the absence request.

23. | Click the View Forecast Details link.

View Forecast Zletails!

24. | The Absence Forecast Results page indicates that the employee is
INELIGIBLE to take 80 paid hours of Personal Leave Take. The
employee only has 48 paid hours available.
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25. | Click the Return to Absence Request link.
| Return to Absence Request |

26. | Click the Home link.

27. | Since the request was not able to be completed,
click the No button to discard the request.

Favorites ¥ | Main Menu v

# Home | signout [
% CONNECT
pe
MscyiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s ov
[3' CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 = = )
&J o o o ommaten Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a Porter,jane A CC/WASHINGTON CNTY COURTHOUS 4105550099 | |
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550000 | |=
Gentral Payroll Online Serv employees about key HR information. While stories m:
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of

(@ state Payrol Forms that project.
o HR CONNECTION . ISSUE 2
2% Empioyes Healn Benerts g‘ ") The GONNEGT project wil launch in January 2016. Now is
the pertect tme t0 focus on the education you wil need to
[ De bl to successully use CONNECT. Therefore, we would
1B Health Benefits Forms

I ou 1 et SONKECTed, CONNECTet 8 compinaion
ofthe GONNEOT saning toam and e AOG Ecucaton
Diiion, s a1 inovaie aparosch tht ses aferent
ainig mefhods, kg cassroom based, nueloriod
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming.and an-
iocaion fars cesnea o suppiement formal vanng. Thre
wiill also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

~ VsitTaiing brry e Koedoe and o
a
w e Feed
= Feed
& (CONNECTed
HCONNECTed Job Aids s o
Reach out to a CONNECTor at your location hai
CONNECT. \ Cancel a LeavelAbsence Request
‘Submit a LeavesAbsence Request

| ConnactineHep besk (102601114 ’/ Submit a Leave/Absence Request
& | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Step @ Action [\ [o] {=1

28. | Click the Sign out link.

29. | You have completed the Request Time Off - Insufficient Balance
topic.
End of Procedure.

12_21_15_Modify a Saved Absence Request

In this topic we demonstrate how to Modify a Saved Absence Request. Note this topic is based
on a request submitted through the Absence Request page (not the timesheet). Only requests
that have been 'saved for later' or 'pushed back' by the manager will appear in the Absence
Request History with an active edit button.
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SeitServee ~ ‘Absence Request Hetory

DAVID WARNICK

rough dstes blask snc seect the Rebesh bufion Select the absence
From 0602 5 Thiough l Retresn

Absence Reques! History Personize | Find [view M |} B i .

Arveat Lesve Tokn e pAMI0YS  1n01S Hows Empiyen Absar e

Procedure

In this topic, you will make changes to a saved absence

Favorites

Main Menu v

% CONNECT

My Page My HR Manager Dashboard Company Directory
[ s ov
Qo External Links S o

CONNECTed - Training Materials Y

&, Phone Directory

@ state Payron Forms

Feed

[ —

1B Heatn Benefits Forms

B neep AssisTance?

VisitTaining brary

CONNECTed

a
w
=
1)

Reach outto 2 CONNECTor at your location

CONNECTor

198

Contact the Parallel Help Desk (410) 2606550

& HELP DESK |

[~E~E-EEh B

STEP 3

“(-*CONNECT News c

CONNECTed Job Aids o

Learning Dashboard | %

How To Check Intemet Explorer Version

Because the oniine training will only work with Intemet
Explorer 9 or older, we have provided the following
instructions on how to check which version of Intemet
Explorer you are using. If your version of Intemet Explorer is
newer than v8, please contact the JIS Service Desk for IES
orto request a downioad of the Google Chrame web

View Al Aricles and Sections

(32
Partial Absence Request

‘Submita Partial Day Absence Request

View Leave/Absence Balance

Navigation to view your leave/absence balance.

View Leave/Absence History

Navigation to view all the leavelabsence requests.

Submitan L the Timesheet

Use the Absence tab in the Timesheet page to submit your
leave request

Cancel LeavelAbsence Request

Use the Absence Tab in the Timeshest page to canceliedit
your leave request.

‘Submit Leave/Absence Request

Request time off using the Absence Request page

TRAINING GUIDE
CONNECT Employee Self Service

request.

| signout [l

Personaiize Content | Layout 7 Hei
CONNECTor Contact Information S o~
Name e Phone
PARKERALECIAA o commerce B 1020
SHAAK CHRISTINAM =
AKERS ALLSONE e Commerer e
STANSBURY,BRENDAA =
SEVILLASOMOZALORENA 200 Commerce Pk 410260
LINDSEY,DAWNE D e Alkgany o
MAYNARD,CATHERINEA  CC Alegany e
EARLY,KIMBERLE A CC Anne Arundel pi
DILLARDWOODYKRISE  GC Anne Arundel e
ARNOLD.DOUGLAS B GC Anne Arundel e
MCCREADY, DENISE D CoBaGIy-East  spenT
ALEXANDER LAVINIA G CC Balt Ciy - East e
MURFHY,SANDRA J comanciy-East Ao
MCCOMAS,LORETTAL co Batimore County 419857
ENSOR.JULIEL CC Battimore County 41027
nOVEL DT 0 Botioneve Cory 10887 if

Action

1. Click the Main Menu button.

Main Menu

Click the HCM Systems menu.

3 HCM Systems

3 Click the Self Service menu.

3  self Service

Click the Time Reporting menu.

3  Time Reporting
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Step ‘ Action Notes

5. Click the View Time menu.
L view Time »

6. Click the Absence Request History menu.

Ij Abszence Reguest History

7. The Absence Request History page will pull up absence requests
within a 6 month time frame. You can change the dates in the
From and Through calendar fields.

8. Notice the Status is Saved for the highlighted absence. You are
not able to edit requests that have already been submitted from
this page.

3 coNN‘EST-iT

Absence Request History
DAVID WARNICK

o | cout cen

nnnnnnnnnn

Annual Leave Take  Saved 0132015 10132015 8 Hours Employee Absence Request Edt

Personsl Leave Take  Submitied 09252015 0UZSZOS 8 Hous Employee Absence Request

Accident Leave Take  Submitied U205 0U22201S 16 Hours Mansger Timeshest

Step ‘ Action Notes

9. Click the Edit button for the saved request.
Edit

10. | For this example, we are changing the Start Date which will also
change the Duration.

Double-click in the Start Date field.

11. | To clear the field,
Press [Backspace].

12. | Enter "10/09/2015" into the Start Date field.

13. | Double-click in the Duration field.
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14. | To clear the field,
Press [Backspace].

15. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration

16. | Click the Forecast Balance button.
| Forecast Balance |

17. | This message is confirming the employee has enough leave to
submit the absence request.

18. | Click the Vertical scrollbar to move down the page.

19. | Click the Submit button.
| Submit |

20. | Click the Yes button.
L Yes ]

21. | Click the OK button.

22. | After submission, the absence request Status changes from
Saved For Later to Submitted and is routed to the employee's
Manager for approval.

23. | Click the Home link.

Favorites ¥ Main Menu ¥

% CONNECT

Employee Expiring Licenses S o~ | [E Announcements S ov

Expiration Date = CONNECT Oniine Training
0802015
[5# my Expiration Dates e ov
e Direct S ov
D Descripton EndDwe  DaystoEndDate sag ComPany Directory °
Seatch by Name, Job Tite, Department,or Emai
®

7 My Org Chart Advanced Search

Step @ Action

24. | Click the Sign out link.

sifqn out
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Step | Action

25. | You have completed the Modify a Saved Absence Request topic.
End of Procedure.

12_21_15_Modify an Absence Request from Timesheet

In this topic we Modify an Absence Request from the Timesheet. Once an absence request has
been created in the timesheet and either 'saved for later' or 'submitted’ you will go back to the
timesheet to modify it.

+» CONNECT

Timesheet

Ea
Freos Perod  Next Pancd
Reportod Hours &

From Wednesday 031012015 to Tussday 091152015 ¢

wea o s sum won o Owmss  Overnmetemp  busiess

= w1 iz o e e Romwon  Time Uit

Save fo Later Submi Aol s
a = z Absence
et Dse e ounson W pete s pr—r— sonres Conca Ean

050152015 3§ (080162015 (Bereaveimen Leave[] | Deaih i Famiy = 600 Hous  Detais Approved  Approval Monor
Absance Entitlsmant Balances Parsonaics | £

Procedure

In this topic, you will make changes to a previously submitted absence request from an elapsed
timesheet.

Favores = | MainMenu v £ Home | Signout [
% CONNECT
(o
MocsiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§
Personalize Content | Layout 2 Help
Exteral Links S 0% | {LCONNECT News s o~ | [CONNECTor Contactinformation s o~
Tﬂ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = — e
b \Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
fesource on the latest happenings in the Judiciary’s
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PoerJane A CC /WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary Pitt,Brad T DCrAnne Arundel Cnty Commissio 4105550999 | |
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.
HR CONNECTION - ISUE 2
“The CONNECT project wil launch in January 2016. Now s
the pertect tme to focus on the education you wil need to
B ol Bencits Forms be able to successfully use CONNECT. Therefore, we would
i tike you to meet CONNECTed. CONNECTed, a combination
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Carses oning Vet hased ¥amng (- eIty 200 o
location fais designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior o taking a

2 Empioyes Heain Benerts

bl B ld CONNECTed course
w oA Feed
o Feed
5 (CONNECTed i s s
~ CONNECTed Job Aids 2 o~
Y Reachoutto 2 CONNECTorat youlocation b
ui CONNECTor v Cancel a Leave/Absence Request
0 = Cancel a LeavelAbsence Request
‘Submit a LeaverAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /R HWEID DESK | -
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1.

Click the My HR tab.
My HR

Click the Timesheet link.

For this example, you are editing an absence request submitted
for the week of 9/9/2015. Notice Tue 9/15 already has the
approved absence posted.

Favorites ¥ MainMenu ~ Self Senvice ¥ > Time Reporting ¥ Report Time ¥ Timesheet 4 Home | Sign out

3. CONNECT

Timesheet

Employes ID 000000354

Empl Record 0
Actions ~ Earliest Change Date 0772272015
Select Another Timesheet
“View By Previous Period  Next Period
*Date 091092015 | e
Reported Hours 8.0

From Wednesday 09/09/2015 to Tuesday 09/1572015 (7

Wed Thu Fri sat sun Mon Tue . Overide  Overtime/Comp

o 9110 9t a2 9013 9014 915, L [(LOE e Reason  Time
a0 8.0 BRVPD - Bereavement

Save for Later Submit Apply Rules.

Reported Time Status || Summary || Leave / Compensatory Time || Absence || Exceptions

Reported Time Status Personalize | Find | &1 | B} 1011
Date Reported Status Total TRC Description Comments
08152015 Approved 20BRVPD Bereavement

Request Absence
Seff Senvice

Time Reporting

New Window | Heip | B

Step  Action Notes

4.

Click the Absence tab.

Absence

Click the Edit button.

Once you click the Edit button, the Absence Event details become
available for changes. You can change the Start Date, End Date,
Absence Name, Reason, and Duration.

To edit any of the details for the absence event - especially if you
are changing the duration - use the Details page.

Click the Details link.

Page 127




TRAINING GUIDE
CONNECT Employee Self Service

Time Reporting Report Time Timesheet

SS Create Absence Req

Absence Event Details

MICHAEL CHARNASKY

Administrative Commr

Actions~ - ‘

Select Another Timesheet]
~View Instructions

D

Absence Detail (2
From Wednesday 09/09/20/

*Start Date 0811572015 |5
Wed ™

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before retuming to the Timesheet page.

View Monthly Schedule

Comp  Business
o o Unit
End Date [09/162015 | Attach Documentation
Original Start Date [09/15/2015 |5 R
Save for Later Filter by Type Al =
— -Absence Name Bereavement Loave Take =)
Reason | Death in Family =]
7 Personal
Absence Events (7 Partial Days [Nons = ersonalize | (2
Absence Take
Duration 16.00 Hours
“StartDate  EndDate Edit
Calculate End Date or Duration
0ar15/2015 |[5) [09/16/2015 Ed
Comments
o hlgzence Event Reporter Comments: €
Absence Entitlement Bal} <
< i D

CONNECTed

TR A IKIG LIER N

& Home | Signout

w Window | Help | B <]

i

Step | Action [\ [o] {1

8. Double-click in the End Date field.

09162015

9. To clear the field,
Press [Backspace].

10. | Change the date range from 2 days to 1 day.

Enter "09/15/2015" into the End Date field.

11. | Change the absence name (type).

Click the Absence Name drop-down list.
| Bereavemnent Leave Take E“

12. | Click the Admin Leave Take list item.
[Admin Leave Take |
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Favorites Main Menu Seff

ce Time Reporting Report Time Timesheet

ce A Home Sign out
¥y C O N r SS Create Absence Req

Absence Event Details w Window | Help | &5 -|
Timesheet MC
Adminisirative Commr
Adminisi
Actions ~
Select Another Timesheet]
~Viewpy| | ¥ Instructions
= Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before retuming to the Timesheet page.
Message L
Absence Detail (2, L =
From Wednesday 09/09/20
Wed The The absence name was changed. Some detailed information associated with the modified absence name will be IComp Business
B cleared. Would like you to continue? ==
MDJUD
G Yes No
—
K [AdminLeave Take___|
T avsence e SN 7
Reason | Death in Family. [~]
7 Personai 4
Shaonce Dvons PartalDaysfiore [ eotn |2
Absence Take
Duration 16.00 Hours
“StartDate  EndDate [ -
[ Calculate End Date or Duration ]
00152015 |5 (090162015 Edit.
Comments
G Reporter Comments: €
Absence Enti Balance: FOTSOTaZE [ & <
< . D

13.

This message is alerting you that a change has been made to the
absence.

Click the Yes button.

Main Menu Seff Senvice

ce Time Reporting Report Time. Timesheet & Home Sign out
SS Create Absence Req

Absence Event Details w Window | Help | B -]
L
@ | sreane comme

Actions~ _‘

Select Another Timesheet]

“Viewsy| |  Instructions
spatd £ Stat Date, End Date, and Absence Name. Then complete the rest o the requited fields before retuming o the Timesho page
Absence Detail (2. 3
From Wednesday 09/09/20/ POy — =
e = ate B View Monthly Schedule e —
o o Unit
End Date 9152015 | Attach Documentation
Filter by Type [Al = MDJUD

“Absence Name Admin Leave Take =

— Reason Select Absence Reason =)

Partial Days [None. =]
7 Personal 4

Absence Events Duration e ersonalize | (2

Absence Take

Calculate End Date or Duration
“StartDate  EndDate Edit
Dart52015 |5 [oarterzots | Comments Edit
Reporter Comments: <
Absence Enti | <
< . D

Step @ Action

14. | Click the Reason drop-down list.
|Select Absence Reason E"

15. | Click the Other list item.
[Other |
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16. | Since you provided the Start Date and End Date, use the button
to calculate the Duration.

The system will automatically populate the amount of hours
based on the total hours per day an employee is scheduled for.

Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

17. | Click the Vertical scrollbar to move down the page.

18. | If applicable, use the comments box below for any additional
information you need to provide to your manager.

19. | Click the OK button.

20. | The changes made to the absence request (End Date, Absence
Name, and Duration) are reflected below.

Favorites ¥ Main Menu ¥ Self Service v Time Reporting Report Time v Timesheet
+- CONNEC

Timesheet

A tome | Sign out

New Window | Help | = |

MICHAEL CHARNASKY Employee ID 000000354
Adr

Empl Record 0

Actions~ Earliest Change Date 07/2212015
Select Another Timesheet

“View By Previous Period  Next Period
“Date 0910872015 |5}
Reported Hours 50
From Wednesday 09/09/2015 to Tuesday 09/1572015 (%
Wed T i sat Sun Mon Tue . Ovemide  OvertimelComp  Business
L1 910 914 92 13 14 M5 jLoiEine Reporing |Codc) Reason Time Unit

20 2.0BRVPD - Bereavement MDJUD
Save for Later Submit Apply Rules

Reported Time Status || Summary || Leave Compensatory Time || Absence | Exceptions

Absence Events (2
Absence Take

Personalize |

“Start Date End Date Absence Name Reason Duration UM petails Status

Approval Monitor Source Cancel  Edit
3 oo
Manager
0571512015 [ (0911512015 |5} [Admin Leave Take [=] [Other = 300 Hours  Detais Aproved  Approval Moritor Absence B
Request
Absence Entitlement Balances Personalize | (1)

Step @ Action

21. | Click the Submit button.
Submit
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Favorites Main Menu

Timesheet
Submit Confirmation

New Window | Help | B

¥ 1 submitvas successtu
Time for the Time Period of 2015-09-09 to 2015-09-15 iis submitted

Message

Documentation may be required, per polcy. (230004

oK

Step @ Action [\ [o] {1

22. | This message is alerting you that documentation may be required
to support this absence request.

Click the OK button.
OK

23. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
24. | Click the OK button.

25. | After the changes were submitted, the Status changes from
Approved to Needs Approval.

26. | Click the Home link.
#& Home
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Favorites ¥ | MainMenu v # Home | Signout [l
% CONNECT
v
My Page My HR Company Directory Learning Dashboard | %¥
Personaiize Content | Layout ? Hep
External Links S o7 | {)CONNECT News ¢ o~ | [CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Descr Phone.
\Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CG / CECIL CNTY COURTHOUSE 4105559999
resource on the latest happenings in the Judicary’s
L. Pnone Dieectory Department of Human Resources (LR). Our goal. provide a | | PorterJane A CC /WASHINGTON CNTY COURTHOUS 4105550999
consistent communication channel to inform Judiciary Pitt,Brad T DCfAnne Arundel Cnty Commissio 4105550099 | |=
Gentral Payroll Oniine S employees about key HR information. While stories may
@ entral Payroll Online Senvice include broad HR news and updates, most stories il focus | | 1999R0PInL _ DC/Charles Cny Clerkc A

on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISSUE 2
“The CONNECT project willlaunch in January 2016, Now s
the perfect time to focus on the ecucation you will need to
B ol Bencits Forms e able to successfully use erefore, we vioud
| tike You 1o meet CONNECTed. CONNECTe, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Carses oning Vet hased ¥amng (- eIty 200 o
location fairs Gesigned to supplement formal taining. There
vl also be prerequisite courses to provide employess with L
the knowledge and skils they may need prior o taking 2

2 Empioyes Heain Benerts

o sy CONNECTed course
w e Feed
[0 Feed
5 (CONNECTed i s s
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /R HUEID DECK | -

Step | Action

27. | Click the Sign out link.
Sign out

28. | You have completed the Modify an Absence Request from
Timesheet topic.
End of Procedure.

12_21 15 View Absence Balances

Through Employee Self Service you will have access to view your absence balance. This page
does not include Comp Time balance. A separate topic covers how to access the comp time
balance. This page only provides leave balances that are accrued.
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Favorites ~ Main Menu ~ Self Service ™ Time Reporiing ~ View Time ¥ Absence Balances

< CONNEC

Maryland Judiciary

View Absence Balances

Marti Robinson

J HR Manager Il

Instructions

“iew current absence entitliement balances. Current balances do not reflect absence requests that have not been
processed by payroll. For more details please contact your absence administrator.

Absence Entitlement Balances Personalize | (7]
Current Balances

Entitlement Name Balance as of 01/20/2015
Personal Leave Available Bal 40.00 Hours
Annual Leave Available Balance 100.00 Hours
Military Activity Availabl Bal 120.00 Hours
Sick Leave Available Balance 200.00 Hours
FMLA Available Balance 450.00 Hours
GoTo Forecast Balance

Procedure

In this topic, you will view your current absence balances.

Favorites ¥ Main Menu ~ A Home Signout kel
% CONNECT
7
acyiand Judiciany
My Page My HR Company Directory Leamning Dashboard | %§
Personaiize Content | Layout ? Hep
Extemal Links S 0% (LCONNECT News c o~ | CONNECTor Contact information s o~
¢! connecTed- Trainig Materals y  HR CONNECTION - ISSUE 1 = = Phone
b \Wetcomelo HR CONNECTIon - 2 monthly Miormation Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105559999
<. Prone Drectoy resource on the latest happenings in the Judicary’s P o T e N O TS it
Department of Human Resources (HR). Our goal: provide a orter,Jane W 5
consistent communication channe to inform Judiciary PittBradT  DC/Anne Arundel Crty Commissio 4105550000 | |=
@ Central Payroll Oniine Service cmployecs about key HR information. Whike stores ey Hood Robin L DG/Gharles Cnly Clerk 4105559999

include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
[ state Payrol Forms that project
HR CONNECTION - SSUE 2
“The GONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to
De able to successfully use CONNECT. Therefore, we would
fie y0u to meet CONNECTed. CONNEGTed, a combination
ofthe CONNECT fraining team and the AO Education
Divison, is an innovative approach that uses ifferent
raining methods, including classroom-based, Insructor-ed
NEED ASSISTANCE? Courses, oline Veb-based raning (o earing) and on-
location fars designed o supplement formal training. There
will also be prerequisite courses to provide employees with =
the knowledge and skills they may need prior to taking a
'CONNECTed course.

B Empioyes Healn Benets

1B Health Benefits Forms

5  TCONNECTed -

View Al Arites and Sections

CONNECTed Job Aids s o~
Reach out to a CONNECTor at your location hai

‘Submit a Leave/Absence Request
B | ommmminmin  § [ p——
i | 1 Submit a Leave/Absence Request
=

/™ UEID NECSK |

1. | Click the My HR tab.

My HR

2. Click the Absence Balance link.

Absence
Balances
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Action
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3.

You can view your current balances by absence type.

4.

It will also indicate the "Balance as of..." date. This shows the
latest information. The balances are updated every pay period.

Favortes ~  Main Menu Seff Service ¥ Time Reporting

v~ CONNECT

View Absence Balances

S
-

Instructions
\iew cument absence entilement balances.

Marti Robinson
HR Manager Il

View Time ~

Absence Balances

@
processed by payroll For more details please contact your absence adminisirator

Absence Entitlement Balances

Gurrent Balancos | ()

Entitement ame Batance asofot202015
Personsl Leave Avsibe a1 4000 Hours

Anmusl Leave Availsle Balance 100.00 Hours

Military Activity Availabl Bal 120.00 Hours.

Sk Leave Avaiabl Selance 200,00 Hours:

FULA Avaiable Balance 450,00 Hours

GoTo  Forscast Balance

not been

Personaiize | (3

Sign out

Action

Click the Home link.

Favorites ¥ | Main Menu v

< CONNECT

My Page

Company Directory

External Links S ov

CONNECTed - Training Materials

{,  Phone Directory

@ seerarorroms
B Empioyes Healn Benets

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

“CONNECTed

-
[
w
=
1)

Reach out 0.2 CONNECTor at your location

CONNECT

Contactthe Help Desk (410) 260-1114

/™ UEILD NECSK |

Learing Dashboard

(-+CONNECT News =

Fee

View Al Arives and Sections

{CONNECTed Job Aids -]

*

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
epartment of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The GONNEGT projest will launch in January 2016. Nowis
the perfest tme to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you ECTed. C acombination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, oniine Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will aiso be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Cancel a Leave/Absence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request

Submit a Leave/Absence Request

# Home

Personaiize Content | Layout

CONNECTor Contact Information

Name Deser
Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE
Porter,Jane A
PittBrad T

Hood,Robin L

DCrAnne Arundel Cnty Commissio
DC/Charles Cnty Clerk

CC / WASHINGTON CNTY COURTHOUS 4105553099

Sign out

Phone
4105559999

4105550999
4105559999
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6. Click the Sign out link.

Sign out

7. | You have completed the View Absence Balances topic.
End of Procedure.

12_21_15_View Absence History

The View Absence Balances History provides you with a historical view of all the absences you
have requested.

Procedure

In this topic, you will view your absence request history.

Favortes > | Main Menu ~ # tome | Signou [
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory | | Leaming Dashboard | #§ i
Personaiize Content | Layout 2 Hep
& External Links S @+ | {1CONNECT News © ov |CONNECTor Contact Information S o~
n’zl CONNECTed - Training Materials =Y How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training vill only work with Intemet .
¥ Explorer 9 or oider, we have provided the folowing PARKERALEGIAA Zon Commerce Pl 410260
&, Phone Directory instructions on how to check which version of Intemet o I,
Explorer you are using. IFYour version of Intemet EXDIOTEr S | || gaAAK CHRISTINA M ommerce -
newer than v9, please contact the JIS Service Desk or IES Dive 1737
Central Payroll Online Service or to request a download of the Google Chrome web AKERS ALLISON E 2001 Commerce Pk 4101260-
Dive 1488
[ state Payron Forms Feet S TANSEURY BRENDAA 2001 Commerce Pk 4101260-
L 5
. View A Arcles and Sections Drve 859
B& Empiojes Healtn Benets SEVILLA SOMOZALORENA 20071 Commerce Pk 4101260-
CONNECTed Job Aids c ev Drive 1576
B Heatn Beneits Forms LNDSEY DAWNE o 01777
B Partial Absence Request ! < 5923
0177
‘Submit a Partial Day Absence Request MAYNARD,CATHERINE A CC Allegany 5922
NEED ASSISTANCE? View Leave/Absence Balance EARLY.KIMBERLE A GG Anne Arundel i
- Navigation to view your leave/absence balance ; 410222
P 0 DILLARDWOODYKRISE ~ CC Anne Arundel ey
a View LeavelAbsence History S22
w o, ARNOLD DOUGLAS B C Anne Arundel
£ (CONNECTed T oo
Submitant the Timeshet | | MCCREADY,DENISE D cCBanCiy-East g
~ raesouriocation Use the Absence tab in the Timesheet page fo submit your 7 . 410533
1 Reschoutto  CONNECToratyour ot o ne pse ALEXANDER LAVINIA G CCBalCiy-East 4y
= CONNECTor X Cancel L eavelAbsence Request MURPHY,SANDRA J CC BaltCiy - East e
’ 1 Use the Absence Tab in the Timesheet page to canceledit VT
your leave request. MCCOMAS,LORETTAL. CC Batimore Couny 41057
[ tac the Prall Hetp e
@ | ComectnePuatl elp Deski410) 2606550 Submit Leave/Absence Request e
& [ ENSOR JULIEL GG Balimore County 5107
= @ HELP DESK | 1 | Request tme oft sing he Absence Request page amer
" | DOVE DOTTE S 0 Rakimoce Gty - i
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1. Click the Main Menu button.

Main Menu

2. Click the HCM Systems menu.
L1 HCM Systems 4

CONNECTed

TR A IKIG LIER N

3. Click the Self Service menu.
3 Self Service ¥

4, Click the Time Reporting menu.
1 Time Reporting ¥

5. Click the View Time menu.
L view Time »

6. Click the Absence Request History menu.

Ij Absence Reguest History

7. Notice the From and Through date fields. You can specify any
date range you desire or leave the fields blank to display a
complete history.

If you change the dates, click the Refresh button to update the
display.

8. | You can view the absence request history.

The Status column displays the current status of each request.

Favorites ~ Msin Menu ‘Self Service ¥ Time Reporting ~ View Time ¥ Absence Request History & Home Sign out

> CONNECT

View Absence Balances

Marti Robinson

Instructions

Specify ihe date range of inerest. To retrieve a Refresh button.
name link 10 view request dtais select edit button to modify or Gelete the text

From 061172015 |5 Through 1270572075 |5 Refresn
Absence Request History Personaiize | Find | Viewall| 1| B Fist 4 18078 & Last
Absence Name status StartDate EnaDate Duration Requested By Ean
dmin Leave Take Approved D215 11032015 BHours Employee Absence Request
Annual Leave Take Submited 10092015 10132015 16Hows  Employee Absence Request
Bereavemen tLeave Take  Approved 09302015 08802015 8Hours
Approved 09252015 08252015 8Hours
Approved 0O2U015 08220015 16Hous
Submited 0904015 09042015 BHours Employee Timesheet
Approved 0902015 0B032015  BHours Manager Absence Request
Sick Leave Take, Approved 08312015 08312015 BHours Employes Absence Request

®o0% v
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9. Click the Home link.

Home

Favories > | Main Menu # tome | Signout [
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory | | Leaming Dashboard | #§ i
Personaiize Content | Layout 2 Hep
& External Links S @+ | {1CONNECT News © ov |CONNECTor Contact Information S o~
n’zl CONNECTed - Training Materials =Y How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training vill only work with Intemet .
¥ Explorer 9 or oider, we have provided the folowing PARKERALEGIAA Zon Commerce Pl 410260
&, Phone Directory instructions on how to check which version of Intemet o I,
Explorer you are using. IFYour version of Intemet EXDIOTEr S | || gaAAK CHRISTINA M ommerce -
@ Centra Payrat Onine Servee newer than v9, please contact the JIS Service Desk or IES Dive 173
orto request a downioad of the Google Chrome web -
0 g AKERS ALLISON & 2001 Commerce Pk 410260
State Payroll Forms oo .
E] v — STANSBURY,BRENDAA AEnEDis I
. View A Arcles and Sections °
B& Empiojes Healtn Benets : SEVILLA SOMOZALORENA 20071 Commerce Pk 4101260-
CONNECTed Job Aids c ev o 1576
B Health Benefits Forms ¥ DA
B e mosevommes  comemy
01777
‘Submit a Partial Day Absence Request MAYNARD,CATHERINE A CC Allegany 5922
NEED ASSISTANCE? View Leave/Absence Balance EARLY KIMBERLE A GC Anne Arundel i
- Navigation to view your leave/absence balance ; 410222
P 0 DILLARDWOODYKRISE ~ CC Anne Arundel |
a View LeavelAbsence History S22
w o, ARNOLD DOUGLAS B C Anne Arundel
£ “CONNECTed T o
- . .
Submitant the Timeshet | | MCCREADY,DENISE D CCBaRCH-East  gro
~ raesouriocation Use the Absence tab in the Timesheet page fo submit your 7 . 410533
1 Reschoutto  CONNECToratyour ot o ne pse ALEXANDER LAVINIA G CoBalCly-East 1o
= CONNECTor X Cancel L eavelAbsence Request MURPHY,SANDRA J CC BaltCiy - East e
’ 1 Use the Absence Tab in the Timesheet page to canceledit VT
your leave request. MCCOMAS,LORETTAL. CC Batimore Couny 41057
[ tac the Prall Hetp e
@ | ComectnePuatl elp Deski410) 2606550 Submit Leave/Absence Request e
& [ ENSOR JULIEL GG Baltmore County 53
= @ HELP DESK | 1 | Request tme oft sing he Absence Request page amer
n | DOVE DOTTE S 0 Rt Gty - i

Action

10. | Click the Sign out link.
Sign out

11. | You have completed the View Absence History topic.
End of Procedure.

12_21 15_Leave Balance Forecasting

In this topic, you will forecast the amount of leave available for a specific date prior to
submitting an absence request.

Forecast Balance

As or Date 10

Fiter by Type Anal

& &

‘apsence

Aol Lo Tk Cumrend Betanca 100

Complesed Succassiuy!
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Procedure

In this topic, you will forecast the amount of leave available for a specific date prior to
submitting an absence request.

Favories ™ Main Menu ¥

% CONNECT

4 Home | Signout

My Page Company Directory Learning Dashboard | %
Personaiize Content | Layout 2 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Descr Phone
\Weicome to HR CONNECTIon - 2 monthly information Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105559999 |
g Phone Directory resource on the latest happenings in the Judiciary’s ToE e e AT o Gl RIS |
Department of Human Resources (HR). Our goal: provide a orter,Jane Y = L
consistent communication channel to inform Judiciary PittBrad T DC/Anne Arundel Cnty Commissio 4105550099 | | =
Central Payroll Online Senvice employees about key HR information. While stories may =
@ V IHEIuﬂE broad HR news and updates, most stories will focus ood Rebi P nCHhaeslClyICleri I

[ECT as we lead up 1o the January 2016 faunch of
[® state Payrol Forms Tatpoect
HR CONNECTION - ISSUE 2
“The CONNECT project will launch in January 2016. Now s
the perfec time to focus on the educaion you will need to
B oan Benetts Fons be able to successfully use CONNECT. Therefore, we would
fike: you to meet CONNECTed_ CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on-
locaion Tairs esigned to supplement formal taining. There
will 2150 b prerequiste COurses o provide empioyees wih
the knowledge and sill they may need prior o taking a

O —

o e edge e
w o Feed
= (( Feed
G CONNECTed e araes s s
@ CONNECTed Job Aids c ev
} Reach out to a CONNECTor at your location =
ui CONNECTor e Cancel a LeavelAbsence Request
@ i Cancel a Leave/Absence Request
‘Submit a L eave/Absence Request
w ‘Submit a Leave/Absence Request
= /A HEL D DESK \ =

Action

1. Click the My HR tab.
My HR

2. Click the Absence Balances link.

Absence
Balances

3. | The View Absence Balances page allows you to view your
available balances by absence type.

Favorites ~  Main Menu ~ SeffSevice ™ > TimeReporing ™ > ViewTime™ ) Absence Balances #& Home  Sign out

- CONNECT

View Absence Balances

DAVID WARNICK
County Clerk

4

Instructions
\iew cument absence entilement balances. not been
ressed o el ot v il plesse como your bscpes sammStain

Absence Entitlement Balances Personaiize | (3]
Current Balances | [F=5

Entitemant Name Baance 5 of 072112015
Personal Leave Avaiable Bal 4200 Hours

Sick Leave Avstable Belance 100.00 Hours:

FMLA Avaisbic Balance 480,00 Hous

Mitary Actity Avala Bol 120.00 Hours

Anmusl Leave Avalable Belance 100.00 Hours
GoTo  Forecast Balance
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4, Click the Forecast Balance link.

Forecast Balance

5. Double-click in the As of Date field.
6. To clear the field,
Press [Backspace].

7. Enter "10/15/2015" into the As of Date field.

8. Click the Filter by Type drop-down list.
L2 [~]

9. Click the Annual Leave list item.

Annual Leave |

10. | Click the Absence Name drop-down list.
| Select Absence Name EI

11. | Click the Annual Leave Take list item.

Annual Leave Take \

12. | Depending on the Absence Name selected, the Current Balance
for the Absence Name will be displayed.

For example, Accident Leave Take will not display a current
available balance.

13. | Click the Forecast Balance button.
| Forecast Balance |

14. | This message indicates that your forecast was successful.

In the Forecast Balance Details section, you will have
153.76 hours of Annual Leave Take available on 10/15/2015.

15.
Click the Return to View Absence Balances link.
Return o WView Abzence Balances

16. | Click the Home link.

Page 139



TRAINING GUIDE

CONNECT Employee Self Service

Favorites ¥ | Main Menu v

+ CONNECT

My Page My HR Company Directory

External Links

i’ﬂ CONNECTed - Training Materials
{.  Phone Directory

[® state Payrol Forms

2 Empioyes Heain Benerts

1B Health Benefits Forms

B neep AssisTance?

Learning Dashboard

S ev

{-+CONNECT News =

*

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use refore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

~ VsitTaiing brry CONNECTed course
a 3
w oA, Feed
[0 Feed
5 (CONNECTed i s s
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /R HUEID DECK | id

CONNECTed

TR AR WG

# Home |

Sign out

Personalize Content | Layout ? Help

CONNECTor

Contact Information =

Deser
Cloudkicker,Kit R GG / GECIL GNTY COURTHOUSE
Porter,Jane A
PittBrad T

Hood,Rabin L

Phone.
4105559999
CC / WASHINGTON CNTY COURTHOUS 4105559099
DCrAnne Arundel Cnty Commissio 4105550999
DC/Charles Cnty Clerk 4105559999

i

17.

Click the Sign out link.
Sign out

18.
End of Procedure.

You have completed the Leave Balance Forecasting topic.

12 21 15 Request a Future Absence from a Timesheet with Balance Forecasting

Request Absence from a Timesheet with Forecasting

M e -

£ CONNECT

MICHAEL CHARNASKY.

Select Another Timesheet
ViewBy

*Date 02015

From Wednesday 091022015 to Tus

& Homo

K T Totl T Repotiog Cod Quride QueriCorp Buness
— oD %
Soveir L Sutme Sty Rutes
. Absence | B
You are eligible to submit this leave request
Date Time: August 27,2015 at 10119
Absence Events
Ausence Tate
S Dusion N i s — s f—
£] = e Appioval Meriier Farscast

Absence Entitiement Balances

Procedure

Sign out

Personsize | |

% -

In this topic, you will request time off from your timesheet and forecast the balance.
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Favorites ¥ | Main Menu v

< CONNECT

# Home | Signout

My Page Company Directory Learning Dashboard | %¥
Personaiize Content | Layout ? Hep
Extemal Links S 07 | yL.CONNECT News ¢ o~ | [CONNECTor ContactInformation s o
[3' CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = = Phone
o o o ommaten Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
L. Pnone Dieectory Department of Human Resourcss (HR) Our goal provide a | | Porierdane A CC /WASHINGTON CNTY COURTHOUS 4108559999 |
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Criy Commissio 4105550909
Gentral Payroll Oniine S employees about key HR information. While stories may
@ entral Payroll Online Senvice include broad HR news and updates, most stories il focus | | 1999R0PInL _ DC/Charles Cny Clerkc A

on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISSUE 2
“The CONNECT project willlaunch in January 2016, Now s
the perfect time to focus on the ecucation you will need to
B ol Bencits Forms e able to successfully use erefore, we vioud
| tike You 1o meet CONNECTed. CONNECTe, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Carses oning Vet hased ¥amng (- eIty 200 o
location fairs Gesigned to supplement formal taining. There
vl also be prerequisite courses to provide employess with
the knowledge and skils they may need prior o taking 2

2 Empioyes Heain Benerts

o e iee e
w of 3 Feed
[ Fee
& (CONNECTed R
o~ CONNECTed Job Aids s o~
) Reach out to a CONNECTor at your location hai
w CONNECT. \ Cancel a Leave/Absence Request
Submita LeavesAbsence Request
: (Contact the Help Desk (410) 260-1114 Submita | eavetAbsence Reguest
w ‘Submit a Leave/Absence Request
= /™ UEID NECSK | o

1. Click the My HR tab.
My HR

2. Click the Timesheet link.

Favortes *  Mai Menu SeffSenvce ~ 5 TmeReporing ¥ 5 ReportTane~ 5 T # Home

> CONNECT

sign out

New Window | Hep | [

Timesheet
MICHAEL CHARNASKY. Employee 1D 000000354
Empl Resord 0
Actons = Earliest Change Dete 071220015
Select Another Timesheet
“View By, Previous Period  Next Period
“Date 09022015 |5,
Reported Hours 0.0
From Wednesday 0910212015 to Tuesday 09/08/2015
wed Thu i st Sun on Toe Overide  OvertimeiComp
B s sit a5 o 7 g TotalTime Reporting Code Resson  Time [usiness it
=l Q @ [mowo | E =
= Q Q Wews Ja @ B
= Qoo o @ B
Savefor Later Stbmit Apply Rules
Reporied Time Status || Summary || Leave / Gompensatory Time || Absence | Exceptions
Reported Time Status Personaize | Fina |GV B 1011
Date Totl TRC Description Comments
00
Reguest Absence
seffsenvce
Time Reporting

Step @ Action

3. Click the Absence tab.

4 Click the Add Absence Event button.
| Add Absence Event |
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5. Double-click in the Start Date field.

6. To clear the field,
Press [Backspace].

7. Enter "09/04/2015" into the Start Date field.

8. Double-click in the End Date field.
090272015

9. To clear the field,
Press [Backspace].

10. | Enter "09/04/2015" into the End Date field.

11. | Click the Absence Name drop-down list.
| Select Absence Nan|= |

12. | Click the Annual Leave Take list item.
Annual Leave Take

13. | Click the Reason drop-down list.
| Select Absence Reas::-rEl

14. | Click the Annual Leave list item.

i
:

15. | Click the Details link.

Favorites Main Menu Self Serv Time Reporting Report Time. Timeshest

Self Senice
C O N N EC S Create Absence Req

Absence Event Details

MICHAEL CHARNASKY

o | omnsisive Comm
Savefor Later Submit J
Reported Time Status || Summary || Les| ~ Instructions
Enter Start Date, End Date, and Absence Name. of the required felds Timesheet page.
Absence Events (2
Absence Take: Absence Detail
‘SartDate  EndDate Absence

*Start Date 091042015 |5 \View Monthiy Schedule

(081042015 6 [0aran0is |5 [Amual I End Date 09042015 |

Attach Documentation

Filter by Type (Al
i psense Evert v El
*Absence Name [Amusi Leave Tke =]
[
5|
urs
Galeuiate End Date or Duration
|annusi Leave Avaiabic Balznce Comments
Reporter Comments: €
““Disclaimer The curtent baiance does not
Request Absence
SeffSenice ok T
Time Reporing

BHEE
mmm

i

< I

®o%

Step | Action

16. | Click the Calculate End Date or Duration button.
I Calculate End Date or Duration ]
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17.

The Duration will automatically populate if the Start Date and
End Date fields are completed.

For this example, the employee requested 1 day off or 8 hours.

18.

Click the OK button.

Timeshest

Report Time: ~

&
<)

Save for Later Subrmit ‘Apply Rules

‘Reported Time Siatus || Summary || Leave / Compensaiory Time || Absence

Absence Events
Absence Take | [

unit

‘SartDate  EndDate Absence Name: Reason ouation Yt Detais status ‘Approval Moritor

00042015 |5} (09042015 | [ Annual Leave Take [w] [Annual Leave = 800Hours  Details! New Approval Monitor NS

Absence Entitiement Balances Personaiize | (7

Entitement Name Btance 12 of 72420454
Personsl Leave Avalable Bal 48.00 Hours,
Sick Leave Avalable Balance 100.00 Hours
FMLA Availabie Balance 430,00 Hours
Annual Leave Availaic Balance 100.00 Hours,
“Disclamer The curtent balanse does not reflect absences that have N0t been processed.

Reguest Absence
Seif Service

Time Reporing

& Mowo o
@ MWD _|Q
& MBIUD |

si

® ®
mom

&)

gn out

I

#00%

Step @ Action [\ [o] {=1

19.

Click the Forecast button.

20.

Notice the message indicating you are eligible to submit this
request.

21.

Click the Submit button.
| Submit |
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Favor Msin Menu e o A tome  Signout

- CONNECT

New Window | ]
Timesheet Saved
Submit Confirmation
LT r——
Time for the Time Period of 2015-08.02 to 2015-08-08 s submited
Message
I hereby certiy that is atrue and of @30001)
1 hereby certiy is atrue and fon of
oK
< i >

22. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
oK

23. | Click the OK button.

24. | The Status for the absence request is Needs Approval.

25. | Click the Home link.

Favoriles ¥ | Main Menu v 4 Home | Signout [l
- CONNECT
(e
My Page Company Directory Learning Dashboard | ¥
Personaiize Content | Layout ? Hep
External Links S °¥ «{»CONNECT News ¢ ov  CONNECTor Contactinformation S e~
n’ﬂ CONNECTed - Training Materizls HR CONNECTION - ISSUE 1 = Deser Phone
b 'r’:::ﬁ’g‘:;g gz égg":&ig;’“ﬂ; m’;g’mmj‘;’;‘ﬁs“"" Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550999
&, Phone Diectory Department of Himan ResaUTces (R} OU GoaL provide a | | PorlerJane A CC /WASHINGTON CNTY COURTHOUS 4105550899
consistent communication channel t0 inform Juciary PittBrad T DGFAnne Arundel Crty Commissio 4105559999
employees about key HR information. While stories may
@ Central Payroll Onine Service e oo Y s | |[HoodRobinL _ DC/Charles Criy Clerk 4105550000

on CONNECT as we lead up fo the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISSUE 2
“The CONNECT project willlaunch in January 2016, Nowis
the perfect time to focus on the education you will need to
be able to successtully use CONNECT. Therefore, we would
fike you to meet CONNECTed_ CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methocs, including classroom-based, instructor-feq
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
locaion Tair designed to supplement formal taining. There
vill 8150 be prerequisite Gourses to provide empioyees wih U
the knowledge and sill they may need prior o taking a

B8 Employes Health Beneits

Health Benefits Forms

o e edge ane s
w o« feeo
= (( Feed
5 CONNECTed s s s
~ CONNECTed Job Aids S ov
Reach out 10 CONNEGTor atyourocation €
CON N ECT / Cancel a Leave/Absence Request
) Cancel a Leave/Absence Request
Submit a L eave/Absence Request
[
w ‘Submit a Leave/Absence Request
] /A HEI D DESK | =
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26. | Click the Sign out link.

27. | You have completed the Request Absence from a Timesheet with
Balance Forecasting topic.
End of Procedure.

12_21_15_Request a Future Absence from a Timesheet without Balance Forecasting

Request Time Off without Balance Forecasting - Bereavement. In this topic we demonstrate the
Absence Request using the Bereavement absence name. Bereavement does not carry a balance,
therefore forecasting is not available.

< CONNECT |

Procedure

In this topic, you will request bereavement leave from your timesheet.

Since bereavement is not an accrued leave, it does not require forecasting.
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Favorites ¥ | Main Menu v

< CONNECT

# Home | Signout

My Page Company Directory Learning Dashboard | %¥
Personaiize Content | Layout ? Help
External Links S o7 | {)CONNECT News ¢ o~ | [CONNECTor ContactInformation s o~
CONNECTed - Training Materials v HR CONNECTION - ISSUE 1 — = )
&J \Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
R, Frone Drectoy resource on the [atest happenings in the Judiciary’s S e
Depariment of Human Resources (HR). Our goal: provide a orter,Jane L 5 L
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550909
Gentral Payroll Oniine S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT a5 we lead up to the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISUE 2
B& Empioyee Healtn Benets Q “The CONNECT project wil launch in January 2016. Now s
the pertect tme to focus on the education you wil need to
P2 e able to successiully use erefore, we wouid
B Health Benefits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination

ofthe GONNEOT aning toam and e AOG Ecucaton
Diiion, s a1 inovaie aparosch tht ses aferent
ainig mefhods, kg cassroom based, nueloriod
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
location fairs designed to supplement formal training. There
wiill also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

o oA
w of 3 Feed
[ Fee
& (CONNECTed st s
~ CONNECTed Job Aids 2 o~
Reach out to a CONNECTor at your location hai
CONNECT \ Cancel a LeavelAbsence Request
Submita LeavesAbsence Request

: (Contact the Help Desk (410) 260-1114 Submita | eavetAbsence Reguest
w ‘Submit a Leave/Absence Request
= /™ UEID NECSK | o

1. Click the My HR tab.
My HR

2. Click the Timesheet link.
Timesheet

Favorites ¥ MainMenu ~ Self Servic > Time Reporting ¥ Report Time ¥ Timesheet 4 Home | Sign out
% CONNECT
v

Timesheet

New window | elp | &5«

Employes ID 000001043
Empl Record O
Earliest Change Date 0712212015

ctions~
Select Another Timesheet
“View By Previous Period  Next Period
*Date (00002015 |5,
Reported Hours 0.0

From Wednesday 09/09/2015 to Tuesday 09/15/2015 (7
Wed

Thu Fi sat sun Won Tue . : Owemidle  Overtime/Comp
9 810 91 912 a3 94 9015 jeCiiene Hevoxina Codel Reason Time.
= Q
= Q
[=] Q
Save for Later Submit Apply Rules
Reported Time Status | Summary | Leave/Compensatory Time || Absence Exceptions
Reported Time Status Personalize | Find | 21| B 10f1
Date Toal TRC Description Comments
0.000000
Request Absence
Sef Senvice L
Time Reporting .
4 i 3

Action

3. Click the Next Period link.
Mext Period

4. Notice the employee has already submitted absence requests for
16 hours of Annual Leave - Sick.
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5. Click the Absence tab.

6. Click the Add Absence Event button.
| Add Absence Event |

CONNECTed

TRAMIKIG LIEAM

7. Click the Vertical scrollbar to move down the page.

8. Double-click in the End Date field.
091652015

9. To clear the field,
Press [Backspace].

10. | Enter "09/18/2015" into the End Date field.

11. | Click the Absence Name drop-down list.
| Select Absence Nan|- |

12. | Click the Bereavement Leave Take list item.
[Bereavement Leave Take |

13. | Click the Reason drop-down list.
| Select Absence ReasorE"

14. | Click the Death in Family list item.
[Death in Family |

15. | Click the Details link.

Favorites Main Menu Time Reporting Report Time Timesheet A Home Sign out

(f CONP 55 Create Absence Req

Reported Time Status || Sun| ~ Instructions B
Enter Start Date, End Dale, and Absence Name. Then camplete the rest of the required fields before retuming to the Timesheet page.
Absence Events (7
Absence Take | Forecastd | Apsence Detail (2
“StartDate  EndDale N cel Forecast
‘Start Date [09/16/72015_|[5) View Monthly Schedule
End Date [09/18/2015
092172015 0972212015 B Atach Documenizton n Forecast
Original Start Date [09/16/2015_|[5)
Dor162015 | [09r182015 Filter by Type [Al = o Forecast
“Absence Name [Bereavement Leave Take = -
Atd Absence Event
Reason [Death in Famiy =
Absence Partial Days [None =
Enttlement Name Duration Hours
e Calcuiate End Date o Duration
Sick Leave Available Balance
FMLA Avaiiable Balance Comments
Mitary Activity Availabl Bal Reporter Comments: € l
Annual Leave Available Balang
Disclaimer The current bal o e
Request Absence
* Required Field
Self Senvice
Time Reporting il
< i 0
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Step | Action [\ [o] {=1

16. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

17. | The Duration will automatically populate if the Start Date and
End Date fields are completed.

For this example, the employee requested 3 days off or 24 hours.
18. | Click the OK button.

Favorites ¥ Main Menu ¥ » Self Service ¥ Time Reporting ¥ Report Time ¥ Timesheet
- CONNEC
o T

Timesheet

4 Home | Sign out

New window | Help | &5 =

Employes ID 000001043
Empl Record O

Earliest Change Date 0712212015
Select Another Timesheet

“View By Previous Period  Next Period
*Date[00/162015 |5,

Reported Hours 160 1

From Wednesday 09/16/2015 to Tuesday 09/22/2015 (7

Wed Thu Fri sat sun Mon Tue Overide  Overtime/Comp ~ Business
916 a7 918 ans 9120 a1 922 Total Time Reporting Coce. Reason  Time Unit
80 80 16.0 ANLSL - Annual Leave - Sick MDJUD
Save for Later Submit Apply Rules

Reported Time Status || Summary || Leave/ Compensatory Time || Absence | Exceptions

Absence Events (2
Absence Take | Forecast Results

“Start Date: End Date Absence Name Reason Duration I Details Status

ntt Approval Maritor Source Cancel Forcoast
00212015 0812202015 Annual Leave Tak 16.00 H Detail Needs Approval Approval Moni Smporee

nnual Leave Take ours  Details ieeds Approval Approval Monitor |Absene Request
Der612015 |5 [09r182015 |i5) [B tLeave[=] [Death in Famil =] 2400 H Detail N A I Monite Employee

ereavement Leave eath in Family jours  Detals iew pproval Moritor S

Step | Action

19. | Click the Submit button.
| Submit |
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Favorites Main Menu

TRAINING GUIDE
CONNECT Employee Self Service

Timesheet
Submit Confirmation

¥ 1 submitvas successtu
Time for the Time Period of 2015-09-16 to 2015-09-22 iis submitted

Message

Documentation may be required, per polcy. (230004

oK

New Window | Help | B

Step @ Action [\ [o] {1

20.

To acknowledge the message for documentation, click
the OK button.
O

IH\

21.

This message is alerting you to certify the reported time is

accurate.

Click the OK button.
O

H

22.

Click the OK button.
814

23.

Notice the Status for the absence request is Needs Approval.

24.

Click the Home link.
# Home
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Favorites ¥ | Main Menu v

+ CONNECT

My Page My HR Company Directory Learning Dashboard | %¥

External Links S o7 | [4).CONNECT News m e
HR CONNECTION - ISSUE 1
Wekcoms o KR CONNECTIon - a oty formaion
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary PittBrad T
eemployees about key HR information. While stories may
include broad HR news and updates, most stories will focus
©on CONNECT as we lead up to the January 2016 launch of
that project.
HR CONNECTION -ISSUE 2
“The CONNECT project will Iaunch in January 2016. Now is
the perfect time to focus on the education you will need to
< e o sutcessuly use Tefore, we woua
i you 10 met CONNECTes. CONNEC 10,2 cominaion
o s CONNECT iraning tear and i AOC Ecueation
Divison, s n novaie approsch tat Lses iferent
g meiogs. naiudng Sasroam basec s to-led
NEED ASSISTANCE? CoLrses oline 118b-5as50 Tamng (-eaming). and on-
location fairs designed to supplement formal training. There
wiill also be prerequisite courses to provide employees with

7 comnectes- Traning wteras

Name Deser

{.  Phone Directory

[® state Payrol Forms

Hood,RabinL  DC/Charles Cnty Clerk

2 Empioyes Heain Benerts

1B Health Benefits Forms

# Home | Signout

Personalize Content | Layout ? Help

CONNECTor Contact Information e

Cloudkicker,Kit R GG / GECIL GNTY COURTHOUSE
PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
DCrAnne Arundel Cnty Commissio

" the knowledge and skills they may need prior to taking a
o sy CONNECTo soumse
w of ) Feed
[0 Feed
& (CONNECTed R
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

CONNECTed

TR AR WG

Phone.
4105559999

i

4105550999
4105559999

Step | Action

25. | Click the Sign out link.

26. | You have completed the Request Absence from a Timesheet
without Balance Forecasting topic.
End of Procedure.

12_21_15_Request an Absence for a Past Date from a Timesheet

Request Absence from a Timesheet with Forecasting

Favoiies ™ Moinbeny +

% CONNECT

A tome  Sign out

Timesheet

Salect Another Timeshest

“ViewBy e Parcd
“Dote [(SGT015 WA,
Raported Hours 50

From Wednasday 01022015 to Tussday 19082015 =

Soer e Subme
= | 5 - Rosence || Eremions
You are eligibie to suomit his leave request
Date Time: August 27,2015 at 10:18
Absence Events Pesonsi |
Absence Tae | 2
N [ Ousion N Din sun PR o Forcat
58 5 [Aerani Loo 5] s Detsis Seved Approval Moritor Ferecast
Absence Entitiement Balances Pesngize | =
ok -

Procedure

In this topic, you will request time off from your timesheet for a past date and forecast the

balance.
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Favorites ¥

MainMenu ¥

> CONNECT

My Page My HR

Directory

External Links <

i’ﬂ CONNECTed - Training Materials
{.  Phone Directory

[® state Payrol Forms

2 Empioyes Heain Benerts

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

CONNECTed

-
o
w
=
1)

Reach out 0.2 CONNECTor at your location

CONNECTor

[
/™ UEID NECSK |

Learning Dashboard | %¥

{»CONNECT News s ov

oy HR CONNECTION - ISSUE 1

“ Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project

-y HR CONNECTION - ISSUE 2

g‘ ) The CONNECT project will launch in January 2016. Nowis

the perfect time to focus on the education you will need to
e able to successfully use erefore, we would

like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Feeg

View Al Arites and Sections

CONNECTed Job Aids s o~
Cancel a LeavelAbsence Request

‘Submit a LeavesAbsence Request
Submit a Leave/Absence Request

TRAINING GUIDE

CONNECT Employee Self Service

Personalize Content | Layout ? Help

CONNECTor Contact Information e

Name Deser

Cloudkicker,Kit R GG / GECIL GNTY COURTHOUSE
PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
DCrAnne Arundel Cnty Commissio

PittBrad T
Hood,RabinL  DC/Charles Cnty Clerk

# Home | Signout [l

Phone
4105559999

4105550999 | |
4105559999

Step @ Action [\ [o] {1

1.

Click the My HR tab.
My HR

Click the Timesheet link.

All leave requests for a past date will be submitted on your
timesheet; not through the Request Absence page.

Notice in this example, the current date is 09/07/2015.

You can submit an absence event up to 6 weeks in the past or 3

pay periods.

If applicable, you can click the Previous Period link to navigate
back to the prior time reporting period.

For this example however, you will enter your absence event for
09/04 which is in the past but still within the current time

reporting period.
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ReportTime ¥ > Timeshet

New Window | Heip | i
Employee 10 000000354
Empl Record 0
Eariest Ghange Date 071222015
Select Another Timesheet
“View By’ Previous Period Next Period
“Date 081072075 |
Reported Hours 0.0
From Wednesday 0910212015 to Tuesday 09/08/2015
Wed Thu Fi sat sun Mon Toe Overide  Overtime/Gorny 2
red — % = P on U Total Time Reporting Code e ot P Business Unit
=1 a @ [Mowo | @ =
= aQ @ [Mowb | F =
= a Qo o B B
Savefor Later Submit Apply Rules
Reported Time Status || Summary || Leave / Compensatory Time || Absence | Exceptions
Reported Time Status Personaize | Find || B 1011
bwe  Temme Descripin  Comments
0o
Request Absence
SeffService
Time Reportng
®o0%

Step | Action [\ [o] {1

7. Click the Absence tab.

8. Click the Add Absence Event button.
| Add Abzence Event |

9. Double-click in the Start Date field.

10. | To clear the field,
Press [Backspace].

11. | Enter "09/04/2015" into the Start Date field.

12. | Double-click in the End Date field.

13. | To clear the field,
Press [Backspace].

14. | Enter "09/04/2015" into the End Date field.

15. | Click the Absence Name drop-down list.
| Select Absence kJanlE"

16. | Click the Annual Leave Take list item.
Annual Leave Take

17. | Click the Reason drop-down list.
| Select Absence Reas::-rEl

18. | Click the Annual Leave list item.

i
:

19. | Click the Details link.
Details
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L CONNECT Employee Self Service

TRAMIKIG

FRAET

g

S Create Absence Req

~| Absence Event Details

Sign out

o =]
MICHAEL CHARNASKY ]
JUS——— [\ 8
LY =]
Save for Later Submit .
Reported Time Status || Summary | Lea| Instructions
Enter Stat Dats, End Date, and Absznce Name. the required felds Timesheet page
Absence Events (7 Persans
Absence Toke Absence Detail
il o= *start Date 09042015 | View Monthly Scheduie Foreesst bl i
091042015 | 09042015 |59 [Annual End Date 091042015 i) Attach Documentation = [Forecast Edi [

Add Absene Event.

Absence Enitlement Balances
Entiement Name

Personsl Leave Avaiable Bal

Sick Leave Availabl Balsnce

FMLA Avaiabie Balance

|Annual Leave Available Balance
~Disclaimer The current balance does not
Reguest Absence

Seif Service

Time Reporting

Filter by Type [Al

*Absence Name [Annual Leave Take

Reason Annual Leave

Partial Days one
Duration;

Cakulate End Date or Duration

Comments

Reporter Comments:

oK

Hours

[ EEE

Cancel

Current Balance 100.00 Hours
Approved not Taken 0,00 Hours

Current Period Leave 800 Hours

Rl

I

i

Step @ Action otes

Click the Calculate End Date or Duration button.

20.

I

Calculate End Date or Duration

|

21.

The Duration will automatically populate if the Start Date and

End Date fields are completed.

For this example, the employee requested 1 day off or 8 hours.

22.

Click the OK button.

[—— Timeshest

= CONNECT

Msin sef s [T —r— # Home  Signout

@ & Mowo |
@ MWD _|Q

& &
el
®B®E®E
mom

Y @ MWD @

Save for Later Subrmit ‘Apply Rules

‘Reported Time Siatus || Summary || Leave Compensatory Time || Absence || Excepions

Absence Events
Absence Take | [

Persons.

“SariDate  EndDate Absence Name. Reason Oution Y Detaits Status ‘Approval Manitar ‘Source: Cancel Foresast Edt  Delete

091042015 |59 (031042015 |5 [Annual Leave Take [] [Annual Leave [=] 800Hous R New ‘Approval Montor i Forecast i

Absence Entitiement Balances Personaiize | (7

Enfillement Name. Balance as of 0722172015

45.00 Hours|

I

Personal Leave Avaiiable Bal
Sick Leave Available Balance 100.00 Hours
FMLA Avsilable Bslance 480,00 Hours.

Annual Leave Avaiable Balance 100.00 Hours

“Disclaimer T

processed.

Reguest Absence
Seif Service

Time Reporing

< i ’
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Step ‘ Action Notes

23. | Click the Forecast button.

24. | Notice the message indicating you are eligible to submit this
request.

25. | Click the Submit button.
| Submit |

i [l 1
Timesheet e

Submit Confirmation

Ihereby certiy ported s a frue and of

oK

®o0% v

Step ‘ Action Notes

26. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.
27. | Click the OK button.

28. | The Status for the absence request is Needs Approval.

29. | Click the Home link.
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Favorites ¥ | Main Menu v

# Home | Signout [l

- CONNECT

My Page My HR Directory Learning Dashboard | %¥
Personaiize Content | Layout ? Hep
Extemal Links S 07 | yL.CONNECT News ¢ o~ | [CONNECTor ContactInformation s o
7 comnectes- Traning wteras ey HR CONNECTION -ISSUE 1 — = )
&J \Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
Phone Drectory resource on the latest happenings in the Judicary’s S e
AW Depariment of Human Resources (HR). Our goal provide a orter,Jane L 5 L
consistent communication channel to inform Judiciary PitBradT  DCrAnne Arundel Cnty Commissio 4105550000 |
Gentral Payroll Oniine S employees about key HR information. While stories may
@ erlal Fayrol onine senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
oy HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts g‘ ) The CONNECT project wil launch in January 2016. Now is
the pertect tme to focus on the education you wil need to
P e able to successiully use CONNE erefore, we wouid
1B Health Benefits Forms

e You 1o moet GONKECTed, CONNECTet 2 combinaion
ofthe GONNEOT aning toam and e AOG Ecucaton
Diiion, s a1 inovaie aparosch tht ses aferent
ainig mefhods, kg cassroom based, nueloriod
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
location fairs designed to supplement formal training. There
wiill also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
'CONNECTed course.

VisitTraining Ubrary

CONNECTed -

-
o
w
=
1) View Al Arites and Sections

CONNECTed Job Aids s o~

Reach out 0.2 CONNECTor at your location

- CONNECTor Cancel 2 Lemverabsonce Roquest

Cancel a Leave/Absence Request

Submita LeavesAbsence Request
O ook w0 s ’/ Submit a Leave/Absence Reauest
w | 1 Submit a Leave/Absence Request
= /™ UEID NECSK |

Step @ Action [\ [o] {1

30. | Click the Sign out link.

31. | You have completed the Request Absence from a Timesheet with
Balance Forecasting topic.
End of Procedure.

12_21_15_Request Future Time Off - Partial Day using Start Day Only

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the first day of the absence request.

s Mo ven ¥

& CONNECT

nce

LAURA PETRILLO

Procedure

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the first day of the absence request.
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Favorites ¥ | Main Menu v

+ CONNECT

[® state Payrol Forms
2 Empioyes Heain Benerts

1B Health Benefits Forms

B neep AssisTance?

CONN

# Home |

My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s o~
n’ﬂ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = = e
\Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the [atest happenings in the Judiciary’s
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC /WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary Pitt,Brad T DCrAnne Arundel Cnty Commissio 4105550999 | |
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use refore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with

" the knowledge and skills they may need prior to taking a
o sy CONNECTo soumse
w of ) Feed
[0 Feed
& (CONNECTed R
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Sign out

ECTed

TR AR WG

Click the My HR tab.

My HR

Click the Absence Request link.

Absence
Request

a future date.

timesheet.

When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or

If you need to enter an absence for a past date, please use the

Favortes ¥ | MainMenu SeffSenice ¥ > Time Reporting v

+ CONNECT

Request Absence

LAURA PETRILLO
HR Offcer |

¥
>

Instructions
Enter Start D

Report Time +

Apsence Request

-

Notifcation

test of the required

Absence Detail

*start Date QG705 53]

or save for later your request.

View Monthly Sehedule
Aftach Dosumentation

“Atence Naoo ST R N v
Comments
f——
ot

View Absence Request History \iew Absence Balances

*Regquied Fied

#& Home | Sign out

@

NavBar
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Step ‘ Action Notes

4, Click the Absence Name drop-down list.
| Select Absence Name |

CONNECTed

5. Click the Personal Leave Take list item.
IPersunaI Leave Take |

6. Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

7. Click the Reason drop-down list.

[Select Abzence Reason |

8. Click the Personal Day list item.
[Perscnal Day |

9. Click the Partial Days drop-down list.

[ Mone |

10. | Selecting Start Day Only indicates that the partial day will occur
on the first day of the absence request.

Click the Start Day Only list item.
[Start Day Only |

11. | Inthe Start Day Hours field, enter the hours that you will be
absent from work on the Start Day.

Click in the Start Day Hours field.

L]

12. | Enter "4" into the Start Day Hours field.

13. | Alternatively, you can select the Start Day is Half Day option if
the partial day absence request will be half of your normal
workday.

14. | Click in the Duration field.

L]

15. | In the Duration field, enter the total number of hours you will be
absent from work.

Enter "12" into the Duration field.

16. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |
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Step ‘ Action Notes

17. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

TR A IKIG LIER N

For this example, the employee requested 4 hours on 9/17/2015
and 8 hours on 9/18/2015 = 12 total hours.

18. | Click the Forecast Balance button.
| Forecast Balance |

19. | This message is confirming the employee has enough leave to
submit the absence request.

20. | Click the Vertical scrollbar to move down the page.

21. | Note: If you are requesting two types of leave, you will need to
submit two separate leave requests with the desired absence
types.

22. | Make sure to review your inputs before submitting.

Click the Submit button.
[ submit |

23. | Click the Yes button to submit.
L Yes |
24. | Click the OK button.

25. | The Absence Request shows a status and Pending approval by
the Manager.

26. | Click the Home link.

Favorites ¥ | MainMenu 4 Home | Signout

& CONNEC

My Page My HR Company Directory Learning Dashboard | %
Personaiize Content | Layout 2 Hep
External Links S °¥  «{%CONNECT News ¢ ov  CONNECToOr Contactinformation S ov
n’?‘ CONNECTed - Training Materials szry HRCONNECTION -ISSUE 1 Name Descr Phone
T e mconzcron smmymmen oo o ceon o counouse st
resource on the latest happenings in the Judiciary’s
Phone Directory Department of Human ResaUTces (LR}, OUr goal provide a | | PorlerJane A CC /WASHINGTON CNTY COURTHOUS 4105550999
consistent communication channel to inform Judiciary PittBrad T DC/Anne Arundel Cnty Commissio 4108550000 |=
Central Payroll Online Senvice employees about key HR information. While stories may =
@ 4 include broad HR news and updates, most stories will focus ood Rebi P nCHhaeslClyICleri I
ECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project.
ey  HR CONNECTION - ISSUE 2
B8 Empioyes Healtn Benets g‘ =) The CONNECT project wil launch in January 2016. Nowis
the perfect time to focus on the education you will need to

B be able to successfully use CONNECT. Therefore, we wouid
£ Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
afthe CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on-
location fairs designed to supplement formal training. There
will 2150 be prerequisite courses 10 provide empoyees with L4
the knowiedge and sfills they may need prior o taking a

o sty e nowisdge and o
w o Feed
= (( Feed
& CONNECTed
CONNECTed Job Aids S ov
Reach out to a CONNECTor at your location =
CONNECT / Cancel a Leave/Absence Request
(Cancel a Leave/Absence Request
Submit a Leave/Absence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =
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(CONNECTed
v TRAING LIERARY CONNECT Employee Self Service

Step @ Action [\ [o] {=1

27. | Click the Sign out link.

28. | You have completed the Request Time Off - Partial Start Day Only
topic.
End of Procedure.

12_21_15_Request Future Time Off - Partial Day using End Day Only

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the last day of the absence request.

wordes * Mai Men SeSenaco > TweRepadng v ) Repo Tme > Absence Requst
+ CONNECT

Request Absence g

LAURA PETRILLO

9
>

Procedure

In this topic, you will request time off for 1 partial workday and 1 full workday. The partial
workday occurs on the last day of the absence request.
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Favorites ¥ | Main Menu v

+ CONNECT

[® state Payrol Forms
2 Empioyes Heain Benerts

1B Health Benefits Forms

B neep AssisTance?

CONN

# Home |

My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s o~
n’ﬂ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = = e
\Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the [atest happenings in the Judiciary’s
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC /WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary Pitt,Brad T DCrAnne Arundel Cnty Commissio 4105550999 | |
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use refore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with

" the knowledge and skills they may need prior to taking a
o sy CONNECTo soumse
w of ) Feed
[0 Feed
& (CONNECTed R
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Sign out

ECTed

TR AR WG

Click the My HR tab.

My HR

Click the Absence Request link.

Absence
Request

a future date.

timesheet.

When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or

If you need to enter an absence for a past date, please use the

Favortes ¥ | MainMenu SeffSenice ¥ > Time Reporting v

+ CONNECT

Request Absence

LAURA PETRILLO
HR Offcer |

¥
>

Instructions
Enter Start D

Report Time +

Apsence Request

-

Notifcation

test of the required

Absence Detail

*Start Date 084772015 |5

or save for later your request.

View Monthly Sehedule
Aftach Dosumentation

“Atence Naoo ST R N v
Comments
f——
ot

View Absence Request History \iew Absence Balances

*Regquied Fied

#& Home | Sign out

@

NavBar
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Step ‘ Action Notes
4, Click the Choose a date button.
5. Click the 18 object.

6. Click the Absence Name drop-down list.

[ Select Absence Name v

CONNECTed

7. Click the Sick Leave Take list item.
[Sick Leave Take |

8. Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

9. Click the Reason drop-down list.

| Select Absence Reason |

10. | Click the Employee Sick list item.

[Employee Sick |

11. | Click the Partial Days drop-down list.
[Mone v |

12. | Selecting End Day Only indicates that the partial day will occur on
the last day of the absence request.

Click the End Day Only list item.
[End Day Only |

13. | In the End Day Hours field, enter the hours that you will be
absent from work on the End Day.

Click in the End Day Hours field.

I

14. | Enter "6" into the End Day Hours field.

15. | Alternatively, you can select the End Day is Half Day option if the
partial day absence will be half of your normal workday.

16. | Click in the Duration field.

[ ]

17. | In the Duration field, enter the total number of hours you will be
absent from work.

Enter "14" into the Duration field.
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18. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration I

CONNECTed

19. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 8 hours on 9/18/2015
and 6 hours on 9/21/2015 = 14 total hours.

20. | Click the Forecast Balance button.
| Forecast Balance |

21. | Notice the message indicating you are eligible to submit this
request.

22. | Click the Vertical Scrollbar to scroll down the page.

23. | Make sure to review your inputs before submitting.

Click the Submit button.
Submit

24. | This message is notifying you that documentation may be
required to support this absence request.

Click the OK button.

25. | This message is notifying you that requesting 3 or more days of
sick leave may be requested as FMLA. For this example, the
absence type selected was Sick Leave Take.

Click the OK button.

26. | Click the Yes button to submit.
[ ves |

27.

28. | The Absence Request shows a status and Pending approval by
the Manager.

29. | Click the Home link.
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& CONNECT

My HR

Main Menu

My Page Company Directory Leaming Dashboard | %

((J\) s G Seren s o a-  [Employee Expiring Licenses s o~ Announcements
No expiring icenses in the next 60 days
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= o (0 Current Announcements.
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fime period 0 Description B2
Careers o Personal Probation Period  2015-11 [
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Search by Name, Job Title, Department, or Email

®
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Request 3=
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Compensation
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Hi
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history for base,
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&% My Org Chart

ADA
‘Accommodation
Request

atosk options.

Current
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Advanced Search

TRAINING GUIDE

CONNECT Employee Self Service

# Home | Signout

-

Notifcation

AddTo =
NavBar

Personalize Content | Layout

Step @ Action [\ [o] {1

30. | Click the Sign out link.

31. | You have completed the Request Time Off - Partial End Day Only
topic.

End of Procedure.

12_21_15_Request Future Time Off - Partial Start and End Days

In this topic, you will request time off for 2 partial workdays and 2 full workdays. The partial
workdays will occur on the first day and on the last day of the absence request.

s e

& CONNECT

Request Absence

LAURA PETRILLO

*Start Date 02321

End Date 03287

Fiter by Type [

omments

Requestr Comments

Procedure
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In this topic, you will request time off for 2 partial workdays and 2 full workdays. The partial
workdays will occur on the first day and on the last day of the absence request.

Learing Dashboard

External Links S ov

7 comnectes- Trining wterais

{,  Phone Directory

B sete ParctFoms

(-+CONNECT News =

*

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project

# Home

Sign out

Personaiize Content | Layout

CONNECTor Contact Information B

Name Phone
Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105559999
PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
PittBrad T DCrAnne Arundel Cnty Commissio 4105550999
Hood,RobinL  DG/Charles Gnty Clerk 4105559999

? Help
o

Deser

HR CONNECTION - ISSUE 2

The GONNEGT projest will launch in January 2016. Nowis
the perfest tme to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, oniine Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will aiso be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

B Empioyes Healn Benets

1B Health Benefits Forms

B neep AssisTance?

o sty CONNECTa soumse,
w o Feed
w Feed
& (CONNECTed R
~ ACONNECTed Job Aids s ov
) Reach out to a CONNECTor at your location ¥
w CONNECT: \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
& | 1 Submit a Leave/Absence Request
= /R UEID DECK | -

Step | Action Notes

1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
F':equest__

When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.

Page 164



CONNECTe

TRAMIKIG LIER BT

TRAINING GUIDE

CONNECT Employee Self Service

Request Absence

LAURA PETRILLO

D | o
>

Instructions
Enter Start D

test of the required or save for later your request.

Step @ Action [\ [o] {1

4. Click the Choose a date button.

5. Click the 23 object.

6. Click the Absence Name drop-down list.
[[Setect Absence Name |

7. Click the Annual Leave Take list item.
[Annual Leave Take |

8. Depending on the Absence Name selected, the Current Available
Balance for the Absence Name will be displayed.
For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.

9. Click the Reason drop-down list.
[ Select Abzence Reazon |

10. | Click the Annual Leave list item.
[Annual Leave |

11. | Click the Partial Days drop-down list.
| Mone |

12. | Selecting Start and End Days indicates that the partial day will
occur on the first day of the absence request AND on the last
day.
Click the Start and End Days list item.
[Start and End Days |
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13. | In the Start Day Hours field, enter the hours that you will be
absent from work on the Start Day.

CONNECTed

Click in the Start Day Hours field.

L ]

14. | Enter "2" into the Start Day Hours field.

15. | Inthe End Day Hours field, enter the hours that you will be
absent from work on the End Day.

Click in the End Day Hours field.

L]

16. | Enter "2" into the End Day Hours field.

17. | Alternatively, you can select the Start Day is Half Day option
and/or the End Day is Half Day option if the partial day absence
will be half of your normal workday.

18. | Click in the Duration field.

L]

19. | Inthe Duration field, enter the total number of hours you will be
absent from work.

Enter "20" into the Duration field.

20. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

21. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 2 hours on 9/23/2015,
8 hours on 9/24/2015, 8 hours on 9/25/2015, and 2 hours on
9/28/2015 = 20 total hours.

22. | Click the Forecast Balance button.
| Forecaszt Balance |

23. | Notice the message indicating you are eligible to submit this
request.

24. | Click the Vertical Scrollbar to scroll down the page.

25. | Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |
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26.

L Yes ]

Click the Yes button to submit.

27. | Click the OK button.

OK

28.
the Manager.

The Absence Request shows a status and Pending approval by

29.

Click the Home link.

Favortes ¥ | MainMenu v

> CONNECT

My Page My HR

External Links

i’ﬂ CONNECTed - Training Materials
{.  Phone Directory

[® state Payrol Forms

2 Empioyes Heain Benerts

1B Health Benefits Forms

. NEED ASSISTANCE? courses on

Learning Dashboard | %¥

S ev

{-+CONNECT News =

o

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use refore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led

line Web-based training (e-learning), and on-

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

o sy e Koedoe and o
w e Feed
= Feed
& (CONNECTed
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
O oot 0114 ’/ Submit a Leave/Absence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

| signout [l

Personalize Content | Layout

Contact Information =

CONNECTor

Name Phone
Cloudkicker,Kit R GG / GECIL GNTY COURTHOUSE 4105559999
PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
PittBrad T DCrAnne Arundel Cnty Commissio 4105550009 | |
Hood,RabinL  DC/Charles Cnty Clerk 4105559999

Deser

Step @ Action [\ [o] {=1

30. | Click the Sign out link.

31.
Days topic.
End of Procedure.

You have completed the Request Time Off - Partial Start and End

12_21_15_Request Future Time Off - Partial Time for Multiple Days

In this topic, you will request partial time off for multiple workdays.
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Fawetes > ManMenu ¥ aff Serice e Reportng ~ » RepodTime~ > Absence Request #& Home | Signout

& CONNECT

Request Absence

LAURA PETRILLO

j R Ofcer
4

Instructions

Absence Detail

*Start Dote 03252015 5

End Date 10022015 55

Filter by Type| At

“Absence Name| A

= Current Balance

"Reason A = Approved not Taken

Partial Days Al Cays Cunrent Period Leave 2000

B
A8 Days Hours 4 All Days Aro Half Days
Duration 16,0

You are sigiois 1o submt s leave request

Date Time: September 24 2015 2t 1454
Caicuate End Date or Durasion [ Forecast Baiance vow Forecast Detals
Comments
Requestor Comments «

Procedure

In this topic, you will request partial time off for multiple workdays.

Favorites ™ Main Menu ¥

% CONNECT

4 Home | Signout

My Page My HR Company Directory Learning Dashboard | %
Personaize Conten | Layout 7 Hep
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
*¥ connecTea- Traning Materars HR CONNECTION - ISSUE 1 = = Phone
Weicome 0 HR CONNECTion -2 monihly information Cloukicker Kt R GG GEGIL ONTY GOURTHOUSE 4105559999
Q.. Prone Drectoy Tesource on the latest happenings in the Judiciary’s el A M L B Lo
Department of Human Resources (HR). Our goal: provide a orter,Jane " 5 L
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Crty Commissio 4105560000 | |=
@ Central Payrall Oniine Service emeloyees about key HR information. While siories may Hood RobinL  DC/Charles Criy Clerk 4105550000

include broad HR news and updates, most stories willfocus
on CONNECT as we lead up fo the January 2016 launch of
[® state Payrol Forms that project.
HR CONNECTION - ISSUE 2
The GONNECT project willlaunch in January 2016. Now s
the perfect tme to focus on the education you will need to
B be able to successfully use CONNECT. Therefore, we wouid
£ Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on-

location fairs designed to supplement formal training. There

O —

will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

o sty ey
w ot Feed
= (( Feed
& CONNECTed -
@ CONNECTed Job Aids c ev
} feach out 1o CONNECToratyour location b
i CONNECTor Cancel a Leave/Absence Request
2 - Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 ‘Submit a Leave/Absence Request
=] /A UEID NESK | =

Action

1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
Request

3. For this example, submit an absence request for 4 hours per day
for 4 consecutive work days.
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4.

When submitting an absence request from the Request Absence
page, you should only request an absence for the current date or
a future date.

If you need to enter an absence for a past date, please use the
timesheet.

Favortes ™ | Main Menu Self Sevice +

+ CONNECT

Request Absence

LAURA PETRILLO

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before SubmIting or Save for later your request.
Absence Detail (2

“Start Date|09/24/2015 5] View Monthly Schedule

Attach Documentation
Filter by Type[ Al [
*Absence Name Select Absence Name =l
Comments

Requestor Comments «

GoTo  View Absence Request History View Absence Balances

Step @ Action [\ [o] {=1

5. Click the Choose a date button.
6. Click the 29 object.
29
7. Click the Filter by Type drop-down list.
[ Al [~
8. Click the Annual Leave list item.
9. Click the Absence Name drop-down list.
| Select Absence Name [~
10. | Click the Annual Leave Take list item.
Annual Leave Take
11. | Depending on the Absence Name selected, the Current Available

Balance for the Absence Name will be displayed.

For example, Accident Leave Take, which does not accrue time,
will not display a current available balance.
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12. | Click the Reason drop-down list.

| Select Absence Reason [~
13. | Click the Annual Leave list item.
14. | Click the Partial Days drop-down list.

[ None [+]

15. | Selecting All Days indicates that the partial day will occur every
day of the absence request for the same number of hours per
day.

Click the All Days list item.
All Days

16. | Inthe All Days Hours field, enter the hours that you will be
absent from work each day.

Click in the All Days Hours field.

|

17. | Enter "4" into the All Days Hours field.

18. | Alternatively, you can select the All Days is Half Days option if the
partial day absence request will be half of your normal workday.

19. | Click in the Duration field.

|

20. | Inthe Duration field, enter the total number of hours you will be
absent from work.

In this example, you will be absent 4 hours per day across 4 days.

Enter "16" into the Duration field.

21. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

22. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 4 hours per day from
Tuesday through Friday = 16 total hours.

23. | Click the Forecast Balance button.
Forecast Balance |

24. | Notice the message indicating you are eligible to submit this
request.
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25.
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Click the Vertical scrollbar to move down the page.

TRAINING GUIDE
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Step @ Action [\ [o] {=1

26.

Make sure to review your inputs before submitting.

Click the Submit button.
| Submit |

27.

Click the Yes button to submit.

Ve ]

28.

Click the OK button.

29.

The Absence Request shows a status and Pending approval by

the Manager.

30.

Click the Home link.

Favorites ™

< CONNECT

Main Menu

My Page My HR Company Directory

External Links
ﬁ"ﬂ GONNEGTed - Training Materials
&, Phone Diectory
@ Central Payroll Oniine Service:
[® state Payrol Forms
B8 Empioyes Healtn Benets

B Health Benefits Forms

B neep assisTance?

Learning Dashboard | %

o

(XCONNECT News. s o~
ary HR CONNECTION - ISSUE 1
g‘ Welcome to HR CONNECTion - 2 monithly information
resource on the latest happenings in the Judiciary’s

Department of Human Resources (HR). Our goal: provide a

consistent communication channel to inform Judiciary

.employees about key HR information. While stories may

include broad HR news and updates, most stories will focus

‘on CONNECT as we lead up to the January 2016 launch of

et proet

ooy HR CONNECTION - ISSUE 2

g‘ ke “The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
like: you to meet CONNECTed. CONNECTed, a combination
©of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leaming), and on-
location fairs designed to suppiement formal training. There
wiill also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

o sty e nowisdge and o
w o Feed
= (( Feed
& CONNECTed
CONNECTed Job Aids S ov
Reach out to a CONNECTor at your location =
CONNECT / Cancel a Leave/Absence Request
(Cancel a Leave/Absence Request
Submit a Leave/Absence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =

# Home | Signout [isl

Personaiize Content | Layout 2 Hep
CONNECTor Contact Information S ov
Name Deser Phone
Cloudicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550909

PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
FittBrad T DCrAnne Arundel Cnty Commissio 4105559999
Hood,RobinL  DC/Charles Cnly Clerk 4105550090

I

Step  Action Notes

31.

Click the Sign out link.

32.

You have completed the Request Time Off - All Days topic.

End of Procedure.

12_21_15_Cancelling an Absence Request from the Timesheet

In this topic, you will cancel absence requests posted on the timesheet page. One absence has
already been approved, another absence will be pending approval.
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Sign out
NECT 2
T - : N —
o . e [ = .
Save oLt st Clew

summary || Absence

Absence Events

Absence Take

Absence Name Source Cancel

neheed

800Hows  Detais

Acd Absence Event

Absence Entitlement Balances. Parsonaiize | T
Entmement Mame Batsnce 53 or 01132016™

Personal Leave Aval

Siek Leave Available Balance.

Leave Avatatie Balas

ner The current Baiance does

Request Absence v

<

Aes -

Procedure

In this topic, we will Cancel an Absence from the Timesheet.

Favorites > | Main Menu ~ @ tome | Signout Y
% CONNECT RO
acpiand juicia: Bavti]
My Page My HR Manager Dashboard Company Directory | | Leaming Dashboard | #§
Personaiize Content | Layout 2 Hep
Q External Links S @+ | {:CONNECT News ¢ ov |CONNECTor Contact Information S o~
"’ CONNECTed - Training Materials How to Save CONNECT As Browser Favorite Name Deser Phone
§ 7 To smpiiy retuming 1o the CONNECT log in page, we .
P suogest you make it a bookmarkffavorie in your infemet STANSBURY BRENDAA 201 Commerce Pk 410360
&, Phone Directory browser. This PDF wil expiai the steps for ntemet =
Explorer v9 2nd Google Ghrome SEVILLASOMOZALORENA 2001 Commerce Pk 410:260-
@ cerve porro onine see @8,() Use 2 Decimal Places in CONNECT S .
*% s a result of feedback from the Paralle testing, the JOHNSONALEXANDRAL A0 Commerce B0
D0  cONNECT Team has increased the number of decimal 5
@ state Payroll Forms places used for reporting fime and absences (o wo decimal | | s 1SN E 2001 Commerce Pk 410/260-
o places (e.., 8.25). This change will betler meet e needs o Drive 540
the Judiciary for the fime reporting increments on your .
Employee Healtn Beneft: 2001 Commerce Pk 4107260
i erporee et senes timesheefs and Absence Requests. The use of two decimal | | SHAAK.CHRISTINAM Drve P
places il apply to altime reports, including COMP tme.
Health Benefits Forms and all absence requests. The attached table will assist you MAYNARD,CATHERINE A ©C Alegany 3017777~
with converting minutes into the related decimal point value 5922
that you wil need 1o enter on your timesheet or Absence § 01777-
ﬁ' GEARS Request. We have also updated the UPKS to reflect 2 LINDSEY,DAWNE D CC Allegany 5623
decimal places, where appropriate. P
How To Check Intemet Explorer Version CIVSOLEIREEDE  CRAIDATE] 187
2 Because the oniine training will only work with Infemet 0222
NEED ASSISTANCE? Explorer 9 or older, we have provided the following EARLY.KIMBERLE A CC Anne Arundel
instructions on how to check which version of Infemet e
Explorer you are using. Ifyour version of Infemet Explorer s | | ARNOLD,DOUGLAS B C Anne Arundel
—  VaitTaiing by newer than v9, please contact the JIS Service Desk for IE9 3%
a g oo reauestacourload of e Google Chrome web BURKE.SHARON K 6 Anne Aruncel s1ozzz:
=
0 TQON NECTed Eeeq ALEXANDER LAVINIA G CCBatCiy - East P
View A Arles and Sections .
AT ——— WCCREADYDENSED  coBanCh-East 7o
CONNECTed Job Aids S ov e,
CONNECT. Y DUNGEE DEBORAH R CC Bal Gy - East =z
Partial Absence Request
MURPHY,SANDRA J CC Balt Ciy - East nomas N
ubmit 2 Patial Dav Absence Reauest 00
o OYEE/EMPL/h/7tab=PAPP_MYHR_TAB H100% -

Action

1. Click the My HR tab.
My HR

2. Click the Timesheet link.

3. For this example we will cancel the Personal Leave for 8 hours we
have on 1/26.
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Favortes ¥ | ManMenu v

+~ CONNECT

TRAINING GUIDE
CONNECT Employee Self Service

4 Home | Sign out

AddTo v ©]

NavBar
New Window | &
A

Timesheet
BRIAN CAMPBELL Employes ID 000020019
Judiciary, Clerk I Empl Record 0

Actions: Earfiest Change Date 01/2712016

Select Another Timesheet
“View By |Week [~ Previous Week  Next Week
*Date 01202016 |50}
Reported Hours 24,00

From 012012016 to 01/2612016 (2

Comments Doy Dafe Reperted Satus n e o PUnED ineReporting o oumity QST s
e} Wed 120  Needs Approval :00:00AM] [ 1:00:00PM] [ 1:30:00PM] | 430:00PM 200 a Q|
o} Thu 121 Needs Approval 3:00:00AM] [ 1:00:00PM] [ 1:30:00PM] [ 2:30:00PM 200 a Qf
© Fio 12 New Q Q
© sai 122 New Q Q
© s 124 New Q Q
©Q Mon 125 New Q Q
Te 126  Needs Appova PERLY - Personal Leave 800
Save for Later Submit Clear

Summary || Absence || Exceptions

Reported Time Summary Personalize | Find | 2 BB 12012
< - - - - c >

w100% -

Step Action [\ [o] {1

4, Click the vertical scrollbar object.

5. Click the Absence tab.

6. Click the horizontal scrollbar object.

7. Click the Edit button.

8. | Click the Cancel option.

9. | You can save for later or submit if you are ready to submit the
rest of your timesheet.
Click the Save for Later button.
| Save for Later |

10. | Click the Yes button.

Yes

11. | Click the vertical scrollbar object.

12. | Notice the Status now changed to Cancelled and the request has
been removed from the timesheet above.

13. | Click the horizontal scrollbar object.

14. | If you need to have an absence request for the same day, it is
best to Edit the cancelled absence.

15. | When you click the Edit button all the details for the absence will
become available to make changes. Remember to click on Details
to update the Duration. Then Forecast and Submit.
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Step Action
Click the Home link.

Favorlos = | MainMenu ~ & tome | s
+» CONNECT
AddTo +
[
aylars uarciay
MyPage = MyHR  Manager Dashboard | | CompanyDirectory | | Leaming Dashboard | #€
Personalize Content | Layout 2 Help
Q External Links & &> | {MCONNECT News & o~ | CONNECTor Contact Information e ov
= connectes - Tranng atrils How to Save CONNECT As Browser Favorite Name Descr Phone
To simplity returning to the CONNECT log in page, we .
D Sooset o mae s mrtmorie myoa riomet || STANSBURY.|RENDAA 2001 CommercePk 410200
(S S— T s :
Explorer va and Google Chrome. SEVILLA SOMOZA LORENA 2001 Commerce Pk 31'2/6260—

§ v 5
@ Central Payrol Onine Service () Use2Decimal Places in CONNECT .
.0 As a result of feedback from the Parallel testing, the JOHNSON,ALEXANDRA L ZDDrgWeCOWNSTEE h glv[b’/[lzeu

00 co Team has increased the number of decimal =
@ state Payroi Forms places used or reporting tme and absences to two decimal | | sems ALLISON E 2001 Commerse Pk 410/260-

o places (e.g., 8.25). This change will better meet the needs of Drive 2540

Employee Heath Bencfits the Judiciary for the time reporting increments on your 2001 Commerce Pk 410/260-

25 emvor timesheets and Absence RequesTs. The use of twodecimal | | SHAAK.CHRISTINAM e pes

r places will apply to all time reports, including COMP time,

B Healin Beneiis Forms and all absence requests. The attached table wil assiStyoU | | AYNARD.GATHERINEA GG Allegany 301777-
it converting minutes o the elatec cecimal porn valve 582
hatyou il need fo enferon your tmesnees or Assence § -

f o AN Reguest W hawe 2150 upoatod 16 UPKS 0 flort 3 LINDSEY DAWNE D cC Alegany 2003
Gecimal paces, wnere appropriate .

P How To Check Intemet Explorer Version EIVELEEREEDE GC Anne Arundel 1187
7 /= ) Because the online training will only work with Intermet 410/222-

NEED ASSISTANCE? &F  Exiore 9.0 oider we have provided the olowing EARLY,KIMBERLE A GG Amne Arundel s
instructions on how to check which version of Internet 410222~

Explorer you are using. If your version of Intemnet Explorer is ARNOLD DOUGLAS B CC Anne Arundel 1436

- Visit Training Library newer than v, please contact the JIS Service Desk for IE9

& . :;;%:?MES‘ adownload of the Google Chrome web BURKE,SHARON K CC Anne Arundel 14;2/5222'

w

&  YCONNECTed e TG | GEmeEn e

[ p— P,

~N Reach out to 3 GONNECTor at your location MCCREADY,DENISE D GC Balt City - East 73
a CONNECTed Job Aids s o~ A

- e DUNGEE DEBORAH R CC Balt City - East
B or 4 Gass
w CON N ECT\ / Partial Absence Request 410333 V|

MURPHY,SANDRA J CC Balt City - East g

ubmit 2 Partial Dav Absence Request 3800

Inttps://testconnect.mdcourts.gov/psp/ ptuat/EMPLOYEE /EMPL/ 2cmd=logout ®100% v

Action

17. | Click the Sign out link.

18. | You have completed cancelling an absence from the timehseet.
End of Procedure.

12_21 15_Editing a Cancelled Absence Request from the Timesheet

In order to submit an absence request for the same day in which you have a cancelled absence,
you must edit the existing absence request. CONNECT will not allow you to submit a new
request for the same day as the cancelled request.
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Select Anather Timesheet
"View By aus Week
“Date e,
Reported Hours 45,00
From 0112072016 to 01/26(2016
Comments Day  Dete  Reporieas i Lunen n out Puner. Time Reporting Cooe Quanty QUETEEe
(o] 1720 Needs Approval 8.00[01 REG - Reguiar Time = Q|
o Thu 21 Neess Approval 8,00[01 REG - Regular Time = a
(®] Fri New =l Q|
o sat New = a
o S 124 New = a
o Mon 125 New [=] al
o Tue 126 New =l Q|
Save for Later Submi Clear

Summary | Absence

Absence Events

Absence Take =]

“Start O e sence ame esacn urstion Uit s - oval Moritor urce ances

Star Dt T Absence M ® Durat It ben s Approval Monito s Cancet

0 Personal Leave Take  Parsonal Day 400 Hours  Details Aopraval Mornitor

Procedure

In this topic, you will edit and submit a cancelled absence request from the Timesheet.

Favories = MainMenu ~ A Home | Signout
% CONNECT
A ¥
My Page My HR Manager Dashboard Gompany Direstory Learning Dashboard | ¥ Il
Personalize Content | Layout ? Help
< Exteral Links S o> | {:CONNECT News S ov | |CONNECTor Contact Information S ov
"’ CONNECTed - Training Materials How fo Save CONNECT As Browser Favorile Name Deser Phone
To simplify returming to the CONNECT log in page, we .
‘suggest you make it a bookmark/favorite in your infernet STANSBURY BRENDA A Zon Commerce Pl 410260
R, Phone Direstory browser. This PDF will explain the steps for Inemet °
Explorer v9 and Google Ghrome. SEVILLAGOMOZALORENA 2001 Commerce Pk 4101260-
© cerve porrot e sevee @8,() Use2Decimal Places in CONNECT S R,
=% As aresult of feedback from the Paralleltesting, the JOHNSONALEXANDRAL 2101 Commerce o
D0 conNECT Team nas increased the number of decimal
B state Payrol Forms places used for reporting time and absences to two decimal | | scroe | ISONE 2001 Commerce Pk 4101260-
o places (e.9.,8.25) This change will better meet the needs of Drive 254
the Judiciary for the time reporting increments on your -
Employee Health Benefr: 2001 Commerce Pk 4101260
B empojes o aenats timesheets and Absence Requests. The use of two decimal || SHAAK.CHRISTINAM e pros
. places will apply to all fime reports, including COMP time.
B Heatth Benefits Forms and all absence requests. The attached table will assist you MAYNARD,CATHERINE A ©C Alegany 30177
with converting minutes into the related decimal point value saz2
that you will need to enter on your timesheet or Absence . 01777-
ﬁ' GEARS Request. We have also updated the UPKS to reflect 2 LINDSEY,DAWNE D CC Allegany 5023

decimal places, where appropriate. 40222
How To Check Internet Explorer Version 1187

2 A secase e i training will only work with Intemet 4101222-

NEED ASSISTANCE? L e N A EARLY KMBERLE A Codame uncel {12

instructions on how to check which version of Interet

DILLARDWOODY.KRIS E CC Anne Arundel

Explorer you are using. If your version of Intemet Explorer is ARNOLD,DOUGLAS B CC Anne Arundel Pz
- Visit Training Library newer than v8, please contact the JIS Service Desk for IE9 14
o or to request a download of the Google Chrome web 410222~
E '{CON NECTed browser. BURKE,SHARON K GC Anne Arundel 42
@ = e e AEONDERLAVINAG  CCBarCly-Esst 405>
veoREAOVoENSED  cosmon-gmt 405
T — TEONNECTed tob ase o .
o CONNECT. W onceeOmBORMAR  commoy-gm A
& ¢ ot Abzence Request s

o
-
concmerposieiozs i | . S o e oy 0BT | -

1. Click the My HR tab.
My HR

2. Click the Timesheet link.
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Favortes ¥ | MainMenu ¥ 4 Home | Sign out

- CONNECT

Timesheet

New Window | i~

Employee ID 000020019
Empl Record 0

Eariiest Change Date 01/2712016
Select Another Timesheet

“View By Previous Week  Next Week
*Date 017202016 |[5j )

Reported Hours 16.00

From 012012016 to 01/2612016 (2

Comments  Day Date  Reported Staws in Lunch " out Paner, Time Reporting Code Quantity YT0%°  shitt 7
o] Wed 120 Needs Approval 5:00.00AM] [ 1:00:00PW] [ 1:30:00PM]| | 4:30.00PM] .00[01 REG - Regular Time [ a al
o] Thu 121 Needs Approval 8:00.00AM] [ 1:00:00PW] [ 1:30:00PM]| | £:30.00PM 8.00[01 REG - Regular Time [ a al
o Fi 22 New =] a Ql
o sat 123 New [=] aQ Q|
o sun 124 New =] a Ql
o Mon 1725 New [x] Q Q|
(o} Tue 1126 New Q Q|

Save for Later Submit Clear

Summary || Absence || Exceptions

Reported Time Summary Personalize | Find | 20 BB 12012

Wed Thu Fri a Sun Mon Tue
ey D 120 m 12 3 e 125 1128 =

Step ‘ Action Notes

3. Click the Absence tab to view the cancelled absence request.

Absence

4, In this example, the absence request was already created then
cancelled. Notice the "Cancelled" status.

5. Because this absence request was cancelled, it does not appear
on the timesheet on 01/26/2016.

6. Click the Horizontal scrollbar to move across the page.

7. Click the Edit button to edit this absence request.
8. Click the Details link.

Details

9. In this example, you will change the duration from 4 hours to 8
hours.

10. | Click the Partial Days drop-down list.

[ Start Day Only 3|
11. | Click the None list item.

[None |
12. | Click in the Duration field.

13. | Press [Backspace] to clear the field.

14. | Enter "8.00" into the Duration field.

15. | You do not need to "Calculate End Date or Duration" since the
End Date and Duration fields are already populated.

16. | Click the Vertical scrollbar to move down the page.
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Step ‘ Action Notes

17. | Click the OK button.

18. | Click the Forecast button.
| Forecast |

19. | Click the Yes button.

fas

20. | Notice the message indicating you are eligible to submit this
request.

21. | Notice the absence request is now displayed on the timesheet in
a "Saved" status for 01/26/2016.

22. | Once you have forecasted, it is best practice to submit the
request for approval.
If you save it for later, you will have to forecast it again before
you can submit.

23. | Click the Submit button.
| Submit |

24. | Click the OK button.

25. | Click the OK button.

26. | Notice the status of the absence request. It has changed from
"Cancelled", to "Saved", to "Needs Approval".
The request has been successfully submitted to your manager for
review and approval.

27. | Click the Home link.
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CONNECT Employee Self Service

Favorites ¥ | Main Menu v

< CONNECT

My HR

My Page shboard

< External Links

&, Phone Directory

@ Central Payroll Oniine Service
@ state Payro Forms

B& Empioyes Healtn Benets

[ J———

@ GEARS

B neeo assistance?

; VisitTraining Library.

E  (CONNECTed
T —

¢ CONNECTor
O ommripesimzons |

Company Directory

Learning Dashboard | %%

{»CONNECT News s ov

How to Save CONNECT As Browser Favorite
To simplify returning to the CONNECT log in page, we
‘suggest you make it a bookmari/favorite in your internet

" browser. This PDF will explain the steps for Intemet

Feed

Explorer v3 and Google Chrome.

Use 2 Decimal Places in CONNECT

As a result of feedback from the Paraliel testing, the
CONNECT Team has increased the number of decimal
places used for reporting time and absences to two decimal
places (€.g., 8.25). This change will better meet the needs of
the Judiciary for the lime reporting increments on your
timesheets and Absence Requests. The use of two decimal
places will apply to all fime reports, including COMP time,
‘and all absence requests. The aitached table will assist you
with converting minutes into the related decimal point value
that you will need to enter on your timesheet or Absence
Request. We have also updated the UPKS to reflect 2
decimal places, where appropriate.

How To Check Intemet Explorer Version
Because the oniine training will only work with Intemet

Explorer you are using. If your version of Intemet Explorer is
newer than v8, please contact the JIS Service Desk for IES
orto request a downioad of the Google Chrome web
browser.

View All Aricles and Sections

CONNECTed Job Aids c [ov

Partial Absence Request
‘Submit a Partial Day Absence Request

Personalize Content | Layout

CONNECTed

# Home | Signout

CONNECTor Contact Information

Name

STANSBURY,BRENDA A

SEVILLA SOMOZA,LORENA

JOHNSON ALEXANDRA L

AKERS,ALLISON E

SHAAK,CHRISTINA M

MAYNARD.GATHERINE A

LINDSEY,DAWNE D

DILLARDWOODY,KRIS E

EARLY,KIMBERLE A

ARNOLD,DOUGLAS B

BURKE,SHARON K

ALEXANDER LAVINIA G

MCCREADY,DENISE D

DUNGEE DEBORAH R

MURPHY, SANDRA J

DOVEL DOTTIE )

Deser

2001 Commerce Pk

Drive

2001 Commerce Pk
i

2001 Commerce Pk

Df

ive
2001 Commerce Pk
Drive
2001 Commerce Pk
Drive

GG Alegany

CC Alegany

CC Anne Arundel
CC Anne Arundel
CC Anne Arundel
CC Anne Arundel
CC Balt City - East
GG Balt City - East
CC Balt Ciy - East
CC Balt Ciy - East

0 aitnoce Conn

TR A IKIG LIER N

——

410333

733

410333

733

410200-

6354

410333

3800

4101887 -

Step Action [\ [o] {1

28.

Click the Sign out link.

29.

You have completed the topic "Editing a Cancelled Absence
Request from the Timesheet".
End of Procedure.

FMLA - Extended Absence

In this learning module you will review FMLA - Extended Absence topics:

Request an Extended Absence - FMLA Authorization
Request an Extended Absence - FMLA Take

03 09 _16_Request FMLA Authorization
Entering Extended Absences (FMLA) in CONNECT is a multi-step process:

1. You must submit an FMLA authorization request and be approved by Employee

Relations to take FMLA
Once your FMLA authorization has been approved, enter the FMLA take
Since FMLA is unpaid leave, you can associate another leave type (sick, personal, etc.)

with your FMLA take so you get paid while you are out

This topic covers step 1; requesting FMLA authorization.

Page 178



TRAINING GUIDE
T§ON NEETE:d CONNECT Employee Self Service

< CONNECT

Maiyland Judiciary

Request Extended Absence
ALEXANDRA HOYLE

Payroll Associate

To create your request, complete the information in the Extended Absence Reguest
Details section and select save for later or submit the request for approval. Additional
information may be managed or viewed at a later time.

Extended Absence Request Details (7 Related Links (2
E] INSTRUCTIONS
*Start Date [04/01/2016 |

*Expected Return Date |04/20/2016 |

Actual Return Date |

*Absence Reason | Self ~

Current Balance 480.00 Hours™
FMLA Eligibility
Absence Requests

Absence Request (7 Personalize | Find | View All | | E First ‘&' 10f1 ‘& Last

Absence Requests Status Start Date End Date Duration Source

Procedure

In this topic, you will request authorization to take FMLA.

Favorites ¥ | Main Menu v

4 Home |
£ CONNECT
AddTo v
(o
My HR My Page anager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %
Personalize Content | Layout
G) Ermes G G e o o~ | Employee Expiring Licenses c ev Announcements c
No expiing licenses in the next 60 days
Timesheet Absence o Coment A )
Report your e = - = o Current Announcements.
o ses e e & my Expiraton Dates o lav
fora cay, week balences. bsence requests
ortime period ID Description  End Date _ Days to End Date
Request Request Overtime
FMLA FMLATake  (@)\ Requests
Authorization Request a View or add your Err B =
(&) subrmit an FrtLA (o @D ovetime requests
Autherizstion Absence
;f;j‘ff!hy Search by Name, Job Title, Department, or Email
Suthorizaton. ®
My Current o Personal Current 5% My Org Chart Advanced Search
— W Protie Information Documents
competencies, Reviewa you perormance
and summary of dosuments for the
sccompishments your personl current perid.
in your curer information
proe.
Careers Interview ADA
P e RER Caendor Accommaation
view jobs and View Request
manage your interviews of Subit an ADA
appilcations. appicants n accommodation
which you are request
schedued o
paricipa
$ Compensation
History
Review K
< >

Action

1. Click the Request FMLA Authorization link.

Request
FMLA
Authorization

2. Using the date fields, enter the FMLA duration you are
requesting.
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Favortes ¥ | ManMenu v

- CONNECT

CONNECTe

TRAMIKIG LIER NET

Request Extended Absence
ALEXANDRA HOYLE

Related Links (2
@ INSTRUCTIONS

“Start Date 03/09/2016_|[5)

“Expected Retum Date el

Step ‘ Action Notes

3. The start date defaults to the current date. In this example, enter
a different date.

Click in the Start Date field.

03/09/2016

4, Enter "04/01/2016" into the Start Date field.

5. Click in the Expected Return Date field.

6. Enter "04/30/2016" into the Expected Return Date field.

7. Notice additional fields are displayed after you enter the
Expected Return Date.

8. Click the Absence Reason drop-down list.
| Select Absence Reason vl

9. Select the option that most accurately fits your situation.

10. | For this example, click the Self list item.
[ Self |

11. | Click the Submit button.

12. | Click the Yes button.
| Yes |

13. | Click the OK button.
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Step @ Action [\ [o] {=1

14. | Notice the authorization approval is "Pending".

Note: The extended absence must be approved by Employee
Relations before you can enter the FMLA take.

15. | Click the Multiple Approvers link.
[Multiple Approvers|

16. | Notice the request has been submitted to the Employee
Relations Officers.

Favorites Main Menu

£ CONNECT

@ ttpsi/testconnecthrmdcourts.gov/psc/hruat new.. =il n= IS
Approver #1
Name: GISELE MATHEWS
Empl ID: 000005917
Last Name: MATHEWS
First Name: GIsELE
FMAEGOI | ) e
| Name: FAITH BAGNALL
Absence Relll empi 1D: 000001706
Last Name: BAGNALL
Absence Rllf First Name: FAITH B B st @ 1011 @ Last
Bation Source
Request His] Personalize |
Status i Close
Submitted
-
Extonded Abs Process for FMLA
© M AGEE
Envioyes Relatons Offcer
+ Required Field

Step  Action

A Home | Sign out

Add To
NavBar

sa0am |

TR
t 03/09/2016 | |

17. | Click the Close button.

Favores ¥ | ManMenu v

v CONNECT

Actual Retum Date

Absence Reason Self
Current Balance 430,00 Hours™*
Status Submitted

FMLA Eligibility
Absence Requests

Absence Request (2 Personaiize | Find | View All| 2] B First (@ 101 ) Last

Absence Requests Status Start Date End Date Duration Source.
Request History Personaiize | (&
Status Name Date Comments
ALEXANDRA
Submitted HOYLE 03/09/2018

Extended Abs Process for FMLA
Absence Management:Pending
Extended Abs Process for FMLA
Pending
© MEAGES
Eimpioyes Reons Offcer

* Required Field
=Disciaimer The current

4 Home | Sign out
P O)
NavBar
A
A4
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Step | Action

18. | Click the Home link.
#& Home

Favories ™ Main Menu ¥

# Home | Signout|

+ CONNECT oo -

My HR My Page

r Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | K¢
Personaiize Content | Layout

G) Employee Self Service Links o ov | Employee Expiring Licenses S o Announcements o
No expirng licenses in the next 60 days

Tlmeshee( Ahser\:e Absence NoC: A "
your i Reques( = i = e o Current Announcements.

ID Description  End Date  Days to End Date
Request Request Overtime
FMLA Take /®\ Requests
Aiborzation Resia View or add your Company Directory e
m St an PULA @ o ®_D oenimereasesis F
°j;j§f!"y ‘Search by Name, Job Title, Department, o Email

suthorization.

e —— Currnt 4wy Org Cran Advanced searcn
— P Piermaion i
2= E Upiate &

end ry of documents for the
acco 3 Jour personal curent period.
in your current information.
profle.
Careers Interview ADA
Careers stc to DA Calendar Accommodation
view fobs and ( Request
manage your o Submi an 04
-
cheduied o
parteipte
3 Compensation
History
Review "]
< >

Step | Action Notes

19. | Click the Sign out link.

20. | You have completed the topic "Request FMLA Authorization".
End of Procedure.

03_09_16_Request FMLA Take
Entering Extended Absences (FMLA) in CONNECT is a multi-step process:

1. You must submit an FMLA authorization request and be approved by Employee
Relations to take FMLA

2. Once your FMLA authorization has been approved, enter the FMLA take

3. Since FMLA is unpaid leave, you can associate another leave type (sick, personal, etc.)
with your FMLA take so you get paid while you are out

This topic covers steps 2 & 3; entering FMLA take and associating it with a paid leave event.
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Timesheet

ALEXANDRA HOYLE

Selact Another Timeshast

View By 1

1 Week

“Date

Reported Hours 500

016 to 0411872016

Dey  Duie I Luneh n o Code

" 2 P - FMLA Unpaid
o Wed 413 N ~
o hu o 41 New ]
o Fio 4 New ]

TRAINING GUIDE
CONNECT Employee Self Service

Overrde
o shn

Q Y

Q &

Q &

Procedure

In this topic, you will enter FMLA take for an approved FMLA authorization.

Favorites ¥

< CONNECT

Main Menu ¥

MyHR | | MyPage | = Manager Dashboard | | CompanyDirectory | | Leaming Dashboard
6) Employee Self Service Links o ¢~] [ExeiovzeExpiing/Picenses
No expiring licenses in the next 60 days
Timesheet Absence Asence
Report yourtime Balances = irati
fora day, week belances. absence requests.
orme period ID Description  End Date
Request Request Overtime
FMLA FMLATake /@)y Requests
Autnorization Reqesia View or add your
e V@i @ Ommm
onzaion sence
covered by
provous
authorizaion
My Current Personal

Currnt

A eon i

7| Venage seis E Summary Update o viow
competencies, Reviewa your performance
o

summry of documents for the

accompishments your personal curent period.

in your curer information.

profle.

Careers Interview ADA

Careers stc to DA Calendar Accommodation

view jobs and View ( Request

mai " interviews of Submit an ADA

appiications. applcants in accommodation
which you are. request
scheduied o
parteipte

$) G
pn

< e sbicn:

Time And Labor Dashboard | #§

o

Days to End Date

Personalize Content | Layout

Announcements c

No Current Announcements.

ﬁg—g Company Directory e
Search by Name, Job Tite, Department, or Emal

5% My Org Chart Advanced Search

Step | Action

Click the Request FMLA Take link.

Request
FMLA Take
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Favortes ¥ | ManMenu v

% CONNECT

Extended Absence Request History
ALEXANDRA HOYLE

Payroll Assaciate

w
From[12102015_|) Through D6/07/2016 ][5 [ Rafresh

Extended Absence Request History Personaize | Find [View Al |31 B Fist (0 12012 @ Last

AbsenceName Stws Start Date: Expected Retum Date Source

FMLA Take Approved 0410112016 0473012016 Employee Extended Absence Edit

Step ‘ Action Notes

2. Click the Edit button for the approved FMLA authorization.

3. Click the Add New Absence link.
[Add New Absence |

4, Use the Request Absence page to enter the FMLA take details.

Note: The FMLA take must occur within the dates of the
approved FMLA authorization.

5. Click in the Start Date field.

03/09/2016

6. Enter "04/12/2016" into the Start Date field.

7. Click in the End Date field.

L]

8. Enter "04/12/2016" into the End Date field.

9. Click the Reason drop-down list.
| Select Absence Reason v

10. | Click the Self list item.
[Sef |

11. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

12. | Click the Forecast Balance button.
| Forecast Balance |

13. | Click the Yes button.
Yes
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14.

Click the OK button.
Ok

15.

Click the OK button.
OK

16.

Notice the FMLA take is displayed with a status of 'Saved'.

17.

Click the Submit button.
Submit

18.

Click the Yes button.
Yes |

19.

Click the OK button.
8]:4

20.

Click the Vertical scrollbar to move down the page.

21.

Notice the 04/12/2016 FMLA take displays a status of
'Submitted'.

22.

Click the Home link.
_

Home

Favorites ¥ | Main Menu ¥

< CONNECT

My HR

My Page Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %

6) Employee Self Service Links Employee Expiring Licenses S o Announcements

Timesheet
Report your ime
and task detals
fora day, week,
or time period

No expiring licenses in the next 60 days

Anssnce
R\ ﬁmmm & wEwintonbaes & o
balances. ah:enve requests.

1D Description _ End Date_ Days to End Date
Reuuss‘ FMLAT " @ gvemme
ake cquests
Aumunmuon quuaﬁ a 0 /’\e« w add your
B siomi e s [l @®_Dow
Req - Search by Name, Job Ti
Eivorzeton
My Current personal Current iy Org Crart
Ry .n.m.c.n et s
A= S\lmmary Upose v
@ Sommaryof Pkt
cris Jout personal curen perod

nt nformation.

Interview
o DA Calendar
View

Accmnm odation
( Reque:
Submit an 208

No Current Announcements.

ﬁg—g Company Directory e

4 Home |

AddTo v

Personalize Content | Layout

itie, Department, or Email

Advanced Search

Step  Action Notes

23.

Click the Timesheet link.

imesheet

24.

To view the FMLA take on your timesheet, proceed to the

appropriate week.

In this example, view 04/12/2016
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Favoris v | Main Menu & Home | Sign out

+» CONNECT —

New Window | i
A

Timesheet

ALEXANDRA HOYLE Employes ID 000005753

Payroll Associate. Empl Record 0

Actions = Eariest Ghange Date 0310272016

Select Another Timesheet

*View By [Wesk ~ Previous Week  Next Week
*Date [03/0972016  |[5 L
Reported Hours 0.00

From 0310972016 to 03/1512016. (2

Comments Doy Dae  Reported Sats in e m out PUCh Time Reportng Code Quantity Qe s Projct D
o] Wed 3 New a a

o ™ w0 New a a

o oWt New a a

o) st W2 New Q Q

o] s I3 New Q Q

o Mo 4 New Q Q

o Te w5 New Q Q

Save for Later Submit Clear
Summary || Leave /Compensatory Time || Absence || Exceptions
Reported Time Summary Personaiize | Find |2 | B 12012
Wed Thu i Sat Sun Mon Tue vi

Category, = 39 310 311 312 313 314 345

< >

Step ‘ Action Notes

25. | Click in the Date field.
03092016

26. | Enter "04/12/2016" into the Date field.

27. | Click the Refresh Timesheet button.

o

28. | Notice the FMLA Unpaid leave event for 4/12.

Since FMLA is unpaid, continue by adding a paid absence event
(sick, personal, etc.) that corresponds with the FMLA event.

The steps for entering the paid leave event are exactly the same
as you would normally enter leave on your timesheet.

29. | Click the Vertical scrollbar to move down the page.

30. | Click the Absence tab.

31. | Click the Add Absence Event button.
|  Add Absence Event |

32. | Be sure the start and end dates are the same as the FMLA date
above.

33. | Click the Absence Name drop-down list.
| Select Absence Nar w|

34. | Click the Sick Leave Take list item.
[Sick Leave Take |
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35.

Click the Reason drop-down list.
| Select Absence Reasor wv|

36.

Click the Medical Appointment list item.
[Medical Appointment |

37.

Click the Details link.
Details

38.

Click the Calculate End Date or Duration button.
Calculate End Date or Duration |

39.

Click the OK button.
O

H

40.

Click the Forecast button.
Forecast

41.

Click the Yes button.
fes

42.

Notice the FMLA Unpaid and Sick leave events are both displayed

on the timesheet for 4/12.

43.

Click the Home link.

#& Home

Favorites

Main Menu

f Home | Signout
+ CONNECT
AddTo v
v
wacyiang juiciary
My HR My Page Manager Dashboard | | Company Directory Learning Dashboard Time And Labor Dashboard | £¢
Personalize Content | Layout
6) Emres G G Ane o - | |Employee Expiring Licenses S ov Announcements E
No expiing licenses in the next 60 days
Timesheet Absence Absence P )
Report your time. Balances Request = i o - 0 Current Announcements.
Erel (O s AUt o || My Expiration Dates e o
fora day, week belances. ence reqvests
ortime perod ID Description End Date _Days to End Date
Request Request Overtime
FMLA FuiATake /(@) Requests
Authorization Requesta View o add your Gy i o
[ Prdeii @[ L O W Hhetdenel 5B, Company vy
Auhorzslion Absece
Request ;?;jzﬂ!hy Search by Name, Job Title, Department, or Email
thonzes ®
My Current rsonal Current &5 My Org Chart Advanced Search
’.:I Profile E Documents
Careers Interview ADA
I e RER Caendor Accommaation
view jobs and View Request
manage your infeniens of Submit an ADA
appications appicantsin | accommodation
which you are request
scheduied fo
cipo
s Compensation
History
Review ]
< >

Step Action Notes

44.

Click the Sign out link.

45.

You have completed the topic "Request FMLA Take".
End of Procedure.
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Managing Leave Bank

In this learning module you will review Managing Leave Bank topics:

e Leave Bank Enrollment

e Request to Receive Leave Bank Donation

e View Leave Bank/Donation Balance

e Donate Annual Leave to an Individual

e Request Time Off with Leave Bank/Donation

¢ Request Time Off from a Timesheet with Leave Bank/Donation

12 21 15 lLeave Bank Enrollment

Employees can enroll in the leave bank program with a minimum donation of 8 hours.

HOM Systems ~ Leave Transfer Recuests ¥ > Envol o Leave Bank #& Homa | Sign out

cr

Request to Donate Leave

KAREN FARY

“Program Name Seiect Progran 0
Category Troe
Contibution Type Frequency
untType Caiting Limit
Vaninum Days Maxmom Days
Begin Date End Date
atribution o B s
fance Recipent Type Name Oetatn Detets
Seiect Entement (=] Baance = Y Detsis Deste
A Cantriton
Comments
Requester Comments. [ 3

Agreement and Compliance

0% -

Procedure

In this topic, you will enroll in the leave bank program by submitting a leave donation request
for sick leave.

Favories ¥ | Main Menu + # Home | Signout [JE3
+ CONNECT i
(e

acyiand Juiciary
My Page My HR Company Directory Learning Dashboard | %§
Personalze Content | Layout ? Hep
Qg External Links S o> | | {LCONNECT News & ov |CONNECTor Contact Information e o~
7 comnectes- Traning waterais How to Save CONNECT As Browser Favorite Name Deser Prone
To simplify returming to the CONNECT log in page, we .
suggest you make ft 2 bookmarifavorte in your nfernet STANSBURY SRENDAA  LO0TCommerceFl 410260
&, Phone Directory browser. This PDF will explain the steps for Intemet o
Explorer vé and Google Chrome. PARKER ALECIA A 2001 Commerce Pk 410260-
B : Dive 3544
Central Payroll Onine Service Use 2 Decimal Places in CONNECT oo Commerce b 410050,
As a result of feedback from the Paralel testing, the SHAAK CHRISTINA M . plcs
E I —— CONNECT Team has increased the number of decimal i [
places used or reporting time and absences to two decimal ommerce -
o places (e.g. 8.25). This change wil betier meet e needs of | | "OHNSONALEXANDRAL e 3540
Employes Health Benefts the Judiciary for the-time reportng increments on your 2001 Commerce Pl 410260
25 emvor fimesheels and Absence Requests. The use of twodecimal | | SEVILLASOMOZALORENA £ s
; places will apply o al ime reports, ncluding COMP fime,
I Heath Benefts Forms Snd all absence requests. The attached tabie wil assist you 2001 Commerce Pk 410260-
| AKERS ALLISON E
‘with converfing minutes into the related decimal point value Drive 2540
that you will need to enter on your fmesheet or Absence 01777
L cears Request We nave aiso updaled the UPKS ( refect2 MAYNARDCATHERINEA  CC Allgany w02
Gecimal places, where appropriate. T
How To Check Intemet Explorer Version LR ED CERTET 5923
2 Because the oniine raining willonly work with ntemet 4100222
NEE D ASS 1 STA N c E? Explorer 9 or older, we have provided the following ARNOLD,DOUGLAS B CC Anne Arundel 1436
instructions on how fo check which version of Intemet Posy
Explorer you are using. If your version of Intemet Explorer s | | DILLARDWOODYKRISE G Anne Arundel ey
©  ViitTaiing Ubary newer than v9, please contact the JIS Service Desk for IE9
a or o request a download of the Google Chrome web EARLY KIMBERLE A 50 Anne Arundel 410222
w oA ! 1296,
=
& (CONNECTed e P — om0z
Vicw Al Arles and Sesions g
o . i . MURPHY,SANDRA J COBACHy -East  app
O Reschoutio s CONNECTortyourlocation CONNECTed Job Aids s ov 1023
w e MCCREADY, DENISE D CC Balt City - East g
& CONNECTor < rul1 partal Absence Request g5
1 | suomita paria ey Avsence Reaest ALEXANDERLAVINIA G cosancy Bt 5 2
H100% v
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1. Click the Main Menu button.

Main Menu ‘

2. Click the HCM Systems menu.
1 HCM Systems k

3. Click the Self Service menu.
L self service »

4, Click the Leave Transfer Requests menu.
| J  Leave Transfer Requests 4 |

5. Click the Enroll into Leave Bank menu.
| 5l Enroll into Leave Bank |

6. For this example, you are submitting a request to donate sick
leave to the Leave Sick Bank program.

The initial donation to any leave bank will serve as enrollment
into the leave bank program.

Favortes ¥ | MainMenu v HCM Systems v Self Service ¥ Leave Transfer Requests ¥ Enrol into Leave Bank 4 Home | Sign out

- CONNECT

Request to Donate Leave E

KAREN FARY
HR Offcer |

“This form may be used to Donate leave: time to either an eligible employes or to a leave bank

Employees on written warning may not donate accrued leave time. Additionally, employees who have provided nofice or have been

given notice of termination of employmen may not donate fime.
Donation Program

*Program Name | Select Program =
Category Type
Contribution Type Frequency I
Unit Type Geiling Limit
Minimum Days Maximum Days
Begin Date End Date
Leave Contribution Fesonaizell Find | @ B st @ 1011 @ Last
rom Entitemen ance DO peripen ame aits ete
From Enttement Bal Doyste pecipient Type " Detai Delet
Select Entifoment [=] salance = Q Details Delele

Add Contribution

Comments

Requester Comments €
Agreement and Compliance
+ I have read and understand the Policy on Leave Donations and Judiciary Leave Bark

* I understand this donation is irrevocable. -
H100%

Step Action Notes

7. Click the Program Name drop-down list.
| Select Program E”

8. Click the Leave Bank Enrollment - Sick list item.
|Leave Bank Enrollment - Sick |

9. Click the From Entitlement drop-down list.
| Select Entitiement =]
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10. | Click the Sick Leave Entitlement list item.

Sick Leave Entitleme

11. | The Balance column displays the employee's current available
balance.

For this example, you have 100 hours of sick leave to donate.

12. | Click in the Hours to Donate field.

L]

13. | Enter "8" into the Hours to Donate field.

14. | Review the Agreement and Compliance section.

15. | Click the Submit button.
| Submit |

16. | Click the Yes button.
f Yes |

17. | Click the OK button.

18. | The enrollment request will be received and processed by
Employee Relations after the first payroll.

19. | Click the Home link.
#& Home

Favories = MainMenu ~ # Home | Signout
% CONNECT
fe
My Page My HR Company Directory Leaming Dashboard | ¥ Il
Personalize Content | Layout 2 Help
Extemal Links S T {XCONNECT News s ov CONNECTor Contactinformation S o~
rzl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthly information .
[S—— esource on the latest happenings in the Judicary's PARKER ALECIA A AOGLEOURTBUSINESS - 41060
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aaEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of AKERS,ALLISON E FFICE 1438
State Payroll Forms that project
AOC /COURT BUSINESS  4101260-
HR CONNECTION - ISSUE 2 SHAAK CHRISTINA M OFFICE 1737
B8 empioyes Healtn Benets The GONNECT project will launch in January 2016. Now is 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) P
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, 3 combination | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education | 1030
Division, is an innovative approach that uses diferent 410260
raining methods, including classroom-based, instructoreg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
wil also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOaE il
] 2 - CCIALLEGANYCNTY 301777
o (CONNECTed Eeed MAYNARDCATHERINEA Gl i Ol o
A ¥ iew A rles o Sectors CC/ANNEARUNDEL 410222
ARNOLD DOUGLAS B g
o . - GOURTHOUSE 1436
~ (CONNECTed Job Aids c ev
) Reach 0ut 103 CONNECTorat yourlocation = BURKE.SHARON K GG/ ANNE ARUNDEL 410222
ui CONNECTor W Cancel a Leave/Absence Request ECC)L,J :L:(;f;uwua l:éfzzz
0 @ Cancel a Leave/Absence Request EARLY.KIMBERLE A COURTHOUSE 1896
GG/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaverAbsence Request !
| ‘Submit a Leave/Absence Request Y CC/BALTIMORE CITY 41033
u M ur b necw | q ALEXANDER LAVINIA G i P L

®100% ~
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20. | Click the Sign out link.

Sign out

21. | You have completed the Leave Bank Enrollment topic.

End of Procedure.

12_21 15 _Request to Receive Leave Bank Donation

Once enrolled in the leave bank program, an employee can request to receive donated leave

from the leave bank.

Request to Donate Leave
KAREM FARY

*Program Name |Leava Bank En

Category

MU Hours 8.0

Type Voluntary
Frequency

Ceiling Limit

Maxmum Hours.

Begin Dete. 01 End Date
Personaize | Fing | Y| 56 Fast 18 L
Balance Bowrn ™ Racipient Type Name. Detada Delete
= o g Detais Delte
Requester Comiments. [

Agresment and Compliance

f apsicatie) to sneei,

Procedure

Sign out

Aes -

In this topic, you will submit a request to receive a donation from the leave bank.

A request to receive a leave donation is only for employees enrolled in a leave bank program.

Favorites ¥

Main Menu ~ # Home | B
& CONNECT
ke
My Page My HR Company Directory Learning Dashboard | ¥

Personaiize Content | Layout ? Hep
Q External Links S ov | }CONNECT News & ov | |CONNECTor Contact Information S o~
%= comnectes- Traning waterais How to Save CONNECT As Browser Favorite Name Deser Phone
“To simplify retuming to the CONNECT log in page, we
P suogest you make it bookmark/Tavorite in your infermet STANSBURY BRENDA A Zoo Commerce Pl 410260
& Pnone Directory Drowser. This PDF wil expiai the steps for Intemet N
Explorer v9 and Google Chrome. IR 2001 Commerce Pk 410260
@ Centra Payrol Onine S @9,() Use2Decimal Places in CONNECT ) onve honed
entral Payroll Online Service Use 2 Decimal Places in CONNECT
*% s aresult of feedback from the Parallel testing, the SHAAK CHRISTINA M Lo Commerce Pl 4702600
S —— DD S e s oy o ool pve
places used for reporfng fime and absences to fwo decimal ommerce
o places (e.9., 3.25). This change wil better meet the needs of | | 'OHNSONALEXANDRAL iy 3540
the Judiciay for the time reportng increments on your
Employee Healtn Beneft: 2001 Commerce Pk 410/260.

10 erporee veatn s timesheets and Absence Requests. The use of fwo decimal | | SEVILLASOMOZALORENA 210! P
F piaces will apply o all i reports, ncluding COMP time,
1B Heatn Benefits Forms and all absence requests. The attached table will assist you AKERS ALLISON E 2001 Commerce Pl 4101260

with converting minutes into the related decimal point value Drive 2540
that you wil need 1o enter on your timesheet or Absence 0177
ﬁ' GEARS Request. We have also updated the UPKS to reflect 2 MAYNARD,CATHERINE A CC Allegany 5022
decimal places, where appropriate pp—
How To Check Inemet Explorer Version LESRSLED CHEIE 5023
2 Because the oniine training vill only work with Intemet 410222
NEED ASSISTANCE? Explorer 8 or ider, we have provided th folowing ARNOLD.DOUGLAS B CC Anne Arundel o
instructions on how to check which version of Infemet T
Explorer you are using. If your version of Intemet Explorer s | | DILLARDWOODYKRISE  CC Anne Arundel

—  VaitTaiing Ubory newer than v9, please contact the JIS Service Desk for 1187
a : oo reauesta courload of e Google Chiome web CARLY KIMBERLE A o Anne Andel 0222
= °(

7] GON NECTed Feed BURKE,SHARON K CC Anne Arundel i

View A Arles and Sections .

S | eadhonmaciinec . MURPHY,SANDRA J coBatCHy -East e
ach out 0.2 orat yourlocaton CONNECTed Job Aids pr—

w CONNECTor MCCREADY,DENISE D coBaciy-East SR
= o rul1 partsl Absence Request

' 41033
1 | umita poria Doy svsence roquest ALONDERLAVINAG __ CCBaRCY-Esst 3 -
f100% ~
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1. Click the Main Menu button.

Main Menu

2. Click the HCM Systems menu.
1 HCM Systems k

CONNECTed

TR A IKIG LIER N

3. Click the Self Service menu.
L self service »

4, Click the Leave Transfer Requests menu.
| J  Leave Transfer Requests 4 |

5. Click the Request to Receive Leave Bank menu.

| Ij Reguest to Receive Leave Bank |

6. An employee enrolled in the leave bank program can only
request leave from the leave bank if:

1. All available leave banks are exhausted;

2. Leave is exhausted because of a prolonged or serious medical
condition;

3. The employee is in good standings on past leave usage,
disciplinary and performance ratings.

For this example, you are requesting to receive 8 hours from the
Leave Bank Receive Program to be used in the month of October
2015.

Favorites ¥ Main Menu ~ HCM Systems ¥ > SelfSenvice ™ >  Leave Transfer Requesis ™ >  Request fo Receive Leave Bank #& Home | Sign out

& CONNECT

Request to Receive Donated Leave ol
KAREN FARY
HR Officer I

‘This form may be used to request donated leave from a leave program for yourself or on behalf of another employee:

Donation Program

*Program Name | Select Program =
Category Type
Contribution Type Frequency =
Unit Type Ceiling Limit
Minimum Days Maximum Days
Begin Date End Date

Leave Time Request

“Recipient Empioyee. = Recipient Name
“Begin Date = *End Date o)
*Days Requested View Balances L

[ITnis is a Recurring Occurrence

Leave Reason
Reason

Description
© lamtaking a Leave for my own catastrophic ilnes or injury.

Additional Details. €

#100% ~
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7. Click the Program Name drop-down list.
| Select Program E”

TRAMIKIG LIEAM

8. Click the Leave Bank Receive list item.
|Lea1.re Bank Receive |

9. Click the Choose a date button.
10. | Click the Month drop-down list.
January

!

11. | Click the October list item.
October

12. | Click the 1 object.

-

13.

(@]

lick the Choose a date button.

g

14. | Click the Month drop-down list.
January

!

15. | Click the October list item.
October

16. | Click the 30 object.
0

H

17. | Click in the Hours Requested field.

18. | Enter "8" into the Hours Requested field.

Favortes ¥ | MainMenu v HCM Systems Self Service Leave Transfer Requests ¥ Request to Receive Leave Bank 4 Home | Sign out
-
Request to Receive Donated Leave r
KAREN FARY

HR Officer |

‘This form may be used to request donated leave from a leave program for yourself or on behalf of another employee:

Donation Program

*Program Name [Leave Bank Receive =

Category Bank
Contribution Type One-Time
Unit Type Hours
Minimum Hours 1.00

Begin Date 011012010

Leave Time Request

“Begin Date [100172015 |5
*Hours Requested 8
[ITnis is a Recurring Occurrence
Leave Reason
Reason
Description
© 1am taking a Leave for my own catastrophic iines of injury.

Additional Details

“Recipient [Empioyes =

Type Voluntary
Frequency
Ceiling Limit 320.00
Maximum Hours 9999999900
End Date

Recipient Name
*End Date 10302015 |53

View Balances

#100% ~

Page 193



TRAINING GUIDE ‘f
CONNECT Employee Self Service QONN EQTEd

Step ‘ Action Notes

19. | Click the Vertical Scrollbar to scroll down the page.

20. | Click the I am taking a Leave for my own catastrophic iliness or
injury option.

Favortes ¥ | MainMenu v HCM Systems Self Service Leave Transfer Requests ¥ Request to Receive Leave Bank 4 Home | Sign out

+» CONNECT

Leave Time Request

“Recipient [Employee = Recipient Name
“Begin Date[10012015 |5 *End Date 10202015 |5
“Hours Requested B View Balances

[17nis is a Recurring Occurrence

Leave Reason
Reason
Description

@ | I am taking a Leave for my own catastrophic illnes or injury.

Additional Details &

Comments

Requester Comments &

Agreement and Compliance

* I have read and understand the Policy on Leave Donations and Judiciary Leave Bank.
* I understand | have to successfully complete an initial probation (i applicable) to enroll
* I certify that the above information is true and correct,

Submit Save for Later

* Required Field |4

#100% v

Step ‘ Action Notes

21. | Click in the Additional Details field.

22. | Enter "Family issues" into the Additional Details field.

23. | Review the Agreement and Compliance section.

24. | Click the Submit button.
| Submit |

25. | Click the Yes button.
| Yes |

26. | Click the OK button.

27. | After submission, the request to receive a leave donation will be
sent for approval by Employee Relations.

28. | Click the Home link.

#& Home
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Favories ¥ | MainMenu v A Home | Signout [JEA
£ CONNECT »
X ad F
My Page My HR Company Directory Learning Dashboard | % M
Personalize Content | Layout ? Help
Extemnal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation e o~
) CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Dres resource on the [atest nappenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
Jone Directory Department of Human Resources (HR). Our goal: provide a e T BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1438
that project.
B site Paol Forms oo TSI AOG COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 40260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use efore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education i 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based traning (e-learing), and on- 35
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil also be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking ’ CCIALLEGANYCNTY 301777
bl B ld O s LINDSEY,DAWNE D COURTHOLSE e
wi oA Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY 3017777
= {( Feed COURTHOUSE a2
o QON NECTed View M Ales and Sections CC/ANNEARUNDEL 410222
ARNOLD DOUGLAS B
“ . o COURTHOUSE 1426
~ [CONINECTed Job Aids s ov
) Reach out 10 CONNECTorat yourlocation ® REERTEIR CC/ ANNE ARUNDEL 410022
i CONNECTor \ Cancel a Leave/Absence Request ESL/J ZL:‘;L;’;EUNDEL l‘:s/“zzz
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY,KRIS E
‘Submit a LeavelAbsence Request !
[ ‘Submit a LeavelAbsence Request Vi CC/BALTIMORE CITY 410333
= /™ UEID DECK | ALEXANDER LAVINIA G CRTHSE EAS 733 -
#100% ~

Action

29. | Click the Sign out link.

Sign out

30.
Donation topic.
End of Procedure.

You have completed the Request to Receive Leave Bank

12_21_15_View Leave Bank/Donation Balance

An employee can view their absence balances. Included as an absence balance, is the leave
bank/donation available balance.

LAURA PETRILLO

o | o
4

Procedure

In this topic, you will view the leave bank/donation balance.
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Favorites ¥ | Main Menu v

# Home | Signout [l
% CONNECT
(o
My Page Company Directory Learning Dashboard | %
Personalize Content | Layout ? Help
Exteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
CONNECTed - Training Materials sy HR CONNECTION - ISSUE 1 Name. Descr Phone.
t > Wekcome fo HR CONNECTion -  monfhly information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
R Phone Drest resource on the [atest happenings in the Judiciary’s
one Directory Department of Human Resources (HR) Our goal provide a | | Porler.jane A CC/WASHINGTON CNTY COURTHOUS 4105550999 | |
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550099
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT a5 we lead up to the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISSUE 2
B& Empioyee Healtn Benets Q The CONNECT project will launch in January 2016. Now is
the perfect tme 10 focus on the education you will need to
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
S location fairs designed to supplement formal training. There
will aiso be prerequisie courses to provide employees with

the knowledge and skills they may need prior to taking a

; Visit Training Library 'CONNECTed course.

w o S

&  CONNECTed i

- "g:ONNECTed Job Aids s o~

Reach out 0.2 CONNECTor at your location

CONNECT

. ‘Submit a LeavesAbsence Request

Contact the Help Desk (410) 260-1114

/™ UEID NECSK |

Submit a Leave/Absence Request

1. Click the My HR tab.
My HR

2. Click the Absence Balance link.

Absence
Balances

3. | This page displays all of the employees' available absence
balances including the available balance for Leave
Bank/Donation.

Favortes ¥ | MainMenu SeffSenice ¥ 5 TmeReporing ¥ > ViewTime ™ 5 Absence Balances. Sign out

+» CONNECT

View Absence Balances

LAURA PETRILLO

@ | ron
_4

Instructions

View cument sbsence enitlement balances Curnt balances. 4o not refect absence requests that have not been
prosessed by payrol. For more details please contact your absence administrator

Absence Entitlement Balances. Personaiize | (7]
Current Balances | [E

5

Enfitlement Name Balance 25 of 2015
Leave Bnk/ Drt Avaisble Bal 320,00 Hours
Personl Leave Avaiable Bal 3000 Hours
Sick Leave Avaisble Balance 9200 Hours
FMLA Avaisble Balance 480,00 Hours
Mitay Actvity Avaiabl B 120,00 Hours
Anmnust Leave Avalable Balance 106,68 Hous
GoTo  ForesastBaiance

Step @ Action

4, Click the Home link.
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Favorites ¥ | Main Menu v

# Home | signout |3
% CONNECT
(o
MscyiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s o~
2] CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = = e
o o o ommaten Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
S, Phone Diectory Department of Human Resources (HR). Our goal: provide a Porter,jane A CC/WASHINGTON CNTY COURTHOUS 4105550099 | |
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550000 | |=
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.
HR CONNECTION - ISUE 2
“The GONNEGT project wil launch in January 2016. Now s
the pertect tme to focus on the education you wil need to
[ P —— be able 1o successfully use CONNECT. Therefore, we would
i Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT iraining team and the AOC Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Cairoos oning et bases ¥amng (o eaminoy and o
location fais Gesigned to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior o taking a

2% Empioyes Healn Benerts

T sty CONNECTo soumse
w of Y Feed
[0 Feed
& (CONNECTed R
~ “CONNECTed Job Aids s o~
. Reach out to a CONNECTor at your location hai
w CONNECT: \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
& | 1 Submit a Leave/Absence Request
= /R HUEID DECK | d

Action

5. Click the Sign out link.
Sign out

6. You have completed the View Leave Bank/Donation Balance
topic.
End of Procedure.

12_21 15 Donate Annual Leave to an Individual

An employee enrolled in the leave bank program can also donate to a specific individual.

Type Emergen
Frequency

Caelling Lt

Deete

Fequestes Comments, w

Sueme Seve tor Lo

Procedure

In this topic, you will donate annual leave to an individual employee.
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Favorites ¥ | Main Menu v

# Home | Signout [l
% CONNECT -
X ad F
My Page My HR Company Directory Learning Dashboard | %¥ I
Personalize Content | Layout ? Help
External Links S o7 | {).CONNECT News s o~ | [CONNECTor Contactinformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Dres resource on the [atest nappenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
Jone Directory Department of Human Resources (HR). Our goal: provide a e T BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Senvice employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1438
that project.
B site Paol Forms oo TSI AOG COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 40260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, acombination | || NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based traning (e-learing), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil also be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking ’ CCIALLEGANYCNTY  301777-
bl B ld O s LINDSEY,DAWNE D COURTHOLSE e
i o, Fee MAYNARDCATHERINEA GO ALLEGANYONTY 3017777
= ( reed COURTHOUSE 5022
wn QONNECTSd Ve Al Aricles and Sections CC/ANNEARUNDEL 410222
ARNOLD DOUGLAS B
“ . o COURTHOUSE 1426
o~ ‘CONNECTed Job Aids s o~
) Reach out 10 CONNECTorat yourlocation ® REERTEIR CC/ ANNE ARUNDEL 410022
w CONNECTor \ Cancel a Leave/Absence Request EEC’L/J ZL:‘;L;’;EUNDEL l‘:i/“m
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY,KRIS E
‘Submit a LeavelAbsence Request !
[ ‘Submit a LeavelAbsence Request Vi CC/BALTIMORE CITY 410333
= /™ UEID DECK | ALEXANDER LAVINIA G CRTHSE EAS 733 -
#100% ~

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
[0 HCM Systems b

3. Click the Self Service menu.
J  self Senvice »

4. Click the Leave Transfer Requests menu.
| [J  Leave Transfer Requests r

5. Click the Donate Leave to an employee menu.

Ij Donate Leave to an employee

6. For this example, you are donating annual leave to a Leave
Donate Annual Bank Program setup for Jeffrey Qualey.
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Favorites n v HCMSystems ¥ 5 SeffService ¥ > Leave Transfer Requests ¥

% CONNECT

Request to Donate Leave ~
LAURA PETRILLO
HR Offcer |

This form may be used o Donate leave ime to either an eliible employee or 1o 2 leave bank.

o Additonally, cmp) have provided notice or have been
given nofice of termination of employment may not donte fime.
Donation Program

. —
caenor

Contbution Ty
wrieType

Minimum Days.

Begin Date

Leave Contribution Frst 4 tort 0 Lest
alance Daysto  gecipient Type iame tete
- D272t eciient Ty e

Seest Entiement <] satence @, Detsis Deete

‘Ada Contrbuion
Comments
Requester Comments| ’(

Agreement and Compliance

= I have read the Leave Donation Palcy.

to another employee, | of hoursidays and undersiand that
provided or been given notice of temination
« I cerilty that | am currently ot on a writen waing of any kind.

Submit Save for Later

Step @ Action [\ [o] {1

7. Click the Program Name drop-down list.
 Select Program |

8. Click the Lv Dnt Annual - Jeffery Qualey list item.
[Lv Dnt &nnual - Jeffery Qualey |

9. Click the From Entitlement drop-down list.

[ Select Entitlement v

10. | Click the Annual Leave Entitlement list item.
[Annual Leave Enfitlement |

11. | The Balance column displays the employee's current available
balance.

For this example, you have 118.51 hours of annual leave to
donate.

12. | Click in the Hours to Donate field.

[

13. | Enter "10" into the Hours to Donate field.

14. | Click the Recipient Type drop-down list.

I v|

15. | Click the Employee list item.
[Employee |

16. | Click the Look up button.

)

17. | Click in the Search by: Name field.
I |

18. | Enter "qualey" into the Search by: Name field.
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Action

19. | Click the Look Up button.

20. | Click the QUALEY,JEFFERY S link.

21. | Review the Agreement and Compliance section.

22. | Click the Submit button.

23. | Click the Yes button.
i Yes |

24. | Click the OK button.

25. | After submission, leave donation to an individual will be sent for
approval by Employee Relations.

26. | Click the Home link.

Home

Favorites ~ | Main Menu ~ # Home | Signout [
& CONNECT :
(> 3
My Page My HR Company Directory Learning Dashboard | ¥ I
Personaiize Content | Layout ? Hep
External Links S °¥  «{:CONNECT News ¢ eov  CONNECTor Contactinformation S e~
n’z‘ co 4 - Training Materals HR CONNECTION - ISSUE 1 = e Phone
Welcome to HR CONNECTion - 3 monithy information .
[S——— esource on the latest happenings in the Judiciary's PARKERALEGIAA Aeg URTBUSINESS - H105E0
v Department of Human Resources (HR). Qur goal: provide a OO SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories wil focus -
AOC | COURT BUSINESS 4107260
on CONNECT 25 we lead up fo the January 2016 launchof | | AKERS.ALLISON E e s
@ swte payroiFoms that project AOC | COURT BUSINESS 4101260~
HR CONNECTION - ISSUE 2 SHAAK,CHRISTINA M OFFICE 1737
28 Empioyee Health Beneits The CONNECT project wil launch in January 2016. Now s 080
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) P
F3] be able to suecessfully use CONNECT. Therefore, we would
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, 3 combinaion | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses difirent 410260
raining methods, including classroom-based, instructor-eg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, onine Web-based training (e-leaming), and on- P
Iocation fai's Gesigned o supplement formial training. There | || DUNSTON,MICHAEL A AOC 1 JECC
wil also be prerequisite courses to provide employees with )
R the knowiedge and skills they may need priorto taking a w CC/ALLEGANYONTY  301777-
o sty o edge e s LINDSEY,DAWNE D CouRTOueE il
wi o, Feeg MAYNARDCATHERINEA O/ ALLEGANYCNTY 3017777
& (CONNECTed o2 vt e s CouRTHovs: =
had z d s ARNOLD DOUGLAS & CC/ANNEARUNDEL  410222-
= . - ! COURTHOUSE 1436
~ CONNECTed Job Aids S e+
8 reachoutto 3 CONNEGToratyourloaton . CSMIEAITEL TR
ai CONNECT: S Cancel a Leave/Absence Request BN o
v - Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
CC/ANNEARUNDEL  410222-
DILLARDWOODY KRIS E
‘Submit a LeavesAbsence Request
| ‘Submit a Leave/Absence Request n CC/BALTIMORE CITY 41033
w /M UEI D DESK | 4 ALEXANDER LAVINIA G CRTHSE EAS 73 -
R10% ~

27. | Click the Sign out link.

Sign out

28. | You have completed the Donate Annual Leave to an Individual
topic.
End of Procedure.
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12_21 15 Request Time Off with Leave Bank/Donation

An employee can request an absence using leave bank/donation.

4,

Request Absence

LAURA PETRILLO

*Start Dute
End Dute

Original s

Fiter by Type Love &
“Abaence Naeme Leave B
“Reason
Partia Days Hore.

Duration ¢

Gakte Ens Date or Dueston

Requestor Comments «

Procedure

In this topic, you will request time off using leave bank donation as an employee.

Favortes ¥ | MainMenu v |

A Home | Signout [
% CONNECT
(o
My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
Ermml s S ®Y | 4)-CONNECT News s o~ |CONNECTor Contactinformation s ov
ed - Training Materials -
78] CONNECTed - Training Materiak HR CONNECTION - ISSUE 1 = = e
t > Wekcome fo HR CONNECTion -  monfhly information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
R Prone Drestoy resource on the [atest happenings in the Judiciary’s ‘ 2
Department of Human Resources (HR) Our goal provide a | | Porler.jane A CC/WASHINGTON CNTY COURTHOUS 4105550999 | |
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550000 | |=
Gentral Payroll Online S employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT a5 we lead up to the January 2016 launch of
@ state Payroll Forms that project.
HR CONNECTION - ISSUE 2
B& Empioyee Healtn Benets g The CONNECT project will launch in January 2016. Now is
the perfect tme 10 focus on the education you will need to
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
S location fairs designed to supplement formal training. There
will aiso be prerequisie courses to provide employees with

" the knowledge and skills they may need prior to taking a
o sy CONNECTo soumse
w of ) Feed
[0 Feed
& (CONNECTed R
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | i

Action

1. Click the My HR tab.
My HR

2. Click the Absence Request link.

Absence
Request
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J ::;::'TETRILLO
_d

ons
Enter Start Date and st of the required ‘sawe for ater your request

*Start Date 09292075 |59 View Montly Schedile
Atach Documentation
Fillr by Type A1 =

*Absence Name Scict Absence Rame =

Step | Action [\ [o] {1

3. Click the Choose a date button.
E]

4, Click the Month drop-down list.
5. Click the October list item.
|October |

6. Click the 8 object.

7. Click the Filter by Type drop-down list.
[ =]

8. | Click the Leave Bank / Donation list item.

Leave Bank f Donation

9. Click the Absence Name drop-down list.
| Select Absence Mame |:||

10. | Click the Leave Bank Take list item.

Leave Bank Take

11. | Click the Reason drop-down list.
| Select Absence Reason E||

12. | Click the Leave Bank / Donation list item.

Leave Bank f Donation

13. | The Current Balance for Leave Bank Take will appear.

14. | Click in the Duration field.

L]

15. | Enter "16" into the Duration field.
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16. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

TRAMIKIG LIEAM

17. | The End Date automatically populates the last date of the
absence request based on the hours of Duration.

For this example, the employee requested 16 hours or 2 days.

18. | Click the Forecast Balance button.

| Forecast Balance |

19. | This message is confirming the employee has enough leave to
submit the absence request.

20. | Click the Submit button.

| Submit |

21. | To acknowledge the message for documentation,
Click the OK button.

22. | Click the Yes button to submit.
| Yes |
23. | Click the OK button.

24. | Click the Vertical scrollbar to move down the page.

25. | The Absence Request shows a Submitted Status and Pending
approval by the Manager.

26. | Click the Home link.

Favorites ¥ | Main Menu ¥ A Home | Signout [
% CONNECT
+
MscyiondJudiciary
My Page My HR Company Directory Learning Dashboard | %§
Personaiize Content | Layout ? Help
External Links S ov | [4)LCONNECT News ¢ o~ CONNECTor Contactinformation s o-
“’7‘ CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 — = —
&J \Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the latest happenings in the Judiciary’s
&, Pnone Directory Department of Human Resources (HR). Our goal. provide a | | PorterJane A CC /WASHINGTON CNTY COURTHOUS 410555099
consistent communication channel to inform Judiciary Pitt Brad T DCrAnne Arundel Cnty Commissio 4105550999 | (=
Gentral Payrall Online Serv employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT

on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.

ey HR.CONNECTION -ISSUE 2
2% Empioyes Healn Benerts g‘ ") The GONNEGT project wil launch in January 2016. Now is
the perfecttme to focus on the education you wil need 1o
B oot Benetts Forms De bl to successully use CONNECT. Therefore, we would
| fike you to mest CONNECTed. C = combination
ofthe CONNECT fraining team and the AOC Education
Divison, s an inovative approach tht uses ifferent
raining methods, including classroom-based, insiructor-ed

. NEED ASSISTANCE? e T e e

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with 4
the knowledge and skills they may need prior to taking a

T sty e Koedoe and o
w e Feed
= Feed
& (CONNECTed
HCONNECTed Job Aids s o
Reach out to a CONNECTor at your location hai
CONNECT. \ Cancel a LeavelAbsence Request
‘Submit a LeavesAbsence Request

| ConnactineHep besk (102601114 ’/ Submit a Leave/Absence Request
& | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -
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Action

27. | Click the Sign out link.
Sign out

28. | You have completed the Request Time Off with Leave
Bank/Donation topic.
End of Procedure.

12_21_15_Request Time Off from a Timesheet with Leave Bank/Donation

An employee can request an absence using leave bank/donation from their timesheet page.

Sign out

Timesheet

LAURA PETRILLO

Select Another Ti
D 114 o
Reperted Hours
From Wodnesday 101142015 fo Tussday 10202015 L
i - o i Paporting Coce -
=
=l 2
= ’
S Loer sutme Acty Hutes
A

Tew Approval Monitor

Absence Entiiement Balances

Procedure

In this topic, you will request time off from an employee's elapsed timesheet using leave bank
donation.

Favorites ¥ | Main Menu ¥ A Home | Signout B
% CONNECT
(o
oryiang Jusiciay
My Page My HR Company Directory Learning Dashboard | %§
Personaiize Content | Layout 2 Help
Extemal Links S 07 | {LCONNECT News c o~ | CONNECTor Contactinformation s o
F¥ comnzcTed- Traning uteriais HR CONNECTION - ISSUE 1 — = )
\Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
(S r— resource on the [atest happenings in the Judiciary’s e
Department of Human Resources (HR). Our goal: provide a orter Jane L 5
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550000 |
Gentral Payroll Oniine S employees about key HR information. While stories may
@ ential Payrol online Senvee include broad HR news and updates, most stories willfocus | | H000.R0binL__ DG/Charles Gy Cierk KT

on CONNECT as we lead up to the January 2016 launch of
[ state Payrol Forms that project
HR CONNECTION - SSUE 2
“The GONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to
in Health Benefits Forms De able to successfully use CONNECT. Therefore, we would
i fike y0u to meet CONNECTed. CONNEGTed, a combination
ofthe CONNECT fraining team and the AO Education
Divison, s an innowative approach that uses difrent
raining methods, including classroom-based, Insructor-ed
NEED ASSISTANCE? Courses, oline Veb-based raning (o earing) and on-
location fars designed o supplement formal training. There
wil a0 be preroquisite caurses to provide employees with 4
e knowiecige and skils they may need pir 0 taking a

B Empioyes Healn Benets

~  VsitTaiing Ubrary CONNECTa soumse,
a
w o Feed
w Feed
& (CONNECTed R
~ ACONNECTed Job Aids s ov
) Reach out to a CONNECTor at your location ¥
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
& | 1 Submit a Leave/Absence Request
= /R UEID DECK | -
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1. Click the My HR tab.
My HR

2. Click the Timesheet link.

[ — SefSenice ~ > Time Reporting ~ D # Home  Sign out

> CONNECT

Timesheet

New Window | Hep | [

Employee ID 000002078
EmpiRecord 0
Earliest Change Date 071012015

“View By, Previous Period  Next Period
“Dete[10/142015 |5,

Reported Hours 0.0

From Wednesday 10/1412015 to Tuesday 10/20/2015

wed T e st Sun Nion Tue e Fporing Cor e
w01 05 10016 w7 wits 10i1s tog Tl Time Reporting Code Reszon  Time [Businese Uk
= Q Q (MDD
= a @ MBI o
= a @ MDID |
Savefor Later Stbmit Appy Rules

Reporied Time Status || Summary || Absence || Exceptons

Reported Time Status Personsiize | Find |G B 1011
Date Total TRC Deseription Comments
00
Reguest Absence
seffsenive

Time Reporing

Step @ Action Notes

3. Click the Absence tab.

4, Click the Add Absence Event button.
[ Addsbsence Event |

5. Click the Choose a date button to update your end date.
For this example we changed it to 10/16/2015.

6. Click the Absence Name drop-down list.
[ Select Absence Nan[=]

7. Click the Leave Bank Take list item.

Leave Bank Take

8. Click the Reason drop-down list.
| Select Absence Reas::-rEI

9. Click the Leave Bank / Donation list item.

| Leave Bank / Donation |
10. | Click the Details link.
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Main Menu rvic

‘Time Reporting Report Time Timeshest

C O N N EC s Create Absence Req

# Home  Sign out

Absence Event Details hew bt e | 8 I8
fimesheet LAURA PETRILLO
LAURA PETRILLO J HR Offcer |
HRC )
Acii -
Select Another Timesheet
*View By|Calendar P: L 1T
Ener Star Date, End Date, and Absence Name. of e required felds Timesheet page.
“Date 1071472015
Absence Detail
From Wednesday 1011472015 1o Tuesd L
= = Start Date 101142015 || View Monthy Scheduie P —
i e End Date {0/162015 |l Atach Documentation =
Original Start Date 107142015 |5 @ oo e
Fitter by Type [AT =  MoID Q.
*Absence Name|Leave Sank Take = Current Balance 320,00 Hours  MoIo o
[ Seemrime | Sum | *Reason|Leave Bark / Donafion = Approved not Taken 0.00 Hours
e Partial Days None = Current Period Leave 0.00 Hours
Duration Hows
Caleulste End Date or Duration Personz| I
Absence Forecest Eat  Dsete
Comments
10142015 69 10162015 |5 [Leave] Reporter Comments: ¢ Forseast = [
Add sence Evert T
Absence Enitlement Balances oK Cancel
Entitiement Name i
<« - -

I

Step | Action

Notes

11. | Click the Calculate End Date or Duration button.
| Calculate End Date or Duration |

12. | The Duration automatically populates the hours for the absence
request based on the Start and End Dates.

For this example, the employee requested 3 days or 24 hours.

13. | Click the OK button to return to the Timesheet page.

Favortes ¥ Main Menu ¥ SelfSenice ¥ 5 TimeRepoding ¥ 5 ReportTime™ > Timeshest # Home  Sign out
+ CONNECT
v
New Window | Help | 5~
Timesheet
Employee ID 000002075
EmpiRecord 0
Acto Eariest Ghange Date 07/01/2015
Select Another Timesheet
“View By’ Previous Period  Next Period
“Date[10142015 |
Reported Hours 0.0
From Wednesday 1011412015 to Tuesday 10/20/2015 L
Wed T Fri Sat Sun Non Tue . Ovride  OvertimelComy
104 05 10016 ot w45 wwis tay| Tl Tema Foporting Coce Resson  Time e
= a & fwoao o,
= Q Q Mowo |
= Q Q Moo Q. [
Savefor Later Submit Apply Rules
Reported Time Status || Summery || Absence | Exceptions
Absence Events Persons| |
Absence Take | [0
“SartDate  EndDate Absence Name. Reason Oution Y Detaits Status ‘Approval Monitor ‘Source: Gancel Foresast Edt  Delete
10142015 |59 (101162015 |5 [Leave Bank Take [w] [Leave Bank / Donaion [] 2400 Hours 515 New Approval Monior I Forecast i
Absence Entitlement Balances Personaiize | (3
Enbitement Name Btance 12 of QU245
A = i — ’

Step | Action

14. | Click the Forecast button.

Forecast
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15. | This message is confirming the employee has enough leave to
submit the absence request.

16. | Click the Vertical scrollbar to move down the page.

17. | Click the Submit button.
Submit

Timesheet
Submit Confirmation

oK

Step  Action Notes

18. | Click the OK button.

19. | This message is alerting you to certify the reported time is
accurate.

Click the OK button.

20. | Click the OK button.

21. | Notice your request status now shows Needs Approval.

22. | Click the Home link.
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Favorites ¥ | Main Menu v

# Home | Signout [l
% CONNECT
p
My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
Extemal Links S 2T 4:CONNECT News ¢ o~ CONNECTor ContactInformation S o~
Tﬂ CONNECTed - Training Materials = HR CONNECTION - ISSUE 1 Name. Descr Phone
t > Wekcome fo HR CONNECTion -  monfhly information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
resource on the latest happenings in the Judicary’s
R Phone Diectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105559999
consistent communication channel to inform Judiciary Pitt Brad T DCrAnne Arundel Cnty Commissio 4105550999 | (=
Gentral Payroll Online Serv employees about key HR information. While stories may
@ erlal Fayrol onine senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
e HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts g‘ "5 The GONNECT project wil launch in January 2016. Nowis
the perfect tme 10 focus on the education you will need to
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed
NEED ASSISTANCE? courses,onine eb-based T (&eamita, nd on-
S location fairs designed to supplement formal training. There
will aiso be prerequisie courses to provide employees with

i Ty By the knowledge and skills they may need prior to taking a

; CONNECTed course.
i o Feed
& (CONNECTed
CONNECTed Job Aids s o~
Reach out 10 CONNECTorat yourlocation ®
CONNECT. \ Cancel a Leave/Absence Request
‘Submit a LeavelAbsence Request

O Guanensppekn o1 ’/ ‘Submit a LeavesAbsence Request
w | 1 Submit a Leave/Absence Request
= /R HUEID DECK | -

Step ‘ Action Notes

23. | Click the Sign out link.

24. | You have completed the Request Time Off from a Timesheet with
Leave Bank/Donation topic.
End of Procedure.

Managing Personal Profile Information

Profiles are used by the Judiciary to describe the attributes of jobs and individuals. These
profiles summarize the competencies, qualifications, and skills of a job and a person. Profiles are
valuable for tracking employees' skills, competencies, and accomplishments, in career planning,
for identifying training needs, and for performance management.

CONNECT provides employees and managers with two profile types:

e Person profiles - Person profiles describe your skills, competencies, accomplishments
and performance.

e Job profiles - Job profiles describe the competencies, qualifications, and responsibilities
of a job.

As an employee, you can create, view, and update your personal profile. You can also compare
your profile to the job you have or jobs you are interested in.

In this learning module you will review the following topics:

e Updating My Personal Profile

e Adding Financial Disclosure to My Profile
e Comparing My Profile to My Current Job
e Copying My Current Job Profile

e Viewing My Historical Profiles
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e View Job Profiles and Express Interest

e Viewing My Interest List

e Searching & Comparing Profiles - Find Jobs

e Searching & Comparing Profiles - Find Jobs that Fit my Qualifications

12_21_15_Updating My Personal Profile

Updating your personal profile with competencies, qualifications, and education.

Favorites ¥ Main Menu * Self Service ¥ Leaming and Development ~ My Current Profile

- CONNECT

Judiciary

My Current Person Profile

J ANTHONY KILGALLON

4

Judiciary Clerk Il
Instrucfions

Your profile displays skills, competencies, and accomplishments. Review content detsil by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delete button next to each item

6 Print [S] Comments Profile Actions | [Select Action] E‘ @

Competencies Qualifications Educafion

Add new competencies in the grid below. Edit competencies by selecting the edit button.
Competencies {Requires Approval)

There are currently no Competencies for this profile. Please add one if required.

Add New Competencies

Save

Procedure

In this topic, you will add competencies, qualifications, and education to your personal profile.

Favoriles ¥ | Main Menu v 4 Home | Signout

> CONNECT

My Page My H ompany Directory Learning Dashboard | ¥
Personaize Conten | Layout 7 Hep

External Links S 5+ | (L.CONNECT News c o~ | CONNECTor Contact information s o+

7 comnectes- Traning waterais HR CONNECTION - ISSUE 1 — o =

Q. Prone Drectoy FESOUTCE o e et Tappenings n e ducan s ¢ °
Depaltia of Human RESGuITes (HR). Ot Goal provide a | | PorerJane A CC/WASHINGTON CNTY COURTHOUS 4105859289 |
consistent communication channel to inform Judiciary PittBradT  DG/Anne Arundel Gty Commissio 4105559909 | |=
emplayees about key HR informaton. While stories may

@ Centra Payrall Oniine Service e e M oleus | || HoodRobin L DC/Charles Crly Clerk 4108550000

on CONNECT as we lead up fo the January 2016 launch of

[® state Payrol Forms that project

HR CONNECTION - ISSUE 2

The CONNECT project willlaunch in January 2016. Now s

the perfect time to focus on the education you will need to

B be able to Successfully use CONNECT. Therefore, we wouid

L Health Benefits Forms like you to meet CONNECTed. CONNECTed, acammnmmn
ofthe CONNECT training team and the AOC Educatio

B8 Employes Health Beneits

DivSon, 3 (ovaie appIoAEN tht ses aifrent
training methocs, including classroom-based, instructor-feq
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on-
locaion Tair designed to supplement formal taining. There
vill 8150 be prerequisite Gourses to provide empioyees wih i
the knowledge and sill they may need prior o taking a

o e aede a0 o
w o« feeo
= (( Feed
5 CONNECTed s s s
~ CONNECTed Job Aids S e~
: Reach out to 2 CONNECTor at your location =
w CONNECT: e Cancel a Leave/Absence Request
v - Gancel a LeavelAbsence Request
Submit a L eave/Absence Request
w ‘Submit a Leave/Absence Request
] /R HEI D DESK \ =
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1. Click the My HR tab.
My HR

2. Click the My Current Profile link.

My Current
Profile

3. Building your profile in CONNECT enables you to identify all the
jobs within the Judiciary that are related to your profile.

You can add competencies, qualifications, and education to your
personal profile.

4, By default, the Competencies tab is selected when you first come
to the My Current Profile page.

Begin by adding a competency to your profile.

Favortes *  Main Menu Self Senvice ~

- CONNECT

My Current Person Profile
¥ KILGALLON

0% v

Step @ Action

5. Click the Add New Competencies link.
|x'a-:1-:| New Competencies
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Favorites Main Menu Self Ser

& CONNEC

My Current Person Profile
ANTHONY KILGALI

nice Leaming and Development My Current Profic.

My Current Person Profile

Add New Competencies
ANTHONY KILGALLON

Add tem detaiks, Select OF to apply changes and retur. Selest Retum to Previous Page fo retum without making any changes. Setect Agply and Add
Another 2

=

 Instructions
Vour profle displays skils, competencies, o
selecting the item desciiption Ink.Content

S pint © comments

Competencies. || Quaifications.

Details

“Effctive Date[J7292015 7]

“Competency Y
“Ealuation Type =]

Reviewer ID =¥
*status Acive =l

“Rating Model [PSCM Q& Gompetency Management Scale

“Proficiency

# Home  Signout

indow | Help | Persanaize Page | i

Add new competencies in the grid below. Vertfiea By

M E

¥ Co es (Requires Approy Interest Level
re are cumrently no Competencies for EmplID’ a
Year Last Used

i SR s
== EReviewsr Is Approved
Year Acquired
Years Of Experience
[CReview Active
Review Date o]

Description

Reviewer

®o0%

Step @ Action [\ [o] {1

6.

Click the Look up Competency button.
|_\

Click the Time Management link.
Time Management |

Click the Evaluation Type drop-down list.

1]

Click the Supervisor/Manager list item.

10.

Click the Proficiency drop-down list.

| =]

11.

Click the Exceeds Standards list item.
Exceeds Standards |

12.

Click the Vertical Scrollbar to navigate down the page.

13.

Click the OK button.
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Favorites ¥ Main Menu SeffService ™ > Leaming and Development ¥ > My Current Profie #& Home  Sign out

- CONNECT

My Current Person Profile
ANTHONY KILGALLON

New Window | Help | Personaize Page | i)

suciciry Clerk I
competencies 5 ndidualtabs and
ik e
@ pint © comments Profile Actions [Seiect Acion] = ®

Competencies || Qualfications || Education

A below the editbutton

Competencies (Requires Approval) Viewal| @1 First 4 10f1 @) Last
Competency Evaluation Type Reviewer D . Ect Deite
] SupenvsorManager AN

499 New Competencies

save

®o0%

Step | Action

14. | Click the Save button.

Save

Mein Menu . Leaming and en fie # Home  Signout

CONNECT

My Current Person Profile

New Window | Help | Personaiize Page |

j r— e
Summary Of Changes

w Instructions | This page shows a summas ry of al you made Any Ch
Vour, ‘Select the Submit approval

Changed Competencies (Requires Approval)

@ pint © comments | visposition

laga 012

Competencies || Qualiic

Add new competencies in thg

Comments

v ®ead | 2l
‘Gormpetency
Time Management
Add New Competencies

Submit Cancel

e ]

®o0% v

Step | Action Notes

15. | Click the Submit button.

16. | Notice the message indicating the competency has been
submitted for approval.

You can see the request was routed to Connie Green.

Page 212



CONNECTed

TRAMIKIG LIEAM

Favortes ¥ Main Menu SeffService ¥ 5 Leaming and Development ¥ > My Current Profle

- CONNECT

Submit Confirmation

& Frofie fems have been routad {0 the spprover forreview.

P
Approval Routing

Approval by Manager

Person Profile:Pending
‘Avproval by Manager
Pending

@ Green, Comnie
JPAI by Positon Vg

oK

TRAINING GUIDE

CONNECT Employee Self Service

#& Home  Sign out

New Window | Help | Personalize Page | [

oo -

Step @ Action

Notes

17. | Click the OK button.

18. | Click the 1 item(s) pending approval link.

| 1 item{2) pending approval |

19. | Notice the competency "Time Management" is pending manager

approval.

Main Menu

CONNE

cT

A& Home  Sign out

‘New Window | Help | Personalize Page |
My Current Person Profile
EHIHCH G AT
Person Profile Approvals
Help
 Instructions Pending ltems
=
selecting the item def Profile 600153 ANTHONY KILGALLON
- Profile Type PERSON Person
Erint @ com
This page shows & summry of the pending items for your profil. Pending ftems cannot be
edited.
 Approvals Changed Competencies (Requires Approval) Personaiize | Find | Viewal| @] B Fist (4 101 @ Last
H itsmis) pend
© Disposition o Competency Evaluation Type Reviewsr D Proficiency
Competencies
Time Mansgement SupervisoriMansger Excesds Standards
‘Add New Com
Save
Hoon -

Step  Action

20. | Click the Return to Previous Page link.

| Return to Previous Pags |
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Favortes ¥ Main Menu SeffSenvice ¥ 5 Leaming and Development ¥ > My Current Profle

ONNECT

My Current Person Profile
ANTHONY KILGALLON

competencies. By

@ pint © comments Profile Actions [Seiect Acior] = ®

Approvals
© L iens pendrg sl
Competencies || Guaifcations || Education
™ betow.
Competencies (Requires Approval)

g the edit button.

s profle. frequired.

Add New Competencies

save

CONN

#& Home  Sign out

New Window | Help | Personalize Page | i)

®o0%

ECTed

TR A IKIG LIER N

Step | Action [\ [o] {1

21.

Click the Qualifications tab.
| Qualifications |

22.

Click the Vertical scrollbar to move down the page.

23.

Click the Add New Licenses and Certifications link.

Add New Licenses and Certifications

My Current Person Profile

Competencies || Quaiifications || E| Add New Licenses and Certifications

Add new awards in the grid below. Editawd  ANTHONY KILGALLON
 Honors and Awards.

o Select OK to apply changes and refun. Select Retum to Previous Page o returm without making any changes. Select Apply and Add
Ancther to confinue adding s
Add New Honors and Awards. kol
issue Date|0826/2015 o]
Add new languages in the grd below. Edit |
sLicense Q
~ Language Skills
There are curentyy no Language S (o Staus{cte El

Country, Q

Add New Language Skils Snte N

Add new lizenses in the grid below. Edt lic
~ Licenses and Ceriifications (Req|

There are curently no Licenses and Ger

Renewal Required

[CIRenewal In Progress

ElLicense Veriied
Add New Licenses and Certfications. Expiration Date. ]
A new memberships nthe g below. £4 Licene/Certfication Number €
v Memberships (Requires Approv:
There are currently no Memberships for t Issued By e
5] Add New Memberstips
- oK ‘Apply and Add Another
A newtest resuts n the grd below. Edit
~ Testsor Retn

There are cuently no Tests or Examinat

Add New Tests or Examinations.

# Home  sign out

sae

%% v

Step | Action Notes

Click in the License field.

24.

25.

Enter "cla" into the License field.

Page 214



CONNECTe

TRAMIKIG LIER BT

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {=1

26.

Click in the Country field.

27.

Enter "usa" into the Country field.

28.

Click in the State field.

29.

Enter "md" into the State field.

30.

Click the License Verified checkbox.

31.

Click in the Expiration Date field.

32.

Enter "12/31/2017" into the Expiration Date field.

33.

Click the OK button.

Favortes ¥ Main Menu ‘Self Senvice ¥

Leaming and Development ¥ 5 My Current Profie

- CONNECT

Competencies || Qualifications || Education

grid below. Edit awards by selecting the edit bution
ards

ently o Honors and Awards for tis profile. Please add one if required.

and Awards

Add New Hor

Add the grid bek bution
Language Skills

for this profl. required

499 New Language Skils

Add new lizenses in the gid below. Edi censes by selecting the edit button.

Licenses and Certifications (Requires viewl | &) First (4 101 @
Approval) Lest
st Dokt
2 a
A e buton.

Memberships (Requires Approval)

There are currently no Memberships for tis profle. Please ad one i required.

Add New Memberships

A0 new test re

the grid below. Eit tests by sslecting the edit button.
Tests or Examinations (Requires Approval)

Tests or his profi.

Add New Tests or Examinations

woo% -

Step @ Action [\ [o] {=1

34.

Click the Education tab.

Education

35.

Click the Add New Degrees link.
| Add Mew Degrees
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My Current Person Profile

Add New Degrees
My Current Person Profile | ANTHONY KILGALLON
ANTHONY KILGALI

Vour profie displays skils, competencies, o

selecting the item description link. Content Major Code| £y
*Status i =
rint & Commer
&t © conmens Country Q
State| Q
v Approvals
© 1 tomis) pending sporowal School Code a
Schoot Descripton
[ Gompstencis | Guaifcatons |
Major Description
/Add new school education in the grid below] Minor Code | x
» School Education Minor Description|
There are currety no School Ecucation § Average Grade
cra
Add New Sehool Ecucstion
[0 Graduated
Add new degrees inthe grid below. £t de
Vear Acauired
v Degrees (Requires Approval)
Ce= [ Terminal Degres for Discipiine

achelor of Science - Laur Ecucator
T B

e =

"""""""""" Add tem defaiks, Select OF to apply changes and return. Selet Retum to Previous Page fo retum without making any changes. Setect Agply and Add
uciciary Clerk I Anotherto continue adding sdditional tems.
Details
“Date Acquired[0772872015 ol
 Instructions “Degree| &

CONNECTe

TRAMIKIG LIER NET

ome  Sign out

indow | Help | Persanaize Page | &

Step | Action \\[e] {13

36.

Click in the Date Acquired field.
|07/29r2015 |

37.

Enter "07/29/2014" into the Date Acquired field.

38.

Click the Look up Degree button.

39.

Click the Master of Business Admin link.

| Mazter of Buginess Admin |

40.

Click the OK button.

Leaming and Developme: My Current Profie

jome  Sign out

My Current Person Profile
ANTHONY KILGALLON

@ | oo

Instructions

3 file displays sKils, competencies by individual abs and

selecting the i link_Content that can D to each tem.

@it © comments Profile Actions [[Select Acfior] & ®
Approvals

© * tomis) pending aporoval
Competencies Qualifications Education

Add new school education i the arid below. Edit education by selecting the edit buton.
School Education

s profle. required

Add New School Education

Add new degrees in the gid below. Edit degrees by selecing the edit button.

Degrees (Requires Approval) Viewan| @ Fist (4 12012 & Last
Degree Msjor Cace cat Deite
Bachelor of Science - Law s 0
sy B A AN |

Add New Degress.

save

New Window | Help | Personaiize Page | B =

I
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Step @ Action

41. | Click the Save button.

Save

Main Menu

CONNECT

My Current Person Profile

New Window | Help | Personalize Page | & |~

ANTHONY KILGALLON

"""""""""""" My Current Person Profile
Judiciary Clerk I
Help

Summary Of Changes

 Instructions

“Your profie displays SKils, competencies, and azcompli summary of al you made that requir approval. Any Changes not
i o Teea Subrmit bution fo these changes.
_ Changed Degrees (Requires Approval) Personaiize | Find |Viewal | 20| B First @ 1011 Last
Erint © Gomments
Bisposition Degree © Major Code.
 Approvals as Master of Business Admin Mea
e eemimxnoved
Comments =
Competencies | Qualifications Education =
Add new school education in the grid below. Edit educs
 School Education
There are cumrently no School Educalion for this profll | sybmit _

‘Add New School Education

Add new degrees i the gid below. Edit degrees by sei

v Degrees (Requires Approval)

Degree Msjor Code. Edit Delete
Bachelor of Science - Law ¢ o
Master of Business Admin /s o

Add New Degress.

Save

Step @ Action
42. | Click the Submit button.

2 CONNECT

Submit Confirmation

#& Home  Sign out

New Window | Help | Personalize Page | i

& Frofie fems have been routad 0 the spprover forreview.

P
Approval Routing

Approval by Manager

Person Profile:Pending
Approval by Manager
Pending

@ Green Comnie
JPAI by Positon Vg

Step @ Action

43. | Click the OK button.
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44. | Click the 2 item(s) pending approval link.
| 2 item{2) pending approval |

CONNECTed

TR A IKIG LIER N

45. | Notice the degree "MBA" has been added to the items pending
manager approval.

& Home  Sign out

New Window | Help | Personalize Page | &

My Current Person Profile

Al Person Profile Approvals

w Help
Pending ltems

Profle 600153 ANTHONY KILGALLON
Yourprofle displys| Profile Type PERSON  Person
selecting the tem del
Thi page shows a summary ofthe pending i or your profie Pending s cannot be
edtea
®
et © com Changed Competencies (Requires Approval) Personaize | Fina [viewar| ) Bl Fist 4 1011 O Last
Disposition D Competency Evaluation Type Reviewer ID Profcency
v Approvals
© gimisipend
pds w2 Supervsoranager Exceeds Standards
[ Compstencies | |
Add new school edh Changed Degrees (Requires Approval) Personaiize | Find | View Al | @] B Fit & 10f1 ® Last
 School Educ|  Disposiion o Degree Major Coce
There are cument] 59 MBA Master of Busine

Add New Sch

Add new degrees inf

 Degrees (Req
Degree mr
Bachelor of Science - Law /¢ o

A0d New Degrees.

e ]

®o0% v

Step | Action [\ [o] {1

46. | Click the Return to Previous Page link.
| Return to Previous Page |

47. | If desired, you can print or save a PDF copy of your profile by
clicking the print link.

Self Senvice ¥ ) Leaming and Development ~ > My Current Profe Home  Signout

New Window | Help | Persoraize Page | )
My Current Person Profile
ANTHONY KILGALLON

@ | siocmn

Instructions

selectng the ik C o e
@ pint @ Comments Profilc Actions [Sefect Acior] B ®

Approvals
© b s ena sssiaa)

Compstencies || Qualifications || Education

Add New School Education

Add new degrees in the gid below. Edit degrees by selecing the edit button.

Degrees (Requires Approval) Viewal | @ First (4 10f1 @ Last
Degree Major Code Edit | Delete
Bachelor of Seience - Law Al

Add New Degrees.

save

f0% v
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Step @ Action

48. | Click the Home link.

Favorites ¥ | Main Menu v

# Home | Signout

+ CONNECT

Macyiand Judic

My Page My HR Company Directory Learning Dashboard | %§
Personaiize Content | Layout ? Hep
Extemal Links S 07 | {LCONNECT News s ov | [CONNECTor Contactinformation S o
Tﬂ CONNECTed - Training Materials ey HR CONNECTION -ISSUE 1 — = )
b \Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
Phone Drectory resource on the latest happenings in the Judicary’s e
A Department of Human Resources (HR) Our goa provide a | | PorerJans : 5
consistent communication channel to inform Judiciary PittBradT  DC/Anne Arundel Criy Commissio 4105550000 |
Gentral Payroll Oniine S employees about key HR informaion. While stories m:
@ erlal Fayrol onine senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.
v  HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts g‘ ) The CONNECT project wil launch in January 2016. Now is
the pertect tme to focus on the education you wil need to
P be able to successfully use CONNECT. Therefore, we would
1B Health Benefits Forms

i You 1o moet GONKECTed, CONNECTed 2 combinaion
ofthe GONNEOT saning toam and e AOG Ecucaton
Diiion, s a1 inovaie aparosch tht ses aferent
ainig mefhods, kg cassroom based, nueloriod

NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-

location fairs designed to supplement formal training. There

will also be prerequisite courses to provide employees with
. the knowledge and skills they may need prior to taking a
VisitTaining Ubrary NN s

CONNECTed o

View Al Arites and Sections

STEP 1

CONNECTed Job Aids s o~
Reach out to a CONNECTor at your location b

~
Cancel a Leave/Absence Request
() CON NECTo / Cancel a Leave/Absence Request

‘Submit a Leave/Absence Request
w 1 Submit a Leave/Absence Request
=

[
/™ WEID DESK |

Step @ Action Notes

49. | Click the Sign out link.
S

50. | You have completed the topic "Updating My Personal Profile".
End of Procedure.

12_21_15_Adding Financial Disclosure to My Profile

Based on your income level, you might be required by the state to submit a financial disclosure.
The process to complete the financial disclosure is not changing. However, once you have
completed it, you will add the financial disclosure as a certification to your personal profile.
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My Current Person Profile

Add New Licenses and Certifications

ELIZABETH WILLIAMS

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.

Details
“Issue Date 0812712015 H
*License FD @, Financial Disclosure
*Status [Active [=]
Country USA R United States
State MO R Maryland
Renewal Required
[[IRenewal In Progress
[DLicense Verified
Expiration Date 01/01/2017 E]
License/Certification Number 0123456729 &
Issued By AOC]| [
oK Apply and Add Another

Return to Previous Page

Help

Procedure

In this topic, you will add a Financial Disclosure to your personal profile.

Favorites ™

+ CONNECT

Main Menu

Learning Dashboard | %

My Page Company Directory

Extemal Links S o+ | [{LCONNECT News = e
HR CONNECTION - ISSUE 1

Welcome to HR CONNECTion - @ monthly information
fesource on the Latest happenings in the Judiciary's
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stores wil focus
on CONNECT as we lead up fo the January 2016 faunch of
that proect

HR CONNECTION - ISSUE 2

The CONNECT project wil launch in January 2016. Now s
the perfect time to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods. including classroom-based, instructor-led
courses, oniine Web-based training (e-leaming), and on-
location fairs Gesigned to supplement formal training. There:
wil also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

CONNECTed - Training Materials

&, Phone Diectory
@ Central Payroll Oniine Service:
[® state Payrol Forms

O —

B Health Benefits Forms

B neep assisTance?

; Visit Training Library 'CONNECTed course.

w o " Feed

w Feeg

@ (go NNECTed View Al Acles and Sections

N CONNECTed Job Aids < ov

Reach out 0.2 CONNECTor at your location

CONNECTor

/ Cancel a Leave/Absence Request
Cancel a Leave/Absence Request

Submit a Leave/Absence Request
[
i
= /A UEI D NESK |

‘Submit a Leave/Absence Request

# Home

Personalize Content | Layout

CONNECTor

Name Deser
Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE
Porter,Jane A
FittBrad T

Hood,Robin L

Contact Information

DCfAnne Arundel Cnty Commissio
DC/Charles Cnty Clerk

Sign out

Phone
4105550999

©C /WASHINGTON CNTY COURTHOUS 4105559999

4105559999
4105550090

I

Step | Action

Click the My HR tab.
My HR

ECTed

TRAMIKICG

S

Click the My Current Profile link.

My Current
Profile
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Favortes ¥ | MainMenu v Self Senvice ¥ Leaming and Development ¥ My Current Profie 4 Home | Sign out

%)
e

New Window | Help | Personalize Page | B
My Current Person Profile
ELIZABETH WILLIAMS
J Judiciary Clerk il

Instructions
Your profile dispiays skills, competencies, and accomplishments. Review content detail by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delete bution next to each item

Serint © comments Profile Actions [[Select Action] = ®

Competencies || Qualifications Education
Add new competencies in the grid below. Edit competencies by selecting the edit button.
Competencies (Requires Approval)
There are currently no Competencies for this profile. Please add one if required.
[#] Add New Competencies

Save

Step @ Action [\ [o] {1

3. Click the Qualifications tab.
Qualifications

4, Click the Vertical scrollbar to move down the page.

5. Click the Add New Licenses and Certifications link.
Add Mew Licensas and Certifications |

6. | After completing your financial disclosure, enter the following
information into the license/certification fields:

e License

e Country

e State

e Expiration Date

e Financial Disclosure Number

e Issued by
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Main Menu

My Current Person Profile Sign out
Help
Add New Licenses and Certifications

wards
There are curentlyno Hond ELIZABETH WILLIAMS

Add item details. Select OK to apply changes and return. Select Return to Previous Page 1o fetum without making any changes. Select Apply and Add
Add New Honors and AWS  nother to continue adding adcitional items.

Add new languages in the gri{ Details

 Language Skills “Issue Date [08/27/2015 (]
There are currently no Lan License Q
*Status [Active =
Add New Language Skl
Add new licenses in the grid Country Q
~ Licenses and Ce State Q
There are currentiy no Licer Renewal Required

[CIRenewal In Progress

G W e 888 e T
- DlLicense Verified
Add new memberships in the) Expiration Date o]
¥ Memberships (Requi

License/Certification Number
There are currently no Mer

Issued By
Add New Memberships.
Add new test results in the gr{
+ Tests or Examination oK Apply and Add Another

There are currentiy o Tes
Return to Previous Page

[#] Add New Tests or Exami

7. Click in the License field.

8. Enter "fd" into the License field.

9. Click in the Country field.

10. | Enter "usa" into the Country field.

[ o

= & Home | Sign out
My Current Person Profile

Add New Licenses and Certifications

There are currently 1o Hond £ [ZABETH WILLIAMS
Add New Honors and Aw]  Add ftem details. Saiect OK to apply changes and retur, Select Return to Pravious Page to retur without making any changes. Select Apply and Add
‘Another to continue adding additonal tems
Add new languages inthe o
- - Details
-
e “Issue Date 0872712015 c]
There are currently no Lany
“License D Q Financial Disclosure
‘Add New Language Skils status [Actve =
Add new licenses in the grid Country [USA QA ynitea states
~ Licenses and Ce state SQ—
There are currently o Lice Renewal Required
Ore 1 in P
Add New Licenses and C enewalln Progress
[License Verified
Add new memberships in thel
- . Expiration Date 0812772016]
+ Memberships (Requi P | B
e e License/Certification Number
Add New Memberships Issued By
Add new test resuts n the grf
~ Tests or Examination| R R
There are currently no Tet
Return fo Previous Page
[ Add New Tests or Exami

Step @ Action

11. | Click in the State field.
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Main Menu

There are currentiy no Hong

Add New Honors and Aw

‘Add new languages in the grif
 Language Skills

There are currentiy no Lang

Add New Language Skil

Add new licenses in the grid
+ Licenses and Certifi

There are curentiy no Licer

Add New Licenses and C
Add new memberships in the

~ Memberships (Requi

There are currently no Mer

Add New Memberships.

Add new test results in the gr{
+ Tests or Examination

There are currentiy o Tes

[#] Add New Tests or Exami

My Current Person Profile

1 Add New Licenses and Certifications

ELIZABETH WILLIAMS

‘Add item details. Select OK to apply changes and return. Select Return to Previous Page to fetum without making any changes. Select Apply and Add

Another to continue adding additional items

Details
“Issue Date 0822712015

“License [FD

“status [Actve =

Country [USA
state

Renewal Required

[CRenewal In Progress

[License Verified
Expiration Date 08127/2016]

License/Certification Number

Issued By

oK Apply and Add Another

Retum to Previous Page

TRAINING GUIDE
CONNECT Employee Self Service

& Home | Signout

el

/Q  Financial Disclosure

Q' United States
Q- Marylang

Step @ Action [\ [o] {1

Enter "md" into the State field.

12.

13.

Click in the Expiration Date field.

[08/27/2018]

14.

Press [Backspace] to clear the field.

15.

Enter "01/01/2017" into the Expiration Date field.

16.

Click in the License/Certification Number field.

17.

Enter "0123456789" into the License/Certification Number field.

18.

Click in the Issued By field.

19.

Enter "AOC" into the Issued By field.

20.

Click the OK button.
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Favortes ¥ | MainMenu v Self Senvice ¥ Leaming and Development ¥ My Current Profie # Home | Sign out

% CONNECT

Honors and Awards. e

There are curently no Honors and Awards for this profile.  Please add one if required.

Add New Honors and Awards

‘Add new languages in the grid below. Edit languages by selecting the edit button.
Language Skills

There are currently no Language Skill for this profile. Please add one if required.

Add New Language Skills

Add new licenses in the grid below. Edit licenses by selecting the edit bution. i

Licenses and Certifications (Requires Viewal | Fist @ 1011 &
Approval) Last
License Edt  Delete
Financial Bistiosurd 4 o

Add New Licenses and Certifications

Add e the grid below. by selecting the edit bution.

Memberships (Requires Approval)
There are currently no Memberships for this profile. Please add one if required.

Add New Memberships

Add new test results in the grid below. Edit tests by selecting the edit bution.

Tests or Exal

ations (Requires Approval)

There are currently no Tests or Examinations for this profile. Please add one if required.

Add New Tests or Examinations

Save

Action

21. | Click the Save button.

Save

Main Menu Self s Leaming and Development My Current Prof A& Home Sign out

cONN‘_‘EQT

Honors and Awards =
There are currently no Honors and Awards for this profile. Please add one if required,
My Current Person Profile

Add New Honors and Awards Help

Add new languages in the grid below. Edit
¥ Language Skills Summary Of Changes

‘There are currently no Language SIS fofl 115 page shows a summary of al the changes that you made that require approval. Any Changes not requiring approval
have been successfully saved. Select the Submit bution to request approval of these chianges.

Add New Language Skils 5 . -
Changed Licenses and Certifications (Requires Personalize | Find | View All | 2| B First (4 1011
Add new licenses in the grid below. Editlice|  Approval) Last ]
 Licenses and Certifications (Reqq Disposition License D
Approval)
Add Financial Disclosure D
License
Financial Disclosure
Comments
Add New Licenses and Certifications il
Add new memberships in the grid below. E
+ Memberships (Requires Approval
‘There are currently no Memberships for t S T

Add New Memberships

'Add new test results in the grid below. Edit

 Tests or Examinations (Requires

There are currentiy no Tests or Examinations for this profile. Please add one if required.

Add New Tests or Examinations

22. | Click the Submit button.

23. | Your financial disclosure information will be reviewed and
approved by your manager.
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Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

Submit Confirmation

& profis tems have been routed to e approver for review.

Items requiring approval will be routed to the approver for review.
Approval Routing

Approval by Manager
Person Profile:Pending
Approval by Manager
Pending

Kiel, Deborah A
©  JPrity Postion Mot

oK

Leaming and Development ¥

My Current Profile

TRAINING GUIDE
CONNECT Employee Self Service

4 Home | Sign out

New Window | Help | Personalize Page | B

Step | Action

24. | Click the OK button.

25. | Click the Home link.

# Home

Favorites ™ Main Menu ¥

& CONNECT
o
My Page My Company Directory
External Links S ov

ﬁ"ﬂ GONNEGTed - Training Materials
&, Phone Diectory

@ Central Payroll Oniine Service:
[® state Payrol Forms

O —

B Heatth Benefts Forms

B neep assisTance?

Learning Dashboard | %

“(*CONNECT News S ev

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - 2 monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
‘employees about key HR information. While stories may
incluge broad HR news and updates, most stories will focus
‘on CONNECT as we lead up fo the January 2016 launch of
that project.

HR CONNECTION - ISSUE 2

The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-pased, instructor-led
courses, oniine Web-based training (e-learning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a

o e edge e
w o Feed
= (( Feed
G CONNECTed e araes s s
~ (CONNECTed Job Aids S ov
N eachoutio 0 CONNECTorat yourocation ¥
i CONNECTor Cancel a LeavelAbsence Request
v i Cancel a Leave/Absence Request
Submita LeavesAbsence Request
] 1 Submit a Leave/Absence Request
=] /A UEID NESK | =

A Home |

signout [

Personaiize Content | Layout 2 Hep
CONNECTor Contact Information S ov
Name Deser Phone
Cloudicker,Kit R CC / CECIL CNTY COURTHOUSE 4105550909

Porter,Jane A
FittBrad T
Hood,Robin L

©C /WASHINGTON CNTY COURTHOUS 4105559999
DCfAnne Arundel Cnty Commissio 4105559999
DC/Charles Cnty Clerk 4105550090

i

Action

26. | Click the Sign out link.

Sign out

27.
Profile".
End of Procedure.

You have completed the topic "Adding Financial Disclosure to My
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CONNECT allows you to compare your personal profile to your job profile to identify any

discrepancies that might exist.

Profile Compare

*View Content Sectio

Match Result
Search Criteria - Special Police Officer |

[E=Competencies
Time Management -
Proficiency: Exceeds Standards

Return to Previous page

[Competencies ___________________|&4

M No Match ¥ Partial Match @ Complete Match < Person Overqualified

PATRICK METTY: 0%
[E=Competencies
[ [i-

Help

Procedure

In this topic, you will compare your personal profile with your job profile.

Favorites ™ Main Menu ¥

- CONNECT

My Page

R Company Directory

External Links

ﬁ"ﬂ GONNEGTed - Training Materials
&, Phone Diectory

@ Central Payroll Oniine Service:
[® state Payrol Forms

B8 Empioyes Healtn Benets

B Health Benefits Forms

B neep assisTance?

Learning Dashboard | %

o

“(*CONNECT News S ev

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - 2 monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
‘employees about key HR information. While stories may
incluge broad HR news and updates, most stories will focus
‘on CONNECT as we lead up fo the January 2016 launch of
that project.

HR CONNECTION - ISSUE 2

The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-pased, instructor-led
courses, oniine Web-based training (e-learning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with

-t Visit Training Libran the knowledge and skills they may need prior to taking a
) fis ining Library 'CONNECTed course.
w ot Feed
= (( Feed
& CONNECTed -
~ CONNECTed Job Aids c ev
} Reach out to a CONNECTor at your location =
ui CONNECTor e Cancel a LeavelAbsence Request
@ i Cancel a Leave/Absence Request
Submit a Leave/Absence Request
w | 1 ‘Submit a Leave/Absence Request
= /A HEIL D DESK | =

4 Home | Signout

Personalize Content | Layout ? Help

CONNECTor

Name Deser

Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE
Porter,Jane A
FittBrad T
Hood,Robin L

Contact Information S ov

Phone
4105550999
©C /WASHINGTON CNTY COURTHOUS 4105559999
DCfAnne Arundel Cnty Commissio 4105559999
DC/Charles Cnty Clerk 4105550090

I

Step | Action

1. Click the My HR tab.
My HR

My Current
Profile

2. Click the My Current Profile link.
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Favortes ¥ MainMenu ¥ Seff Senvice ¥ Leaming and Development ¥ > My Current Profle

- CONNECT

My Current Person Profile

#& Home  Sign out

New Window | Help | Personalize Page | i)

By ndivdual abs 6nd
tom
B rint © comments Profile Actions [Select Action] =®

Approvals
© 3 itemis) pending approval
¥ 1 item(s) approved (since 02122/2015)

@ 1 items) cenied (since 022212015
Competencies || Qualiications || Education
A below. g the edit buton.

Competencies (Requires Approval) View Al |1 First (4 12012 ) Last
Competency Profiency Eat Deite
Decision Making/Prob Salving Mests Standards ¢ o
At Exceeds Standards. Zam:|

Add New Competencies

Save

Step @ Action [\ [o] {1

3. Click the Profile Actions drop-down list.
| [Select Action] [~]|

4. Click the Compare my profile to my current job list item.
[Compare my profile to my cument job |

5. Click the Go button.
)

CONNECT
&

 Instructions

# Home  Signout

‘New Window | Help | Personaize Page | (]

Profile Compare

, competencics,

“View Contont secton S8 |
W NoMatch ¥ Partial Match - @ Complete Match - @ Person Overqualified
Watch Resut

Search Critera - Specia Police Officer| PATRCK METTY: 0%
© 3 itemis) pending approval E=Competencics
¥ 1 item(s) approved (since 02/22/2015)

& pint © comments

~ Approvals

ExCompetencics
D 1 itemis) denied (since 02122/2015)

Competencies || Qualifcations || Education

below.

~ Competencies (Requires Approval) 7SO o=
Competency Evaluation Type Reviewer D Profciency Edit Delete
g Mests Standards e o
Aftendence ‘SupenvisorManager Exceeds Standards. vanm |
Add New Competencies
Save

Step @ Action

6. Click the View Content Section drop-down list.

Page 227



TRAINING GUIDE
CONNECT Employee Self Service

Step | Action [\ [o] {=1

7. Click the Competencies list item.

[Competencies |

CONNECTe

TRAMIKIG LIER NET

8. Compare the competencies associated with the Special Police
Officer 1 job (Time Management) to Patrick's competencies.

In this example, there is a 0% match indicating that Patrick's
profile does not match his job profile.

9. If your personal profile does not match your job profile, you can
copy your job profile in order to build your personal profile.

The steps to do this are explained in the topic titled "Copying My
Current Job Profile".

10. | Click the Return to Previous page link.
Return to Previous page

Favorites n - Self Service ¥ > Leaming and Development ~ > My Current Profie A& Home  Sign out

+»* CONNECT

My Current Person Profile

New Window | Help | Personaiize Page | [

] indivcusl 55 and
‘o cach ftom
@ rint © comments Profile Actions [Select Action] afe

Approvals
® 3 itemis) pending approval
1 item(s) approved (since 02/22/2015)

Compet Guaifieations || Educa
s the grd below. the it utton.

Competencies (Requires Approval) ViewAll B Fist & 12012 ® Last
Campetency = Reviewer D Frofiiency Eat Doete
Dezision MakingProb Soiing Mests Standrcs 2 0
Atenden Ecccts Sandarss & [

Add New Competencies

save

Step | Action

11. | Click the Home link.
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Favorites ¥ | MainMenu v # Home | Signout [l
% CONNECT
v
My Page My HR Company Directory Learning Dashboard | %¥
Personaiize Content | Layout ? Hep
External Links S o7 | {)CONNECT News ¢ o~ | [CONNECTor ContactInformation s o~
[zl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Descr Phone.
\Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CG / CECIL CNTY COURTHOUSE 4105559999
resource on the latest happenings in the Judicary’s
L. Pnone Dieectory Department of Human Resources (LR). Our goal. provide a | | PorterJane A CC /WASHINGTON CNTY COURTHOUS 4105550999
consistent communication channel to inform Judiciary Pitt,Brad T DCfAnne Arundel Cnty Commissio 4105550099 | |=
Gentral Payroll Oniine S employees about key HR information. While stories may
@ entral Payroll Online Senvice include broad HR news and updates, most stories il focus | | 1999R0PInL _ DC/Charles Cny Clerkc A

on CONNECT as we lead up to the January 2016 launch of
[® state Payrol Forms that project
HR CONNECTION - ISSUE 2
“The CONNECT project willlaunch in January 2016, Now s
the perfect time to focus on the ecucation you will need to
e able to successfully use erefore, we vioud
tike You 1o meet CONNECTed. CONNECTe, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses difierent
training methods, including classroom-based, instructor-fed
NEED ASSISTANCE? Carses oning Vet hased ¥amng (- eIty 200 o
location fairs Gesigned to supplement formal taining. There
vl also be prerequisite courses to provide employess with L
the knowledge and skils they may need prior o taking 2

2 Empioyes Heain Benerts

1B Health Benefits Forms

o sy CONNECTed course
w e Feed
[0 Feed
5 (CONNECTed i s s
~ CONNECTed Job Aids 2 o~
) Reach out to a CONNECTor at your location hai
i CONNECTor \ Cancel a Leave/Absence Request
‘Submit a LeavesAbsence Request
w | 1 ‘Submit a Leave/Absence Request
= /R HUEID DECK | id

Step @ Action

12. | Click the Sign out link.

13. | You have completed the topic "Comparing My Profile to My
Current Job".
End of Procedure.

12_21_15_Copying My Current Job Profile

Copying your job profile allows you to take all the attributes of your job profile and add them to
your personal profile so your job and personal profiles are in sync. It is important to note that
any competencies added to your profile will need to be approved by your manager before your
profile is finalized.

- CONNECT

My Current Person Profile
PATRICK METTY

Special Police Officer |

4

Instructions
Your profile displays skills, compelencies, and accomplishments. Review content detail by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delefe bution next fo each item.

Serint © comments L EIT P Copy From Job Profile =] ®

Approvals
(@ 3 item(s) pending approval
¥ 1 item(s) approved (since 02/22/2015)

0 1 item(s) denied (since 02/22/2015

Competencies Qualifications Education

Add new competencies in the grid below. Edit competencies by selecting the edit button

Comy i qui pproval) View All | First (4 1-20f2 @ Last
Competency Evaluation Type Reviewer ID Proficiency Edit Delete
Decision Making/Prob Solving Supervisor/Manager Meets Standards 4 o
Altendance Supervisor/Manager Exceeds Standards VA |

Procedure
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In this topic, you will copy your job profile to your personal profile.

Favorites ¥ | Main Menu v

% CONNECT
(o
oryiang Jusiciay
My Page Company Directory Learning Dashboard | %§
Exteral Links S ov

»CONNECT News s ov

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR: information. While stories m:
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project

HR CONNECTION - ISSUE 2

The GONNEGT projest will launch in January 2016. Nowis
the perfest tme to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, oniine Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will aiso be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

CONNECTed - Training Materials

{,  Phone Directory

B sete ParctFoms

B Empioyes Healn Benets

Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

)
£ “CONNECTed e

Al Arties and Sections

HCONNECTed Job Aids s o~
d

Reach out 0.2 CONNECTor at your location

CONNECT

Cancel a Leave/Absence Request

Cancel a Leave/Absence Request

‘Submit a Leave/Absence Request
Contactthe Help Desk (410) 260-1114 Submita Leave/Absence Request

/™ UEILD NECSK |

Submit a Leave/Absence Request

# Home

signout [kl

Personalize Content | Layout ? Hep
CONNECTor Contact Information c o~
Name Deser Phone
Cloudkicker,Kit R CC / CECIL CNTY COURTHOUSE 4105559999

Porter,Jane A
PittBrad T
Hood,Robin L

CC / WASHINGTON CNTY COURTHOUS 4105553099
DCrAnne Arundel Cnty Commissio 4105550999
DC/Charles Cnty Clerk 4105559999

m

2. Click the My Current Profile link.

My Current
Profile

Favortes ¥ | ManMenu v Self Service ¥

% CONNECT

My Current Person Profile
1104

_J Special Police Officer |

4

Instructions
Your profile dispiays skills, competencies, and accomplishments. Review content detail by navigating through the individual tabs and
selecting the item description link. Content that can be updated includes an Edit and Delete bution next to each item

Leaming and Development ¥ My Current Profile

Erint D comments Profile Actions [Select Action]

EH®

Approvals
© zitemes]

+ 1item(s) approved (since 02

nding approval

015)

@ 1 itemis) denied (since 02/22/2015

Competencies || Qualiications || Education

Add new competencies in the grid below. Ecit competencies by selecting the edit button.

[#] Add New Competencies

Save

Delete

Competencies (Requires Approval) View All First 0 120f2
Competency Evaluation Type Reviewer ID Proficiency Eait
Decision Making/Prob Soling Supervisor/Manager Mests Standards Vd
Attendance Supenisor/Manager Exceeds Standards %4

4 Home | Sign out

New Window | Help | Personalize Page | i

Last

jif
jif

Step @ Action

3. Click the Profile Actions drop-down list.
|[Select Action]

[~]
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Step @ Action [\ [o] {=1

4.

Click the Copy From Job Profile list item.
[Copy From Job Profile |

Click the Go button.

®

Click the OK button.

The competency "Time Management" was copied from your job
profile and added to your current profile.

Click the Edit button for Time Management.

&

Favorites Main Menu Leaming and Development My Current Profile

C O N ' My Current Person Profile
<
1

Update Competencies
My Current Person| pATRICK METTY

| PATRICK
é """ I’P;; Update item details, then select OK to apply changes and return. Select Retum to Previous Page to return without any changes.
pecial Polif
Details
*Effective Date 081262015 e

“Competency 0012 @ Time Management
w Instructions

Your profile displays skils, cor
selecting the tem description |

Evaluation Type SupervisorManager
Reviewer ID Q

_ *Status |Active
S @ commens =

*Rating Model AOCR Q. Overall Performance Eval Ratin

+ Approvals *Proficiency [=
© 3itemis) pending apor] Verified By =
¥ 1 item(s) approved (si Interest Level =
@ iitemis) denied (sincd EmpiiD Q

Year Last Used
Competencies || Qualific:
[CIReviewer Is Approved
Add t g
new competencies in thel Vear Acauired
~ Competencies (Requ
Competency
Time Management

Years Of Experience

[CIReview Active
Decision Making/Prob Solving Review Date &

Attendance Description €

Add New Competencies

Sign out

fersonalize Page | & |~ |

I

————

Step @ Action [\ [o] {=1

9.

Click the Proficiency drop-down list.

| -]

10.

Click the Meets Standards list item.
[Mests Standards |

11.

Click the Vertical scrollbar to move down the page.

12.

Click the OK button.
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Favortes ¥ | MainMenu v Self Senvice ¥ Leaming and Development ¥ My Current Profie 4 Home | Sign out

% CONNECT

My Current Person Profile

PATRICK METTY
@ | swecarpoiceoticert

.

Instructions
Your profie displays skills, competencies, and accomplishments. Review content defail by navigafing through the individual tabs and
selecting the item description link Content that can be updated includes an Edit and Delete bution next to each item

rant @ comments Profile Actions [Select Action] = ®
Approvals

(© 3itemi(s) pending approval
+ 1 itemis) approved (since 02/2212015)

@ 1 itemis) denied (since 02/22/2015

Competencies || Qualiications | Education

Add new competencies in the grid below. Edit competencies by selecting the edit button.

Competencies (Requires Approval) ViewAll & Fist 0 1-30f3 @ Last
Competency Evaluation Type Reviewer ID Proficiency Edit Delete
Time Management SupervisoriManager Meets Standards

Decision Making/Prob Solving SupervisorManager Mees Standards Al
Attendance SupervisoriManager Exceeds Standards A |

Add New Competencies

Save

Action

13. | Click the Save button.
Save

My Current Prof A& Home Sign out

My Current Person Profile

My Current Person Profile x

(o

Summary Of Changes

This page shows a summary of all the changes that you made that require approval. Any Changes not requiring approval

¥ Instiuciony) ae been successfuly saved. Select the Submit button to request approval of these changes.
Your profie disf
selecting the ite
Changed Competencies (Requires Approval) Personaiize | Find | View Al [ (1] B First (@) 101 @ Last
Seit © position Competency 0 Evaluation Type: Reviewsr ID Proficiency
Add Time Management 0012 ‘SupervisorManager Meets Standards
~ Approval

¥ Aitem(s)| comments V

@ 1itemis

Competencid
Addnewcomg| [_Suemit Cancel
 Compet

Competency
Time Managen]

Decision

Attendance Supervisor/Manager Excesds Standards am. |

Add New Competencies

Step | Action

14. | Click the Submit button.
Submit
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Favorites ¥

)

Main Menu ¥ Self Senvice ¥ Leaming and Development ¥ My Current Profile

Submit Confirmation

& profis tems have been routed to e approver for review.

Items requiring approval will be routed to the approver for review.
Approval Routing

Approval by Manager
Person Profile:Pending
Approval by Manager
Pending

Bosley, Amy D
© Py Postion Mot

oK

TRAINING GUIDE
CONNECT Employee Self Service

4 Home | Sign out

New Window | Help | Personalize 1
m—

Step @ Action [\ [o] {1

15.

Click the OK button.

16.

Notice the competency "Time Management" is no longer

displayed in the Competencies section. It has been submi

approval.

tted for

17.

Click the 4 item(s) pending approval link.

4 item({s) pending approval

18.

Here you can see that "Time Management" is displayed in the

pending items for your profile.

If approved by your manager, Time Management will be
displayed as a competency on your profile.

Main Menu Leaming and Development My Current Profile

CONNECT

Personaize | Find |Viewal | 1| B Fist 4 14014 ) Last

A& Home | Sign out

Help

Proficiency

Exceeds Standards

i

Meets Standards

Exceeds Standards

Meets Standards

Person Profile Approvals
My
Pending ltems
b Profile 60095 PATRICK METTY
Profile Type PERSON Person
I s page shows = sumany of ne pening temsforyour prote, Pencng fems camt e
S
Your pf Changed Competencies (Requires Approval)
selecti
Disposition n Competency Evaluation Type Reviewer 1D
&
Add 000 Performance SupervisorManager
~al
Change ATTEND Attendance Supervisor/Manager
4
Add 12000 Goal Setting and Planning SupervisarManager
con
Add o012 Time Management SupervisorManager
Addn)
~q
Compq Retum to Previous Page
Decisi
Atten
Add New Competencies
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Step | Action

19. | Click the Return to Previous Page link.

|Return io Previous Page

Favoriles ¥ | ManMenu ¥ > SelffSevice ™ >  Leamingand Development ™ > My Gurrent Profile A Home | Sign out

¥ CONNECT

New Window | Help | Personaiize Page | i =
My Current Person Profile
PATRICK METTY

_4

Instructions
Your profile displays skills, competencies, and accomplishments. Review content defail by navigafing through the individual tabs and
selecting the item description link Content that can be updated includes an Edit and Delete bution next to each item

rant @ comments Profile Actions [Select Action] = ®

Approvals
(© Hitem(s) pending approvak
+ 1 itemis) approved (since 02/2212015)

@ 1itemis) denied (since 0212212015

Competencies || Qualiications | Edusation

Add new competencies in the grid below. Edit competencies by selecting the edit button.

Competencies (Requires Approval) ViewAl| & Fist (0 12012 @ Last
Competency Evalustion Type Reviewer ID Proficiency Edit Delete
Decision Making/Prob Soiving Supervisor/Manager Meets Standards
Attendance SupervisorManager Exceeds Standards Zanil

Add New Competencies

Save T

Action

20. | Click the Home link.
# Home

Favorites > | Main Menu ~ £ Home | Signout [
% CONNECT
(o
oryiang Jusiciay
My Page Company Directory Learning Dashboard | %§
Personaiize Content | Layout 2 Help
Exteral Links S 0% | {LCONNECT News s ov | [CONNECTor Contactinformation S o
CONNECTed - Training Materials > HR CONNECTION - ISSUE 1 — = )
b \Welcome fo HR CONNECTIon - 2 monthiy information CloudkickerKit R CC / CECIL CNTY COURTHOUSE 4105559999
&, Frone Drect resource on the [atest happenings in the Judiciary’s
one Directory Department of Human Resources (HR). Our goal provide a | | PorterJane A CC /WASHINGTON CNTY COURTHOUS 410555099
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550909
Gentral Payroll Oniine S employees about key HR information. While stories m:
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H299.RebinL__ DG/Charles Cry ek HIEETT
on CONNECT as we lead up to the January 2016 launch of
(@ state Payrol Forms that project.
HR CONNECTION - ISUE 2
B& Empioyee Healtn Benets g “The CONNECT project wil launch in January 2016. Now s
the pertect tme to focus on the education you wil need to
P be able to successfully use CONNECT. Therefore, we would
1B Health Benefits Forms

i You 1o moet GONKECTed, CONNECTed 2 combinaion
ofthe GONNEOT saning toam and e AOG Ecucaton
Diiion, s a1 inovaie aparosch tht ses aferent
ainig mefhods, kg cassroom based, nueloriod
NEED ASSISTANCE? Corses, onin Veb based Samng (s ieaming and an-
location fairs designed to supplement formal training. There
wiill also be prerequisite courses to provide employees with L
the knowledge and skills they may need prior to taking a

o oA
w of 3 Feed
w Fes
& (CONNECTed st
~ CONNECTed Job Aids 2 o~
. : Reach out to a CONNECTor at your location b

i CONNECT. v Cancel a Leave/Absence Request

Cancel a Leave/Absence Request

Submita LeavesAbsence Request

O connctneriapoes 1o 260114 Submita Leave/Absence Reauest
w 1 Submit a Leave/Absence Request
= /™ WEID DESK | i

Step | Action

21. | Click the Sign out link.
Sign out
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22. | You have completed the topic "Copying My Current Job Profile".
End of Procedure.

12_21_15_Viewing My Historical Profiles

Viewing historical profiles gives you the ability to view the attributes of your personal profile for
a specific date in the past.

3-CONNECT

Maryland Judiciary

My Historical Person Profile
PATRICK METTY

Special Police Officer |
Instructions
This profile displays your skills, competencies, and accomplishments as of the date 26 August 2015. Review content detail by navigating

through the individual tabs and selecting the item description. To view the profile effective as of another period, select the Profile Action
“Wiew As Of Another Date” followed by the Go button.

Serint © comments LR View As Of AnotherDate [ JD)

Competencies Qualifications

Select the Competencies link to view the item details.

Competencies (Requires Approval) View All | First ‘4 1-20f2 '*/ Last
Competency Evaluation Type Reviewer ID Proficiency
Decision Making/Prob Solving Supervisor/Manager Meets Standards
Attendance Supervisor/Manager Exceeds Standards

Procedure

In this topic, you will view your historical profiles.

Favorites ¥ | Main Menu v

# Home | signout [JB3
- CONNECT -
e E

wacyiang udiciay
MyPage | MyHR | | ManagerDashboard | CompanyDirectory | | Leaming Dashboard 4§ B
Personalize Content | Layout 2 Hep
Q External Links S o+ | 4LCONNECT News S o~ |CONNECTor Contact Information S ov
III CONNECTed - Training Materials = How To Check Intemet Explorer Version Name Deser Phone
Because the anine training wil only work with Itemet .
B T coviAsoozALoReNs 001 Conmere P 10260
&, Phone Directory instructions on how to check which version of Infernet o .
Explorer you are using. I your version of Infemet Explorer s | | pARieR ALECIA A ommerce -
@ Conts Pyl O S newer than v8, please contact the JIS Service Desk for [EQ ¢ Dive 3844
orto request a download of e Google Chrome web Y
browser STANSBURY BRENDA A Jo01 Commerce P 410260
@ state Payroi Forms Fee 2001 Commerce Pk 410/260-
L SHAAK,CHRISTINAM o] iz
. View Al Avles and Sections
B8 Empioyes Healtn Benets AKERS ALLISON & 2001 Commerce Pk 410/260-
MCONNECTed Job Aids e ov Drive 1433
B Heaith Benefts Forms 30177
B Partial Absence Request MAYNARD.GATHERINEA  GC Alegany o
§ aourr.
‘Submita Partal Day Absence Request LINDSEY,DAWNE D cC Alegany o
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY,KRIS E C Anne Arundel e
- Navigation to view your leavelabsence balance. 10022
N ——— ARNOLDDOUGLAS B e Anne Arundel #
o View LeavelAbsence History ALY KBERLEA S e
oA d nne Arunde
& (CONNECTed T — el
Submitan Leave/Absence Request from the Timesheet || MCCREADY.DENISED CCBaRCy-East  y7g5
~ o oratyonriocaton Use the Absence tabiin the Timesheet page to submit your . 1033
i .
5 CONNECTor / Cancel L eave/Absence Request ALEXANDER LAVINIA G CC Balt Gy - East g;u/aaa
’ Use the Absence Tab in the Timesheet page to canceliedit pibonn
- yourleave request ENSOR JULIEL CC Balimore Couny 4100287
D ottty beske10 604550 Submit Leave/Absence Request e
[ [ SubmiLeavelabsence Request DOVEL.DOTTIEL co satimore County 41
= & HELP DESK | | Reauest tmeoft using the Avsence Request page
1%} | MeCOMAS 1 ORETTAL o Batieeve covny 410887 id

Step @ Action

1. Click the Main Menu button.

Main Menu
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2. Click the HCM Systems menu.
A HCM Systems L

CONNECTed

TR A IKIG LIER N

3. Click the Self Service menu.
L1 Self Service *

4. Click the Learning and Development menu.

d  Leaming and Development r

5. Click the My Historical Profile menu.
Ij My Historical Profile

6. By default, CONNECT displays your competencies as of the
current date. In this example, the current date is 08/26/2015.

On 08/26/2015, Patrick had two competencies: Decision Making
and Attendance.

To view historical profile details, enter a date prior to the current
date.

Favorites ¥ Main Menu ~ SelfService ¥ >  Leaming and Development ¥ > My Historical Profie A& Home | Sign out

& CONNECT

New Window | Help | Personaiize Page |

My Historical Person Profile
PATRICK METTY

3 Special Police Officer |
Instructions
This profile displays your skills, competencies, and accomplishments as of the date 26 August 2015. Review content detail by navigating

through the individual tabs and selecting the item description. To view the profile effective as of another period, select the Profile Action
“View As Of Another Date" followed by the Go button.

Erint @ comments Profile Actions [Select Action] E ®

Competencies || Qualfications

Select the Competencies link to view the em details

Competencies (Requires Approval) View Al First & 12012 @ Last
Competency Evaluation Type Reviewer ID Proficiency
Decision Making/Prob Solving SupenisoriManager Mees Standards
Aftendance ‘Supervisor/Manager Exceeds Standards

Step ‘ Action Notes

7. Click the Profile Actions drop-down list.
[[1select Action] [~]|

8. Click the View As Of Another Date list item.
[View As Of Another Date |

9. Click the Go button.

®

Page 236



TQONN ECTg:__:!

TRAMIKIG

[

My Historical Person Profile
PATRICK METTY.

Special Police Offcer | My Historical Person Profile
Help
Select New As Of Date

w Instructions
“This profile displays your skils, competencies, and accompl
through the individual tabs and selecting the item descriptiof
“View As Of Another Date" followed by the Go button.

Select the new As Of date below.

As Of Date [0872612015 |5}

it © comments
oK Cancel

Competencies || Qualifications

Select the Competencies link to view the item details

~ Competencies (Requires Approval)

Competency Evalug
Decision Making/Prob Solving Super
Attendance Super

TRAINING GUIDE

CONNECT Employee Self Service

# Home

Sign out

New Window | Help | Personalize Page | &

Step @ Action [\ [o] {1

10.

Click in the As Of Date field.

08/26/2015

11.

Press [Backspace].

12.

Enter "06/01/2015" into the As Of Date field.

13.

Click the OK button.

14.

Notice the Decision Making competency is no longer displayed.

Patrick's only competency on 06/01/2015 was Attendance.

Favores ¥ | ManMenu v Leaming and Development ~ My Historical Profile

% CONNECT

My Historical Person Profile

PATRICK METTY,
Instructions

This profile displays your skills, competencies, and accomplishments as of the date 01 June 2015. Review content detail by navigating
through the individual tabs and slecting the item description.

rant @ comments Profile Actions [[Select Action]

2O

Competencies || Qualfications

Salect the Compatencies link to view the item details.

Competencies (Requires Approval) ViewAl | First @ 10f1 @ Last
Competency Evaluation Type Reviewer ID Proficiency
Attendance SupenvisoriManager Exceeds Standards

4 Home | Sign out

New Window | Help | Personaiize Page | B
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Action

15. | Click the Qualifications tab.
| Qualifications |

16. | Notice Patrick's qualifications did not change between
06/01/2015 and 08/26/2015.

17. | Click the Home link.

Favories > | Main Menu # Home | signout [
 CONNECT -
kY =
My Page My HR Manager Dashboard Company Direstory | | Leaming Dashboard | #§ i
Personaiize Content | Layout 2 Hep
S External Links S @+ | {1CONNECT News ¢ ov |CONNECTor Contact Information S o~
n’zl CONNECTed - Training Materials =Y How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training vill only wori wth Intemet .
¥ Exporer 9 oroider, we have provided the folowing SEVILLASOMOZALORENA 200! CommercePl 410760
&, Phone Directory instructions on how to check which version of Intemet o o e
Explorer you are using. IFyour version of Intemet EXDIOTEr 5 | || pARKER ALECIA A ommerce -
@ Centra Payrat Onine Servee newer than v9, please contact the JIS Service Desk or IES ’ Dive 3544
orto request a downioad of the Google Chrome web -
0 g STANSEURY BRENDA A 2001 Commerce Pk 410260.
8 Dive 3550
State Payroll Forms Feed 2001 Commerce Pk 4101260-
- SHAAK GHRISTINA M e T
. Vicw Al vicles and Sections
B& Empiojes Healtn Benets AKERS ALLISON E 2001 Commerce Pk 4107260
CONNECTed Job Aids c ev Drive 1433
] Health Benefts Forms MAYNARD,CATHERINE A cC Al Exilrres
B Partial Absence Request < 5922
’ 1777
‘Submita Partial Day Absence Request LINDSEY,DAWNE D GC Allegany s
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY KRIS E CC Anne Arundel P
- Navigation to view your eave/absence balance 410222-
P R ARNOLD,DOUGLAS B C Anne Arundel s
a View LeavelAbsence History s0222-
w oA EARLY,KIMBERLE A C Anne Arundel
£ «CONNECTed T o
- . .
Submitant tho Timesneet | | MCCREADY.DENISE D CCBAGY-East  jpo
~ raesouriocation Use the Absence tab in the Timesheet page fo submit your . 410533
O reachoutto s CONNECTarstyourlocato e eass MURPHY,SANDRA J CoBaltCly-East a0
; CONNECTor S —— R
1 Use the Absence Tab in the Timesheet page to canceledit T
your leave request. ENSOR JULIEL CC Batimore Couny 45057
=
0 Conctne Pl Help Dok (410 2004550 Submit Leave/Absence Request o
& [ DOVEL DOTTIEL GG Batimore Gounty
5 @ HELP DESK | 1 | Request tme oft using he Absence Request page postiony
| MCLOMAS | ORETTAL CC Ratimoe Couh M

Action

18. | Click the Sign out link.

Sign out

19. | You have completed the topic "Viewing My Historical Profiles".
End of Procedure.

12_21 15 View Job Profiles and Express Interest

Expressing interest in job profiles lets your manager know which job(s) you are interested in so
you can plan your career progression.
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% CONNECT

Maryland Judiciary

View Job Profile
Judiciary Clerk

This profile displays competencies, gualifications, and responsibilities of a certain job code, position, job family, salary grade, or other
defined business entity.

5 Print @ Comments Profile Action: press Interest El @

Com i Qu i E

View School Education detail by selecting the item name link.
School Education

There are currently no School Education for this profile

View Degrees detail by selecting the item name link

Degrees (Requires Approval) wiew All | First ‘&' 1-20f2 B Last
Degree Major Code
Bachelor of Arts
Bachelor of Science

Return to Frevious Page

Procedure

In this topic, you will view job profiles and express interest in becoming a judiciary clerk.

Favorites > | Main Menu ~ @ tome | Signout [
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Direstory Learning Dashboard | ¥¢ i
Personaiize Content | Layout 2 Hep
& External Links S ov | {1CONNECT News ¢ ov |CONNECTor Contact Information S o~
CONNECTed - Training Materials Y- How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training vill only work with Intemet .
Explorer 9 or oider. we have provided the foliowing SEVILLASOMOZALORENA 200! CommercePl 410760
&, Phone Directory instructions on how to check which version of Intemet o o e
Explorer you are using. IFyour version of Intemet EXDIOTEr 5 | || pARKER ALECIA A ommerce -
@ Centra Payrat Onine Servee newer than v9, please contact the JIS Service Desk or IES ’ Dive 3544
orto request a downioad of the Google Chrome web -
0 u STANSEURY BRENDA A 2001 Commerce Pk 410260.
B Dive 3051
State Payroll Forms Feed 2001 Commerce Pk 4101260-
0 SHAAK GHRISTINA M 2y =
. Vicw Al viles and Sections
B& empiojes Healtn Benets AKERS ALLISON E 2001 Commerce Pk 4101260-
CONNECTed Job Aids c ev Drive 1433
] Health Benefts Forms MAYNARD,CATHERINE A cC Al Exilrres
B Partial Absence Request < 5922
’ 177
‘Submita Partial Day Absence Request LINDSEY,DAWNE D GC Allegany 523
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY KRIS E CC Anne Arundel P
- Navigation to view your eave/absence balance 410222-
o | wiamimgtsay ARNOLD,DOUGLAS B C Anne Arundel s
& 3 emleaslpsence Histont BARLY CMBERLE A Conme annce 410222
5 (CONNECTed (O novigaton to view al the eaveravsence requests ' lfmm
- . .
Submitant tho Timesneet | | MCCREADY.DENISE D CCBaltCiy-East 410
Use the Absence tab in the Timesheet page to submit your . 410333
o Reach out to s CONNECTor at yourlocation s e e MURPHY,SANDRA J cosatcy-East a0
& CONNECTor Concl LeneMbsence Beauest R
< e e e et e s
- yourleave request ENSORJULIEL CC Baltmore County 5400~
0 Conctne Pt HepDek 410 2006550 bt Leave/Absence Request o
% [ Submit Lesueifbsence fequest DOVEL DOTTIEL CC Baltimore County 51073
= @ HELP DESK | | Request tmeoft using the Absence Request page
n | MCCOMAS | ORETTAL o Ranme coupy 10887 g

Action

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
(0 HCM Systems k

3. Click the Self Service menu.
0  self service »

Page 239



TRAINING GUIDE o
CONNECT Employee Self Service QONN EEETE

Step | Action [\ [o] {=1

4, Click the Learning and Development menu.

1 Leaming and Development L4

5. Click the View Job Profiles menu.
|j Yiew Job Profiles

Favories ¥ | MainMenu ¥ Self Senvice ¥ Leaming and Development ¥ > View Job Profles

+» CONNECT

View Job Profiles
Select a Profile
To view a Profile, enter your search criteria and select the "Search” push button
Basic Search Criteria
Type Job

Profile Name |

Search Clear Advanced Search

Step | Action [\ [o] {1

6. Click the Search button.
| Search |

7. | The search results display all profiles in CONNECT. When this
topic was created, only two job profiles existed.

In CONNECT, you will see more profiles.
8. | Click the Judiciary Clerk link.

Judiciary Clerk

9. You can click the Competencies, Qualifications, and Education
tabs to view each attribute of the job profile.
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Favortes ¥ | MainMenu v Self Senvice ¥ Leamning and Development ¥ View Job Profiles] 4 Home | Sign out

3 CONNECT

New Window | Help | Personalize Page | B
View Job Profile

Judiciary Glerk

This profile displays competencies, qualifications, and responsibilties of a certain job code, position, job famiy, salary grade, or other
Gefined business entiy.

Errint © comments Profile Actions [[Select Action] =&

Competencies Qualifications Education
View Competencies detail by selecting the item name link.
Competencies ViewAl |0 First @ 12012 ) Last
Competency
GCooperation and Support
\Work Quality

Retum to Previous Page

Step @ Action [\ [o] {1

10. | Click the Qualifications tab.
Qualifications

11. | Click the Vertical scrollbar to move down the page.

12. | Click the Education tab.

Education

13. | Click the Profile Actions drop-down list.
| [Select Action] (=]

14. | Click the Express Interest list item.
[Express Interest |

15. | Click the Go button.
16. | Click the OK button.

17. | Click the Home link.
# Home
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Favortes ¥ | Main Menu v

+ CONNECT

My Page My HR

< External Links

&, Phone Directory

@ Central Payroll Oniine Service
@ state Payrol Forms

B& empioyes Healtn Benets

[ J———

Manager Dashboard

B neeo assistance?

VisitTraining Ubrary

“CONNECTed

-
[
w
=
“

Reach out 0.2 CONNECTor at your location

CONNECTor

W

Contact the Paralel Help Desk (410) 2606550

# HELP DESK |

STEP 3

Company Directory

MCONNECTed Job Aids -]

Learning Dashboard | %%

*(~CONNECT News )
p How To Check Intemet Explorer Version
(3 5ecause the onine vaining willonly work wit et
QP  Explorer 9 or oider, we have provided the following
instructions on how to check which version of Internet
Explorer you are using. If your version of Intemet Explorer is
newer than v9, please contact the JIS Service Desk for IEQ
or to request a download of the Google Chrome web

Feed

View All Ariles and Sections
o

Partial Absence Request

‘Submit a Partial Day Absence Request

View Leave/Absence Balance

Navigation to view your leave/absence balance

View Leave/Absence History

Navigation to view all the leavelabsence requests.

‘Submit an Leave/Absence Request from the Timesheet
Use the Absence tab in the Timesheet page to submit your
leave request

Cancel LeavelAbsence Request

Use the Absence Tab in the Timesheet page to canceliedit
your leave request.

‘Submit Leave/Absence Request

Request time off using the Absence Request page.

CONNECTed

# Home

Personaiize Content | Layout

CONNECTor Contact Information
Name Deser
SEVILLA SOMOZA LOReNA 2001 Commerce Pk
PR 2001 Commerce Pk
Dive
STANSBURY BRENDA A Jo0 Commeree P
rive
2001 Commerce P
SHAAK CHRISTINAM 2
AKERS ALLISON E 2001 Commerce Pic
Dive
MAYNARDGATHERINEA GG Allegany
LINDSEYDAWNE D CC Allegany

DILLARDWOODY,KRIS E
ARNOLD,DOUGLAS B
EARLY,KIMBERLE A
MCCREADY, DENISE D
MURPHY,SANDRA J
ALEXANDER LAVINIA G
ENSOR JULIEL
DOVEL,DOTTIE L

MCCOMAS I QRETTAL

CC Anne Arundel
CC Anne Arundel
CC Anne Arundel
CC Balt Ciy - East
CC Balt City - East
GG Balt City - East
CC Baltimore County
CC Baltimore County

0 aitmoce Conn

TR AR WG

| Signout

? Help

Phone
410/260-
1576
410260-
3544
410260-
355¢
410260
173
4101260-
143
01777
5022

301777
5023

410222
118
4100222
1435,
410222
1896,
410333
3
410333
3801
410333
7:

410887
200
4101887
346

4101887 -

Action

18.

Click the Sign out link.

ign out l

19.
Expressing Interest".
End of Procedure.

You have completed the topic "Viewing Job Profiles and

12_21 _15_Viewing My Interest List

Once you have expressed interest in one or more job profiles, you can use your Interest List to

view the profiles.

+* CONNEC

nd Judiciary

My Interest List
PATRICK METTY

. Special Police Officer |
Instructions.
personal profile against the profile of interest.

Interest List

Profile Assigned By
Judiciary Clerk PATRICK METTY
Special Police Officer | PATRICK METTY

Add Profile

Save

You can view the details of the profiles in your interest list by selecting the profile description. Keep your list current by adding or deleting
profiles from this list. You will only be able o delete those profiles you have personally added. Select the Compare bution to compare your

Compare Profiles

®
®

Delete

=]

Procedure

In this topic, you will view the job profiles for which you have expressed an interest.
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Favorites ¥

MainMenu v

# Home | Signout [l
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory | | Learning Dashboard | 3§ i
Personaiize Content | Layout ? Hep
< Exteral Links ©v | {)-CONNECT News & ov |CONNECTor Contact Information s o~
TII CONNECTed - Training Materials Y How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training will only work with Infemet .
Explorer 9 or older, we have provided the following SEVILLASOMOZALORENA 2001 ComMercePK - 410050
&, Phone Directory instructions on how to check which version of Infernet o [,
Explorer you are using. IF your version of Infemet Explorer s | || pARKER ALECIA A ommerce -
@ Central Payrol Onin Serve newer than v9, please contact the JIS Service Desk for IE : Drve 344
or to request a download of the Google Chrome web .
STANSEURY BRENDA A 2001 CommercoPk 410260
rive a5
@ state Payroi Forms Fesd CTTREEEII 2001 Commerce Pk 410/260-
View Al Ariles and Sect Do) Tel
. View All viles and Sections
2% Empioyee Heatn Benefts AKERS ALLISON E 2001 Commerce Pk 4101260-
MCONNECTed Job Aids e ov Drive 143;
B Heaith Benefts Forms 3irT?-
B Partal Absence Request MAYNARDGATHERINEA  GC Allegany o2
. 01777
Submit a Partial Day Absence Request LINDSEY.DAWNE D CC Allegany =
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY,KRIS E C Anne Arundel e
- Navigation to view your leave/absence balance 4100222
) E—— ARNOLD,DOUGLAS B C Anne Arundel s
& View Leave/Absence History ALY KBERLE A S — 4022
=) d ne Arundel
& (CONNECTed T — el
Submitan Leave/Absence Request from the Timesheet | | MCCREAPY.DENISED CCBaRCly-East g
o e ora yourlocston Use the Absence tab i the Timesheet page fo submit your . 410333
i .
5 CONNECTor X Cancel Leave/Absence Request ALEXANDER LAVINIA G GG Balt Ciy - East P
! Use the Absence Tab in the Timesheet page to canceliedit s
- your leave request ENSOR JULIEL CC Baltimore County  3agn
D comsameronie oDk 10 206550 Submi Leave/Absence Request e
[ [ Submit LeavelAbsence Request DOVEL DOTTEEL CC Battimore County 340
= & HELP DESK | 1 | Request tme it using tne Acsence Request page.
2] | MCCOMAS | ORFTTAL CC Rae coupy 10887 2

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action

Main Menu

1. Click the Main Menu button.

2. Click the HCM Systems menu.

L] HCM Systems

3. Click the Self Service menu.

O self Service

4. | Click the Learning and Development menu.

=

Leamning and Development L

5. Click the My Interest List menu.

B

My Interest List

6. Notice the Interest List displays two job profiles.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Leaming and Development ¥ My Interest List

% CONNECT

My Interest List
PATRICK METTY
Instructions
You can view the etais of the profils in your nterest it by selecting the profle description. Keep your it current by adding or deleting

profies from this list. You will only be able to delete those profles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest.

Interest List

Profil Assigned By Compare Profiles Delete
Judiciary Clerk PATRICK METTY [©] ]
Special Poiice Oficer | PATRICK METTY ® i

Add Profie

Save

CONN

4 Home | Sign out

New Window | Help | Personalize Page | B

ECTe

TRAMIKIG LIER NET

Step | Action \\[e] {13

7. Click the Compare button for the Judiciary Clerk profile.

®

8. You can use the Profile Compare feature to compare your
personal profile with the job profile in which you are interested.

In this example, Patrick's profile does not meet any of the
attributes for becoming a Judiciary Clerk.

Favorites [ e Leaming and Development My Interest List

% CONNECT

A& Home | Signout

New Window | Help | Personalize Page |

My Interest List Profile Compare

~ Instructions
You can view he detalls of the profiles in your

profies from this list. You will only be able to d
personal profile against the profile of interest.

PATRICK METTY

*View Content Section (BT PRI
M NoMatch V Partial Match @ Complete Match 4 Person Overqualified

Special Police Officer |

Match Result

Search Criteria - Judiciary Clerk

[E=Competencies

Cooperation and Support
Proficiency: Exceeds Standards

PATRICK METTY: 0%

[=Competencies
%

Work Quaiity mox,
Proficiency: Exceeds Standards -
Interest List o E=Degrees
=
N psignea|  21eProrArs 0%
Bachelor of mo%
Judiciary Clerk PATRICK  DoCnelorof Seence

[ETests or Examinations

[STests or Examinations
Diug Screening %

Special Police Officer |
Add Profile

PATRICH

Medical Examination "%

Retur to Previous page

Help

Step | Action

9. Click the View Content Section drop-down list.
[<View All Sections> B3
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10. | Click the Competencies list item.
[Competencies |

11. | Click the Return to Previous page link.
Return to Previous page

Favorites ¥ | MainMenu ~ jce v Leaming and Development ¥ My Interest List

= CONN.EST

New Window | Help | Personalize Page | &

My Interest List
PATRICK METTY

» Special Police Officer |

Instructions
‘You can view the Getais of the profiles in your inferest st by selecting the profile description. Keep your st current by adding or deleting
profiles from this list. You will oy be able to delete those profiles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest.
Interest List

Profile Assigned By

Compare Profiles Delete
Judiciary Clerk PATRICK METTY ) @
Special Poiice Officer | PATRICK METTY ® i

Add Profie

Save

Step @ Action

12. | Click the Save button.

Favores ¥ | ManMenu v

Self Service ™ Leaming and Development ~ My Interest List

4 Home | Sign out
+» CONNECT

New Window | Help | Personalize Page | B
My Interest List
Save Confirmation

[ —

BK
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Step | Action

13. | Click the OK button.

Favoriles ¥ | ManMenu ¥ > SeffSevice ¥ > Leamingand Development ™ > My Interest List A Home | Sign out

¥ CONNECT

New Window | Help | Personaiize Page | B

My Interest List

PATRICK METTY
J Special Police Officer |

4

Instructions

You can view the details of the profiles in your interest st by selecting the profile description. Keep your list current by adding or delefing
profies from this list. You will only be able to elete those profles you have personally added. Select the Compare button to compare your
personal profile against the profile of interest

Interest List

Profie Assigned By Compare Profiles Detete
Judiciary Clerk PATRICK METTY ® @
‘Special Police Officer | PATRICK METTY ® Ii]

Add Profle

Save

Action

Click the Home link.

Favorites ¥ | Main Menu ~ # Home | Signout
% CONNECT
(o
acyiang juiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard | ¥ i
Personaiize Content | Layout ? Hep
Q External Links & &> | «MCONNECT News & o~ | CONNECTor Contact Information e ov
n“ CONNECTed - Training Materials How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training will only work with Infemet .
Explorer 9 or older, we have provided the following SEVILLASOMOZALORENA 2001 Commerce Pk - 410050
&, Phone Directory instrucions on how to check which version of Inferet - O,
Explorer you are using. I your version of Infemet Explorer is ommerce -
@ Cental Payron Onin Senve newer than ve, please contact the JIS Service Deskfor [E9. | |1 ALECIAA Drive 344
or to request a download of the Google Chrome web .
ortore STANSEURY BRENDA A 2001 CommercoPk 410260
2 rive 3550
State Payroll Forms Foed 2001 Commerce Pk 410/260-
e SHAAK CHRISTINA M 2 10
. \iew Al Aviies and Sections
2% Empioyee Heath Beneits AKERS ALLISON £ 2001 Commerce Pk 4100260-
MCONNECTed Job Aids e ov Drive 1433
Health Benefts Forms 17777
Partal Absence Request MAYNARDCATHERINEA  GC Allegany G
1 . 01777
Submit a Partial Day Absence Request LINDSEY.DAWNE D ce Alegany o
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY,KRIS E C Anne Arundel e
- Navigation to view your leavelabsence balance 410222
) E— ARNOLD,DOUGLAS B C Anne Arundel s
& View LeavelAbsence History CamLY KBERLE A — 4022
=) d ne Arundel
H (QON NECTed Navigation to view all the leavelabsence requests e
Submit an | eave/Absence Request from the Timesheet | | MICCREADY.DENISED CCBaRCly-East g
o e ora yourlocston Use the Absence tab i the Timesheet page fo submit your . 410333
ui
410533
= Cancel L eave/Absence Request " .
& CONNECT / ancel Leave/Absence Reques ALEXANDER LAVINIA G GC Balt City - East P
Use the Absence Tab in the Timesheet page to canceledit P
- your leave request ENSOR JULIEL CC Baltmore County 560"
D Commateronil oDk 10 2006550 Submi Leave/Absence Request e
[ [ Submit LeavelAbsence Request DOVEL DOTTEEL e Batimore Counyy 5113
w & HELP DESK | | Recuest tme ot using the Avsence Request page
L] | MCCOMAS | ORFTTAL CC Ratte couny 10887 2

Step @ Action

15. | Click the Sign out link.
Sign out
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Step @ Action
16.

You have completed the topic "Viewing My Interest List".
End of Procedure.

12_21_15_Searching & Comparing Profiles - Find Jobs

You can perform a job profile search in CONNECT based on profile criteria that you choose. It is
important to note this feature allows you to search for existing job profiles within the Judiciary.

This function is not the same as searching for open jobs through recruiting.

CONNEC

Search an Profiles

ompare
Search and Compare P

Search for Profiles Search Criteria - Find jobs

Below is a st of profle searchd

Search for profils resul

have an &

Find jobs that fit my qualificatio Cleat

] Competencies

] Honrs and Awards
[ Language Skits

%] Licenses and Certfications
F] Membersnips

[#] Responsinities

=

xaminatans

Relum to Search For Profiles

pro

& 6 Crteria enterea

the search. Specify the #em impartance an

Help

Procedure

In this topic, you will search for jobs based on specific job profile criteria that you select.

Main Menu

Favorites

@ tome | Signout [JBI
- CONNECT -
e =

wacyiang udiciay
MyPage | MyHR | Manager Dashboard | CompanyDirectory | Learning Dashboard | &% B
Personalze Content | Layout 7 Hep
Q External Links S o+ | 4LCONNECT News S o~ |CONNECTor Contact Information s ov
WII CONNECTed - Training Materials = How To Check Intemet Explorer Version Name Deser Phone
Z2 Because the oniine raining willonly work with ntemet
& o e g e coviAsoozALoReNs 001 Conmere P 10260
&, Phone Directory instructions on how to check which version of Infernet o .
Explorer you are using. I your version of Infemet Explorer s | | pARieR ALECIA A ommerce
@ Centa Payl Onine Sevee newer than v2, please contact the JIS Service Desk for IE6 ¢ Dive 544
orto request a download of the Google Chrome web
browser STANSBURY BRENDA A Jo01 Commerce P 410260
@ state Payroi Forms Fee T TR 2001 Commerce Pk 410260
Vi A Ariles and Sect (i Eelr
. Vieur Al Ales snd Sections
B8 Empioyes Healtn Benets AKERS ALLISON & 2001 Commerce Pk 410260
MCONNECTed Job Aids e ov Drive 488
B Heaith Benefts Forms 30177
B Partial Absence Request MAYNARDCATHERINEA GG Allegany o
§ 01777
‘Submita Partal Day Absence Request LINDSEY,DAWNE D ce Alegany o
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODYKRISE  CC Anne Arundel e
- Navigation to view your leave/absence balance. 410022
N . ARNOLD,DOUGLAS B GC Anne Arundel e
o View Leave/Absence History ALY KBERLEA S e
oA d nne Arungel
& (CONNECTed T — el
Submitan Leave/Absence Request from the Timesheet || MCCREADY.DENISED CCBaRCy-East  y7g5
~ adhouetns oratyouttocaton Use the Absence tabiin the Timesheet page to submit your . 410333
i .
5 CON NECTor / Cancel Leave/Absence Request ALEXANDER LAVINIA G CC Balt Gity - East g;gmg
' Use the Absence Tab in the Timesheet page to canceliedit pibonn
- your leave request ENSOR JULIEL CC Balimore Couny 4100287
0 ottt o410 20650 Submit Leave/Absence Reduest e
[ [ SubmiLeavelabsence Request DOVEL.DOTTIEL co atimore County 410
= & HELP DESK | | Reauest tmeoft using the Avsence Request page
0] L MCOOMAS | ORETTAL o0 Aatimere Counny 10887 =

Step Action

1.

Main Menu

Click the Main Menu button.

Page 247



TRAINING GUIDE o
CONNECT Employee Self Service QONN EEETE

Step | Action [\ [o] {=1

2. Click the HCM Systems menu.
[J  HCM Systems k

3. Click the Self Service menu.
O  self Service »

4. Click the Learning and Development menu.

4 Leaming and Development r

5. Click the Search and Compare Profiles menu.

Ij Search and Compare Frofiles

Favorites ¥ | MainMenu ¥ Self Service ™ Leaming and Development ~ >  Search and Compare Profiles

3 CONNECT

New Window | Help | Personalize Page | B
Search and Compare Profiles

Search for Profiles
Below is a st of profile searches. Select the link for the search you want1o run.

Find jobs that ft my qualifications
Find jobs

Step | Action Notes

6. Click the Find jobs link.

7. | You can select search criteria from any of the 7 content sections.
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Favorites Main Menu Leaming and Development Search and Compare Profiles
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CONNECT Employee Self Service

#& Home | Signout

Search and Compare Profiles

Search and Compare Pr
Search for Profiles Search Criteria - Find jobs

Belows alist o profile searche) - s carch for profile results that have an exact match on one of more of the profii item criteria entered.
Find jobs that fitmy qualificaiof | Search Clear

Enoes Search Criteria

itis mandatory. Select the Search buton to run the searc
Competencies
[&] Honors and Awards
[#] Language Skils
Licenses and Certfications
Memberships
[ Responsiviities
[¥] Tests or Examinations

Return to Search For Profiles

‘Select items in one or more content sections, entering any properties relevant to the search. Specify the item importance and indicate if
h

| Personalize Page | B

Help

Step @ Action [\ [o] {1

8.

Click the Licenses and Certifications link.
Licenses and Cerifications

Click the Financial Disclosure link.
|Financial Disclosure |

10.

Click the Tests or Examinations link.
|Tests ar Examinati{:ns|

11.

Click the Drug Screening link.
[Drug Screening |

12.

Click the Tests or Examinations link.

[Tests or Examinations)

13.

Click the Medical Examination link.

[Viedical Examination|

14.

Click the Search button.

15.

In this example, Judiciary Clerk is the only job profile that met all

3 criteria that were entered.

16.

Click the Judiciary Clerk link.

Judiciary Clerk
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Favortes ¥ | MainMenu v Self Senvice ¥ Leamning and Development ¥ Search and Compare Profiles 4 Home | Sign out

< CONNECT

New Window | Help | Personalize Page | B
View Job Profile

Judiciary Glerk

“This profile displays competencies, qualifications, and responsibilities of a certain job code, position, job famiy, salary grade, or other
Gefined business ent

Errint © comments Profile Actions [[Select Action] =&

Competencies Qualifications Education
View Competencies detail by selecting the item name link.
Competencies ViewAl | First @ 12012 ) Last
Competency
GCooperation and Support
\Work Quality

Action

17. | Click the Qualifications tab.
Qualifications

18. | Click the Vertical scrollbar to move down the page.

Favorites ¥ Main Menu ¥ Self Service ¥ Leamning and Development ¥ Search and Compare Profiles. A Home Sign out

~ CONNECT

Erant © comments Profile Actions [Select Action] El ®

Compstencies || Qualifications || Education
View Honors and Awards detail by selecting the item name link.
Honors and Awards.

‘There are currently no Honors and Awards for this profie.

View Language Skils detail by selecting the tem name ink
Language Skills

‘There are currently no Language Skills for this profile.

View Licenses and Certiications detal by selecting the item name link.
Licenses and Certifications

There are curently no Licenses and Certiications for this profile.

View Memberships detail by selecting the item name fink
Memberships.

‘There are currentiy no Memberships for this profile

View Tests or Examinations detail by selecting the item name link.
Tests or Examinations. ViewAl |0 First @ 12012 ) Last
Test
Drug Screening
Medical Examination

Step @ Action
19. | Click the Home link.
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Favortes ¥ | Main Menu v

< CONNECT

My HR

My Page Manager Dashboard

< External Links e
&, Phone Directory
@ Central Payroll Oniine Service
@ state Payrol Forms
B& empioyes Healtn Benets

[ J———

B neeo assistance?

VisitTraining Ubrary

“CONNECTed

STEP 1

Reach out 0.2 CONNECTor at your location

CONNECTor <

Contact the Paralel Help Desk (410) 2606550

# HELP DESK |

STEP 3

Company Directory

TRAINING GUIDE

CONNECT Employee Self Service

# Home | Signout [l
Learning Dashboard | %% |
Personalze Confent | Layout 2 Hep
A ~CONNECT News & o~ |CONNECTor Contact Information s ov
/iy U ol — = o

-

22 Because the oniine raining willonly work with ntemet .
Explorer 9 or oider, we have provided the folowing SEVILLASOMOZA LoRENA 2001 Commerce Pl 410260
instructions on how to check which version of Infemet e .
Explorer you are using. IFyour version of Infemet Explorer s || pARKER ALEGIAA ommerce -
newer than V2, please contact the JIS Service Desk for IEQ : Dive 3544
orto request a download of the Google Chrome web .

STANSHURYSRENDAA 20V CommeceP  4102e0

rive pE=
Feed 2001 Commerce Pk 4101260

feed SHAAK CHRISTINAM

View Al Arles and Sesions (i I
AKERS ALLISON & 2001 Commerce Pl 410/260-

MCONNECTed Job Aids e ov Drive 143;
D177

Partial Absence Request MAYNARDGATHERINEA GG Allegany o
1 . a01777-
Submit a Partial Day Absence Request LINDSEY.DAWNE D CC Allegany =
- View Leave/Absence Balance DILLARDWOODY KRIS E CC Anne Arundel e
[@F navioaton to view your eaverabsence baiance ARNOLDDOUGLAS B o Anme Arncel o2
View Leave/Absence History .
EARLY.KIMBERLE A CC Anne Arundel pi
(@) vigaton to view ai the eaverabsence requests e
Submitan Leave/Absence Request from the Timesheet | | MCCREAPY.DENISED CCBaRCly-East g

] | Usstne Avsence tabinthe Tmesneet pagetosubmiyour || gy, sanpRa S comamcny-Eat 41083
leave request 30
Cancel Leave/Absence Request a 4101333

ALEXANDER LAVINIA G GG Balt Gty - East .
Use the Absence Tab in the Timesheet page to canceliedit b
your leave request ENSOR.JULIEL Ce Battmore County 4101287
Submit Leave/Absence Request 2
DOVEL,DOTTEEL coatimore County 410587

1 || Requestme o using e Avsence Requestpage.

MCCOMAS | ORETTAL o Ratipoe co gy 410887 =

Step @ Action [\ [o] {1

20.

Click the Sign out link.

21.

You have completed the topic "Searching & Comparing Profiles -

Find Jobs".
End of Procedure.

12_21_15_Searching & Comparing Profiles - Find Jobs that Fit my Qualifications

You can perform a job profile search in CONNECT based on your personal profile. The search
criteria for the job profile are the attributes from your personal profile. Your search will return a
job profile as long as at least 1 attribute from your profile matches the job profile.

It is important to note this feature allows you to search for existing job profiles within the
Judiciary. This function is not the same as searching for open jobs through recruiting.

- CONNECT

Search for Profiles
Below is a list of profile searches. Selecf

Find jobs fhat i my aualfications}
Find jobs

Search and Compare Profiles

New Window|

Search and Compare Profiles

Below are the search results for LEROY ROBINSON.

[ Your search returned result 1 - 1 out of 1
Search Results
Select Score Profile Name
[} 3 Judiciary Clerk
Selected Profiles

Modify Search Criteria
Refum to Search For Profiles

Search Results - Find jobs that fit my qualifications

To view the details for a profil, select the hyperlink on the Profile Name below. Up to ten profiles can be selected to build a compare list Then
select the Compare Profles button to display the profile ftem comparison details.

Help

Personalze | Fina | 21| B

Procedure

In this topic, you will search for job profiles that match your personal profile.
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Favortes ¥ | Main Menu ¥ # Home | Signout [
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard | % i
Personaiize Content | Layout ? Hep
< Exteral Links S ov | 4)CONNECT News & ov |CONNECTor Contact Information s o~
n“ CONNECTed - Training Materials =Y How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training will only work with Infemet .
QP  Explorer 9 or older, we have provided the following SEVILLASOMOZALORENA 2001 ComMercePK - 410050
&, Phone Directory instructions on how to check which version of Infernet o [,
Explorer you are using. IF your version of Infemet Explorer s | || pARKER ALECIA A ommerce -
@ Central Payrol Onin Serve newer than v9, please contact the JIS Service Desk for IE ! Drive 344
or to request a download of the Google Chrome web .
STANSEURY BRENDA A 2001 CommercoPk 410260
rive a5
B state Payron Forms Feed e — 2001 Commerce Pk 4101260
Al Arcles and Sections Do) Tel
B& empioyes Healtn Benets AKERS ALLISON £ 2001 Commerce Pk 4101260-
MCONNECTed Job Aids e e~ Drive 143
I Healin Benefis Forms 47777
B Partil Absence Request MAYNARDGATHERINEA  GC Allegany o2
. 01777
Submit a Partial Day Absence Request LINDSEY.DAWNE D CC Allegany =
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY,KRIS E C Anne Arundel e
- Navigation to view your leave/absence balance 4100222
) E—— ARNOLD,DOUGLAS B C Anne Arundel s
& View Leave/Absence History CamLY KBERLE A — 4022
=) d ne Arundel
& (CONNECTed T — el
Submitan Leave/Absence Request from the Timesheet | | MCCREAPY.DENISED CCBaRCly-East g
o e ora yourlocston Use the Absence tab i the Timesheet page fo submit your . 410333
ui 410533
= r Cancel Leave/Absence Request " .
& CONNECT / ancel Leave/Absence Reques ALEXANDER LAVINIA G GC Balt City - East P
Use the Absence Tab n the Timesheet page to eanceledit s
- your leave request ENSOR JULIEL CC Baltmore County 560"
D comsameronie oDk 10 206550 Submi Leave/Absence Request e
[ [ Submit LeavelAbsence Request DOVEL DOTTEEL e Batimore County 5!
g & HELP DESK | 1 | Request tme it using tne Acsence Request page. ur
| MCCOMAS | ORFTTAL CC Ratime Conn . 2

Step | Action

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
L] HCM Systems ¥

3. Click the Self Service menu.
O  self Service »

4. | Click the Learning and Development menu.

3 Leamning and Development L

5. Click the Search and Compare Profiles menu.

ﬂ Search and Compare Profiles

Favorites ¥ | ManMenu ¥ > Self Service ¥ Leaming and Development v ‘Search and Compare Profiles 4 Home | Sign out

¥ CONNECT

Search and Compare Profiles

New Window | Help | Personaiize Page | B

Search for Profiles
Below is a st of profile searches. Select the link for the search you wantto run.

Find jobs that ft my qualifications
Find jobs
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6. Click the Find jobs that fit my qualifications link.
Find jobs that fit my qualifications

7. Notice the score of 66. This indicates there is not a 100% match
between your profile and the job profile for Judiciary Clerk.

In order for a job profile to be displayed, your personal profile
must match the job profile on at least 1 attribute.

Favorites Main Menu Leaming and Development Sez nd Compare Profiles A Home Sign out

< CONNECT

Search and Compare Profiles

New Window | Help | Personalize Page | B

Search for Profiles

Search and Compare Profiles
Below is a list of profile searches. Selec

Help
Find jobs it ity qualiications) - .
I : Search Results - Find jobs that fit my qualifications
(e Below are the search results for LEROY ROBINSON.

To view the details for a profile, select the hyperiink on the Profile Name below. Up to ten profiles can be selected to build a compare list. Then
select the Compare Profiles buiton to display the profile item comparison details

B Your search returned result 1 - 1 out of 1

Search Results Personalize | Fina | 0] [
Select  Score Profile Name
(=] 86 Judiciary Clerk

Selected Profiles

Modify Search Griteria
Retun to Search For Profiles

Step  Action

8. Click the Judiciary Clerk link.

Judiciary Clerk

Favorites ¥ | MainMenu v - Leaming and Development v ‘Search and Compare Profiles 4 Home | Sign out

4. CONNECT

New Window | Help | Personaiize Page | B

View Job Profile

Judiciary Clerk
“This profle displays competencies, qualfications, and responsibilties of a certain job code, position, job family, salary grade, or other
defined business entiy.

rant @ comments Profile Actions [Select Action] El ®

Competencies || Quafications || Education
View Competencies detall by selecting the tem name link
Competencies ViewAl |2 Fist @ 12012 © Last
Competency
Cooperation and Support
Work Quaity
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Step | Action

9. Click the Qualifications tab.
Qualific ations |

10. | Click the Vertical scrollbar to move down the page.

Favortes ¥ | Main Menu v Self Set Leaming and Development ~ ‘Search and Compare Profiles 4 Home | Sign out
+ CONNECT
7
et © comments Profile Actions [Select Action] El ®

Compstencies || Qualifications || Education
View Honors and Awards detail by selecting the item name link.
Honors and Awards

‘There are currently no Honors and Awards for this profiie.

View Language Skills detail by selecting the item name link.
Language Skills

‘There are currently no Language Skils for this profile.

View Licenses and Certiications detail by selecting the item name link.
Licenses and Certifications.

‘There are currentiy no Licenses and Certfications for this profile.

View Memberships detail by selecting the item name link
Memberships

‘There are currently no Memberships for this profil.

View Tests or Examinations detail by selecting the item name link.

Tests or Examinations ViewAl | Fist @ 12012 ¥ Last
Test
Drug Screening
Medical Examination

Step | Action

11. | Click the Home link.

Favortes > | Main Menu ~ # tome | Signout [
% CONNECT
(o =
My Page My HR Manager Dashboard Company Directory | | Leaming Dashboard | #§ i
Personaiize Content | Layout 2 Hep
& External Links S @+ | {1CONNECT News ¢ ov |CONNECTor Contact Information S o~
"’ CONNECTed - Training Materials Y- How To Check Intemet Explorer Version Name Deser Phone
Because the oniine training vill only work with Intemet .
¥ Expiorer 9 or oider, we have provided the folowing SEVILLASOMOZALORENA 200! Commerce Pk 410260
&, Phone Directory instructions on how to check which version of Intemet o I,
Explorer you are using. I your version of Intemet EXDIOTEr 5 | || pARKER ALECIA A ommerce -
@ Centra Payrat Onine Servee newer than v9, please contact the JIS Service Desk or IES ’ Dive 3544
orto request a downioad of the Google Chrome web -
0 9 STANSEURY BRENDA A 2001 Commerce Pk 410/260:
2 Dive 3550
State Payroll Forms Feed 2001 Commerce Pk 4101260-
! SHAAK,GHRISTINA M e o
. Vicw Al vicles and Sections
B& empiojes Healtn Benets AKERS ALLISON & 2001 Commerce Pk 4101260-
CONNECTed Job Aids c ev Drive 1433
B Healin Benefits Forms MAYNARDCATHERINEA  CC Al o
B Partial Absence Request < 5322
’ 0177
‘Submita Partial Day Absence Request LINDSEY,DAWNE D GC Allegany s
NEED ASSISTANCE? View Leave/Absence Balance DILLARDWOODY KRIS E GG Anne Arundel P
a View LeavelAbsence History s0222-
w o, EARLY,KIMBERLE A C Anne Arundel
£ «CONNECTed T o
- . .
Submitant the Timeshet | | MCCREADY,DENISE D CCBaRCH-East  gro
~ raesouriocation Use the Absence tab in the Timesheet page fo submit your . 410533
1 Reschoutto  CONNECToratyour ot Lo e e MURPHY,SANDRA J CoBaltCly-East a0
g CONNECTor S —— R
’ 1 Use the Absence Tab in the Timesheet page to canceledit VT
your leave request. ENSOR JULIEL CC Batimore County 43057
[ tac the Prall Hetp e
o | CommctinePallel HelpDesk(4101 2606550 | Submit Leave/Absence Request P
& [ DOVEL DOTTIEL GG Baltmore County 51
5 @ HELP DESK | 1 | Request tme oft sing he Absence Request page postiony
| MCCOMAS | ORETTAL . Balioe Cout M

Step @ Action

12. | Click the Sign out link.
Sign out
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Action

13. | You have completed the topic "Searching & Comparing Profiles -
Find Jobs that Fit my Qualifications".
End of Procedure.

Managing Education and Training

During this learning module you will review various sections of topics covering the processes:

e Learning Dashboard

e Planned Learning

e Enrolling into Learning Activities
e Managing Supplemental Learning
e Participating in Learning Activities
e My Learning

12_21 15 _Learning Dashboard

The Employee Learning Dashboard provides a quick view of:

e My To Do List

e Announcements

e Quick Links

e Search for Learning

e My Current Learning
e My Learning Calendar

November 2015
Wed 0

https://trsining.mdcourts go/ pep prtm/EMPLOYEE/EMPL/I tab= DEFALLT ®Ri00% ~

Procedure

In this topic, you will review the Learning Dashboard.
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Favorites ¥

MainMenu ¥

# Home | Signout [l
% CONNECT
R
My Page My HR Company Directory Learning Dashboard | %¥
Personalize Content | Layout ? Help
External Links S 27 {LCONNECT News s o~ CONNECTor Contact information s o-
n’ﬂ CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 — = )
&J \Welcome fo HR CONNECTIon - 2 monthiy information Gloudiicker Kit R GG / GEGIL GNTY GOURTHOUSE 4105559999
fesource on the Iatest happenings in the Judiciary's
&, Phone Drectory Department of Human Resources (HR). Our goal: provide a PorterJane A CC / WASHINGTON CNTY COURTHOUS 4105550099
consistent communication channel to inform Judiciary PiBradT  DCrAnne Arundel Grty Commissio 4105550099
Gentral Payroll Online Serv employees about key HR information. While stories may
@ ential Payroll online Senvee include broad HR news and updates, most stories wil focus | | H290.RebinL__ DG/Charles Cry Cierk 105550009
on CONNECT a5 we lead up to the January 2016 launch of
[® state Payrol Forms that project. CONNECTed Job Aids S [ov]| |2
e HR CONNECTION - ISSUE 2
2 Empioyes Heain Benerts \: ) The GONNECT project wil launch in January 2016. Nowis Cancela LeavelAbsence Request
the perfect tme 10 focus on the education you will need to 1 Cancel 3 Leavelabsence Request
B e able to successiuly use C erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNEGTed, a combination Submita LeavelAbsence Request
ofthe CONNECT fraining oam and the AOC Ecueation ‘Submita LeaveiApsence Reques!
Division, is an innovative approach that uses dfferent
raining methods, including classroom-based, instructor-fed Submita LeavelAbsence Request
NEED ASSISTANCE? courses,onine eb-based T (& leamita, nd on- )
= location fairs esigned to supplement formal training. There View | eaveiAbsence Balance
will aiso be prerequisie courses to provide employees with }
. the knowledge and il they may need prior to taking View Leave/Absence Balance
s VsitTaining Ubnry CONNECTo soumse
[ Elapsed Timesheet
o Fees
[ Feed
& (CONNECTed EapeTirestea
Punch Timesheet
Reach out to 3 CONNECTor at yourocation Punch Timesheet
CONNECT: e View Work Schecule
7 View Work Schedle
©
| Conoctinenep besk 410 260114 / rees
w ™ UEI D NESK | View All Articies and Sestions -
#100% ~

CONN

ECTe

TR A IKIG LIER N
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Step ‘ Action Notes

Click the Learning Dashboard tab.

14.

Learning Dashboard

15.

View the My To Do List pagelet.

This pagelet allows a learner to view outstanding learning tasks.
These tasks can be accessed directly using the links in the

pagelet.

16.

View the Announcements pagelet.

This pagelet displays Judicial learning announcements. These
announcements can be a company wide announcement or a
more specific announcement for a certain group of learners.

17.

View the Quick Links pagelet.

These links are used to navigate quickly to the most frequently

used processes.

18.

View the Search for Learning pagelet.

This pagelet allows you to use a basic keyword search to quickly

find courses in the learning catalog.

19.

View the My Current Learning pagelet.

This pagelet allows you to view the status of your learning
activities. Clicking on the Title links displays the details for that

learning item.
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20. | View the My Learning Calendar pagelet.

CONNECTed

This pagelet displays your learning events in a calendar. When a
date is highlighted, it indicates you are enrolled in a class for that
day. Clicking that date will allow you to see the details of the
enrollment.

For more details refer to the Employee Self Service
topic: Employee Learning Dashboard

21. | Click the Home link.

22. | Click the Sign out link.

23. | You have completed reviewing the Learning Dashboard.
End of Procedure.

Planned Learning

CONNECT's learning plan function allows you, your manager, or a learning administrator to
assign learning to you in a planned state. This means that the learning will take place at some
point in the future. The attributes for each item on your learning plan, such as status, priority,
and target completion date, can be defined and updated.

During this learning module you will review various sections of topics:

e Adding a Course to Learning Plan
e Enrolling into a Course from Your Learning Plan
e Adding a Learning Competency, Finding Associated Course, and Adding to Plan

12_21 15 Adding a Course to Learning Plan

Learning plans are used to guide learners down a defined learning path. Learning plans can be
created and updated by learners through self-service, by managers through manager self-
service, and by learning administrators.

Learning plans can consist of items in the learning catalog such as courses, classes, and

programs. When these items are added to the plan, you can specify a target completion date
and priority for each item. You can also indicate whether the items are required or not.
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enu - S eaming Leamning Plans Sign out

- CONNECT EErsssm -

Learning Plan Details Af Leaming Home:
JAMES DAVIS

Successtully added new learning item to leaming pian

Learning Plan Details viewan | & First 4 f2 b Last
Title Typo Status Priority Roquired  Target Complotion  Assignod By Action Edit  Doleto [
Being Caim ana Clear Penaing

g Classr H 3 JLIE LINKINS =
Mindfuiness in Work and Play /00" Approval i " JUHIE L Drop.
Conflict Resolutio Course Plann High 1203120 JAMES DAVIS Enrol a

—_Add New Leaming o Plan_

um To Previaus Page

Procedure

In this topic, you will add a course to your learning plan.

Favorites ¥ | Main Menu ¥

# tome | signout [JE3

 CONNEC :

Macylandudiciany

My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM AP LEOURTEUSINESS - 470260
one Directory epartment of Human Resources ur goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA OFFICE. 3544
that project.
B sete Payol Foms oror TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
B8 Empioyes Healtn Benets The GONNEGT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) ‘110
eath Benefts Forms be able to successfully use CONNECT. Therefore, we would om0
like you ECTed. C acombination | || JONGZAK,MIGHELLE A AOG - JIS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
Py — s noweche o s ey ey ed i o 303 | yayaspgamiennes  SSJALEGANYCNTY a7
a
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= e % COURTHOUSE 5023
7 (CONNECTed e s s
\ GG/ ANNE ARUNDEL 410222-
DILLARDWOODYKRISE S0/ ANNE AR 17
. “CONNECTed Job Aids s o~
o Reach out 0.2 CONNECTor at your location ¥ T —— CC / ANNE ARUNDEL 4101222
[ : COURTHOUSE 1896
i CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
w Submita Leave/Absence Request MCCREADY, DENISE D CC/BALTIMORE CITY 410733
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance o Y SANGRA L CC/BALTIMORE CITY 4101333 |~

1. Click the Learning Dashboard tab.

| Learning Dashboard |

2. Click the Learning Plans link.

Learning Flans

3. Every learner in CONNECT has a default learning plan titled My
Learning Plan. You can use this learning plan or create a new one.

For this example, you will add a course to the default learning
plan.
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TRATHING LIERART CONNECT Employee Self Service
Favortes ¥ Main Menu Self Service ¥ eamin A Home | signout
<
+ CONNECT
Moryiand udiciary
Learning Plans RS Ceaming Home I
JAMES DAVIS Current Leaming Plans | Learning Plan History

This page lists your leaming plans. Select the Learning Plan History hyperlink to view completed learning plans

Learning Plans
“Title Status Default  Date Details

My Leaming Plan Active 05/27/2015 Details

Save Cancel

Step @ Action [\ [o] {1

4, Click the Details link.
Details

5. Notice James Davis already has a course on his learning plan that
was assigned by Julie Linkins.

In this example, you will add a second course to the learning
plan.

6. Click the Add New Learning to Plan button.
Add New Learning to Plan

7. Click the Advanced Search link.
Advanced Search

8. Click in the Title field.

9. Enter "conflict" into the Title field.

10. | Click the Search button.
Search

11. | Click the Vertical scrollbar to move down the page.

12. | Click the Select button.
Select

13. | When self-assigning a course to your learning plan, you can enter
the target completion date for the course, set the priority (high,
medium, low), and indicate whether the course is required.
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Action

14. | Click in the Target Completion field.

15. | Enter "12/31/2015" into the Target Completion field.

16. | Click the Priority drop-down list.

Low B2

17. | Click the High list item.
[High |

18. | Click the Required option.
[C]

19. | Click the Save button.
Save

20. | Notice Conflict Resolution has been added to the learning plan.

21. | Click the Home link.

Favores ¥ | MainMenu v A Home | Signout [JEA
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s o~
"’3‘ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — e )
‘ Welcome to HR CONNECTion - a monthiy information .
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA OFFICE. 3544
[® state Payrol Forms that project
TERR/MIETE AQC COURTBUSINESS  4101260-
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets g The CONNECT project willlaunch in January 2016. Now s 40260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General)
1119
P be able to successfully use CONNECT. Therefore, we would
1B Health Beneits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— e roecio sl ey ey ess s 0S| s canenes 05 ALEGAWONTY T
a 3
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed 3 COURTHOUSE 5023
B CONNECTed
DiLLARDWOODY.KRISE S0/ ANNE AR i
“ f s
v (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 410222
a x EARLY KIMBERLE A ] i
i CONNECT: \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
y ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Action

22. | Click the Sign out link.
Sign out

23. | You have completed the course "Adding a Course to Planned
Learning".
End of Procedure.
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12 21 15 Enrolling into a Course from Your Learning Plan

Learning plans are used to guide learners down a defined learning path. Learning plans can be
created and updated by learners through self-service, by managers through manager self-
service, and by learning administrators.

Once a course has been added to your learning plan, you can enroll into that course directly
from the learning plan.

Main Menu ¥ Sel

Leamning Plans o sign out

& CON NECT

Learning Plan Details f ¢

JAMES DAVIS

Learning Plan Details vewar | Frst & 12012 Y Las
Tite Type status Pricrity Required Tasget Completion  Assigaed By Acton Edn Delete

Classroom Hign 121152015 JULIE LINKINS Drop

Minatuine:

ok and Play
Conflict Resolution Course Planned High 1213172015 JAMES DAVIS Enroll L4 a

Ad New Leaming 1o Plan

Refum To Previaus Page

Procedure

In this topic, you will enroll into a Conflict Resolution course from your learning plan.

Favories = | MainMenu v # tome | Signout [
% CONNECT .
P =

age anager Dashboar ompany Directo earning Dashboar ime And Labor Dashboart i
My Pag My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢
Personalize Content | Layout ? Help
External Links S °¥ «»CONNECT News ¢ ov  CONNECToOr Contactinformation S e~
n’z‘ CONNECTed - Training Materials HR CONNECTION - ISSUE 1 = ] Phone
‘ Welcome to HR CONNECTion - a monthly information .
[Se—— fesource on the latest happenings in the Judiciary's SHAAK GHRISTINAM AReg URTBUSINESS 42060
v Department of Human Resources (HR). Qur goal: provide a OO SRS
consistent communication channel t0 inform Julciary SEVILLA SOMOZA LORENA -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories il focus AOC /COURTBUSINESS 4101260~
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA A pors
State Payroll Forms that project.
AOC /COURTBUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS,ALLISONE OFFICE 1438
B8 Employee Health Beneits The CONNECT project will launch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to Successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260-
raining methods, including classroom-based, instructor-ed | | NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
S the knowiedge and skills they may need prior o taking a CCIALLEGANYCNTY  301777-
o | sty Sy MAYNARDCATHERINEA  Cglorn el e
E (CONNECTed Eeed LINDSEY DAWNE D o eNTY T
b ieur Al Aricles and Seclions ) CC / ANNE ARUNDEL 4022
DILLARDWOODYKRISE 45/ ATHOUSE P
CONNECTed Job Aids S ev
~ (o e s
) Reach out 103 CONNECTorat yourocation EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
i CONNECT: W Cancel a Leave/Absence Request gg‘; i;:(;f;wna lijzzz
v - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
[ CC/BALTIMORE GITY 410233
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D
o @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Step  Action

1. Click the Learning Dashboard tab.
| Learning Dashboard |

2. Click the Learning Plans link.

Learning Plans
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Favorites ¥ | Main Menu v Self Service ¥ Leaming ~ Learning Plans

+ CONNECT

CONN

A Home Sign out

Learning Plans

JAMES DAVIS Current Leaming Plans | Learning Plan History

This page lists your leaming plans. Select the Learning Plan History hyperlink to view completed learning plans

Learning Plans

“Title Status Default ~ Date
My Leaming Plan Active 05/27/2015
Save Cancel

(A [ eaming Fome
JT e

Details

Details

ECTe

TR AR WG

ERNET

Step | Action [\ [o] {1

3. Click the Details link to view the items on your learning plan.
Details

4, Click the Enroll button for the Conflict Resolution course.

Enroll
5. Click the Enroll button.

Enroll
6. Click the Submit Enrollment button.

Submit Enrollment

7. Notice the message indicating the enrollment requires approval.
8. Click the Learning Home link.

#R | caming Home
i) g
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Favorites ¥ | Main Menu ¥ B

- CONNECT
acriand udiciacy Personaiize Content | Layout ? Help

My To Do List s ov @ Pending Approvals s o~

[&F 1 Pending Approval Request

Name Tite Approve Deny

FATHBAGNALL  Being Calm and Clear — Mindfuiness in Work and Play L4 x
Announcements s o~ [ Maintain Approvals
No Current Announcements. % TemileTig e
View|All Leaming = Name[All Team Members = i

({\) Quick Links ov
Name Tite Required _ Status Due Date

@ Find Leaming FAITH BAGNALL Being Calm and Clear - Mindfu. Pending Approval
GISELE MATHEWS  Being Caim and Clear — Mindfu Dropped

My Leaming
v 9 View More Details

R Certifications 3 Team Leaming

Leaming Competencies @ Search for Learning ov

Leaming Pians Enter a keyword and select the Search button 1o initiate the search

@& summentsaming ®

Advanced Search

Q My Current Learning s o~

No Leaming information exists for LEROY ROBINSON

(;\) Manager Quick Links oy
o
GUJ Team Members
0
@ Team certications
(@ veam competencies £ My Leaming

Team Learing Plans E' My Learning Calendar s ev

Action

9. Click the My Learning link.

Iy Learning

10. | Conflict Resolution is displayed on your "My Learning" page with
a status of Pending Approval.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out
+» CONNECT
>
My Learning E] View Calendal & Request New Leaming /j‘} Leaming Home
JAMES DAVIS Contact Us
“View Current Learing =] co
My Learning | 2 180f6
Title Type Status Date Action My Ratings
CPe 1- The Maryland Judiciary - An Classroom Enrolied 0512812015
Overview
Microsoft Office Skills Cetification Curriculum Pending Approval 08/11/2015 Drop
%;S)meess'c’"a' Certificate Program o rievyum Pending Approval 081112015 Drop
Confiict Resolution Classroom Pending Approval 081312015 Drop
Being Calm and Clear - Mindfulness in
Work ana by Classroom Pending Approval 0712912015 Drop
Human Resource 101 Academic Course Pending Approval 0512812015 Modity
My Learning Competencies | & 10f1

Step @ Action

11. | Click the Home link.
#A& Home
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Favores ¥ | MainMenu v A Home | Signout [JEA
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[II CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking CCIALLEGANYCNTY  301777-
ol B Td O s MAYNARDGATHERINEA G5 JRTHOUSE e
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= (( et (Do COURTHOUSE 5923
i QONNECTSd icw Al Arfcles and Sections GG/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E 3
“ . o ! COURTHOUSE 1187
o~ (CONINECTed Job Aids s o~
) Reach out 10 CONNECTorat yourlocation ® ST EEIER CC/ ANNE ARUNDEL 40222
wi CONNECTor \ Cancel a Leave/Absence Request ESL,J ZL:‘;?:UNDEL lfzfzzz
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | ) CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Action

12. | Click the Sign out link.
Sign out

13. | You have completed the topic "Enrolling into a Course from Your
Learning Plan".
End of Procedure.

12_21 15 Adding a Learning Competency, Finding Associated Course, and Adding to
Plan

AOC has identified learning activities designed to meet the competencies needed for you to be
successful in your job role. Competencies can be assigned to your learning profile by you, your
manager, or by a learning administrator. Once a competency has been assigned to your profile,
you can find learning activities in CONNECT that satisfy those competencies as you complete the
learning.

Py

Learning Competencies
JAMES DAVIS urrent Competencies | Compete

My Learning Competencies

Title Proficiency Status Requied (0% Assigned By Learning Deloto

Find Learning i

Customer Focus.

v 1273172015 |5 JAMES DAVIS Fing Leaming i

Add New Competency Save
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Learning Plan Details Aii Leaming Home
JAMES DAVIS

Learning Plan Details viewan |0 Fist 4 13013 @ Last
Title Type Status Priority Required Target Completion  Assigned By Action Edit  Delets
Being Calm and Clear sending P . o =

Mindianess n Work and Play  C/255700m ot High 21151201 ULIE LINKIN Drop

Conflict Resolution Enrolied High 123112015 JAMES DAVIS Drop 4 i}
Customer Service for Court . : - - s A r

Gustome: s course Plamnes  Medum 21201 IAMES DAVIS ot £ u

Add New Learning to Plan

Retum To Previous Page

Procedure

In this topic, you will add a learning competency to your profile, find the associated course
needed to satisfy the competency, and add the course to your learning plan.

Favores ¥ | MainMenu v A Home | Signout [JEA
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
B state PayoliFoms tattproct AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 AKERS ALLISONE OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
B Hestth Beneits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— s neneche o ol ey ey edor o an3 || yayaspcamiennes  CSJALEGANYONTY 17T
a 3
& oA e [ ECSIEEIED CO/ALLEGANYONTY 301777
5 (CONNECTed s s oy g
> icw Al Arfcles and Sections \ GG/ ANNE ARUNDEL 410222-
DiLLARDWOODY.KRISE S0/ ANNE AR i
~ “CONNECTed Job Aids s o~
Reach out 10 CONNECTorat yourlocation ® SRR, CC/ ANNE ARUNDEL 40222
a ' COURTHOUSE 1896
i CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | CRTHSE EAS 3760
w | - View LeavelAbsence Balance N CC/BALTIMORE CITY 410333 |~

Action

1. Click the Learning Dashboard tab.
| Learning Dashboard |

2. Click the Learning Competencies link.
| Learning Campetencies|

3. Notice James only has one competency assigned to his profile;
Customer Focus.
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Favorites ¥ Main Menu ¥ Self Service ¥ Leamning Learnin \g Competencies A Home Sign out
X
v CONNECT
Learning Competencies (ﬁ}; nnnnnn g Home
JAMES DAVIS Current Competencies | Competencies History Contact Us

My Learning Competencies -

) § Target
Title Proficiency Status Required ¢ pletion

Assigned By Learning Delete
Customer Focus Meets Standards Needed 12/31/2015 [[5j) JAMES DAVIS Find Leamnin q 1]

Add New Competency save

Step ‘ Action Notes

4, Click the Add New Competency button to assign a second
competency.

Add New Competency

5. Click in the Competency field.

6. Enter "customer service" into the Competency field.

7. Click the Search button.

Search
8. Click the Select checkbox next to Customer Service.
[l
9. Click the Proficiency drop-down list for the Customer Service
competency.

=

10. | Click the Meets Standards list item.
[Meets Standards |

11. | Click in the Target Completion Date field.

L]

12. | Enter "12/31/2015" into the Target Completion Date field.

13. | Click the Required box next to the Target Completion Date.
[l

14. | Click the Add button.
Add

15. | Notice the competency "Customer Service" has been added to
James' competency profile.
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16. | Click the Find Learning link for the Customer Service
competency.

Find Learning

CONNECTed

17. | When you click "Find Learning" from a specific competency,
CONNECT will ONLY display courses or programs that are
mapped to the selected competency.

In this example, Customer Service for Court Professionals is the
only item in the catalog that satisfies the Customer Service
competency.

18. | Notice you have the option to add this course to your learning
plan or to enroll into the class.

For this example, you will add the course "Customer Service for
Court Professionals" to your learning plan.

19. | Click the Plan for Later button.
Plan for Later

20. | Click in the Target Completion field.

21. | Enter"12/31/2015" into the Target Completion field.

22. | Click the Priority drop-down list.
Low O

23. | Click the Medium list item.

[Medium |
24. | Click the Required box.
]
25. | Click the Save button.
Save

26. | Notice the message indicating "Customer Service for Court
Professionals" has been added to your plan.

27. | Click the Home link.
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Favorites ¥ | MainMenu v

# Home | Signout [l
< CONNECT
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
External Links S o7 | {)CONNECT News s o~ | [CONNECTor Contactinformation s o~
CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 — e )
‘ Welcome to HR CONNECTion - a monthiy information .
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
—  VtTaining ary e Knauledoe and skl they may need pror o 2king 2 VAYNARDGATHERINEA  Sopamones O 2o
a
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed Ay COURTHOUSE 5023
& CONNECTed e s s
DILLARDWOODYKRISE GG/ ANNE ARUNDEL 410222-
5 ! COURTHOUSE 1187
CONNECTed Job Aids s o
Reach out 103 CONNECTor ot yourlocation ¥ SRR, CC/ ANNE ARUNDEL 410222
' COURTHOUSE 1896
CONNECT: \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Step | Action

28. | Click the Learning Dashboard tab.
| Learning Dashboard |

29. | Click the Learning Plans link.

Learning Flans

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ Learning Plans
v CONNECT
P
Maryland Judiciary
Learning Plans 7§} Leaming tome
JAMES DAVIS Current Leaming Plans | Learning Plan History

This page lists your leaming plans. Select the Learning Plan History hyperlink to view completed learning plans

Learning Plans

“Title Status Default  Date Details =
My Leaming Plan Active 05/27/2015 Details
Save Cancel

Action

30. | Click the Details link for "My Learning Plan".
Details

31. | Notice the course "Customer Service for Court Professionals" has
been added to your learning plan.

After you complete the course, the competency will be met.
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32. | Click the Home link.

Favories ¥ | MainMenu v # tome | Signout [
My Page My HR oard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ i
Personalize Content | Layout ? Help
External Links S °¥ «{»CONNECT News ¢ eov  CONNECTor Contactinformation S e~
[El CONNECTed - Training Materials tzey  HR CONNECTION - ISSUE1 Name. Department Phone
Q Welcome to HR CONNECTion - a monthiy information .
[Sr——— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA orFicE o
B sete Payol Foms atprofct AOC |COURTBUSINESS  4101250-
ey HR CONNECTION - ISSUE 2 SEERATEEINE OFFICE 148
28 Empioyee Health Beneits g‘ =} The CONNECT project willlaunch in January 2016. Nowis 080
the perfect time to focus on the education you will need fo MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) s
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )

. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt ey MAYNARDCATHERINEA (51 AREeh et
i 5 - w CCIALLEGANYCNTY 301777
£ (CONNECTed e i LINDSEY DAWNE D T =k

P2 View Al Aricles and Sections SO 1 ANNE ARUNDEL po—

DILLARDWOODYKRISE G5/ ATNG ee b
CONNECTed Job Aids S ov
Reach 0ut 103 CONNECTorat yourlocation b TSI GG/ ANNE ARUNDEL #0222
CONNECT. 5 Cancel a Leave/Absence Request SCD)L/J ZL:‘;‘;SREUNDEL li«;/szzz
Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
[ CC/BALTIMORE GITY 410233
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D
o @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Step @ Action Notes

33. | Click the Sign out link.

34. | You have completed the topic "Adding a Learning Competency,
Finding Associated Course, and Adding to Plan".
End of Procedure.

Enrolling into Learning Activities

Before you can attend a course or complete a program, you must enroll in the activity or
register for the program. The term enrollment is used for courses and the term registration is
used for programs. This distinction is important. Courses require that you only enroll into a
course whereas programs require you to register for the program first then enroll into the
courses that define the program.

CONNECT allows you to self-enroll and register into learning events, managers to enroll and
register their team members into learning events, or learning administrators to enroll and

register anyone into learning events. It is important to note that all enroliment requests require
approval from your manager before you can attend the learning event.

During this learning module you will review various sections of topics:

e Searching the Learning Catalog & Enrolling in a Class
e Searching the Learning Catalog & Registering for a Curriculum Program
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e Enrolling in a Class from the Curriculum Progress Page
e Monitoring Certification Status & Registering for a Recertification Program

12 21 15 Searching the Learning Catalog & Enrolling in a Class

Search the catalog for available courses and enroll into a class.

5 CONNECT

th Personality Types

ind Learming
Deb Vina s Can view s e O 1 the thass by selex
Envel busmon o 5 the ¢ .
Filtor by g e Clans Name Type Web-bssed Course
Claws Code Contact Logan Dodge
Location Price Per Seat Drop Charg
No Country (1) Search Rew o e
Ereotiment Status Confirmation Wumbes 15
Marytand Auiciary Leami ( [ Start Dote End Date
Laat Enroament Date Last Orep Date
Learniog Type w Working Duration 1 Hes. 30 Mins
Wet-based Course (1)
Upcoming Events E&** e tpecives et Schadle [ —
Acytrra (1)
This 00 ive) Descripion Thes codne course n
Rateg This on- or
Orng (1) e s g o
tass SySabus
C T receive Loeat for e class
OPD-1
1 Working with Personality Types - online module
Requred Web-Besed
- r— Scracie % and Atachmects
Recommens Lesming
Ciose.

Procedure

In this topic, you will search for courses in the learning catalog and enroll into a class.

Favores ¥ | MainMenu v A Home | Signout [
% CONNECT -
+
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i

Personalize Content | Layout ? Help
Bzl S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
r CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
‘ ) Welcome to HR CONNEGTion - a monthly information -
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
be able to successfully use CONNECT. Therefore, we would
Health Benefits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 MAYNARD.GATHERINE A O3/ AUEGANYONTY  204777-
a 3
& 3 e [ ECSIEEIED CO/ALLEGANYONTY 301777
%  "CONNECTed i e coumnoves
> icw Al Arfcles and Sections DILLARDWOODYKRISE GG/ ANNE ARUNDEL 410222-
5 ! COURTHOUSE 1187
1 CONNECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ T — CC / ANNE ARUNDEL 4101222
[ ' COURTHOUSE 1896
i CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK CRTHSE EAS 3760
- View LeavelAbsence Balance iy SANnRA | CC/BALTIMORE CITY 410333 |~
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1. Click the Learning Dashboard tab.
| Learning Dashboard |

2. Click the Find Learning link.

Find Leaming

3. The learning catalog consists of courses, classes, and programs. A
course represents a specific topic of study. A class is an offering
of a course. A program represents a significant learning goal that
can be achieved by completing multiple classes.

By default, the Find Learning page displays the first 15
courses/programs you have access to view.

To view additional items, you can click the right arrow or the
"View All" link.

In this example, you have access to a total of 48 courses and
programs.

4, To narrow your search results, you can apply a filter or perform a
keyword search.

5. Filters are displayed on the left side of the page indicating the
number of class offerings available within each filter.

Favorites ¥ Main Menu v Self Service ¥ Leaming ¥ Find Leamning A Home Sign out
+ CONNECT
-
ory ,
Find Learning K& ReaugsiNg Tgairing (§ Learning Home
JAMES DAVIS Basic Search | Advanced Search Contact Us =
Filter by Search by keyword ®
Location

ViewAl Fist (4 1-150048 ) Last
No Country (32) Search Results

United States (3)
Epand  [5] Colapse
Category
Maryland Judiciary Leam. (42) Advanced Topics in Sentencing (JDI-1009)
Learning Type
No Learing Type (43) & © Plan for Later
Classroom (3)
Gurmcutum (3)
Few would disagree that sentencing is the most diffcult aspect of a Judges job. Advanced Topics in Sentencing will fo6us on the law of

Upcoming Events sentencing and corractons, incuding altermatives to ncarceration. View Details
Anytime (32)
Next 30 Days (2) There are no classes currently scheduled for this course.

Next 60 Days (2)
Next 90 Days (2)
90+ Days (1) Appellate Judges' Perspectives on Family Law Cases (JDI-1003)

Rating . Plan or aer
im0 € ©

Family law cases are among the most dificult for judges to decide. Many family law matters, including child custody, marital property
and alimony awards, entail complex legal, social, culfural, economic, mental health and related issues. View Details

There are no classes currently scheduled for this course.

Rainn Calm and Clear _ Mindfl Work and lav (0PN 10011 ‘ ad
n, ’
®100% v

Step @ Action

6. Click the Classroom (3) link to view courses with the learning
type of classroom.

Classroom (3)
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7. 2 courses containing 3 classes are displayed after applying the
filter.

CONNECTed

Note: The third class is not visible in this screen.

8. | To search by keyword, click in the Search by keyword field.

9. Enter "being calm" into the Search field.

10. | Click the Search button.

®

11. | Note: Only courses containing the keywords "being calm" are
displayed.

12. | Available classes are listed below the course title. The class
details include Class Code, Type, Duration, Start Date, and
Location.

Some courses may have multiple class offerings.

13. | To view the class details, click the class code link.

For this example, click the OPD-1001-2015-08-27 link.

OPD-1001-2015-08-27

14. | Click the Vertical Scrollbar to scroll down the page and view all
class details.

15. | Click the Close button.

Close

16. | For this example, click the Enroll button for the 08/27/2015 class.
| Enroll |

17. | Notice the Available Seats and Available Waitlist.
Available Seats indicates the number of open spots for this class.

Available Waitlist indicates the number of students who can be
placed on a waitlist if there are no available seats.

In this example, you will not be waitlisted since there are 10
available seats.

18. | Click the Submit Enrollment button.
[ Submit Enroliment |

19. | Notice the message indicating the enrollment requires approval.

Note: All enrollments will require a manager's approval.
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20. | Click the Learning Home link.

ﬂ Learning Home

Favorites ™ | Main Menu ¥ E
% CONNECT
(o
Personaiize Content | Layout ? Hep
s ov @ Pending Approvals S ov
[&# 1 Pending Approval Request = T il
FAITHBAGNALL  Being Calm and Clear — Mindfulness in Work and Play < X
Announcements S v [ Maitain Approvals
No Current Announcements. % Temilermin -
View[All Leaming =1 Name[ All Team Members =] I
G\) Quick Links o~
Name Tite Required _Status Due Date
@ Find Leaming FAITH BAGNALL Being Calm and Clear - Mindfu. Pending Approval
GISELE MATHEWS _ Being Caim and Clear - Mindfu Dropped
My Leaming
View More Detais
Gertiications i Team Leaming
Learing Competencies E Search for Learning o~
Leaming Plans Enter a keyword and select the Search bution to initate the search
& supplemental Leaming @
Advanced Search i
(;\) Manager Quick Links o~
e Q My Current Learning s o~
G Team Members
. No Learing information exsis for LEROY ROBINSON.
R [
@ ream competencies My Leaming
eam Learming Pians [ My Leaming Calendar s ov

Step @ Action

21. | Click the My Learning link to see your personal learning activities.

My Learning

22. | My Learning displays all of your learning activities.

Notice the status of "Pending Approval" for Being Calm and
Clear.

Favores ¥ | ManMenu ¥ > Self Service Leaming ¥ My Leaming Sign out

+ CONNEC

My Learning (7] View Calerdar &}, Reauest New Leaming 4% Learning Home
JAMES DAVIS Contact Us

*View Current Learning = [ 6o

My Learning 1@ 1-30f3

Title Type Status Date Action My Ratings

CPC 1 - The Maryland Juiciary - An

Classroom Enrolled 05282015
Overview

Being Calm and Clear — Mindfulness in

Work and Play Classroom Pending Approval 072912015 Drop

Human Resource 101 Academic Course Pending Approval 052812015 Modify

®100% ~
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Step | Action
Click the Home link.

Favorites ~ | Main Menu ~ A Home |
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¢ |
Personaiize Content | Layout ? Hep
External Links S °¥ «{»CONNECT News ¢ eov  CONNECTor Contactinformation S e~
n’z' CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — Department Phone

Weicome to HR CONNECTion - 2 monthly information

Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM A LEOURTBUSINESS - 47060

&, Froneorecton e

Department of Human Resources (HR). Our goal. provide a e Ut BUSINESS  t-mso
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Senvice. emplayees about key HR information. While stories may OFFICE 1676
incluge broad HR news and updates, most stories il fosus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA ree iy
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS.ALLISONE OFFICE
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
ik3  Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - JiS (General) GIET-
afthe CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 410260
training methods. including classroom-based, instructor-led NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )

. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt e e MAYNARDCATHERINEA (51 AREeh et
E «CONNECTed s soscvowen  SSlEGO oy
a P2 View Al Aricles and Sections o0 ANNE ARUNDEL 0222

DILLARDWOODY,KRIS E
T . COURTHOUSE 1187
~ CONNECTed Job Aids S ov
y Reach 0ut 103 CONNECTorat yourlocation b EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
ui CONNECT: 5 Cancel a Leave/Absence Request ECD)L,J ZL:‘;‘;SREUNDEL li«fzzz
2 - GCancel a Leave/Absence Request BURKE,SHARON K GOURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
[ m————— ’/ Submit a Leave/Absence Request COURTHOUSE 1436
| ‘Submit a Leave/Absence Request CC/BALTIMORE CITY 410333
i @ HELP DESK | q MCCREADY,DENISE D PRl s
v | - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Step | Action

24. | Click the Sign out link.
Sign out

25. | You have completed the topic "Searching the Learning Catalog &
Enrolling in a Class".
End of Procedure.

12_21 15 Searching the Learning Catalog & Registering for a Curriculum Program

A curriculum program guides you, as a learner, along a specific learning path over an
unrestricted period of time to fulfill one or more objectives. Because a curriculum has no built-in
time frame for completion, the learning is self-paced. The record of completion for a curriculum
does not expire, therefore, you only need to complete the curriculum once.

The curriculum in this example requires you to complete 4 courses to successfully complete the
curriculum.
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Name Court Professional Curriculum Cote OPD-CPC-CURR
Certificate (CPC) CU
Effective Date 01/01/2000 Version

Save Create New Eﬁclone ﬁl Delete Previous ‘ Next ‘ Return To Search Page

Section Completion Rules

Section Details View All First (4 10f1 &) Last

*Section Name |CPC Courses i

Instructions A class for each of the four courses must be completed to
receive the CPC.

180 characters remaining

*Section Order 1
Number to Complete 4
Details Personalize | View All | 0 First (4 1-40f4 (&) Last
Order Requied  *Course o Historical Credit Goron  Allow Equivalent
1 CPC 1 - The Maryland Judiciary - An Overview | @ =] 365 =] i)
2 CPC 2 - The Nuts and Bolts of the Circuit and Distr G ] 365 =] i)
3 CPC 3 - Ethical Practice in the Workplace Q (=} 365 (=} o
4 CPC 4 - Personnel Policies and Rules aQ (] 365 (] i)

Procedure

In this topic, you will search the learning catalog for a curriculum program and register for the
program.

Favores = | MainMenu v signout [
% CONNECT
+
MacsiandJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Eim D S 87 {ICONNECT News s o~ |CONNECTor Contactinformation S o~
TII CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Phone Drect resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A2FLEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary 3
@ Gentral Payroll Oniine Service employees about key HR information. While stories may SEVILLASOMOZALORENA  orrice 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
@ sete Payot Foms orof TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
B et Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. G acombination | | JONGZAKMICHELLE A AOG - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
will also be prerequisite courses to provide employees with iz)
S R the inowledge and sils ey may need pror o taking 2 WANARDCATHERINE A CC/AUECAWYCNTY  a0urrr.
a
& 3 e [ ECSIEEIED CO/ALLEGANYONTY 301777
5 “CONNECTed s s oy g
> icw Al Arfcles and Sections \ GG/ ANNE ARUNDEL 410222-
DiLLARDWOODY.KRISE S0/ ANNE AR i
1 CONNECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a you EARLY KIMBERLE A ] i
7 CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
5 @ HELP DESK CRTHSE EAS 3760
- Balance o Y SANRA L CC/BALTIMORE CITY 410333 | -

1. Click the Learning Dashboard tab.

| Learning Dashboard

2. Click the Find Learning link.

Find Leaming
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3. | You can search for the desired curriculum utilizing any of the
following methods:

¢ Filtering the learning catalog using the learning type of
"Curriculum"

* Performing a keyword search

¢ Using the Advanced Search function

In this example, use the advanced search function.

Favorites ¥ | MainMenu ¥ Self Senvice ¥ Leaming ~ Find Leaming

Sign out
+ CONNECT
e
acyiang Jugiciaey

Find Learning W ReussTNGWLgamg (G Learing Home

KELLY WILLIAMSON Basic Search | Advanced Search Gontact Us F
Filter by Search by kepvord ®

Location search Results ViewAll First () 1-150f31 3 Last

United States (24)
No Country (18)
Epand  [Z] Colapse
Category

Maryland Judiciary Leam. (43) Advanced Tapics in Sentencing (J1-1009)

Leaming Type

Classroom (23) & © Plan for Later
NoLeaming Type (10)
Webinar (4)
Certification (2) Few would disagree that sentencing is the most difficult aspect of a judges job. Advanced Topics in Sentencing will focus on the law of
Online 2) sentencing and corrections, Including altemalives ta incarceration. View Details

ore.

‘There are no classes currently scheduled for this course.
Upcoming Events
Next 90 Days (27)

Next 60 Days (22) Appeliate Judges' Perspectives on Family Law Cases (J1-1003)
Anytime (12)
Next 30 Days (12) 3 © Plan for Later
Next7 Days (2)

Rating Family law cases are among the most dificult for judges to decide. Many family law matters, including child custody, marital property
4 stars or more (1) and alimony awards, entall complex legal, social, cultural, economic, mental health and related issues. View Details

3 stars or more (1)
2 stars or more (1)
1 star or more (1)

0 rating (42) Being Calm and Clear — Mindfulness in Work and Play (OPD-1001)

Step ‘ Action Notes

4, Click the Advanced Search link.
Advanced Search

There are no classes currently scheduled for this course.

5. Click the Learning Type drop-down list.
[l B3

6. Click the Curriculum list item.
[Curriculum |

7. Click the Search button.

8. Notice the search results displays 1 curriculum.

9. Click the View Details link.

10. | Click the Vertical scrollbar to move down the page.

11. | Review the course requirements associated with this curriculum.
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Action

12. | Click the Register button.
| Register |

13. | Click the Submit Registration button.
| Submit Registration |

14. | Notice the status of Pending Approval.

Note: All program registrations require a manager's approval.

15. | Click the Learning button.

16. | Click the My Learning menu.

My Learning

17. | Notice Court Professional Certificate is displayed on the My
Learning page with a status of Pending Approval.

18. | Click the Home link.

Home

Favories = MainMenu ~ A tHome | signout [
& CONNECT :
(e =
My Page My HR Manager Dashboard Company Direstory Learning Dashboard Time And Labor Dashboard | ¥ i
Personalize Content | Layout ? Help
Extemal Links ST {XCONNECT News 2 ov | CONNECTor Contactinformation S o~
IZI CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthy information .
[S——— fesource on the latest happenings in the Judicary's SHAAK CHRISTINA M ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aEG
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
on [ECT as we lead up to the January 2016 launch of PARKERALECIAA FFICE 3544
B sete Payol Foms atprofct AOC |COURTBUSINESS  4101250-
HR CONNECTION - ISSUE 2 AKERS.ALLISONE OFFICE 1438
B8 Empioyes Health Benets The CONNECT project wil launch in January 2016. Now s 080
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt ey MAYNARDCATHERINEA (51 AREeh et
] - e LINDSEY DAWNE CC/ALLEGANYCONTY 301777
5 (CONNECTed mes COURTHOUSE 5023
= Views Al Aries and Setions 50 J ANNE ARUNDEL o
DILLARDWOODYKRISE 5/ ARNE A b
CONNECTed Job Aids c ev
0 Reach out 0 2 CONNEGToratyourlosston b GG/ ANNE ARUNDEL 410222-
¥ EARLY KIMBERLE A Pttt s
i CONNECTor W Cancel a Leave/Absence Request e oL P
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
[ ‘Submit a LeaverAbsence Request CCIBALTIMORE CITY 410333
w @ HELP DESK | q MCCREADY,DENISE D PRl s
v | - View LeavelAbsence Balance BB SANEA | CC/BALTIMORE GITY  410333- |~

Action

19. | Click the Sign out link.

20. | You have completed the topic "Searching the Learning Catalog &
Registering for a Curriculum Program".
End of Procedure.
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12 21 15 Enrolling in a Class from the Curriculum Progress Page

A curriculum program guides you, as a learner, along a specific learning path over an
unrestricted period of time to fulfill one or more objectives. Because a curriculum has no built-in
time frame for completion, the learning is self-paced. The record of completion for a curriculum
does not expire, therefore, you only need to complete the curriculum once.

Once registered for the program, the Curriculum Progress page displays all the courses that
define the program in addition to your enrollment and completion status for each of the
courses. As you view these courses, you can enroll into the classes simply by clicking the "Enroll"
button for the desired class.

Main Menu Self S Leaming ~ My Leaming

Sign out

- CONNECT Eacms .

Court Supervisor-Manager Certificate Program
(CSMC)

This program is des

Current Status Reg

Confirmation 5535

Program Sections

#] expand sl [=] Colapse Al

CS/MC Program Courses

Ooutof6
mus

To complets this section complets all classes.

igned 10 include all INe Courses required 1o bLain the Court Supervisor- Manager Ceriicate |

Recommend Learming Drop Registration

Registration Date 08/18/2015

Not Stanted

CSIMC 8 - Legal Research Required Not Enrolled Pian for Later
Class Code Type SaiDate  Price
CSMC 9 Legal
Classroom 083172015 Dol Plan for Later
Research 08.91 Enro lan for Later

Procedure

In this topic, you will enroll into a class from a curri

culum program that you are registered for.

Favories ¥ | MainMenu # tome | Signou [
% CONNECT -
(o =

MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extz mallFks S °Y  {)CONNECT News s o~ | |[CONNECTOr Contact information S ov
78] CONNECTed - Training Materials HR CONNECTION - ISSUE 1
Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A25LEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
@ sete Payot Foms tatproect AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 AKERS ALLISONE OFFICE 1488
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
B Heath Benete be able 1o successfully use CONNECT. Therefore, we would
i Health Benefts Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | JONCZAK MICHELLE A AOC - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 30
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129
—  ViitTaiing Ubrary G i pdedne ane siils they may need pror o king 2 VAYNARDGATHERINEA oo Amoratt ONTY - 2007
a
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
5 (CONNECTed ot s SOy g
v . DILLARDWOODY KRis £ GG/ ANNE ARUNDEL 410222-
ACONNECTed Job Aids s o~ ‘ COURTHOUSE er
N Reach out 0.2 CONNECTor at your location ¥ T —— CC/ ANNE ARUNDEL 410222
[ : COURTHOUSE 9
i CONNECT: \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
i @ HELP DESK | MGCREADY, DENISE D e e
W | - View Leave/Absence Balance P SANEA L CC/BALTIMORE CITY  410333- |~
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Step @ Action [\ [o] {=1

must first be registered for the program.

1. Click the Learning Dashboard tab.
| Learning Dashboard |
2. Click the My Learning link.
Iy Learning
3. In order to enroll into a class from the curriculum program, you

This means you will have submitted the program registration

request and your manager will have approved it.

Notice in this example, the curriculum status is "Registered"

meaning it has already been approved by the manager.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out
~R
A Al ~ | search Rl Advanced Search
Matyland Judiciary
My Learning ] View caienaai &5 Request New Leaming /ﬂ Leaming Home
NANCY KLINE Contact Us
*View | Current Leaming = eo
My Learning | & 140f4
Title Type Status Date Action My Ratings

Court Supervisor-Manager Certificate

PR - L U

Brvgrom (M) curricuum Registered 08/18/2015 Drop
Customer Service for Court Professionals Classroom Enrolled 08/13/2015 Drop
(Cc";g)w"fess'c'"a' Certificate Program ¢ e yum Pending Approval 0711312015

Being Calm and Clear - Mindfuiness in

ok i Py Classroom Planned 0712912015 Enroll
My Learning Competencies

Tide Proficiency Status Target Completion Assigned By

Job Knowiedge and Skills 2 S Needed JAMES DAVIS

@ 13013

Leaming

Find Learing

I

Step @ Action [\ [o] {=1

4.

Click the Court Supervisor-Manager Certificate Program
(CSMC) link to access the Curriculum Progress page.
Court Supervisor-Manager Certificate
Program (CSMC)

The Curriculum Progress page displays all the courses that define
the program and your enrollment status for each of the courses.

Click the Vertical scrollbar to move down the page.

In this example, you are not currently enrolled into the CS/MC9 -
Legal Research course which is the first course in the program.
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8. Click the Enroll button for the CS/MC9 - Legal Research 08-31
class.

TR A IKIG LIER N

Enroll

9. Click the Submit Enrollment button.
Submit Enroliment

10. | Notice the message indicating the enrollment requires approval
from your manager.

11. | Click the Learning Home link.

#/K | caming Home
il g

Favorites ™ | Main Menu ¥

< CONNECT

My To Do List s ov @ Pending Approvals S ov

Personalize Content | Layout ? Help

[&# 1 Pending Approval Request = T il
FAITHBAGNALL  Being Calm and Clear — Mindfulness in Work and Play < X
=
Announcements S ev (¥ Maintain Approvals
No Current Announcements. % Temilermin -
View[All Leaming =] Name[All Team Members =] I
G\) Quick Links o~
Name Title Required _Status Due Date
@ Find Leaming FAITH BAGNALL Being Calm and Clear - Mindfu. Pending Approval
GISELE MATHEWS  Being Calm and Clear — Mindfu Dropped
&y Leaming
i View More Details
R cerrcations Team Leaming
© Leaming Competencies D Search for Learning o
Learning Plans Enter a keyword and select the Search butten to iniiate the search.
& supplemental Leaming @
Advanced Search m
(;\) Manager Quick Links o~

e Q My Current Learning s o~
cm Team Members.

.

@ ream competencies

[ ream tearing ians [ My Leaming Calendar s ov

Step | Action Notes

12. | Click the My Learning link to see your personal learning activities.

My Learning

13. | The CS/MC9 - Legal Research course is displayed on your My
Learning page with a status of "Pending Approval".

No Learning information exists for LEROY ROBINSON.

3 My Leaming
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Favortes ¥ Main Menu Self Service ¥ > Leaming ¥ > My Leaming A Home | signout

- CONNECT DImEECmmmy -

My Learning E] View Calendar @ Request New Leamning lﬂ Leaming Home
NANCY KLINE Contact Us
“View Current Leaming ][ eo

My Learning (EL 15075

Title Type Status Date Action My Ratings

Court Supervisor-Manager Certificate

Program (CSMC) Curriculum In-Progress 08/18/12015 Drop

Customer Senice for Court Professionals  Classroom Enrolled 08/13/2015 Drop

(Cé’:g)w"fess'c'"a' Certificate Program ¢ e yjym Pending Approval 07/13/2015 L
CS/MC 9 - Legal Research Classroom Pending Approval 081812015 Drop

Being Calm and Clear — Mindfulness in

Work and Play Classroom Planned 07/29/2015 Enroll

My Learning Competencies @ 1303

Title Proficiency Status Target Completion Assigned By

e e o f ~ I tarermo mavnn T

Step | Action

14. | Click the Home link.
Home

Favories = | MainMenu v Sign out
£ CONNECT
P
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ m
Personalize Content | Layout ? Help
Extemal Links ST {+CONNECT News s ov CONNECTor Contactinformation S e~
[zl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthly information .
[Se—— fesource on the latest happenings in the Judiciary's SHAAK GHRISTINAM AReg URTBUSINESS 42060
v Department of Human Resources (HR). Qur goal: provide a OO SRS
consistent communication channel t0 inform Julciary SEVILLA SOMOZA LORENA -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories il focus AOC /COURTBUSINESS 4101260~
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA riee pors
State Payroll Forms that project.
AOC /COURTBUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS,ALLISONE OFFICE 1438
B8 Employee Health Beneits g The CONNECT project will launch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to Successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260-
raining methods, including classroom-based, instructor-ed | | NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
—_ the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
o | sty Sy MAYNARDCATHERINEA  Cglorn el e
] =) - ’ CCIALLEGANYCNTY 301777
= (CONNECTed e CXEESEELED COURTHOUSE 5023
n View All Artiles and Sections
il Vicw Al Arfeles ond Seclions | GG/ ANNE ARUNDEL 410222-
DILLARDWOODYKRISE 45/ ATHOUSE P
o o s
~ ‘CONNECTed Job Aids c ev
Reach out 103 CONNECTorat yourocation b ST IR GG/ ANNE ARUNDEL 410222-
d GOURTHOUSE 1896
w CONNECT. W Cancel a Leave/Absence Request e oL P
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
‘Submit a Leave/Absence Request CC/BALTIMORE CITY 41033
w @ HELP DESK | q MCCREADY,DENISE D PRl s
v | - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Action

15. | Click the Sign out link.
Sign out

16. | You have completed the topic "Enrolling in a Class from the
Curriculum Progress Page".
End of Procedure.
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12_21 15 Monitoring Certification Status & Registering for a Recertification Program

Viewing certification expiration statuses and dates and registering for the recertification
program.

= T | Main Menu ¥

& CONNECT

My Learning & Request New Leaming /ﬁ Lean]

STEPHEN STEWART ¢
*View |Current Learing = eo
My Leaming | =
Title Type Status Date Launch Action Print My Ratings
Working with Personalty Types  Online Enrolied (-]

Handgun Use and Safety for

Blended Enrolied
Securiy Officers
Hanagun Use and Safety o I R
oo 2014 Certification Warning 080912015 Review &
My Certification Status &
Program Name Status Status Date Recertify
Handgun Uise ana Satety Certification-2014 @ waming 0840912015 Recertity

Procedure

In this topic, you will view the expiration details for a current certification and register for the
recertification program.

Favorites ¥ | Main Menu v

4 Home | Signout [
% CONNECT -
(o =

MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links ST {1CONNECT News s o~ |CONNECTor ContactInformation S o~
T CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A25LEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR a5
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B sete Payol Foms oror TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Benefits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— s neneche o ol ey ey edor o an3 || yayaspcamiennes  CSJALEGANYONTY 17T
a 3
& oA oo [ ESSIEIED CC/ALLEGANYCNTY  301777-
= {( Feed DAY COURTHOUSE 5023
& CONNECTed e s s
\ CC 1 ANNE ARUNDEL 410222-
DILLARDWOODY KRISE S5/ ANNE AR i
1 CONNECTed Job Aids s ov
N Reach out 0.2 CONNECTor at your location ¥ T — CC / ANNE ARUNDEL 4101222
[ ' COURTHOUSE 1896
frr CONNECT: v Cancel a Leave/Absence Request oL P
2 > Cancel a LeavelAbsence Request BURKE.SHARON K COURTHOUSE 1425
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a Leave/Apsence Request CC/BALTIMORE GITY  410/333-
w MGCREADY, DENISE D
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANARA | CC/BALTIMORE CITY 410333 | -

Step | Action

1. Click the Learning Dashboard tab.
| Learning Dashboard

2. Click the My Learning link.

Iy Learning
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3. | The status of the certification program is listed under My
Certification Status.

Click the Program Name link to access the program page where
you can review detailed information about what is required to
complete the program.

4. | The Status column displays the current status for the program. In
this example, the program is in Warning status.

5. The Status Date column lists the date on which the current status
took effect.

Favorites ™ | Main Menu ¥

By

+» CONNECT
My Learning [ View calendal & Request New Leaming /j} Leaming Home
STEPHEN STEWART Contact Us

“View [Current Leaming [=][ co

My Learning | 2 130f3
Title Type Status Date Launch Action Print My Rafings

Working with Personality Types ~ Online: Enrolied 08/12/2015 (0]

Handgun Use and Safely for

Securiy Officers Blended Enrolled 08/08/2015

Handgun Use and Safety =
Certification.2014 Certification Warning 08/09/2015 Review =)

My Certification Status

@ 1o
Program Name Status Status Date Recertify Print

Handgun Use and Safety Certfication-2014 O waming 08/09/2015 Recertity g Y

Step  Action Notes

6. Click the Recertify link.
Recertify

7. Click the Register button.
Register

8. Click the Submit Registration button.
Submit Registration

9. Click the My Learning link.
My Learning

10. | Notice you are now registered for Handgun Use and Safety
Certification-2015.

11. | Click the Home link.

#& Home
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Favories ¥ | MainMenu v A Home | Signout B
% CONNECT -
pe =

Mocsiandudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
External Links S ov | [y)LCONNECT News ¢ o~ CONNECTor Contactinformation s ov
n’ﬂ CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 — e )
‘ Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM AP LEOURTEUSINESS - 470260
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR a5
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 354
(@ state Payrol Forms that project.
TER/MIEIR AOC COURTBUSINESS 4101260~
en  HR CONNECTION - ISSUE 2 OFFICE 148
B8 Empioyes Healtn Benets g‘ The GONNEGT project willlaunch in January 2016 Now s 40280
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
I tealth Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | NUDELL.Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses,onine eb-based T (+eamit). nd on- piten
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC -
wil also be prerequisite courses to provide employees with iz
. the knowledge and skils they may need prior to taking CCIALLEGANYCNTY 301777
bl B ld O s MAYNARDGATHERINEA G RTHOUSE e
] . rees [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= reed ! COURTHOUSE 5023
B (CONNECTed
DILLARDWOODYKRISE S0/ ANNE AR i
“ i s
'CONNECTed Job Aids c o~
Reach out 10 CONNECTorat yourlocation * SRR, CC/ ANNE ARUNDEL 410222
CONNECT. \ Cancel a Leave/Absence Request ESL,J ZL:‘;LLSREUNDEL 13;222
sweswons  IATER
CC/ ANNE ARUNDEL 410222
5 ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CC/BALTIMORE CITY 410333
i @ HELP DESK | MGCREADY, DENISE D e s pte
» | - View LeavelAbsence Balance N CC/BALTIMORE CITY 4101333 |~

Step ‘ Action Notes

12. | Click the Sign out link.

13. | You have completed the topic "Monitoring Certification Status &
Registering for a Recertification Program".
End of Procedure.

Managing Supplemental Learning

Supplemental learning is any learning event that occurs outside of the CONNECT learning
catalog. As an employee, you are allotted $2500 annually for supplemental learning. All
supplemental learning requests require approval from your manager and the OPD Manager.
Once you submit the learning request, the approval workflow will automatically route to your
manager first, then the OPD Manager.

Once the learning has been completed, you must update the initial learning request with a
completion status and an official transcript of completion from the issuing institution. This

update will be routed to the OPD Manager for final approval. Once approved by the OPD
Manager, you can submit an expense form to receive the tuition reimbursement.

During this learning module you will review various sections of topics:

e Submitting a Supplemental Learning Tuition Reimbursement Request
e Updating a Completed Supplemental Learning Reimbursement Request

12 21 15 Submitting a Supplemental Learning Tuition Reimbursement Request

Supplemental learning consists of learning opportunities outside of the CONNECT catalog. This
type of learning includes but is not limited to seminars, conferences, academic courses, etc.
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Employees can request reimbursement for supplemental learning up to a maximum of $2500
per calendar year.

Each supplemental learning event will be entered into CONNECT along with the price and the
system will calculate your total balance remaining throughout the year.

Supplemental Learning @ Return to Previous Page /ﬂ Learning Home
JAMES DAVIS General Altributes

This template will only be used for external leaming that is reimburseable. The learer should complete the course, enter their final grade, and attach a
grade transcript prior fo the OPD Manager giving final approval

Supplemental Learning Details
“Title |Advanced Excel

*Description Advanced formulas and pivot tables. e

219 characters remaining
*Status | Submit For Approval E

Type External Reimbursed Learning
“start Date [08/31/2015 E)
*End Date [08/31/2015 5
“Institution |Skillsoft
“Price 175.00
Education Units 1.00
Approval Detail
“Employee ID 13546

Add Attachment

*Complete: Yes/No|No View Attachment

Grade

Remaining Cap 2

Procedure

In this topic, you will submit a tuition reimbursed supplemental learning request.

Favorites Main Menu ¥ A Home | Signout [
% CONNECT -
7 =
Mocsiandudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
External Links S o7 | [4)CONNECT News s o~ | [CONNECTor Contactinformation s o~
[ CONNECTed - Training Materials oy HR CONNECTION - ISSUE 1 Name. Department Phone
‘ ) Welcome to HR CONNEGTion - a monthly information -
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM AP LEOURTEUSINESS - 470260
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR a5
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B sete Payol Foms oror TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1458
B8 Empioyes Healtn Benets The GONNEGT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) ‘110
eath Benefts Forms be able to successfully use CONNECT. Therefore, we would om0
like you to meet CONNECTed. Cf mbination | | JONGZAK MICHELLE A AOG - JIS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
S R the inowledge and sils ey may need pror o taking 2 MAYNARD.GATHERINE A O3/ AUECANYONTY  2047777-
a
& oA e [ ECSIEEIED CO/ALLEGANYONTY 301777
5 (CONNECTed s s oy g
> icw Al Arfcles and Sections \ GG/ ANNE ARUNDEL 410222-
DILLARDWOODYKRISE S0/ ANNE AR 17
N HCONNECTed Job Aids s ov
Reach out 10 CONNECTorat yourlocation * SRR, CC/ ANNE ARUNDEL 410222
[ : COURTHOUSE 1896
i CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CC/BALTIMORE CITY 410333
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance o Y SANGRA L CC/BALTIMORE CITY 4101333~ |~
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Step ‘ Action Notes

1. Click the Learning Dashboard tab.
| Learning Dashboard |

2. Click the Supplemental Learning link.
| Supplemental Learning|

Favortes ¥ | Main Menu ¥ Self Service ¥ Leaming ¥ Supplemental Leaming A& Home Sign out

—
= Adianced seacn
Macyland Judiciary

Add Supplemental Learning /j} Learning Fiome

JAMES DAVIS Contact Us

‘Supplemental Learning is leaming that is not listed in the standard learning catalog

Select Supplemental Learning
*Type | Select [~]

* Required Field
Add Supplemental Learning

Step ‘ Action Notes

3. Click the Type drop-down list.

|Select... E"

4, Click the External Reimbursed Learning list item.
|External Reimbursed Learning |

5. Click the Add Supplemental Learning button.
Add Supplemental Learing

Click in the Title field.

Enter "Advanced Excel" into the Title field.

Click in the Description field.

Ol o N o

In this training example, the description (Advanced formulas and
pivot tables.) was entered for you.

10. | Click the Status drop-down list.
Select... E|

11. | Click the Submit For Approval list item.
[Submit For Approval |
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Step ‘ Action Notes

12. | Click in the Start Date field.
08M32015

CONNECTed

13. | Press [Backspace] to clear the field.

14. | Enter "08/31/15" into the Start Date field.

15. | Click in the End Date field.
losr32015 |

16. | Press [Backspace] to clear the field.

17. | Enter "08/31/15" into the End Date field.

18. | Click in the Institution field.

19. | Enter "Skillsoft" into the Institution field.

20. | Click the Vertical scrollbar to move down the page.

21. | Note: Every employee is allotted $2500 annually for tuition
reimbursement.

The Remaining Cap displays your total reimbursement balance
remaining for the calendar year. The Remaining Cap balance will
be updated each time you submit a supplemental learning
request.

22. | Click in the Price field.
0.00

23. | Enter the total cost of the course into the Price field.

Enter "175" into the Price field.

24. | Notice the Remaining Cap balance reflects a deduction of $175.
The total went from 2500 to 2325 once the price was entered.

25. | Enter "1" into the Education Units field.

26. | Enter "13546" into the Employee ID field.

27. | Enter "No" into the Complete: Yes/No field.

28. | Click the Save button.
Save
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Step | Action [\ [o] {=1

29. | Notice the message indicating the supplemental learning,
Advanced Excel, has a status of Pending Approval.

All initial approval requests will be routed to your manager. Once
approved by your manager, the request will then automatically
be routed to the OPD Manager for final approval.

As the requestor, you will be notified by email if your
supplemental learning request was approved or denied.
Receiving an "Approved" notification from the OPD Manager is
your indication to complete the learning event.

30. | Click the Home link.

Favorites ™ Main Menu ¥

Sign out [kl
- CONNECT »
o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¥# i
Personalize Content | Layout ? Help
External Links S °¥ «{:CONNECT News ¢ ov  CONNECTor Contactinformation T ov
rzl CONNECTed - Training Materials ngey HR CONNECTION -ISSUE1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
[S——— fesource on the latest happenings in the Judicary's SHAAK CHRISTINA M ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKERALECIAA OFFICE. 3544
B stterayol Foms et poect AOCICOURT BUSINESS  410280-
iy HR CONNECTION - ISSUE 2 SEERATELE OFFICE 1488
B8 Empioyes Healtn Benets g‘ 5 The GONNECT project willlaunch in January 2016. Now is 4101260
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses diferent 410260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
wil also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt ey MAYNARDCATHERINEA £/ AREh et
i 4 - w CCIALLEGANYCNTY 301777
= (CONNECTed Fest LINDSEY,DAWNE D COURTHOUSE 5023
n P2 View All Aricles and Sections SO 1 ANNE ARUNDEL Po—
DILLARDWOODYKRISE G5/ NS AR P
CONNECTed Job Aids c ov
Reach 0ut 103 CONNECTorat yourlocation = BT IR GG/ ANNE ARUNDEL #0222
CONNECT. 5 Cancel a Leave/Absence Request EE)L/J :L:(;L/:SREUNDEL li«;/szzz
Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
GG/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaveAbsence Request !
[ CC/BALTIMORE GITY 410233
] ‘Submit a LeavelApsence Request MCCREADY,DENISE D
o @ HELP DESK | CRTHSE EAS 3760
| - View LeaveiAbsence Balance iy SANnRA | CCIBALTIMORE CITY 410333 | ~

Step | Action Notes

31. | Click the Sign out link.

32. | You have completed the topic "Submitting a Supplemental
Learning Tuition Reimbursement Request".
End of Procedure.

12 21 15 Updating a Completed Supplemental Learning Reimbursement Request

Supplemental learning consists of learning opportunities outside of the CONNECT catalog. This
type of learning includes but is not limited to seminars, conferences, academic courses, etc.
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Once you have completed the supplemental learning, you can update your record in CONNECT

to reflect the completion status, grade, and to upload a certificate of completion. Upon

submitting the completed supplemental learning request, the OPD Manager will review the
attachment and confirm the completion and grade for this request.

Supplemental Learning
JAMES DAVIS

grade transcript prior to the OPD Manager giving final approval.
Supplemental Learning Details
“Title Advanced Excel

*Description Advanced formulas and pivot tables.

219 characters remaining
*status | Submit For Approval

Type External Reimbursed Learning
“Start Date 08/31/2015 5
*End Date |08/31/2015 gl

“Institution Skillsoft

*Price 175.00;

Education Units 1.00

Approval Detail

*Employee ID 13546
“Complete: Yes/No yes
Grade Complete

Remaining Cap

AR

@ Return to Previous Page b

General Attributes

This template will only be used for external learning that is reimburseable. The learner should complete the course, enter their final grade, and attach a

Add Attachment

View Attachment

Learning Home

Procedure

In this topic, you will update a supplemental learning request with completion data after you

attended the learning event.

Favorites ¥

MainMenu ¥

# Home | Signout [l
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[II CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use efore, we would
B Hestth Beneits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 410260
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- 35
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— e Ineneche o ol ey ey edor o an3 || ysaspcatiennes  SS/ALEGANYONTY i
a 3
& oA e [ ECSIEEIED GCC/ALLEGANYCNTY 301777
= {( Feed Ay COURTHOUSE 5023
f  CONNECTd
DILLARDWOODYKRISE GG/ ANNE ARUNDEL 410222-
5 ! COURTHOUSE 1187
. “CONNECTed Job Aids s o~
o Reach out 0.2 CONNECTor at your location ¥ T — CC / ANNE ARUNDEL 4101222
[ ' COURTHOUSE 1896
i CONNECTor \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | ) CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANnRA | CC/BALTIMORE CITY 410333 |~
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Step ‘ Action Notes

1. Click the Learning Dashboard tab.
| Learning Dashboard |

CONNECTed

TR A IKIG LIER N

2. Click the My Learning link.

Wy Learning

3. Use the My Learning page to locate the supplemental learning
record that will be updated.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out

+» CONNECT g - -

My Learning :E View Calendar & Request New Leaming (g} Leaming Home
JAMES DAVIS Contact Us
“View Current Leaming [=][ oo
My Learning [ EL 170f7 |=
Title Type Status Date Action My Ratings
Confiict Resolution Classroom Enrolled 081312015 Drop
CPC 1 - The Maryland Judiciary AN ¢y55100m Enrolled 0512812015
Overview
Microsoft Office Skills Certification Curriculum Pending Approval 08/11/2015 Drop -
(Cé’;g)w"fess'c'"a' Certficate PIOgRM ¢ riculum Pending Approval 08/11/2015 Drop
Advanced Excel External Reimbursed Leaming  Pending Approval 08/1312015 Modity
Being Calm and Clear  Mindfulness in
Work and Play Classroom Pending Approval 07/29/2015 Drop
Human Resource 101 Academic Course Pending Approval 0512812015 Modity 4

gl I '

Step ‘ Action Notes

4, Click the Modify button for the External Reimbursed Learning
event "Advanced Excel".

Modify

Click the Vertical scrollbar to move down the page.

Click in the Complete: Yes/No field.

Press [Backspace] to clear the field.

Enter "Yes" into the Complete: Yes/No field.

O| o N @

Enter "Complete" into the Grade field.

10. | Note: Depending on the type of external learning you completed,
you might receive a letter grade (A, B, C) or simply a completion
status.

Enter the grade accordingly.
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11. | In order to be reimbursed, the OPD Manager must confirm that
you completed the course and received a sufficient grade to
meet organizational policy.

You must attach a transcript from the issuing institution.

Note: You will need an electronic copy of the transcript.

12. | Click the Add Attachment button.
Add Attachment

Favorites Main Menu Self Service Leaming My Leaming A Home Sign out

> CONNECT EEErmmmg -

“start Date [08/31/2015 )

*End Date [08/31/2015 [
“Institution [Skillsoft
“Price. 175.00

Education Units. 1.00)

Approval Detail File Attachment
“Employee ID[13546 Hewp |

“Complete: Yes/No Yes
| Browse. D

Grade [Complete Upload Cancel

Remaining Cap 2325

Add Course to Get Credit

You have not added any courses.
Add Course

*Required Field

save

Contact Us

Step  Action

13. | Click the Browse button to locate the transcript on your
computer.

| Browse._.
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A Home Sign out

Organize v Newfolder

7 Favorites "

B Desktop ]

8 Downlosds -
= .
iliRecerclaces) Excel Specialist
4 Librares

[F Decuments

& vusic

) Pictures

H videos

8 Computer
& Local Disk (C) Ige.. | N |
8 hq (\courts.state—
& davidleibold (.

File name: - [AFiles ) - |I»

i

Add Course

* Required Field

save

Contact Us

Step | Action [\ [o] {1

14. | In this example, the electronic transcript was placed in a folder
titled Learning Certificates.

Click the Excel_Specialist object.

15. | Click the Open button.
Open |v

Main Menu Learning A& Home Sign out

CONNECT

“start Date [08/31/2015 5
“End Date [08/31/2015 [

“Institution Skillsoft

*Price 175.00)
Education Units 1.00
Approval Detail File Attachment
“Employee ID[13546 Heip [
“Complete: Yes/No ves
C:\Users\david leibold\Desktop\Learning Certificates\Es [ Browse.. | D .
Grade [Complete Upload || Cancel

Remaining Gap 2325

Add Course to Get Credit

You have not added any courses

Add Course

i

* Required Field

save

Contact Us

Step | Action

16. | Click the Upload button.
Upload
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Favorites v Main Menu ¥ Self Service ¥

% CONNECT

Learning ¥ My Learning

Al ~ | search Rl Advanced Search

Maryla
*Start Date 08/31/2015 5
*End Date [08/31/2015 gl
“Institution Skillso

*Price 175.00

Education Units 1.00|
Approval Detail
“Employee ID[13546 ‘Add Aftachment

“Complete: Yes/No ves VTR e
Grade|Complete

Remaining Gap|[2325

Add Course to Get Credit

You have not added any courses

Add Course

* Required Field

save

Contact Us

TRAINING GUIDE

A Home | signout

CONNECT Employee Self Service

Step @ Action Notes

17.

Click the View Attachment button to confirm your transcript was
uploaded successfully.

View Attachment

18.

Notice the attachment opened in a new tab at the top of the
page.

Quickly view the attachment to ensure it is the correct document
for this learning record.

(e v 1 @ v Pagev Safetyv Tooks~ @+ [ if M

OFFICIAL IACT CERTIFICATION

@ Skillsoft | eLearning

Advanced Excel Certification

August 31, 2015

James Davis

i
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Step ‘ Action Notes

19. | When you are finished, click the Close Tab (X) button to close the
attachment.

Be sure you are closing the correct tab for the attachment.

B

Favorites ¥ Main Menu v Self Service ¥ Leamning ¥ My Learning A& Home Sign out

;" CO N N ECT Al Search Bl Advanced searcn

*Start Date 08/31/2015 5

“End Date [08/31/2015 5
“Institution Skillso
*Price 175.00
Education Units 1.00|
Approval Detail
“Employee ID[13546 Add Aftachment
“Complete: Yes/No ves View AaChenT

Grade [Complete

Remaining Gap

Add Course to Get Credit

You have not added any courses

Add Course

* Required Field

save

Contact Us L

Step ‘ Action Notes

20. | Click the Save button.
Save

21. | Notice the message indicating the status is Pending Approval.

The OPD Manager will verify your course completion based on
the attached documentation.

Once approved by the OPD, you will receive a notification
indicating the request was approved. At that point, you can
submit an expense form to receive your reimbursement.

22. | Click the Home link.
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TRAMIKIG

Favores ¥ | MainMenu v A Home | Signout [JEA
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General)
1119
P be able to successfully use CONNECT. Therefore, we would
1B Health Beneits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking CCIALLEGANYCNTY  301777-
ol B Td O s MAYNARDGATHERINEA G5 JRTHOUSE e
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed Ay COURTHOUSE 5023
B CONNECTed A
DILLARDWOODY,KRIS E 3
“ . o ! COURTHOUSE 1187
o~ (CONINECTed Job Aids s o~
) Reach out 10 CONNECTorat yourlocation ® ST EEIER CC/ ANNE ARUNDEL 40222
wi CONNECTor \ Cancel a Leave/Absence Request ESL,J ZL:‘;?:UNDEL lfzfzzz
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | ) CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Action

23. | Click the Sign out link.

24. | You have completed the topic "Updating a Completed
Supplemental Learning Reimbursement Request".
End of Procedure.

12 21 15 Submitting a Non-Reimbursed Supplemental Learning Request

Supplemental learning consists of learning opportunities outside of the CONNECT catalog. This
type of learning includes but is not limited to seminars, conferences, academic courses,
webinars, etc. Although some supplemental learning is non-reimbursable, it must be approved
by your manager.

- CONNECT

Add Supp\ementa\ Learning @ Return fo Previous Page /j} Leaming Home
FAITH BAGNALL General Affributes Contact Us

An external webinar to be considered for approval must provide for the professional development of the learner, and bear a relationship to the person’s
current or anticipated future duties within the Judiciary

Supplemental Learning Details
*Title CONNECT Fundamentals

*Description Understanding connect

233 characters remaining
*Status | Suomit For Approval =]

Type Webinar
=Start Date |12/29/2015 51
“End Date [12/29/2015 &l
“Institution |A0c]
Education Units.
Add Attachment

View Attachment
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Procedure

In this topic, you will submit a request for non-reimbursed supplemental learning.

Favorites ¥ | Main Menu v

Sign out [kl
- CONNECT
f”
My Page My HR Company Directory Learning Dashboard | ¥ o
Personalize Content | Layout ? Help
Extenal Links ST {+CONNECT News s ov CONNECTor Contactinformation S e~
[ CONNECTed - Training Materials sy HR CONNECTION - ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthly information .
[S—— Tesource on the latest happenings in the Judiciary's PARKERALEGIAA AOGLEOURTBUSINESS - 41060
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Senvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | AKERS.ALLISON E riee P
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 e IE T FFICE 1737
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNACHEYNE,LINDAK ~ AOC - JIS (General) P
be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms like you o meet CONNECTed. CONNECTed, a combinafion | || NUDELL Theresa G AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based taining (e-learing), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )

the knowledge and skills they may need prior {o taking a CC/ALLEGANYCNTY 301777~

o e aedoe a0 o LINDSEY.DAWNE D il e
& o2 . CC/ALLEGANYCNTY 301777
i (CONNECTed Feeg VAYNARDCATHERINEA S5/ ALESAY o
“w = A0 pvices and Sections
CCIANNEARUNDEL 410222-
CONNECTed Job Aids c ov FRIOLDDOLELASS COURTHOUSE 143
' each ot 10 CONNECToratyourlocation = FLTEETREIR CC/ANNEARUNDEL 410222
CONNECT. 5 Cancel a Leave/Absence Request gg‘;iﬁ:‘;ﬁiwﬂ 1257222
- Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
- CC/ANNEARUNDEL ~ 410222-
‘Submit a Leave/Absence Request ’
w @ HELP DESK | q ALDGANDER LAVINIA G S ATV o
» | - View Leave/Absence Balance [ CC/BALTIMOREGITY 410333 |+

Action

1. Click the Learning Dashboard tab.

Learning Dashboard

2. Click the Supplemental Learning link.
|Supplemental Learning|

Favorites ¥ | MainMenu v 4 Home | Sign out
2
++ CONNECT
Add Supplemental Learning /j& Learning Home:
FAITH BAGNALL Contact Us

Supplemental Learning is learning that is not listed in the standard learming catalog
Select Supplemental Learning (2
*Type| Select =

* Required Field
Add Supplemental Leaming

Step | Action

3. Click the Type drop-down list.

| Select.. E3
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Step ‘ Action Notes

4, Click the Webinar list item.
[Webinar |

5. Click the Add Supplemental Learning button.
| Add Supplemental Learning |

Click in the Title field.

Enter "CONNECT Fundamentals" into the Title field.

Enter "Understanding connect" into the Description field.

Ol N @

All supplemental learning must be submitted for approval.

10. | Click the Status drop-down list.
| Select.. (=]

11. | Click the Submit For Approval list item.
[Submit For Approva |

12. | Use the Start and End Date fields to enter the dates of the
supplemental learning.

13. | Click in the Institution field.

14. | Enter "AOC" into the Institution field.

15. | Click the Vertical scrollbar to move down the page.

16. | Click the Save button.

Save

17. | Notice the message indicating the request was submitted for
approval.

18. | Click the Home link.
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Favorites ¥ | Main Menu v

# Home | Signout [l
£ CONNECT :
(o =
My Page My HR Company Directory Learning Dashboard | %¥ |
Personalize Content | Layout ? Help
Extemal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Department of Human Resources (HR). Our goal: provide a e T BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 40260
the perfect tme 1o focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education . 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 2D
. the knowledge and kil they may need prior to taking ’ CCIALLEGANYCNTY  301777-
bl B ld O s LINDSEY,DAWNE D COURTHOLSE e
wi oA Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
= {( Feed COURTHOUSE 5022
o QON NECTed View M Ales and Sections CC/ANNEARUNDEL 410222
ARNOLD DOUGLAS B
“ . o COURTHOUSE 1426
& ‘CONNECTed Job Aids s ov
9 Reach out 10 CONNECTorat yourlocation ® REERTEIR CC/ ANNE ARUNDEL 410022
w CONNECTor \ Cancel a Leave/Absence Request ECC’L/J ZL:‘;L;’;EUNDEL l‘:s/“m
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/ BALTIMORE CITY 410333
wi ALEXANDER LAVINIA G
5 @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 4101333 |~

Action

19. | Click the Sign out link.
Sign out

20. | You have completed the topic "Submitting a Non-Reimbursed
Supplemental Learning Request".
End of Procedure.

Participating in Learning Activities

Participate in your instructor-led or web-based learning events.
During this learning module you will review various sections of topics:
e Accessing a Web-Based Course

e Viewing Your Course Details (Progress, Grades, Approvals, Schedule, etc.)
e Understanding and Completing Course Learning Components

12 21 15 Accessing a Web-Based Course

Web-based courses are courses that can be completed online and can be launched directly from
CONNECT.

My Learning
CONNIE GREEN

ercr 8 Requestew Learng £ Leaming Home

ConactUs
“View [Current Leaming 21| o

My Learning Al 1001

Tite Tive Stots Dete Lounch My Rotings

CONNECT HCM Fundamentals onine 08122015 [
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Procedure

In this topic, you will navigate to your "My Learning" page and launch a web-based course.

Favories ¥ | MainMenu v signout [
£- CONNECT :
P =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ m
Personalize Content | Layout ? Help
Extemal Links ST {+CONNECT News s ov CONNECTOor Contactinformation S e~
CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
[S—— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA riee o
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS,ALLISONE OFFICE 1438
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt ey MAYNARDCATHERINEA (51 AREeh et
] 2 - ’ CCIALLEGANYCNTY 301777
o (CONNECTed Eeed LINDSEY DAWNE D T =k
A ¥ iew A rles o Sectors CC/ANNEARUNDEL 410222
DILLARDWOODY,KRIS E g
. ! COURTHOUSE 1187
\ CONNECTed Job Aids S ev
y Reach 0ut 103 CONNECTorat yourlocation = EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
i CONNECTor W Cancel a Leave/Absence Request ECD)L/J ZL:‘;‘;SREUNDEL lijzzz
‘ - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
[ CC/BALTIMORE GITY 410233
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D
o @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Action

1. Click the Learning Dashboard tab.
| Learning Dashboard

2. Click the My Learning link.
Iy Learming

3. Web-based courses are self-paced and can be launched directly
from CONNECT.

When you click the launch button, the course will likely open in a
new window.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out

+- CONNEC

Maryland Judiciary

My Learning [ view calencar & Request New Leaming ﬁ} Leaming Home
CONNIE GREEN Contact Us
“View [Current Learning o
My Learning @ 10f1
Title Type Status Date Launch My Ratings
CONNECT HCM Fundamentals Oniine Enrolled 0811212015 ®©
gl i v
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4, Click the Launch button for the CONNECT HCM Fundamentals
course.

®

2 hitp://courtnet/connect/tra 0 v B G X [I’23

B v B v & v Page Safetyv Tookw @+ [ F O
-~

T T WY Wk T

ke TRAINING LIBRARY
© & | searcn 5 x % @
I My Roles

Welcome to the world of CONNECT! This module covers basic concepts, terminology, and navigation
&l CONNECTed Instructions techniques for CONNECT using a web browser to view or enter data.
ERUEJCONNECT HCM Fundamental
+ @ Understand User Access to CONNECT
# @ Navigation
=2 Personalization
&) Personalizing Your Home Page
« @ In-Application Support
@ Using Keys and Search Pages
# @ Recognizing Page Controls
« @ Adding and Updating Data
# @ Workflow Notifications
[ Knowledge Assessment
= Student Guide - PDF
El Troubleshoot

Upon completion of this module, you will be able to:

* Understand how to receive user credentials and request assistance.
* Describe navigation elements.

* Personalize your page.

* Recognize in-application support.

* Describe key fields and use search pages.

* Work with pages.

* Add and update data.

* Understand the workflow approval and notification process.

Step ‘ Action Notes

5. Complete the online course as instructed.

When you are finished, click the Close Tab (X) button to close the
online course.

|

6. Notice the course CONNECT HCM Fundamentals is no longer
displayed as part of your current learning.

To view the status of the course, change the View to display
Completed Learning.
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TRAMIKIG

CONN

Favorites v Main Menu ¥ > Self Service ¥ >

+% CONNECT

My Learning
CONNIE GREEN
*View | Current Leamning

My Learning Classes

You do not have any learning classes.

Leaming ¥ >

My Learning

T View caiendar o

Go

TRAINING GUIDE
CONNECT Employee Self Service

A Home |

Sign out

. Request New Leaming ﬁ Leaming Home

Contact Us

Click the View drop-down list

Click the All Completed Learning list item.

Click the Go button.
=0

10.

Notice the course CONNECT HCM Fundamentals is displayed
under All Completed Learning with a status of Completed.

11. | Click the Home link.

#& Home

Favorites ¥ Main Menu ¥
& CONNECT
(o
My Page My HR Manager Dashboard
External Links T ov

ﬁ"ﬂ GONNEGTed - Training Materials
R, Phone Diectory

@ Central Payroll Oniine Service:
[® state Payrol Forms

B8 Empioyes Healtn Benets

B Healh Benefits Forms

B neeo AssisTance?

“CONNECTed

a
w
=
«

Reach out 0.2 CONNECTor at your location

CONNECTor

L

R

/
@ HELP DESK |

STEP 3

Company Direstory

Learning Dashboard

“(-+CONNECT News e

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - 2 monthly information
resource o the latest happenings in the Judiciary's
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
‘employees about key HR information. While stories may
incluge broad HR news and updates, most stories will focus
‘on CONNECT as we lead up fo the January 2016 launch of
that project.

HR CONNECTION - ISSUE 2

The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to
be able to successfully use CONNECT . Therefore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-pased, instructor-led
courses, oniine Web-based training (e-leaning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Feed

View A Aricles and Sections
CONNECTed Job Aids c ev
Cancel a Leave/Absence Request

(Cancel a Leave/Absence Request

Submit a L eave/Absence Request

‘Submit a Leave/Absence Request

i (=(=E

View Leave/Absence Balance

Time And Labor Dashboard

Sign out
™) L
Personaize Content | Layout 7 Hep

CONNECTor Contact Information S ov
Name Department Phone

SHARK CHRISTINA M ACC ICOURTBUSINESS  410250-
SEVILLASOMOZALORENA QS /COURTBUSINESS  #10i260-
PARKERALECIAA 4OC | COURT BUSINESS 410250
AERS ALLISON E A0C [COURTBUSINESS  4103250-
MCKENNA-CHEYNE,LINDAK  AOC - JIS (Genera)) pibians
JONCZAK MICHELLE A AOG - IS (General) e
NUDELL Theresa G AOC - IS (General) 4 aoreo-
DUNSTONMICHAEL A AOC 1 JECC s
VAYNARDCATHERINEA SO/ ALESANY ONTY - 30977
weoones Sjzevom B
DILLARDWOODYKRISE S0/ ANNG A NPEL Pt
EARLY,KIMBERLE A e SEUNDEL it
ARNOLD,DOUGLAS B AR SRS I 122
MCCREADY, DENISE D ColoRE LY s
iy o L CC/BALTIMORECITY 410333 |~
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Action

12. | Click the Sign out link.
Sign out

13. | You have completed the topic "Accessing a Web-Based Course".
End of Procedure.

12 21 15 Viewing Your Course Details (Progress, Grades, Approvals, Schedule, etc.)

Once enrolled into a course, you can view your progress, class schedule, grade & attendance,
notes & attachments, and approvals.

> CONNECT

Maryland

Class Details

Class Name Multicufturalism and the Workplace Type Classroom
Class Code OPD-3001-2015-11-24 Contact NANCY KLINE
Price Per Seat — Drop Charge —
Enroliment Status Enrolied Confirmation Number 18897
Start Date 11/24/2015 End Date 11/24/2015
Last Enroliment Date 11/24/2015 Last Drop Date —

Duration 1 Hrs

Progress Schedule Grades and Attendance Notes and Attachments Payment Details Approvals

Scheduled Sessions

Day Date Start Time EndTime  Time Zone Instructor Location
Tuesday * 1112412015 1:00PM 2:00PM EST JAMES Annapolis, MD
Y ' SCREVEN pOlS.

* Required Sessions
Drop Recommend Leamning

@ To be able to add event to your calendar, set up your calendar in the Learning Preference page.

Procedure

In this topic, you will view the details for a course in which you are enrolled.

Favories ¥ | MainMenu 4 Home | Signout [
£ CONNECT :
(o =

MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links S 0% | {)CONNECT News s o~  |CONNECTor Contactinformation s o
T CONNECTed - Training Materials » HR CONNECTION - ISSUE 1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A25LEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
@ sete Payot Foms orof TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
B Heath Benete be able 1o successfully use CONNECT. Therefore, we would
i Health Benefts Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | JONCZAK MICHELLE A AOC - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129
—  ViitTaiing Ubrary G i pdedne ane siils they may need pror o king 2 VAYNARDGATHERINEA oo Amoratt ONTY - 2007
a
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
i CONNECTd N
R e Al Aricles and Sections DILLARDWOODY KRis £ GG/ ANNE ARUNDEL 410222-
ACONNECTed Job Aids s o ‘ COURTHOUSE er
N Reach out 0.2 CONNECTor at your location ¥ T —— CC/ ANNE ARUNDEL 410222
: COURTHOUSE 1896
CONNECT: \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
i @ HELP DESK | MGCREADY, DENISE D e e
W | - View Leave/Absence Balance P SANEA L CC/BALTIMORE CITY  410333- |~

Page 302



TRAINING GUIDE
-{‘
EON N EEETE CONNECT Employee Self Service

Step @ Action [\ [o] {=1

1. Click the Learning Dashboard tab.
| Learning Dashboard |

2. Click the My Learning link.

Wy Learning

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A& Home Sign out
+» CONNECT
>
Maryland Judiciary
My Learning 77 View Calenigar & Request New Leaming l_ﬁ} Leaming Home
JAMES DAVIS Contact Us
“View Current Leaming =] co
My Learning |3 14of4
Title Type Status Date Action My Ratings Delete
Court Professional Certificate (CPC) U Curriculum Registered 08/23/2015 Drop
Multiculturalism and the Workplace Classroom Enrolled 0811212015 Drop
Advanced Topics in Sentencing Course Planned 08/24/2015 Enroll i}
Customer Service for Court =
Eroreeonate Course Planned 0811212015 Enroll i}
My Learning Competencies & 12072
Title Proficiency Status Target Completion Assigned By Leamning Remove
Relationship building 2 & Needed 1213112015 JAMES DAVIS Find Leaming i

R, -~ [ I e rrimnainn e =]
i ] '

Step @ Action Notes

3. Click the Multiculturalism and the Workplace link.
Multiculturalism and the "."'-."DFKD|EEE

4. Click the Vertical scrollbar to move down the page.

5. Click the Schedule link.

6. View the class and session details.

7. Click the Grades and Attendance link.
|Grades and Attendance]

8. An instructor or administrator will update your progress,
attendance, and passing status as you attend the course.

You can view these statuses at any time.

9. Click the Notes and Attachments link.
INotes and Attachments]

10. | Any notes or attachments added by the instructor or
administrator will be displayed on this page.

This class however, does not contain notes or attachments.
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Step | Action

11. | Click the Home link.

Favorites ¥ | Main Menu v

4 Home | Signout [iel
£- CONNECT :
P =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ 0
Personalize Content | Layout ? Help
External Links S °¥ «{»CONNECT News ¢ eov  CONNECTor Contactinformation S e~
Tzl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
[S—— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA riee o
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SEERATEEINE OFFICE 148
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-fed | | NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
bl BTt ey MAYNARDCATHERINEA (51 AREeh et
] 2 - ’ CCIALLEGANYCNTY 301777
o (CONNECTed Eeed LINDSEY DAWNE D T =k
5] P2 View Al Aricles and Sections
DILLARDWOODY KRISE GG/ ANNE ARUNDEL 410222-
., . - ! COURTHOUSE 1187
~ ([CONNECTed Job Aids T ov
y Reach 0ut 103 CONNECTorat yourlocation = EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
ui CONNECTor W Cancel a Leave/Absence Request ECD)L,J ZL:‘;?REUNDEL lijzzz
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeaverAbsence Request !
[ CC/BALTIMORE GITY 410233
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D
o @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance LY SANARA | CCIBALTIMORE CITY 410233 |~

Step | Action

12. | Click the Sign out link.

13. | You have completed the topic "Viewing You Course Details
(Progress, Grades, Approvals, Schedule, etc.)".
End of Procedure.

12 21 15 _Understanding and Completing Course Learning Components

Learning components are the building blocks of a course. CONNECT supports 6 basic types of
learning components:

e Web-based
e Session

e Webcast

o Test

e Survey

e Assignment

Each course must have at least 1 learning component but could have more than one. In most
cases, you will see courses that either have a class session, web-based component, or a survey
used to evaluate the course.
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Start Date 10/20/2015

Last Enroliment Date 10/20/2015

Progress Schedule Grades and Attendance

Class Progress

Progress Enrolled

Passing Status Pending

Instructor NANCY KLINE

Class Syllabus
‘You must complete this class by 10/20/2015.

1 Instructor-led Class
Required  Class

Progress Not Attempted

2 Class Evalua

n
Optional Survey

Progress Not Attempted

Drop Recommend Learning

€ To be able to add event to your calendar, set up your calendar

End Date 10/20/2015

Last Drop Date —

Duration 2 Hrs

Notes and Attachments Payment Details

Grade Not Graded

Comments (=

To receive credit for this class you must complete all required tasks in order.

View Schedule and Locations

the Learning Preference page.

Approvals

Procedure

In this topic, you will view a course's learning components.

Favorit Main Menu

< CONNECT

My Page My HR Manager Dashboard

External Links S o~

ﬁ"ﬂ GONNEGTed - Training Materials
R, Phone Diectory

@ Central Payroll Oniine Service:
[® state Payrol Forms

O ——

) Heatth Benefts Forms

B neeo AssisTance?

VisitTraining Ubrary

CONNECTed

a
w
=
«

Reach out 0.2 CONNECTor at your location

CONNECTor <

Contact the Help Desk (410) 260-1114

@ HELP DESK

STEP 3

Company Direstory

Learning Dashboard

(- »CONNECT News S ev

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - 2 monthly information
resource o the latest happenings in the Judiciary's
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
‘employees about key HR information. While stories may
incluge broad HR news and updates, most stories will focus
‘on CONNECT as we lead up fo the January 2016 launch of
that project.

HR CONNECTION - ISSUE 2

The CONNECT project will launch in January 2016. Nowis
the perfect time to focus on the education you will need to
be able to successfully use CONNECT . Therefore, we would
like you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-pased, instructor-led
courses, oniine Web-based training (e-leaning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Feed

View A Aricles and Sections
CONNECTed Job Aids c ev
Cancel a Leave/Absence Request

(Cancel a Leave/Absence Request

‘Submit a Leave/Absence Request

‘Submit a Leave/Absence Request

i (=E(~E

View Leave/Absence Balance

Step  Action

Time And Labor Dashboard

*
Personalize Content | Layout

CONNECTor Contact Information

Name Department
SHAAK,CHRISTINA M gcp)gégoum BUSINESS
SEVILLASOMOZALORENA  AS | SOURTBUSINESS
PARKER ALECIA A A0C [ COURTBUSINESS
AKERS,ALLISON E gggégouﬂ BUSINESS

MCKENNA-CHEYNE,LINDAK  AOC - JIS (General)

JONCZAK MICHELLE A AOC - JIS (General)

NUDELL Theresa G AOC - IS (General)
DUNSTON MICHAEL A AOC 1 JECC

VAYNARDCATHERINEA o0 AcLE Al ONTY
LINDSEY, DAWNE D Y ey
DILLARDWOODYKRISE S0/ ANNG A NPEL
EARLY,KIMBERLE A e SEUNDEL
BURKE,SHARON K O UNDEL
ARNOLD,DOUGLAS B CoIhE AR
MCCREADY, DENISE D ColoRe e

. CC / BALTIMORE CITY

Sign out

410222
1187
410222
1896
410222~
1425
410222
1436
410333

1. Click the Learning Dashboard tab.

| Learning Dashboard

2. Click the My Learning link.
My Learning
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Favortes ¥ | MainMenu v Self Senvice ¥ Leaming ¥ My Leaming 4 Home | Sign out
+» CONNECT
o
. . E
My Learning [ Vg cagnidar &, Reauest New Leaming ¢§ Learning Home:
JAMES DAVIS Contact Us
“View Gurent Leaming =l

My Learning 18 15015

Tite Type status Date Launch Action Wy Ratings Delete

Coun Frofessional Cetficate (CFC) - yrreuium Registered 082312015 Drop

Being Calm and Clear - Mindfuiness L
e Classroom Enrolled 082712015 Drop E
Multcuturalism and the Workplace  Glassroom Enrolled 081212015 Drop

Warking with Personality Types Oriine Enrolled 081212015 ® Drop

Customer Service for Gourt

5

ey Course Planned 0811212015 Enroll i)

My Learning Competencies I 1202

Tite Proficiency status Target Completion  Assigned By Leamning Remove

Relationship buiding 2 B Nesded 1203172015 JAMES DAVIS Find Learning i

Customer Focus 2 8 Needed 082172015 JAMES DAVIS Find Learing i

View All Objectives

Step ‘ Action Notes

3. Click the Being Calm and Clear -- Mindfulness in Work and Play
link.

Being Calm and Clear - Mindfulness
in Work and Play

4, Click the Vertical scrollbar to move down the page.

5. Notice this course has two learning components:

¢ Instructor-led Class

¢ Class Evaluation

You must satisfy the requirements for each component in order
to receive credit for the course.

In this example, the instructor-led class is required but the class
evaluation is optional.

6. In some cases, you might need to complete the first component
before you can start the second component.

In this example, you would have to complete the class before you
could complete the evaluation.

7. Click the Instructor-led Class link.
Instructor-led Class

8. You can view the completion details for each component that
defines the course.

Completion details for instructor led classes will be entered by
the instructor or learning administrator based on your
participation in the class.
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Step Actio otes

9. | Click the Return to Previous Page link.

:F{eturn to Previous Pag

10. | Click the Class Evaluation link.
Class Evaluation

11. | View the completion details for the class evaluation.

Online components such as surveys and web-based courses will
be updated automatically as you launch and complete the
component.

12. | Click the Return to Previous Page link.

Return to Previous Page!

13. | Click the Home link.

Favories = MainMenu ~ A Home | Signout [
£ CONNECT :
(e =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %¢ i
Personalize Content | Layout ? Help
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl col Ted - Training Materials HR CONNECTION -ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
[Sr——— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA riee o
State Payrol £ that project.
B sete Payol Foms a1 proee AOC |COURTBUSINESS  4101250-
sw  HR CONNECTION -ISSUE 2 SEERATEEINE OFFICE 148
28 Empioyee Health Beneits g The CONNECT project wil launch in January 2016. Now s 080
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260-
raining methods, including classroom-based, instructor-ed | | NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
S the knowledge and skils they may need prior 1o taking a CCIALLEGANYCNTY  301777-
o | sty o e MAYNARDCATHERINEA oo e ol o
E (CONNECTed e i LINDSEY DAWNE D oo eNTY T
= Views Al Aries and Setions ) 50 J ANNE ARUNDEL o
DILLARDWOODYKRISE 45/ ATHOUSE P
o~ CONNECTed Job Aids T o~
Reach out 103 CONNECTorat yourocation b GG/ ANNE ARUNDEL 410222-
EARLY KIMBERLE A Pttt s
i CONNECT: v Cancel a Leave/Absence Request e oL P
2 - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
y ARNOLD,DOUGLAS B
‘Submit a LeaveAbsence Request
[ ‘Submit a LeaverAbsence Request CCIBALTIMORE CITY 410333
w 4 MCCREADY,DENISE D
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance BBy SANORA L CC/BALTIMORE GITY  410333- |~

Action

14. | Click the Sign out link.

15. | You have completed the topic "Understanding and Completing
Course Learning Components".
End of Procedure.

My Learning

Use the My Learning page to view all your learning transcripts, perform actions such as drop and
enroll, and print certificates of completion for selected courses.
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During this learning module you will review various sections of topics:

e Viewing the Personal Information Home Page

e Viewing Learning Transcripts & Printing a Certificate of Completion
e Dropping a Self-Enrolled Course from My Learning

e Requesting a New Class for an Existing Course

e Sending an Ad-Hoc Email to a Class Administrator

12_21 15 Viewing the Personal Information Home Page

You can view your personal information in the CONNECT Learning system. Any changes to your
personal information however, must be made in the CONNECT HR system.

< CONNECT

Personal Information Home
NANCY KLINE

Name

NANCY KLINE

Address Summary

Address Type Address Primary
Home 123 High Street Annapolis, MD 12345 02

Email Addresses

Email Type Email Address Primary

Business

Phone Numbers

Phone Type Phone Primary
Business 001-410/555-9999

Learning Preferences
PeopleSoft Calendar Filter Current Learning

Program Display Option Expanded

Rows Displayed 15 items per page

Procedure

In this topic, you will view your personal information page in the CONNECT learning section.
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Favorites ¥ | MainMenu v

# Home | Signout [l
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
2] CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary P -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able to successiuly use GO erefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 4100
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
i oo, Fee MAYNARDCATHERINEA GO ALEGANYONTY 3017777
= (( reed COURTHOUSE 5022
i QONNECTSd icw Al Arfcles and Sections GG/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B 3
“ . o COURTHOUSE 1426
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/ BALTIMORE CITY 410333
w ALEXANDER LAVINIA G
= @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Step @ Action

1. Click the Main Menu button.
Main Menu

2. Click the ELM Systems menu.
[0 ELM systems ¥

3. Click the Self Service menu.
[d  Self Service k

4, Click the Personal Information Home menu.

|j Personal Information Home

5. Note: This a view only page. Your personal information on this
page was fed from the CONNECT HR system.

Any updates that need to be made to your personal data must be
performed in the CONNECT HR system.
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Favortes ¥ | ManMenu v

£ CONNECT

CONN

Personal Information Home
NANCY KLINE

/ﬁ Learning Home!

Name

NANCY KLINE
Address Summary
Address Type Address Primary
Home 123 High Street Annapolis, MD 12345 02
Email Addresses
Email Type Email Address Primary
Business
Phone Numbers
Phone Type Phone Primary
Business 001-410/555-0999

Learning Preferences
PeopleSoft Calendar Filter Current Leaming

Program Display Option  Expanded

Rows Displayed 15 items per page

ECTe

TR AR WG

ERNET

Step ‘ Action Notes

6. Click the Vertical scrollbar to move down the page.

7. Some of the data on this page was masked for privacy.

8. Click the Update Learner Preferences button.
| Update Learner Preferences |

is set to automatically display the "Basic Search" page which
limits your search criteria.

If desired, you can change this setting to "Advanced Search"
you access the catalog.

For this example, do not change the setting.

9. When you search the catalog for courses or programs, CONNECT

which will automatically display the advanced search fields when

10. | Click the Cancel button.

Cancel

11. | Click the Home link.
# Home
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CONN

FRAET

Favorites ¥

MainMenu ¥

+ CONNECT

My Page My HR Manager Dashboard

External Links <

(32

78] CONNECTed - Training Materials

&, Phone Directory

[® state Payrol Forms
& Empioyes Heain Benetts

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

CONNECTed

STEP 1

Reach out 0.2 CONNECTor at your location

CONNECTor

9

@ HELP DESK |

STEP 3

Company Directory

MCONNECTed Job Aids -]

Learning Dashboard

{-+CONNECT News =

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use efore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Feeg
View Al Arives and Sections

Cancel a LeavelAbsence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request

Submit a Leave/Absence Request

 (=E=E

View Leave/Absence Balance

Step @ Action

Time And Labor Dashboard

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Signout [l
) L
Personalze Confent | Layout 2 Hep
CONNECTor Contact Information s o~
Name Depariment Prone
PARKERALECIAA A0CICOURT BUSINESS 410260
SEVILLA SOMOZALORENA  AOC/COURTBUSINESS  410/260-
AKERS ALLISONE 400 COURTBUSINESS 419260
TSI ACCICOURTBUSINESS 410260
MCKENNA-CHEYNE.LINDAK ~ AOC - JIS (General) it
NUDELL Theresa G AQC - IS (General) Lo
JONCZAK MICHELLE A AOC - IS (General) Pt
DUNSTON MICHAEL A AoC 1JECC P
mosciomes SSyuEOm T
VAYNARDCATHERINEA  Co! AEOANY ONTY 300777
momos g
EARLY.KIMBERLE A OOl AN SSUNDEL o
DILLARDWOODY KRISE S ANNE ARUNDEL it
ALEXANDER LAVINIA G CCTBALTMORE CITY 4107333
[ CC/BALTMORECITY 41033 | -

12. | Click the Sign out link.

13.
Home Page".
End of Procedure.

You have completed the topic "Viewing the Personal Information

12_21 15 Viewing Learning Transcripts & Printing a Certificate of Completion

Use the My Learning page to view all your learning transcripts, perform actions such as drop and
enroll, and print certificates of completion for selected courses.

Favoriles = Leaming ¥ My Leaming

Main Meny Seif s

A Home

+ CONNECT e - -

View | Current Leaming El [

My Leamning

Title Type Status
Currculum n-Progress
curmculm Pending Approval

CSMC 9 - Legal Researth Classroom Pending Approval

Being Caim and Clear — Mindfulness in .

Work and Piay Aasstoom

My Learning Competencies

Title Proficiency Status

Job Knowledge and Skils 8 Needed

Commun 2 B needea

Leadership B Needed

view All Objectives

Procedure

Date Action My Ratings
081872015 Drop
073
081872015 Drop
Envoll
Target Completion Assigned By Leaming

Find Leaming

12152015

Fing Leaming

12152015

Find Leaming

Sign oul

In this topic, you will view your learning transcripts and print a certificate of completion for a

completed course.
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Favorites ¥ | MainMenu v

Signout [
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
CONNECTed - Training Materials oy HR CONNECTION -ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets Q The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— s neneche o ol ey ey edor o an3 || yayaspcamiennes  CSJALEGANYONTY 17T
a 3
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed Ay COURTHOUSE 5023
& CONNECTed e s s
\ GG/ ANNE ARUNDEL 410222-
DiLLARDWOODY.KRISE S0/ ANNE AR i
1 CONNECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ T — CC / ANNE ARUNDEL 4101222
' COURTHOUSE 1896
CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
w Submit a Leave/Absence Request MCCREADY, DENISE D CC/BALTIMORE CITY 410333~
= @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Action

1. Click the Learning Dashboard tab.

| Learning Dashboard |

2. Click the My Learning link.
My Learning

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A& Home Sign out
+» CONNECT
Matyland Judiciary
My Learning [ view catenaar @: Request New Leamning /ﬂ Learning Home
NANCY KLINE Contact Us
“View [Current Learning =l eo
My Learning | & 140f4
Title Type Status Date Action My Ratings
Court Supervisor-Manager Certificae
Brogram (GSMC) Curriculum In-Progress 081812015 Drop
Court Professional Certificale Program ey Pending Approval 071312015
(cpCy
CS/MC 9 - Legal Research lassroom Pending Approval 08/18/2015 Drop
Being Calm and Clear — Mindfulness in
Work and Play Classroom Planned 0712912015 Enroll
My Learning Competencies (E] 130f3
Title Proficiency Status Target Completion Assigned By Leamning
Job Knowledge and Skils 2 B Needed JAMES DAVIS Find Leaming
- - o e s i &

Step | Action

3. Click the Vertical scrollbar to move down the page.
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Step ‘ Action Notes

4, By default, the My Learning page displays your current learning
and competencies.

CONNECTed

Current learning consists of courses and programs that you are
currently involved with whether they are planned, pending
approval, enrolled, in-progress, etc.

5. In addition to viewing your learning activities on the My Learning
page, you can perform certain actions.

You can click any word in blue to view additional information. For
example, clicking a course title will display more information
about the course.

You can also use the action buttons to drop or enroll into a
course or program.

6. Click the Court Supervisor-Manager Certificate Program
(CSMC) link to view additional course information.
Court Supervisor-Manager Certificate
Program (CSMC)

7. When finished, click the Return to Previous Page link to return to
the My Learning page.

,C_h Return to Previous Page:

8. | You can use the View drop-down list to change the view from
Current Learning to something else. Options include:

e Completed learning

¢ Dropped learning

e All learning within the last 90 days

¢ All completed learning for the calendar year
¢ All learning, any type and status

¢ Requested learning

9. Click the View drop-down list.

10. | Click the All Dropped Learning list item.

11. | Click the Go button.
=0

12. | All dropped learning is displayed.

13. | Click the View drop-down list.

14. | Click the All completed learning this calendar year list item.
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Step ‘ Action Notes

15. | Click the Go button.
G0

16. | All learning that was completed during the current calendar year
is displayed.

17. | Click the View drop-down list.

18. | Click the Requested Learning list item.

19. | Click the Go button.
=0

20. | All submitted learning requests are displayed.

21. | Click the View drop-down list.

22. | Click the All Completed Learning list item.

23. | Click the Go button.
G0

24. | If you see a print icon for a specific learning item, you can click
the icon to print a certificate of completion for that item.

In this example, the print icon is not available for the MS Word
Advanced Course and the Excel Advanced Course since these are
supplemental learning and were completed outside of CONNECT.

25. | Click the Print button for Advanced Topics in Sentencing.

=

26. | Use the toolbar at the bottom of the page to print or save the
certificate as desired.

(2 hitpy//hrtestmdcourts.govi1 23 O+ ¢ X | 2 mdcourts.gov. x
B v B - @ v Pager Sofety~ Tooks~ @v B i3 @

Certificate of Completion

This certifies that
NANCY KLINE
has successfully completed
Advanced Topics in Sentencing

as of 05-28-2015
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Step @ Action

27. | When finished, click the Close (X) button to close the certificate.

Favorites ¥ | Main Menu ¥ Self Service ¥ Leaming ~ My Leaming sign out
-~ NNECT
o
Maryland Judiciary
“View [All Completed Leaming =] [ eo
My Learning (J:E2) 13073
Title Type Status Date Action Print My Ratings. i
Advanced Topics in Sentencing Classroom Completed 05/28/2015 Review
MS Word advanced Course Academic Course Completed 05/06/2015
Excel Advanced Course Academic Course Completed 05/05/2015
My Learning Competencies NE 1303 |z
Title Proficiency Status Target Completion Assigned By Leaming
Job Knowledge and Skills 2 B Needed JAMES DAVIS Find Leaming
Communication 2 5 Needea 1211512015 JAMES DAVIS Find Leaming
Leadership 2 B Needed 12/15/2015 JAMES DAVIS Find Leaming
View All Objectives
B i '

Action

28. | Click the Home link.
#A Home

Favories ¥ | MainMenu signout [
% CONNECT
(o
MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links S T {1CONNECT News s o~ |CONNECTor Contactinformation S o~
TII CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM A25LEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
@ sete Payot Foms orof TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
I tealth Benets Forms be able 1o successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. G acombination | | JONGZAKMICHELLE A AOC - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129
—  ViitTaiing Ubrary G i pdedne ane siils they may need pror o king 2 VAYNARDGATHERINEA oo Amoratt ONTY - 2007
a
& A e [ ESSIEEIED CC/ALLEGANYCNTY  301777-
= e d COURTHOUSE 5023
% (CONNECTed s s s
DILLARDWOODY KRis £ GG/ ANNE ARUNDEL 410222-
! COURTHOUSE 1187
" {CONNECTed Job Aids S o
o Reach out 0.2 CONNECTor at your location ¥ T —— CC/ ANNE ARUNDEL 4101222
[ : COURTHOUSE 1896
wi CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
o ComctnendpDesk @102601114 / Submita Leave/Absence Request COURTHOUSE 1426
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance P CC/BALTIMORE CITY  410333- |~
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Action

29. | Click the Sign out link.
Sign out

30. | You have completed the topic "Viewing Learning Transcripts and
Printing a Certificate of Completion".
End of Procedure.

12_21 15 Dropping a Self-Enrolled Course from My Learning

From the My Learning page in CONNECT, you can drop courses and programs that have been
self-enrolled by you. You cannot drop courses or programs that have been assigned by your
manager or a learning administrator.

Main Meny Self Service Leaming ¥ My Leaming #A& Home

Sign out

2 CONNECT

My Learning [ View Calendar st New Leaming 15 Leaming Home
NANCY KLINE Contact Us
“View ning zl| o
My Leaming I
Titl Type Status Dote Action My Ratings
Curriculum In-Progress 1872015 Orop

Customer Service for Court Professionals  Classroom Enrosied Drop
Court Professional Certficate Program ’ e =
Cons Curmculun ] 7
CSMC 9 - Legal Research Classroom Drop

Mindfulnessin ¢ csroom Planned 0712912015 Enroll
My Learning Competencies
Title Proficiency Status. Target Completion Assigned By Leaming

Procedure

In this topic, you will drop a self-enrolled course.

Favories = MainMenu ~ A tHome | signout [
- CONNECT »
(e =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %¢ i

Personalize Content | Layout ? Help
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
rzl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
[S—— Tesource on the latest happenings in the Judiciary's SHAAK CHRISTINAM ACGLEOURTBUSINESS 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | PARKERALECIAA orFicE o
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 AKERS,ALLISONE OFFICE 1438
28 Empioyee Health Beneits ‘ The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | JoNGZAK MICHELLE A AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses different 4101260-
raining methods, including classroom-based, instructor-ed | | NUDELL Theresa G AOC - JIS (General) 1030
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC p
will aiso be prerequisie courses 1o provide employees wih
S the knowiedge and skills they may need prior o taking a CCIALLEGANYCNTY  301777-
o | sty o e MAYNARDCATHERINEA oo e ol o
E (CONNECTed e LINDSEY DAWNE D oo eNTY T
b ieur Al Aricles and Seclions ) CC / ANNE ARUNDEL 4022
DILLARDWOODYKRISE 45/ ATHOUSE P
~ CONNECTed Job Aids T o~
) Reach out 10 3 CONNECTorat yourlocation b EARLY KIMBERLE A GG/ ANNE ARUNDEL #0222
i CONNECT: v Cancel a Leave/Absence Request gg‘; i;:(;f;uwna l:ijzzz
v - Cancel a LeavelAbsence Request BURKE,SHARON K COURTHOUSE 1425
CC/ ANNE ARUNDEL 410222
ARNOLD,DOUGLAS B
‘Submit a LeaveAbsence Request
[ ‘Submit a LeaverAbsence Request CCIBALTIMORE CITY 410333
w 4 MCCREADY,DENISE D
5 @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance BB SANRA | CC/BALTIMORE CITY 410333~ |~
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1. Click the Learning Dashboard tab.
| Learning Dashboard |

TRAMIKIG LIEAM

2. Click the My Learning link.
Wy Learning

3. Note: You can only drop a course or program that was self-
enrolled by you. You cannot drop a course or program that was
assigned by your manager or a learning administrator.

Favorites ¥ Main Menu ¥ Self Service ¥ Leaming ¥ My Leaming A Home Sign out
+ CONN
v
My Learning T View Calenigar & Request New Leaming /}} Leaming Home
NANCY KLINE Contact Us
“View Current Learing Go
My Learning [ EL 150f5 |=
Title Type Status Date Action My Ratings
Court Supervisor-Manager Certificate
Erogram (eaho) Curriculum In-Progress 08/18/2015 Drop
Customer Senvice for Court Professionals ~ Classroom Enrolled 08/1312015 Drop
%;S)meess'c’"a' Certficate PIOgaM ¢ e yium Pending Approval 0711312015 L
CSIMC 9 - Legal Research Classroom Pending Approval 0811812015 Drop
Being Calm and Clear  Mindfulness in
Work and Py Ciassroom Planned 071292015 Enroll
My Learning Competencies @ 13013
Tite Proficiency Status Target Completion Assigned By Leaming
I . oo N S &

Step  Action Notes

4, Click the Drop button for the course "Customer Service for Court
Professionals".

Drop

5. Click the Drop button to confirm the action.
Drop

6. Notice the message indicating the drop was successful.

7. Click the Learning Home link.

#R | caming Home
0 9
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Favorites ¥ | MainMenu ¥ =
% CONNECT
(e
Personalze Confent | Layout 7 Help
My To Do List s ov @ Pending Approvals s o~
[&F 1 Pending Approval Request — sy o G
FAITHBAGNALL  Being Gaim and Clear ~ Mindfulness in Work and Piay v X
Announcements s ov (#  Maintain Approvats
No Current Announcements. % TemileTig e
View[All Learming 5] Name[All Team Members =] I
({\) Quick Links ov
Name Tite Required _ Status Due Date
Find Leaming FATHBAGNALL  Being Calm and Clear ~ Mindfu Pending Approval
GISELE MATHEWS  Being Caim and Clear ~ Mindfu Dropped
My Leaming
View More Detais
Certifications 3 Team Leaming
Leaming Competencies @ Search for Leaming ov
Leaming Prans Enter a keyword and select the Search button toinate the search
Supplemental Leaming ®
Advanced Search i
o~
= Q My Current Learning s o~
§% Team Members
. No Learing information exists o LEROY ROBINSON.
@ Team certications
i e
Team Competencies 3 My Leaming
Team Leaming Plans [751| My Leaming Catondar e vl | |

Action

Click the My Learning link.

By changing the current view, you can see all learning items that
have been dropped.

Favorites v Main Menu ¥ Self Service ¥

% CONNECT

Learning ¥ My Learning

A Home

Sign out

My Learning [ view catenaar @ Request New Leaming /ﬂ Leaming Home
NANCY KLINE Contact Us
“View [Current Learning [ eo
My Learning & 14074
Title Type Status Date Action My Ratings
Court Supervisor-Manager Certificate
Bragtam (CSMC) Curriculum In-Progress 08/1812015 Drop
Court Professional Certificale Program ey Pending Approval 071312015
(crecy
CS/MC 9 - Legal Research Classroom Pending Approval 06/1812015 Drop
Being Calm and Clear - Mindfulness in
Work and Play Classroom Planned 0712912015 Enroll
My Learning Competencies (] 130f3
Title Proficiency Status Target Completion Assigned By Leaming
Job Knowledge and Skills 2 B Needed JAMES DAVIS Find Leaming
- - - = e v e S
< i 5

Action

10.

Click the View drop-down list.

11.

Click the All Dropped Learning list item.

12. | Click the Go button.

G0
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13. | Notice the course that was just dropped (Customer Service for
Court Professionals) is displayed with a status of "Dropped".

14. | Click the Home link.
#A Home

Favories = | MainMenu v -]
- CONNECT :
(o =

MacsiandJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links S 0% (LCONNECT News s o  |CONNECTor Contactinformation s o
Tzl CONNECTed - Training Materials NN HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Phone Drect resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A2FLEOURTEUSINESS 47060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSREEE aE
consistent communication channel to inform Judiciary -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may SEVILLASOMOZALORENA  orrice 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 354
[ state Payro Forms that project
TER/MIEIR AOC COURTBUSINESS 4101260~
HR CONNECTION - ISSUE 2 OFFICE 148!
2% Empioyes Heatn Benefts The GONNEGT project wil launch in January 2016. Nowis 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
I tealth Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. G acombination | | JONGZAKMICHELLE A AOG - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
Py ——— e roecio sl ey e s s 0SS s canenes S5 ALEGANONTY T
a
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed 3 COURTHOUSE 5023
B (CONNECTed
DiLLARDWOODY.KRISE S0/ ANNE AR e
1 CONNECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 410222
a x EARLY KIMBERLE A ] &
i CONNECT: \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
y ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
wi ubmita Leave/Absence Request MGCREADY, DENISE D
5 @ HELP DESK | CRTHSE EAS 376
| - View LeavelAbsence Balance Ly SANORA | CC/BALTIMORE CITY 410333 | -

Step | Ac
15. | Click the Sign out link.

Sign out

16. | You have completed the topic "Dropping a Self-Enrolled Course
from My Learning".
End of Procedure.

12 21 15 Requesting a New Class for an Existing Course

Learning requests enable you to request new courses and classes if they are not in the CONNECT
catalog or if classes are full or waitlisted. You can enter desired preferences for the course or
class such as dates, times, locations, etc. It is important to note however, submitting the request
does not guarantee that the requested learning will be offered.
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é/ C O N N E C Al ~  search Rl Advanced Search

Maryland Judiciary

Request Learning ﬂ Leaming Home
NANCY KLINE

Existing or New Request

® Existing - Use this option to request a new class for an existing course in the catalog
Course [Microsoft Excel 2013 — Level 1 Search
O New - Use this option to request a new course not found in the catalog
“Category’ Q
*Title

Learning Request Preferences
Job Title Profess Develop Spec
Priority [Required for job

Delivery Method |No Preference

Start Dates From |09/01/2015 [[#

To12/31/2015 |

Wednesday Thursday
[ Friday [0 saturday [ sunday
Times [Aftenoon =]

Request Enroliment

Special Request [\yheeicnair Access »

Hearing Impared [

Vision Impaired

Facility [ Judicial Education & Conference Cen[~]

Instructor| CARL OWENS [=]

Description

Procedure

In this topic, you will search the learning catalog for a specific class, realize the class doesn't
exist, then request the class to be created.

Favories ¥ | MainMenu 4 Home | Signout B
% CONNEC
+
Mocsiandudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Extenal Links S 87 {)CONNECT News ¢ o | [CONNECTor Contactinformation s o
CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — e )
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s SHAAK GHRISTINAM AP LEOURTEUSINESS - 470260
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR a5
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR: information. While stories m: § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B sete Payol Foms oror TEEIET S AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1458
B8 Empioyes Healtn Benets The GONNEGT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
I tealth Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General)
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G AOC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- o
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
S R the inowledge and sils ey may need pror o taking 2 MAYNARD.GATHERINE A O3/ AUECANYONTY  2047777-
a
& 3 e [ ECSIEEIED CO/ALLEGANYONTY 301777
5 “CONNECTed s s oy g
> icw Al Arfcles and Sections \ GG/ ANNE ARUNDEL 410222-
DILLARDWOODYKRISE S0/ ANNE AR 17
HCONNECTed Job Aids s o
Reach out 10 CONNECTorat yourlocation * SRR, CC/ ANNE ARUNDEL 410222
: COURTHOUSE 1896
CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CC/BALTIMORE CITY 410333
5 @ HELP DESK CRTHSE EAS 3760
- View LeavelAbsence Balance iy SANnRA | CC/BALTIMORE CITY 4101333~ |~

Step @ Action

1. Click the Learning Dashboard tab.

| Learning Dashboard
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2. Click the Find Learning link.

Find Leaming

3. Note: Before submitting a request for a new course or class, it is
important to search the catalog first to ensure the desired
course/class doesn't currently exist.

Favorites Main Menu ¥ Self Service ¥ Leaming ¥ Find Leaming A& Home Sign out

- CONNECT g -

Find Learning T Regiest New [eaiing (g} Leaming Home

NANCY KLINE Basic Search | Advanced Search Contact Us.
Filter by Search by keyword ®

Location Search Results View Al First 1-150f 59 Last

No Country (41)
United States (5)
+] Expand  [=] Collapse
category
Maryland Judiciary Leam. (57) Advanced Topics in Sentencing (JDI-1009)
Learning Type _
No Learning Type (44) & ©) Plan for Later
Classroom (7)
Curriculum (4)
Certiication (3)

Few would disagree that sentencing is the most difficut aspect of a judges job. Advanced Topics in Sentencing will focus on the law of
Web-based Course (2)

sentencing and corrections, including alternatives to incarceration. View Details

Upcoming Events There are no classes currently scheduled for this course.
Anytime (41)
Next 30 Days (4)
Next 60 Days (4) Appeliate Judges' Perspectives on Family Law Gases (JDI-1003)
Next 90 Days (4)
90+ Days (1) < © Plan for Later

Rating
N ratina 20 M
gal I '

Step  Action Notes

4, Click in the Search by keyword field.

5. Enter "excel" into the Search by keyword field.

6. Click the Search button.

®

7. Click the Vertical scrollbar to move down the page.

8. Notice there are several Excel courses in the catalog but none of
the courses have scheduled classes.

9. Click the Vertical scrollbar to move back up the page.

10. | Click the Request New Learning link.

P

@_ Request New Learning

11. | The Learning Request function provides the ability to either
request a new class for an existing course or request a new
course.

In this example, you will request a new class for the Level 1
Microsoft Excel course.
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12. | Click in the Course field.

CONNECTed

13. | Enter "excel" into the Course field.

14. | Click the Search button.
Search

15. | Click the Select button for the course in which you are requesting
the class.

Select

16. | Notice the course you selected is populated in the Course field.

17. | The Learning Request Preferences allow you to specify your
desired preferences for the class such as:

¢ Delivery method
* Date range

¢ Days of the week
¢ Facility

e |nstructor

Remember, these are your desired preferences but does not
guarantee that a learning administrator will create the class
based solely on these preferences.

18. | Click the Priority drop-down list.
No Preference B2

19. | Click the Required for job list item.
|Required for job |

20. | Click the Delivery Method drop-down list.
No Preference (=]

21. | Click the Classroom list item.
[Classroom |

22. | Click in the Start Dates From field.

[ ]

23. | Enter "09/01/2015" into the Start Dates From field.

24. | Click in the Start Dates To field.

L

25. | Enter "12/31/2015" into the Start Dates To field.

26. | Click the Vertical scrollbar to move down the page.
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27. | Click the Monday option.
[T monday

CONNECTed

28. | Click the Tuesday option.
[C] Tuesday

29. | Click the Wednesday option.
[C] wednesday

30. | Click the Thursday caret.
] Thursday|

31. | Click the Times drop-down list.
| No Preference E”

32. | Click the Afternoon list item.
|Afternoon |

33. | Click the Request Enrollment option.

[l Request Enroliment

34. | Note: By selecting Request Enrollment, you are requesting the
person creating the class to enroll you afterwards.

35. | Click the Facility drop-down list.

| [~]

36. | Click the Judicial Education & Conference Center list item.
[Judicial Education & Conference Center |

37. | Click the Submit Request button.
Submit Request

38. | Notice the message indicating the request was submitted
successfully.

39. | Click the Home link.
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Favores ¥ | MainMenu v A Home | Signout [JEA
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
T CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1488
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | | JONGZAK MICHELLE A AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1756
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— e roecio sl ey ey ess s 0S| s canenes 05 ALEGAWONTY T
a
& oA e [ ECSIEEIED CO/ALLEGANYONTY 301777
5 (CONNECTed s s oy g
> icw Al Arfcles and Sections \ GG/ ANNE ARUNDEL 410222-
DILLARDWOODY,KRIS E
CONNECTed Job Aids s o~ COURTHOUSE st
N Readh out 1o a CONNECToratyourlocation ¥ SRR, CC/ ANNE ARUNDEL 410222
a ' COURTHOUSE 1896
i CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request CCIBALTIMORE CITY 410333
w MGCREADY, DENISE D
= @ HELP DESK | CRTHSE EAS 3760
w | - View LeavelAbsence Balance N CC/BALTIMORE CITY 410333 |~

Action

40. | Click the Sign out link.

Sign out

41. | You have completed the topic "Requesting a New Class for an
Existing Course".
End of Procedure.

12_21 15 Sending an Ad-Hoc Email to a Class Administrator

From within CONNECT, you can send an ad-hoc email to a learning administrator or the AOC
Education Division.

> CONNEC

My Learning [ View Calendar @‘5 Request New Learning f}} Learning Home
JAMES DAVIS
*View Current Learning El[ e

My Leaming 15015
Titie Type Status Date Launch Action My Ratings Delete
g‘L’I“" Professional Certifieate (CPC) oy jym Registerad 082372015 Drop

Being Calm and Clear - Mindulness .

Pt Classroom Enrolied 0812712015 Diop

Muttculiuralism and the Workplace  Classtoom Enrolled 081212015 Drop

Working with Persenalty Types Oniine Enrolled 0811212015 ® Drop

Gustomer Senvice for Court

5

Professionale Course Planned 08/12/2015 Enroll a

My Learning Competencies I@  120m2
Titie Proficiency Status Target Compistion  Assigned By Learning Remove
Relationship building 2 B Needed 1213122015 JAMES DAVIS Find Leaming i
Customer Focus 2 & Needed 083172015 JAMES DAVIS Find Leaming o
View All Objectives

Procedure

In this topic, you will learn how to send an ad-hoc email from CONNECT to a learning
administrator or the AOC Education Division.
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Favorites ¥ | MainMenu v

Sign out
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the latest happenings in the Judiciany’s SHAAK GHRISTINAM A5 LEOURTEUSINESS 470260
one Directory Depariment of Human Resources (HR). Our goal: provide a T BUSINESS  rams
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of PARKER ALECIAA FFICE 3544
that project.
B site Paol Forms oo P AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE P
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 10 oet GONNECTed CONNECTSG, & combinaton | | JoNGZAKMIGHELLE A ADG - IS (General) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, nstructor-fed NUDELL Theresa G ACC - JIS (General) 1020
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
Py ——— s neneche o ol ey ey edor o an3 || yayaspcamiennes  CSJALEGANYONTY 17T
a 3
& oA e [ ECSIEEIED CC/ALLEGANYCNTY  301777-
= {( Feed Ay COURTHOUSE 5023
& CONNECTed e s s
\ GG/ ANNE ARUNDEL 410222-
DiLLARDWOODY.KRISE S0/ ANNE AR i
“ s
N ‘CONNECTed Job Aids e ov
< Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a x EARLY KIMBERLE A ] i
i CONNECT. \ Cancel a Leave/Absence Request e ot s
GG/ ANNE ARUNDEL 410222-
ARNOLD DOUGLAS B
‘Submit a LeavelAbsence Request
] ‘Submit a LeavelAbsence Request MCCREADY,DENISE D CCIBALTIMORE CITY 410333
= @ HELP DESK | CRTHSE EAS 3760
| - View LeavelAbsence Balance iy SANORA | CC/BALTIMORE CITY 410333 |~

Action

1. Click the Learning Dashboard tab.

| Learning Dashboard |

2. Click the My Learning link.
My Learning

3. Anywhere you see "Contact Us" in the CONNECT Learning
System, you can click the link to send an email to the MD Courts
Education Division.

Favorites ¥ | MainMenu v Self Senvice ¥ Leaming ™ My Leaming 4 Home | Sign out
+- CONNEC
e
My Learning ] View Calender &, Reauest New Leaming ¢§: Learning Home:
JAMES DAVIS Contact Us
*View Current Learning [ co

My Learning [ 52} 15015

Tite Type Status Date Launch Action My Ratings Deiete

Sourt Professional Certicate (SPC) Cumicuium Registered 0812312015 Drop

Being Galm and Clear — Mindiuiness .

e Classroom Enolled 0812712015 Drop E
Multcuturalism and the Workplace  Classroom Enrolled 081212015 Drop

Working with Personality Types Orline Enrolled 0811212015 ® Drop

Customer Service for Court

s

Customer S Course Planned 081212015 Enrol i}

My Learning Competencies @ 12002

Tite Proficiency status Target Completion  Assigned By Leaming Remove

Relationship building 2 8 Needed 120312015 JAMES DAVIS Find Learing kil

Customer Focus 2 B Needed 0813122015 JAMES DAVIS Find Learning i}

View All Gbjectives.

Step @ Action

4, Click the Contact Us link.
Contact Us
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5. Notice Outlook opens with the Education Division email address
automatically populated.

CONNECTe

TRAMIKIG LIER NET

6. Compose your email to the Education Division by entering a
Subject and the contents of the email as desired.

= Hd s Untitled - Message (HTML) 7T E - &8 X
WMESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW

s [ b [ P a
! V@ == 1 Highimportance o

5= Addess Check  Attach Attach Signature Zoom  Appsfor

Book Names File hem= - Office

Names Incude Tage 5 Zoom | Apps ~

¥ LowImportance

@ ‘ & [0 s
Step | Action Notes
7. In this example, you will not actually send the email.

Click the Close button.
x

8. Click the No button.
(¢ []
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Favorites ¥ | Main Menu ¥ ev Leaming ¥ My Leaming

4 Home | Sign out

My Learning ] view Catendar &, Request New Leaming (§ Learning Home:
JAMES DAVIS Cofitact Us
Viow [Gurrent Loaming =l

My Learning 18 15015

Title Type Status Date Launch Action Wy Ratings Deiete

Coun Professional Cetficate (CFC) - cyrrcuium Registered 082312015 Drop

Being Calm and Clear - Mindfuiness . L
e Classroom Enrolled 082712015 Drop E
Muliculturalism and the Workplace  Ciassroom Enrolled 081212015 Drop

Warking with Personality Types Oriine Enrolled 081212015 ® Drop

Customer Service for Court

5

ey Course Planned 0811212015 Enroll i)

My Learning Competencies I 1202
Tite Proficiency status Target Completion  Assigned By Leamning Remove

Relationship buiding 2 B Needed 1203172015 JAMES DAVIS Find Learing i

Customer Focus 2 8 Needed 082172015 JAMES DAVIS Find Learing i

View All Objectives

Step @ Action [\ [o] {1

9. Click the Being Calm and Clear -- Mindfulness in Work and Play
link.

Being Calm and Clear - Mindfulness|
in Work and Play

10. | If you prefer to contact a specific Learning Administrator as
opposed to contacting the Education Division, you can click the
Contact name on the Class Progress page.

11. | Click the Jimmy Partin link.
Jimmy Partin

12. | Notice Jimmy's email automatically populated in the "To" field.

==} 4 Untitled - Message (HTML) T E - 8 %X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
cut B > FollowUp ~ S
o, i o e
Paste . " e z
T For ’ ook Na o
Ciipboard o BasicText Names Include -
To. jimmy.partin@ndcourts.gov
=
send
subject
Thanks,

James Davis
Administrative

e Office of the Courts

and 21401

mesage e exclusive use of my contsin confidentialor privileged information. I you sre not the intended recipient, plessa natify the
this me ssage and

@ RS ]
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13.

Click the Close button.

x

14.

Click the No button.

Mo

Favories ¥ | MainMenu v Self Se

+ CONNECT

Class Progress
JAMES DAVIS

©

Class Details (7

Class Code OPD-1001-2015-10-20
Price Per Seat —
Enroliment Status Enrolled
Start Date 107202015

Last Enrollment Date 107202015

Progress Schedule Grades and Attendance
Class Progress
Progress Enrolled
Passing Status Pending

Instructor NANCY KLINE

Class Syllabus

Leaming ~

Contact
Drop Charge
Confirmation Number
End Date

Last Drop Date

Duration

Notes and Atiachments

My Leaming

) Retum to Previous Page (g% Learming Home

Being Calm and Clear - Mindfulness in Work and Play

Class Name Being Calm and Clear — Mindfuiness in Work and Plagpe Ciassroom

RANCY KLINE]

19054
102012015

2Hrs

Payment Details

Grade Not Graded

Comments (2

Approvals

# Home

Sign out

15.

Click the Home link.
# Home

Favorites ¥ | Main Menu ¥

< CONNECT

My Page My HR Manager Dashboard

External Links <

CONNECTed - Training Materials

{,  Phone Directory

@ seerarorroms
B Empioyes Healn Benets

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

“CONNECTed

-
[
w
=
w

o~

Reach out 0.2 CONNECTor at your location

CONNECT

Contactthe Help Desk (410) 260-1114

& HELP DESK |

STEP 3

Company Directory

ov

o

©

Fee

*(-+CONNECT News =

Learning Dashboard

HR CONNECTION - ISSUE 1
Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
lude broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project
HR CONNECTION - ISSUE 2
The GONNEGT projest will launch in January 2016. Now is
the perfest tme to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
locatio fairs designed to supplement formal training. There
will aiso be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

View Al Arives and Sections

{CONNECTed Job Aids -]

Cancel a Leave/Absence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request
Submit a Leave/Absence Request

View Leave/Absence Balance

Time And Labor Dashboard

*

Personaiize Content | Layout

CONNECTor Contact Information

SHAAK,CHRISTINA M
SEVILLA SOMOZA,LORENA
PARKER ALECIAA
AKERS,ALLISON E
MCKENNA-CHEYNE, LINDA
JONCZAK MICHELLE A
NUDELL,Theresa G
DUNSTON,MICHAEL A
MAYNARD.CATHERINE A
LINDSEY,DAWNE D
DILLARDWOODY,KRIS E
EARLY KIMBERLE A
BURKE,SHARON K
ARNOLD,DOUGLAS B
MCCREADY, DENISE D

MIIRPLY SANDRA J

K

Department
AOC | COURT BUSINESS
OFFICE

AOC | COURT BUSINESS
OFFICE

AOC / COURT BUSINESS
OFFICE

AOC | COURT BUSINESS
FFICE

AOC - Jis (General)

AOC - JIS (General)

AOC - JIS (General)

AOC 1 JECC
CC/ALLEGANY CNTY
COURTHOUSE
CC/ALLEGANY CNTY
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC/ BALTIMORE CITY
CRTHSE EAS
CC/BALTIMORE CITY

Sign out

Phone
4107260~
1737
410260~
1576
410260-
3544
410260
1483
410260~
1119
410260-
1756

410222
1425

410333 | -
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16. | Click the Sign out link.

17. | You have completed the topic "Sending an Ad-Hoc Email to a
Class Administrator".
End of Procedure.

Applying for Jobs

Through CONNECT self-service, employees can view job postings and apply for jobs online.
Upon completion of this module, you will be able to:

e Applyforajob

e Save job search criteria

e Save jobs to favorites

o  Withdraw an application

e Accept or reject a job offer
e Sendajob to a friend

e Referafriend

e Notify applicants of jobs

12_21 15 Searching and Applying for a Job
Applying for a Job -Internal Employee

As a current employee you have the ability to search jobs though the self-service careers page
and apply online. As a current employee CONNECT will automatically include your basic
information such as, name, address, email, phone numbers, etc., to your application and
therefore simplifying your process.
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Procedure

In this topic, you will access the Careers page and apply for a position.

Favories ™ MainMenu ~ Sign out
% CONNECT
fe”
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¥# i
Personalize Content | Layout ? Help
Extemal Links ST {»CONNECT News s ov | CONNECTor Contactinformation S o~
r CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
[S—— fesource on the latest happenings in the Judicary's PARKER ALECIA A ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aaEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of AKERS,ALLISON E FFICE 1438
State Payroll Forms that project
AOC /COURT BUSINESS  4101260-
HR CONNECTION - ISSUE 2 SHAAK CHRISTINA M OFFICE 1737
B8 Empioyes Healtn Benets The GONNECT project willlaunch in January 2016. Now is 4101260
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses diferent 410260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 6
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
wil also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuaE il
& o« - WA CaTiERNE A CSIALLESANTENTY s
5 (CONNECTed = COURTHOUSE 022
¥ el riles o Secons CCIANNEARUNDEL  410222-
ARNOLD DOUGLAS B
T . - GOURTHOUSE 1436
~ CONNECTed Job Aids S ov
8 each out 03 CONNECTorat yourlocation ¥ BURKE.SHARON K SIS Sl
ui CONNECTor W Cancel a Leave/Absence Request o e DL psi
2 - Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
GG/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaveAbsence Request !
] ‘Submit a LeavelApsence Request ALEXANDER LAVINIA G CC/BALTIMORE OITY 410233~
o @ HELP DESK | CRTHSE EAS 733
| - View LeaveiAbsence Balance CCREADY DEMEE O CCIBALTIMORE CITY 410333 | ~

Action

Click the My HR tab.
My HR

Click the Careers link.
Careers

Favortes ¥ Main Menu ‘Self Senvice ¥

- CONNECT

Rezniting ¥

# Home

Sign out

Job Search Job Search | My Notfications | My Actifies | My Favorte Jobs | My Saved Searches | My Contact Information Signe In s JEFFERY
Fiter by Keywords Sesrch Tips
Search Resel Search | [ Save Search |  More Opiions
Location
Allegany County (18)
Annapolis Area (11) ‘Apply Without Selecting a Job (7 E
Baltimore County 2)
Prince George's County (1) 29 matches found SortBy[PosiedDate [5]
Search Results First 4 1.250729 * Last
Department Adi tr Asst |- 1091
" minisiative Asst -
No'Value (32) =] | Posted Date: 08/05/2015
Job Family [ Adminisistie Asst 11030
Offce Support (15) | Posted Date: (30412015
Court Operations-All Cou..(10)
; [ Adminiirtve Asst |- 1086 -
Legal(3) | Posted Date: 072012015
Information Technlogy (2)
Secuiy (2 [ Adminsiate Asst1- 1050
| Postea Date; 0772012015
Job Function B Administrative Asst IV - 1079
Adrminisiraive Support (23) | Posted Date. 07207207
Legal Afiirs (3)
Secury 2 [ Couroom et 1051
A, [ Posted Date: 072012015
Gase Prosessing (1) [ Courtoom Clerc - 1078
Nore. | Posted Date: 002012015
Sob Postedin [ Adminstste Asst 1 1068
b | Posted Date: 0922:2015
[ Adminisistie Asst 11059
| Postea Date: 02212015
] Resordaion Gk Lesd - 1057
| Posted Date: 082212015
(= Courroom Cierk - 1064 L

Step | Action

3.

Click in the Keywords field.
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4, Enter "Clerk" into the Keywords field.

5. Click the Search button.

Search

6. Click the Vertical scroll bar to move down the page.

7. Click the Judiciary Clerk - 1010 link.
Judiciary Clerk 11 - 1010 |

8. Click the Apply button.
Apply

9. Click the Checkbox indicating you have read and agreed to the
above terms and agreements.

O]

10. | Click the Next button.
Mext 3

11. | When applying for a job, you can attach a resume, copy and
paste your resume, or apply without a resume.

Please note that if you attach or paste your existing resume, you
will still be guided through each section of the application
(education, work experience, etc.) to enter your details.

Favortes Mk - Self Senvice ~

3 coNN,E.S?iT

Resume - Step 201§
Applying for- Judiciary Clerk Il

Resume Options.
Aftach Resume Provide us with your resume.
Copy & Pasts Resume Copy ana paste your resume

51 Apply without  resume

Exit Save for Later | | | ¢ Previous Nedt )

Step Action

12. | Click the Apply without a resume object.
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Favortes ¥ MainMenu ¥ Self Senice ¥

- CONNECT

®
Education Work Experience  Questionnaire Referals Add Reference.

Exit Save for Later | | | ¢ Previous Nedt )

E3 Savefor Later | | [ { Previous

Step ‘ Action Notes

13. | Click the Next button.
Mext S

14. | Click the Add Degrees button.
| Add Degrees |

15. | Click in the Date Acquired field.

16. | Press [Backspace] to clear the field.

17. | Enter "05/31/2005" into the Date Acquired field.

18. | Click in the Degree field.
l |

19. | Enter "bs" into the Degree field.

20. | Click the BS object.

21. | Click the Save button.
| Save |

22. | Click the Next button.
Mext b

23. | Click the Add Work Experience button.
| Add Work Experience |

24. | Enter "03/13/2006" into the Start Date field.

25. | Click in the Employer field.
| |

26. | Enter "Admin Office of the Courts" into the Employer field.
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27. | Click in the Ending Job Title field.

28. | Enter "Employee Relations Clerk" into the Ending Job Title field.

29. | Click in the Supervisor field.

30. | Enter "Davy Glenn" into the Supervisor field.

31. | Click in the Supervisor Email field.

32. | Enter "davy.glenn@aoc.gov" into the Supervisor Email field.

33. | Click in the Supervisor Phone field.

34. | Enter "410-260-0000" into the Supervisor Phone field.

35. | The "OK to contact" checkbox will be auto selected.

36. | Click in the Description field.

37. | Enter "Employee Relations Clerk duties as assigned. " into the
Description field.

38. | Click the Save button.
| Save |

39. | Click the Next button.
Mext ¥

40. | Not all Jobs will have the same questionnaire. Some may have
only one question, some may have up to five questions.

In this example, there is only one question.

41. | Click the Yes option.

]

42. | Click the Next button.
Mext ¥
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Favorites Main Menu ¥ ‘Self Senice Recniting ¥ Car #& Home Sign out
< CONNECT
>
-8 = = = = = i -
Start Resume Education Work Experience Questionnaire Referrals Add Reference:
Exit Save for Later | | | ¢ Previous Next )

Referrals - Step 6 of 8
Appling for: Judiciary Clerk I

Referrals
How did you leam of the job?| [l

Specific Referral Source

it | [Seveforlster | | [ { Previous Ned

Step | Action

43. | Click the button to the right of the How did you learn of the job?
field.

I [~

Favorites Main Menu ¥ ‘Self Senice Recniting Car #& Home Sign out
< CONNECT
v
=] = = = = = o
Start Resume Education Work Experience Questionnaire Referrals Add Reference:
Exit Save for Later | | | ¢ Previous Next )

Referrals - Step 6 of 8
Appling for: Judiciary Clerk I

Referrals
How did you leam of the job?]

Specific Referral Source

I Savefor Later | | [ { Previous Next »

Step @ Action Notes

44. | Click the Posting list item.
[Posting |

45, | Click the Next button.
Mext 2

46. | Click the Add Reference button.
| Add Refersnce
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47. | The "Add Reference" page will autopopulate the Reference Type
to "Professional". Please make the correct selection for
"Reference Type".

48. | Enter "Joan Daewood" into the Reference Name field.

49, | Click in the Title field.
I |

50. | Enter "Manager" into the Title field.

51. | Click in the Employer field.
I |

52. | Enter "Acme Company" into the Employer field.

53. | Click in the Phone field.
I |

54. | Enter "410-555-6632" into the Phone field.

55. | Click in the Email Address field.

56. | Enter "joan.daewood@123.com" into the Email Address field.

57. | Click the Save button.
| Save |

58. | Click the Next button.
Mext ¥

59. | Click the Submit Application button.
| Submit Application |

60. | Once you have submitted your application, CONNECT will not
allow you to edit it for that specific job.

61. | Click the Home link.
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Favorites ¥ | MainMenu v

# Home | Signout [l
£ CONNECT :
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successully use CON erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | || NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
i oo, Fee MAYNARDCATHERINEA GO ALEGANYONTY 3017777
= {( Feed COURTHOUSE 5022
& CONNECTed e s s
GG/ ANNE ARUNDEL 40222-
ARNOLDDOUGLAS B GOURTHOUSE 1436
“ f s
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/ BALTIMORE CITY 410333
w ALEXANDER LAVINIA G
5 @ HELP DESK | ) CRTHSE EAS 373
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

62. | Click the Sign out link.

Sign out

63. | You have completed the topic "Searching and Applying for a Job".
End of Procedure.

12_21_15_Save Job Search Criteria

You can perform job searches in CONNECT, save the search criteria to be used at a later date,
and be notified via email if a new job is posted that meets your saved search criteria.

=

Save Search Job Search | My Notifications | My Activities | My Favorits Jobs | My Saved Searches | My Contact Information

Select the checkbox and enter an email address if you want the search resuls for this saved search to be emailed 10 you
My Saved Search

*Name My Search [CLERK Il

[¥] Notify me when new jobs meet my criteria
*Send email notification to| jennifer.northcraft@mdcourts.gov

Save Search

Current Saved Searches

Search Name Created On Notification Email

CLERK SEARCH 08/1812015 Jennifernortheraft@mdeourts.gov

* Required Information

Retum to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Procedure

In this topic, you will search for a job and save your search criteria to be used at a later date.
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Favorites ¥ | MainMenu v

Sign out
% CONNECT
v
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Hep
External Links S oY | |4.CONNECT News ¢ ov  (CONNECTor ContactInformation e o~
I’E CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — Easree] —

Weicome to HR CONNECTion - a monthly information

AOC | COURTBUSINESS 4101260~
fesource on the latest happenings in the Judiciary’s PARKER ALECIAA
R, Phone Directory Depariment of Human Resources (HR). Our goal: provide a /‘zgz (/zioum Sueness i?g;‘zsn
consistent communication channel to inform Judiciary P -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education . 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking ’ CCIALLEGANYCNTY  301777-
ol B Td O s LINDSEY,DAWNE D COURTHOLSE e
wi o R, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
5 (CONNECTed i s s oy 2
> icw Al Arfcles and Sections GG/ ANNE ARUNDEL 40222-
ARNOLDDOUGLAS B GOURTHOUSE 1436
CONNECTed Job Aids e ov
N Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 410222

o BURKE,SHARON K

w CONNECT. \ Cancel a Leave/Absence Request ESL/J ZL:‘;?:UNDEL l:i/ézzz
' CCIANNEARUNDEL 410222
© | ConoctiheHelp Desk 410 26014 Submita LeavesAbsence Request DILLARDWOODYKRISE  courTHouse 1187
& CC/ BALTIMORE CITY 410/333-
‘Submit a Leave/Absence Request W
5 @ HELP DESK | ALDANDERLAVINAG - Crrhse Eas 733
v | - View Leavel/Absence Balance [ CC/BALTMORE CITY 410333 |

Action

1. Click the My HR tab.
My HR

2. Click the Careers link.
Careers

Favortes ~  MainMenu SelfSenice ~ ) Recnuing ™ > G # Home  Signout

+» CONNECT
+

Job Search Job Search | My Notifications | My Activities | My Favorite-Jobs | My Saved Searches | My Contact Information Signed In as JENNIFER

. Keywords Searzn Ty
Filter by Search Tips
Search ResetSearch | | Save Search | More Options
Location

Annapolis Area (16)

Apply Without Selecting a Job (7

Department

NoValue (16) 16 matches found sortBy[PostedDate []

Search Results Fist (4 1160716 (& Last =

Job Family

‘Court Operafions.All Cou. (12) [ Juiciary Clek Il - 1010

Finance (1) partment. DG 52- Rent | Job Family: Gou M | Location: om0t

Legal (1) [ dudicary Glerk 11 - 1023

Offce Support (1) D 74 Courtroam/Cavt | Job Family: Caurt Operations-Al Court M | Losation: Annapais Area | Posted Date: 02/142015

Sezunty (1)

[ Judiciary Clerk 1 - 1024
G 7 Courtroom/Cav  Job Famiy: Caurt Operstons-Al Gourt | Locaton: Amapois Arsa | Posted Date: /142015

Job Function ! v ! " !

Case Processing (3) [ dudiciery Glerk - 1014

Mxed Duties (3) Department: DC 74- Courtroom/Ci | Job Family: Court Operafions-All Court | Location: Annapolis Area | Posied Date: 02/1272015

Clreal @)
Juciciary Clerk 1 1017 L4
Fiscal (1) ] p: [+ Civil Assi 1 rt i | Location: Annspolis Ares | Posted Date: 08/132015
Legal afais (1)
More. B Judiciary Glerk Il - 1018
pariment. GO 24 Juvene | ob Famiy: Gour | Location: Amnapots Area | Posted Date: /132015
Job Posted in Judi Clerk il - 1020
usiciary Cler -
2015 (16 1 Depariment GG 2+ ury| 1o Famity: Goust Operaons-All Gourt | Locations Annapolis Area | Posted Date: GB132015
[ Recordaton lerk1 - 1019
CC26- Land Recerts | Job Al Cout | Locations Annapols Area | Posted Date: GB132015
Specil Poce Offcer | -
[ Specil Poce Offcer - 1016

vent: DC Baltimore City | Job Family: Sacusity | Location: Annapos Ares | Posted Date: 08/122015

@ Summerinem- 1015
rtment: DC 74- CriminslTrffic | Job Family: Offce Support| Losation: Annspalis Ares | Pested Date: 051132015

3. Enter "clerk iii" into the Keywords field.

4, Click the Search button.

5. Click the Save Search button.
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6. Notice there is an existing search that was created at a different
time.

7. Click in the Name My Search field.
I |

8. Enter "Clerk 111" into the Name My Search field.

CONNECTed

TR AR WG

9. You can choose to be notified when a new job is posted that
meets your search criteria.

10. | Click the Notify me when new jobs meet my criteria checkbox.

||:| Motify me when new jobs meet my criteria

11. | Your email will populate automatically when you select the
Notify me checkbox.

12. | Click the Save Search button.
Save Search

13. | There are now 2 searches saved.

14. | To access your saved searches later, click the My Saved Searches
link.

This link is visible on most of the Career pages in CONNECT.
15. | Click the Home link.

Favories = | MainMenu v A Home -]
£ CONNECT :
o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ i
Personalize Content | Layout ? Help
External Links S °¥ «{»CONNECT News ¢ eov  CONNECTor Contactinformation S e~
Tzl CONNECTed - Training Materials Oy HR CONNECTION -ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information .
[Sr——— Tesource on the latest happenings in the Judiciary's PARKERALEGIAA ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
on CONNECT a5 we o0 Up to ine January 2016 launch of | || AKERS.ALLISON E e fags
B sete Payol Foms atprofct AOC |COURTBUSINESS  4101260-
HR CONNECTION - ISSUE 2 SHAAK,CHRISTINA M OFFICE 1737
28 Empioyee Health Beneits The CONNECT project wil launch in January 2016. Now s 0280
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, 3 combinaion | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Iocation fai's Gesigned to supplement formal training. There | | DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuAE et
] CCIALLEGANYCNTY 301777
o MAYNARD CATHERINE A :
5 (CON NECTed s COURTHOUSE 5922
b - s ANOLDDOUGLASS  CC/ANNEARUNDEL 410222
T . - COURTHOUSE 1436
CONNECTed Job Aids S ov
Reach out 10 CONNECTor atyour ocation ¥ . OO/ ANNEARUNDEL  410222-
CONNECT. 5 Cancel a Leave/Absence Request SCD)L/J ZL:‘;‘;SREUNDEL 1257222
Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaverAbsence Request
[ CC/BALTIMORE GITY 410333
] ‘Submit a LeavelAbsence Request ALEXANDER LAVINIA G
o @ HELP DESK | CRTHSE EAS 733
| - View Leavel/Absence Balance [P —— CCIBALTIMORE CITY 410233 |~

Step | Action

16. | Click the Sign out link.
Sign out
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Step @ Action

17. | You have completed the topic "Save a Job Search Criteria".
End of Procedure.

12_21_15_Saving Jobs to Favorites

CONNECT allows you to save your favorite jobs.

+» CONNECT

My Favorite Jobs {Job Searchi | My Notifications € | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Select Job Title to review the job details. You can apply for multiple jobs by checking each job and selecting the Apply for Selected Jobs button
Favorite Jobs

Job Title JobID  Location Status Job Family Posted Date  Saved Date
[[] CONNECT Technical Analyst 1016 Annapolis Area Open Security 0832015 08/31/2015
Apply for Selected Jobs. Remove Selected Jobs Refer a Friend
Retumn to Previous Page Job Search | My Notifications i) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Procedure

In this topic, you will save a job opening to your Favorites.

Favores ¥ | MainMenu v S
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFIcE 737
B& Empioyee Healtn Benets g The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 4100
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a
wi o, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
& (CONNECTed s coumnoves
> icw Al Arfcles and Sections ARNOLD DOUGLAS B GG/ ANNE ARUNDEL 40222-
“ o COURTHOUSE 1426
9 ([CONNECTed Job Aids s o~
r\ Reach out to  CONNECTor at your location = BURKE.SHARON K. CC/ ANNE ARUNDEL 4101222~
g COURTHOUSE 1425
CONNECT. \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
& Submit a Leave/Absence Request ALEXANDER LAVINIA G CC/BALTIMORECITY  410/333-
= @ HELP DESK | CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

1. Click the My HR tab.
My HR

2. Click the Careers link.
Careers
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Favortes ¥ | MainMenu v Self Senvice ¥ Recruiting ¥ Careers # Home | Sign out
+ CONNECT
v
Job Search Job Search | My Notfications €) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as ISHA,
3 Keywords | Search Tips
Filter by
Search Reset Search | | Save Search | More Options
Location
Allegany County (20)
Annapolis Area (11) Apply Without Selecting a Job (2
Batimore County (2)
Prince George's County (1) 31 matches found SortBy[Posted Date ]
Search Results Fist @ 1250r31 @ Last
Depariment Administrative Asst - 1091
minisirative Asst |- U
Novalue (34) B | Posted Date: 050572015
Job Family [ Adminisiratve Asst - 1090
Ofice Support (16) | Posted Date: 03042015
Court Operations-All Gou. (11
outt Operations Al Cou (1) [ Adminsiatve Asst - 1035
Legal (3) | Posted Date: 07/3012015
Information Technology (2)
Securty (2) [ Adminsiratie Asst - 1080
| Posted Date: 07202015
Job Function Administrative Asst IV - 1079
Administrative Support (25) O |Posted bate: 07202015
Legal Aftais (3)
Security 2 Courtroom Gierk - 1081
ve B0 postea pate: 07202015
Technicians (2)
Case Processing (1) [ Coutroom Cler- 1074
More... | Posted Date: 0673012015
Administrative Asst | - 1068
Job Posted in 1 postea pate: 0s222015
2015 (34)
. _ ceti_snco - .

Step | Action

Favortes ¥ | MainMenu v Self Service ™ Recruiting ¥ Careers

% CONNECT

4 Home | Sign out

Administrative Asst| - 1034
| Posted Date: 0/102015

CONNECT Technical Analyst - 1046
| Posted Date: 06/102015

Law Clerk - 1048
| Posted Date: 05/10/2015

Administrative Asst | - 1026
Department: Facilties Adminisiration | Job Family: Facilties Admin / Capital Prj | Location: Annapolis Area | Posted Date: 061022015,
Department: DC 51- Criminal/Traffc | Job Family: Court Operations-All Court i | Location Annapolis Area | Posted Date: 0510212015

Bailff - 1027
Department: DC 51- Criminal/Traffc | Job Family: Court Operations-All Court i | Location Annapolis Area | Posted Date: 0510212015

Courtroom Clerk - 1028
| Posted Date: D6/22015

Judiciary Cler I1 - 1021
Department: DC 51- Criminal/Traffc | Job Family: Court Operations-All Court Il | Location: Annapolis Area | Posted Date: 0510212015

(=]
a
=]
o
[7] Administratve Asstl - 1022
=]
a
a
a

Adminisirative Asst | -Contractual - 1018
ent GG 24- Juvenile | Job Family:

ourt Operations-All Gourt vl | Location: Annapolis Area | Posted Date: 05/29/2015

{77 CONNECT Tecnnical Analyst - 1016
Department: DG Balimore Gity | Job Family: Security | Location: Annapolis Area | Posted Date: 0512912015

[y Specil Poice Offcer | Temp - 1017
Department: CC 24- Civil Assignment | Job Family: Court Operations-All Court | Location: Annapolis Area | Posted Date: 05/26/2015. =

Apply for Selected Jobs Refer a Friend

Apply Without Selecting 2 Job (2

Job Search | My Notiications @ | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information -

gl il

Action

4, Click the Add to My Favorite Jobs button for the CONNECT
Technical Analyst position.

5. When selected and added to your Favorites, the Star turns
yellow.

6. Click the My Favorite Jobs link.
| MWy Favorite Jobs |

7. Notice the job saved to your Favorites.
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Action

8. | To access your Favorite jobs later, click the My Favorite Jobs link.

This link is visible on most of the Career pages in CONNECT.
9. Click the Home link.

Favorites = | MainMenu ~ A Home | Signout [
<~ CONNECT »
v, =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¢ N
Personaize Content | Layout 7 Hep
External Links S °Y  {:CONNECT News ¢ ov  CONNECTOr Contactinformation S ev
i’z' CONNECTed - Training Materials 'HR CONNECTION - ISSUE 1 Name Department Phone

Weicome to HR CONNECTion - 2 monthly information

fesource on the latest happenings in the Judicary's PARKER ALECIA A A LEOURTBUSINESS - 41080

& Pnone Drectory Department of Human Resources (HR). Our goal: provide a e oURT BUSINESS j?;gau
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -

@ Central Payroll Online Semvice ‘employees about key HR information. While stories may FFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
on CONNECT as we lead up o the January 2016 launch of AKERS ALLISON E FFICE 1488

@ state Payrol Forms that project

AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SHAAK CHRISTINA M OFFICE 1737

B8 Empioyes Health Benets The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o

B be able to successfully use CONNECT. Therefore, we wouid

i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, 3 combination | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education | 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756

NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P

Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )

. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuAE et
] - . CCIALLEGANYCNTY 301777
o (CONNECTed Eeed MAYNARDCATHERINEA Gl Arie il e
n = View All Artiles and Sections

ARNOLD.DOUGLAS & GG/ ANNE ARUNDEL 40222
., . - COURTHOUSE 1436
~ ‘CONNECTed Job Aids c ev
g Reach out 103 CONNECTorat yourocation b BURKE.SHARON K GG/ ANNE ARUNDEL 410222
i CONNECT. W Cancel a Leave/Absence Request COURTHOUSE 1428
= or GG ANNE ARUNDEL 40222
2 - Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
- CC/ ANNE ARUNDEL 410222
O | oaverapoesozos | Submit LeavelAbsence Requsst DIARDNOODTARISE  COURTHOUSE 17
] ‘Submit a LeaverAbsence Request ALEXANDER LAVINIA G
w l5) CRTHSE EAS 73
n HELP DESK ‘\ View LeavelAbsence Balance CCIBALTIMORE CITY 4100333 | |-
| - MCCREATY DENISED

Action

10. | Click the Sign out link.
S

11. | You have completed the topic "Saving Jobs to Favorites".
End of Procedure.

12_21_15_Withdrawing Your Job Application

If you no longer wish to be considered for a job, you can withdraw your application.
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+ CONNECT
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My Actiities s e | Wy Nekoions 0 | My Actnii | iy Fovrle s | Uy S St | My oot o S s RERECEA

e —
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T D Lo e e [rr—
s CoRonch
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e
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Procedure

In this topic, you will withdraw an application that you previously created.

Favorites ¥ Main Menu ¥ A Home Sign out [ikel
% CONNECT -
7

MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help

Extemal Links S 0 | 4%CONNECT News e ov  CONNECTor Contactinformation S o~

T CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
‘ ) Welcome to HR CONNEGTion - a monthly information .
R Prone Drect fesource on the latest happenings in the Judiciary’s PARKER ALECIAA A25LEOURTEUSINESS 410060
one Directory Depariment of Human Resources (HR). Our goal: provide a TGO S e
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -

@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576

include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE 1488
that project.
@ sete Payot Foms orof T TR AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 173t
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
eath Benefts F be able 1o successfully use CONNECT. Therefore, we would
fealth Benefits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - JIS (General) 410260
afthe CONNECT training team and the AOG Education 1030
Division, is an innovative approach that uses dfferent 40260
training methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- 3]
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129

the knowledge and skils they may need prior o taking a § CCIALLEGANYCNTY 3017777
-y CONNECTed course. UINDSEY.DAWNE D COURTHOUSE 523
= “«C Feeg MAYNARDCATHERINEA OO/ ALLEGANYONTY 301777
% (CONNECTed i s courmouse =
L e Al aciles and Sestons ARNOLDDOUGLAS & CG/ANNEARUNDEL 410222
GOURTHOUSE 1436
CCIANNEARUNDEL  410222-
COURTHOUSE 1225
CCIANNEARUNDEL  410222-
COURTHOUSE 1896

VisitTraining Ubrary

HCONNECTed Job Aids s o~

Reach out 0.2 CONNECTor at your location

CONNECT

BURKE,SHARON K

Cancel a Leave/Absence Request

Cancel a Leave/Absence Request EARLY.KIMBERLE A

" CC / ANNE ARUNDEL 410222-
/ Submita LeavelAbsence Reauest DILLARDWOODYKRISE G/ ANNE AL oz
B

Contactthe Help Desk (410) 260-1114

Submit a Leave/Absence Request A CC/BALTIMORE CITY 410333
a ALEXANDER LAVINIA G SR s i

View Leave/Absence Balance e — CC/BALTIMORE CITY 4101333 | -

STEP 3

& HELP DESK (

Action

1. Click the My HR tab.
My HR

2. Click the Careers link.
Careers

Page 342



TRAINING GUIDE
TEON N ECTEd. CONNECT Employee Self Service

TRAMIKIG

Favotss  MonMens ¥ > SeliSenke > Recruthg ¥ PYT—
+ CONNECT
)
Job Search Job Search | My Notications ) | My Actvies | My Favorie Jobs | My Saved Searches | My Gontact Information Signed In as REBECCA.
orby Keyworca | seach Tos
Seach | [TeseiSewh | [SeveSearh] More Optons
Location
Annapolis Area (16)
Honly Witout Selestinga Job (1
R ooy Wihout Seectg a o
o vale (16 P—— sort oy [PosieiBaie 5]
Search Results First 4 1-180f 16 * Last =
Job Famity
Court Operations-A Cou.(12) ) dudciory Gl 1010
Legal () o ey Gl 1023
Ofce Suppor (1) B B, oo 3o Famy:CoutOparatins A et Losatin: Arvapos Ares | Posed Dte: 09442015
Securty (1

[ Judiary Clerk - 1024
D 74 Courram/Cil | Job Family: Curt Operations-ll Court | Losation: Arnapols Ares | Posted Date: 081142015
Job Function ! v ! " !

Gase Processing (8)

[ Judeary Clerk - 1014
Mioced Duics (3) artment: DG 74 Courtroon/Gv | Job Famiy: Gour Opsrations-Al Gourt | Location: Amnapolis Aves | Posted Date: GE1372015
Cleeal @) Judi Clerk il - 1017
ucicery Clerk -1 =
Fiscal (1) 5 Department: CC 24- Gul Assigamant | Job Family: Court Gparatons-All Gourt | Location: Annapois Arsa | Posted Date: /1372015

Legal Affsirs (1)
More. Judiciary Clerk Il - 1018
»: G 24 duverile | Job Gourt s Ares | Posted Date: 08/132015

e Judi Clerkc il - 1020
1506 o

ary | 1| Location: Annapois Ares | Posted Date: 08/13:2015

Recordation Clerk - 1019
Department: CC 24- Land Recorcs | Job Family: Cout Operstions-4ll Court i | Location: Annspois Ares | Posted Date: 08/13/2015

Special Police Offcer | - 1016
Department: DC Baltmore City | Job Family: Security | Location: Annspois Area | Posted Date: 0871212015

O o0 oo

Summer nterm - 1015
g Department: DC 74- 1Job Location: I a

Action

3. Click the My Activities link.

4, The "My Activities" page displays your applications and their
current statuses.

5. Click the Withdraw button for the specific job in which you wish
to withdraw.
Withdraw

6. Click the OK button.
Ok

7. Notice the status of the application is now withdrawn.

8. Click the Home link.

Favorites ¥ | Main Menu

Signoue [
% CONNECT -
7 =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Hep
Exteral Links S 0% | 4.CONNECT News = o~ | [CONNECTor Contactinformation s o~
rﬁ CONNECTed - Training Materials v HR CONNECTION - SSUE 1 — ) e
‘ Weicome to HR CONNECTion - @ monthly information .
[Sge—— resource on the latest happenings in the Judiciary's PARKER ALECIA A A LEOURTBUSINESS - 410Re0
o Department of Human Resources (HR). Our goal” provide a AOCT GO BUSNESS I e
consistent communication channel to inform Judiciary -
© cos rorononie sevce cmployees about key HR informaton. Whi stories may SEVILLA SOMOZALORENA oo cp 1576
include broad HR news and updates, most stories wil 0cus AOC /GOURTBUSINESS 4101260
2 n CONNECT as we lead up o the January 2016 launchof || AKERSALLISON £ e s
State Payroll Forms that project.
AOC GOURTBUSINESS  4101260-
ey HR CONNECTION -ISSUE 2 SHAAK CHRISTINAM OFFICE e
[ — t) The CONNEGT projectwil launch n anuary 2015, Nows e
the perfect time 1o focus on the education you wil need to MCKENNA-CHEYNE LINDAK  AOC - JIS (General) e
B be able to successfully use CONNECT. Therefore, we would
Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - JIS (General) 410260-
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 410080-
raining Meinods, ncludng classroom-based, instnuctor-ed | || JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? Coursss, online Web-based raning (s earnig). and on- s
# location fairs designed 1o supplement formal training. There | | DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with 720
the knowledge and skills they may need prior to taking a § CCIALLEGANYCNTY  301777-
o ey o o LINDSEY,DAWNE D CoURTHOeE Zon
& =3 eeq CCIALLEGANY CNTY 3017777
u (CONNECTed Eeed MAYNARDCATHERINEA G jrioar. o)
@ = View Al avtcls and Sections o e ARNDEL 1020
ARNOLD,DOUGLAS B g
o . - . COURTHOUSE 1436
~ 'CONNECTed Job Aids < o~
Reach out 102 CONNECToratyour locaion ke TR RIER GG/ ANNE ARUNDEL 410022
CONNECT. N Cancel a Leave/Absence Request gg‘f :L:‘;ﬁim& 1:57222
GG/ ANNE ARUNDEL 410022-
DILLARDWOODY KRIS E
‘Submit a Leave/Absence Request !
& ‘Submit 2 LeaveAbsence Request ALEXANDER LAVINIA G CC/BALTIMORECITY 410333
H @ HELP DESK | CRTHSE EAS 3733
| - View Leavel/Absence Balance [ —— CC/BALTIMORECITY 410333 |~
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Action

9. Click the Sign out link.
Sign out

10. | You have completed the topic "Withdrawing Your Job
Application".
End of Procedure.

12_21_15_Accepting or Rejecting a Job Offer

You will receive a notification if a job offer is extended by the AOC. From within CONNECT, you
can view the offer letter, acknowledge that you have reviewed the offer, and accept or reject
the offer.

Favortes v | Man Mon v SefSenvce > 5 Recating v s A Home | Signout
++ CONNECT
R
Job Offer Job Search | My Notricatiors @) | My Acsvitiss | My Favorte Jobs | My Saved Searches | My Contact rfomaton
We'd like to hire you for the following position
Posting Titie Jusciary Ceck 1
Job Opening ID 10
Ofter Date
Ot Expiraion Date 0%
1rom Step 130 your ecrutes
W you e any uestons, pease cortactyousrecruter for 33t
Step 1 - Review Offer Informtion
Type Octats
Document Offe Lete
Stop 2 - Acknowladga Offer
[} asknontedge trat 1 have reviewnc and uncer
Comments [
Aecest Rejoct

Procedure

In this topic, you will accept a job offer.

Favores = | MainMenu v A Home | signout [
% CONNECT -
(o =

MacsiandJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links S 0% (LCONNECT News s o  |CONNECTor Contactinformation s o
T CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Phone Drect resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A2FLEOURTEUSINESS 410050
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSRCEE aG
consistent communication channel to inform Judiciary 3
@ Gentral Payroll Oniine Service employees about key HR information. While stories may SEVILLASOMOZALORENA  orrice 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE. 1488
that project.
@ sete Payot Foms orof T TR AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 737
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
I tealth Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. G ed, acombination | | NUDELL Theresa G AOG - IS (General)
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed | | JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- 5
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
S R the inowledge and sils ey may need pror o taking 2 LNDSEY.DAWNE D CorALEGRONTY 01777
a
& oA CC/ALLEGANYCNTY  301777-
= (CONNECTed D et MAYNARDCATHERINEA o boic il o
P View Al Aviies and Setions G/ ANNE ARUNDEL o
ARNOLDDOUGLAS B GOURTHOUSE 1436
“ f s
i ‘CONNECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ e e CC / ANNE ARUNDEL 4101222
a g COURTHOUSE 1425
i CONNECT: \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
[ ‘Submit a LeavelAbsence Request . CCIBALTIMORE CITY 410333
] ubmit a Leave/Absence Reques! ALEXANDER LAVINIA G
5 @ HELP DESK | CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DENISE CC/BALTIMORE CITY 410333 | -
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Step @ Action [\ [o] {=1

1.

Click the My HR tab.

Click the Careers link.

A tome | sign out

Favorites ¥ Main Menu ¥ SelfService ¥ > Recnuing ¥ > Careers
Mot yiand Judiciory
Job Search Job Search | My Notfications @) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information:
-~ Keywords, Search Tips.
Filter by
Search Reset Search | | Save Search | More Options
Location

Allegany County (20)
Annapois Area (11)
Baltimore County (2)
Prince George's County (1) 31 matches found

Apply Without Selecting a Job (7

Search Results

Department Adminisrative Asst I - 1091
minisrative Asst | -
Novalue (34) B [ Posted Date: 050512015
Job Family [ Adminstative Asst1 - 1090
Offce Support (16) I Posted Date: 031042015
Court Operations-All Cou. (1) Acmisrate Aset |- 1035
Legal (3) 1 | posted Date: 0702015
Information Technology (2)
Securty 2) ] Adminstative Asst - 1030
I Posted Date: 07202015
Job Function Adminisrative Asst IV - 1079
Adminisirative Support (25) O |Posted bate: 07202015
Legal Afais (2)
Securty (2) ] Coutiom Clrk - 1081
Techmeans @) [Posted Date: 077202015
Case Processing (1) Courtroom Clerk - 1074
More... B0 postea pate: 0502015
Administrative Asst | - 1063
Job posted in 1 postea pate: 0s222015

2015 (34)

Signed In as ISHA,

Sort By Posted Date =]

Fist @ 1250f31 &) Last

i

Step @ Action [\ [o] {1

3.

Click the My Notifications link.

[My Notifications §|

If you have received a job offer, you will see a job offer
notification

Click the You have a job offer: Judiciary Clerk Il (Job ID 1027)
link.

You have a job offer: Judiciary Clerk Il (Job ID 1027)

To view the details of the job offer, click the Offer Letter link.
Offer Letter
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If IE indicates your download has been blocked. permit the download by clicking on its Information Bar and selecting "Download File_."

Please close this window after download has completed ..

Step | Action [\ [o] {1

7. Click the Open button to open the offer letter attachment.

Open

8. In this example, the offer letter opened in Microsoft Word.

You can save, print, or close the document as desired.

[T g s '2015-09-08-09.01.26.0000001004HRS_OFF_LET [Compatibility Mode] - Word 7@ - 8 X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MALINGS  REVIEW  VIEW David Leibold -
= Cut - = #iFind -
- B’ 8
TmesNewRo -1z -] A" A | A2 = 8T faamoceoc asmbecne AaBbC AaBbCi AaBbC Aszbcsd |y
Paste R , B I U-amex x WA D . TMormal | TNoSpac.. Headingl —Heading 2 Title Subtitle <] g
Clipboar r. Font = Paragraph 5 Styles 5 Editing ~
3 September 2015 =
ISHA BEAZER
123 High Street

Annapolis MD 12343

Dear BEAZER,
1 you company. Your package is
compased of the following componeats:

Offer Component Offer Amownt  Payment  Curremcy  Frequency
Salary 40,000.00 bﬁ UsD Annual

il be cligible fo y-paid benefi
ion, life insurance, and disability benefits

e you
packa; h includes the medical/dental,
described in the attached brochure.

be eligible to participate in the 401(K) plan beginning the first quarter after your
Youare also el spasy Stock Option pt.

p: potential as 2 company that pr
1 growth, challenging work, and financial rewards. We look
forward to your joining our company team.

Please iceep in mind that this offer will expie on 9/18/2015.

Step | Action

9. Click the Close (X) button to close the document when you are
finished.

x
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Favortes ¥ | MainMenu v Self Senvice ¥ Recruiting ¥ Careers #A Home |
+~ CONNECT
Y

Job Offer Job Search | My Notifcations @) | My Activities | My Favarite Jobs | My Saved Searches | My Contact Information Signed In as ISHA

Sign out

We'd like to

e you for the following pesition:

Posting Title Judiciary Clerk Il
Job Opening ID 1027
Offer Date 09/08/2015

Offer Expiration Date 09/18/2015

Here's what you need to do:

Step 1 - review the job offer information.
Step 2 - either accept or reject the ofer
Step 3 - return any indicated documents from Step 1 to your recruter.

If you have any questions, please contact your recruiter for assistance.

Step 1 - Review Offer Information
Type Details

Document offer Tetier]

Step 2 - Acknowledge Offer

1 acknowiedge that | have reviewed and understand the job offer details for the: position isted i

Comments il

Reject

Action

10. | Click the Acknowledgement checkbox.

11. | At this point, you can either Accept or Reject the job offer.

12. | For this example, click the Accept button.
Accept

13. | Click the OK button.
814

14. | Notice the message indicating you have accepted the offer.

15. | Click the Home link.
#& Home

Favories ¥ | MainMenu signout [
% CONNECT
(o
MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
External Links S 0% | {)CONNECT News s o~  |CONNECTor Contactinformation s o
2] ONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the latest happenings in the Judiciary’s PARKER ALECIAA A25LEOURTEUSINESS 410060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT SRS Y
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR: information. While stories m: § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE. 1488
that project.
@ sete Payot Foms orof T TR AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1737
2% Empioyes Heatn Benefts The GONNEGT project will launch in January 2016. Now s 410260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
I tealth Benets Forms be able 1o successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - IS (General)
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 40260
training methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, online Web-based training (e-leaming), and on- 3]
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129
R ine knowedge and skils ey may need pior o 1aking 3 LINDSEY DAWNE D cojaLEouoNTY T
a
w o, Feed MAYNARDCATHERINEA OO/ ALLEGANYONTY 301777
= e COURTHOUSE 5022
% (CONNECTed s s s
ARNOLD DOUGLAS 8 GG/ ANNE ARUNDEL 40222-
“ . - COURTHOUSE 1436
'CONNECTed Job Aids c o~
Reach out 102 CONNECTorat yourlocation b BURKE,SHARON K CC/ ANNE ARUNDEL #1002
CONNECT. \ Cancel a Leave/Absence Request ESL,J ZL:‘;?:UNDEL l‘:s/“zzz
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeavelAbsence Request !
o Comctnerepoes 610260114 ,/ Submita Leave/Absence Request COURTHOUSE 1187
e ‘Submit a Leave/Absence Request ALEXANDER LAVINIA G CC/BALTIMORECITY 4107333
5 @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance [ CC/BALTIMORE CITY  410333- | -
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Action

16. | Click the Sign out link.
Sign out

17. | You have completed the topic "Accepting or Rejecting a Job
Offer".
End of Procedure.

12 21 15 Sending a Job to a Friend

Send a job opening to a friend.

v Manwenu v Recruiiong = 5 Cansers

CONNECT

Sign out

=
o

Job Description G55 SaarH | My otdcatons | My Actbes | My Favos iy S Searches | My Cortactiformatian Soned s
4 reiious Job west joo b
Job Details
b Tile Juciciary Cierk il Job 1D
Location Arnapots Area Fullpart Tme. FuTIme
RegularTemporary Regular Faworite Job

Equal Emgloyment Oppost

ity

Maryiand

eiory 15 3 drup fros workpace.

Maryland Judiciary [s an affimative action. squal opportuni
Fabgion, manial status, 206, 5exual onentation, voteran siah

amploysr and doas not discriminats on the basis of racs, sex, color, national arigin,
or disability in employment.

Asply Friend Refera Friend

Return 0 Frevious Page Jab Search | My Nacations | My Acthities | My Favarile Joks | My Saved Saarches |

Contact information

Procedure

In this topic, you will email a job opening to a friend.

Favories = | MainMenu v A tome | Signout [
£- CONNECT
P =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ 0
Personalize Content | Layout ? Help
Extemal Links ST {+CONNECT News s ov CONNECTOor Contactinformation S e~
CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
[S—— Tesource on the latest happenings in the Judiciary's PARKERALEGIAA ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | AKERS.ALLISON E riee s
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SHAAK,CHRISTINA M OFFICE 1737
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combinafion | || NUDELL Theresa G AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuAE et
] 2 - CCIALLEGANYCNTY 301777
o (CONNECTed Eeed MAYNARDCATHERINEA Gl At Ol o
A ¥ iew A rles o Sectors CC/ANNEARUNDEL 410222
ARNOLD.DOUGLAS B g
., . - COURTHOUSE 1436
o ([CONNECTed Job Aids S ov
y Reach 0ut 103 CONNECTorat yourlocation = BURKE.SHARON K GG/ ANNE ARUNDEL 410222
ui CONNECT. W Cancel a Leave/Absence Request ECD)L/J ZL:?/J\SREUNDEL l:éfzzz
0 Gancel a Leave/Absence Request EARLY.KIMBERLE A COURTHOUSE 1896
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaverAbsence Request !
] ‘Submit a LeavelAbsence Request ALEXANDER LAVINIA G CC/BALTIMORE OITY 410233~
o @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance AV ———— CCIBALTIMORE CITY 410233 |~

Page 348



CONNECTed

TRAMIKIG LIEAM

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {=1

1.

Click the My HR tab.

Click the Careers link.

Select the job you want to send to a friend.

A tome | sign out

Favorites ¥ Main Menu ~ SeffService ¥ > Recruing ¥ > Careers
MaryiandJudiciary
Job Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information
Keywords
Filter by
Search Reset Search | | Save Search | More Options
Location

Allegany County (18)
Annapols Area (11)
Baltimore County (2)
Prince George's County (1)

Apply Without Selecting a Job (2
29 matches found

Search Results
Department
NoValue (32) [ Administiatie Asst - 1091
| Posted Date: 06052015

Job Family
Office Support (15)
Court Operations-All Cou.(10)

[ Administiatie Asst - 1000
| Posted Date: 05/042015

Administrative Asst| - 1086

Legal ) O {posted date: 077302015
Information Technology (2)
Security (2) 5] Administrative Asst | - 1080
[ Posted Date: 071202015
Job Function Administrative Asst IV - 1079
Administrative Suppot (23) 1 Posted Date: 07202015
Legal Affairs (3)
Secarty @) 7 Courtoom Clrc 1081
Teemmicans @ Posted Date: 071202015
Case Processing (1) Gourtroom Cierc- 1074
More.. =] | Posted Date: 06/30/2015
Adminsizative Ass |- 1068
Job Posted In =] | Posted Date: 06/22/2015

2015(32)

Signed In as JEFFERY

Search Tips

W

Sort By Posted Date =]
First (1250120 &) Last

Step @ Action [\ [o] {=1

4.

Click the Vertical scrollbar to move down the page.

5.

Click the Judiciary Clerk 11l - 1017 link.
|Judiciary Clerk IIl - 1017 |

Click the Email to Friend button.
| Email to Friend |

Click in the To field.

Enter "lilly.jones@email.com" into the To field.

Click the Send button.
| Send |

10.

Click the Home link.
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Favorites ¥ | MainMenu v

# Home | Signout [l
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you to meet CONNECTed. CONNECTed, a combination | || NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
wi oA, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
= {( Feed COURTHOUSE 5022
& CONNECTed e s s
GG/ ANNE ARUNDEL 40222-
ARNOLDDOUGLAS B GOURTHOUSE 1436
“ f s
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/BALTIMORE CITY 410333~
w ALEXANDER LAVINIA G
= @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Step | Action
11. | Click the Sign out link.

12. | You have completed the topic "Sending a Job to a Friend".
End of Procedure.

12_21_15_Referring Friends by Providing Contact Info and Resume

CONNECT allows you to refer friends for specific jobs within the Judiciary. To refer a friend,

simply select the job, include a resume if you have one, enter your friend's contact information,
and submit the referral.

% CONNECT

Refer Friend - Resume Options
Lo o 3]

#Home  Signoutl

Praases proite us with your Fienss resume. usig e of he cxtien butons belor
Current Resu

Resume Opiions:

s Frenars Resime.

‘Gopy & Paste Rasme

eter o wibout & resume

SN2 | ot to Prevous Fage

Ran v

Procedure

In this topic, you will refer a friend to an AOC recruiter for a specific job.
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Favorites ¥ | MainMenu v

Sign out
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary P -
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 4100
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON,MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
wi o, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
& (CONNECTed s coumnoves
> icw Al Arfcles and Sections ARNOLD DOUGLAS B GG/ ANNE ARUNDEL 40222-
“ o COURTHOUSE 1426
~ (CONNECTed Job Alds o\ CC / ANNE ARUNDEL 410022
o Reach out 10 CONNECTorat yourlocation BURKE,SHARON K 222
i CONNECT. \ Cancel a Leave/Absence Request ESL,J ngfwguwa l:ifzzz
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
& Submit a Leave/Absence Request ALEXANDER LAVINIA G CC/BALTIMORECITY  410/333-
= @ HELP DESK | CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Step | Action

1. Click the My HR tab.
My HR

2. Click the Careers link.
Careers

3. Select the job for which you are referring your friend.

Favortes *  Main Menu Seff Service ¥ > Recriting ~

# Home  Signout

+»» CONNECT
+

Job Search Job Search | My Notficaions | My Acvites | My Favorte obs | My Saved Seatches | My Contac Infomatin Signed i as JENNIFER

Keywards
Filter by ywords | Search Tips
Search ResetSearch | [ SaveSearh | More Optons
Location

Annapolss Area (16)

‘Apply Without Selecting a Job (7

Department

No Value (16) 16 matches found SortBy[PostedDate __[]

Search Results Fist (4 1160716 & Last

Job Family

‘Court Operations-Al Cou. (12) [ Jusicery Glerk 1 - 1010

N G 52- Rent| Job Family: Cous M Location: oanarants

Finance (1)

Legal (1) [ dudciery Clerkl - 1023

Office Support (1) Department: DC 74- Courroom/Civi | Job Family: Cour Operstions-Al Court | Location: Annapolis Area| Posted Date: 02/142015

Security (1)

[ Judiciary Clerk I - 1024

Job Function riment: DG 74- Courroom/Ga | Job Family: Gourt Operations-All Gourt M | Location: Annspolis Ares | Posted Date: 08/142015

Case Processing (3) [ Judciery Gierk - 1014

Miced Duties (3) Department: DC 74- Courtroom/Cav | Job Family= Court Operations-All Gourt M | Location: Annspols Ares | Posted Date: 08/13:2015
Clerical 2)

Fiscal (1) [ dudciery Glerk - 1017

4] Location: Annspolis Ares | Posted Date: 081372015

Legal afiirs (1)

More. Juciciary Clerk 11 1018
€8 24 Juverile | Job Family

£ | Location: Annapots Aea | Posied Dat: 0822045
Job Posted in Judi Clerk il - 1020
e iy Clerk 1l

Department: G 24- Jury | Job Family: Gourt Opsrations-Al Gourt | Location: Annspolis Area | Posted Date: 05/132015

Recordation Clrk | - 1019
= GG 24 Land Records | Job peratans-Al Cout M | Location: Annapolis Area | Posted Date; 081132015

o O 0 0

Special Police Offcer | - 1016
riment: DC Baitmere City | Job Family: Securiy | Location: Annapols Area | Posted Date: 03/1272015

[ Summerinter - 1015
Department: DC 74- GriminaiTrafic| Job Family: Offce Support | Location: Annspolis Area | Posted Date: D3/132015

Step @ Action

4. Click the Recordation Clerk I - 1019 option.

5. Click the Vertical scrollbar to move down the page.
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6. Click the Refer a Friend button.
| Refer a Friend |

7. You can refer a friend with or without their resume.

In this example, you will attach your friend's resume.

8. Click the Attach Friend's Resume button.
| Aftach Friend'zs Resume I

tes ¥ MainMenu ¥

5 CONNECT

Refer Friend - Resume Options
Appiying for: Recordation Glerk |

your using one of
Current Resume.

You have not yet attached your fiend's resume to thei referal

Refer friend without 3 resume

uuuuuuuuuuu

Retum to Previous Page

Step | Action

9. Click the Browse button to browse to the location where your
friend's resume is located.
Erowse. ..
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= Choose file to U

5 » Libraries » Documents »

TRAINING GUIDE

] Recent Places
1 Network_Share (170.99:151.51)

4 Libraries
B Documents
& Music
] Pictures
B videos

=% Computer
&, Local Disk (C)

G Network

Date modified

03/26/20151:52PM  File folder

08/03/2015 11:44
01/20/2015 2:58 PM

01/13/2015 5:44PM  File folder
08/18/2015 214PM  Mici

14K8

B
Organize ¥ New folder =y 0 @
47 Favorites Documents library s

B Desktop Includes: 2 locations

16 Downloads

File name:

v | All Files (") B

CONNECT Employee Self Service

Step @ Action [\ [o] {1

10.

Click the SusanSmith-Resume list item.

11.

Click the Open button.
Open ]

CONNECT

Refer Friend - Resume Options
Appiying for: Recordation Clerk

th your using one of
Current Resume.

Resume Options

‘Afiach Friend's Resume Provide us with your friend's resume.

Copy & Paste Resume Copy and Paste your fiends resul File Atiachment

Refer friend without 2 resume.

GCiDebb)

Upload || Cancel

RetuntoPrevous Page

A& Home  Sign out

Step  Action Notes

12.

Click the Upload button.

13.

Notice Susan's resume is now attached.
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Appiying for: Re jon Glerk |

CCCCCCCC

Step ‘ Action Notes

14. | Click the Continue button.

15. | Enter your friend's primary contact information.

16. | Click in the First Name field.

17. | Enter "Susan" into the First Name field.

18. | Click in the Last Name field.

19. | Enter "Smith" into the Last Name field.

20. | Click in the Email Address field.
I |

21. | Enter "susansmith12@email.com" into the Email Address field.

22. | Click the Email Type drop-down list.

| Select... |E|
23. | Click the Home list item.
[Home |

24. | Click the Save and Submit button.

| Save and Submit |

25. | Notice the message indicating you have successfully referred
your friend for a job.

26. | Click the Home link.
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Favorites ¥ | MainMenu v

# Home | Signout [l
< CONNECT :
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
2] CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 4100
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
wi o, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
5 (CONNECTed i 8 s st et SO peid
> ARNOLD DOUGLAS B GG/ ANNE ARUNDEL 40222-
“ . o COURTHOUSE 1426
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/BALTIMORE CITY 410333~
w ALEXANDER LAVINIA G
= @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

27. | Click the Sign out link.

Sign out

28. | You have completed the topic "Referring Friends by Providing
Contact Info and Resume".
End of Procedure.

12_21_15_Notify Applicants of Jobs

When creating and saving a job search in CONNECT, you can indicate that you want the system
to notify you by email if a new job is posted that meets your search criteria.

* | ban Mo - R Careers @& Home | Sign out

5 CONNE

Save Search 00 SECA | My NOTSCNONS | M ACINIES | My Favorile Jobs | My Saved Ssarches | My Signean 25 C

‘Select the checkbax and enter an email address if yous want the search

be emailed o you

My Saved Search

“Name My S&arch ADWIN SEARGH

otity me whan new jobs mest my criteria

“Send mail notfication to [coni groen@masoer

5 g0

Save Search

RERUM 10 Prevous Pags 0 SEArCN | My WOUSCANONS | My ACINNES | My FENOrIE Jobs | My S3ved SSarhes | My

Procedure

In this topic, you will save a job search and indicate that you want to be notified by email if a
new job is posted that meets your job search criteria.
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Favorites ¥ | MainMenu v

< CONNECT

My Page My HR Manager Dashboard

External Links

CONNECTed - Training Materials

&, Phone Directory

[® state Payrol Forms
& Empioyes Heain Benetts

1B Health Benefits Forms

B neep AssisTance?

Sign out

Company Directory Learning Dashboard Time And Labor Dashboard | %§

VisitTraining Ubrary

CONNECTed

-
o
w
=
w

Reach out 0.2 CONNECTor at your location

CONNECT

7

9

Contact the Help Desk (410) 260-1114

& HELP DESK |

STEP 3

Personalize Content | Layout ? Help
S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
oy HR CONNECTION -ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information -
resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary P -
employees about key HR information. While stories may OFFICE 1876
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project
AQC COURTBUSINESS  4101260-
HR CONNECTION - ISSUE 2 e CERICTI OFFICE 1737
Q The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
e able 1o successiully use refore, we would
tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education . 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
ourses, oniine Web-based training (e-leaming), and on- T
location fais designed to supplement formal fraining. There | | DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with 2D
the knowledge and kil they may need prior to taking . CCIALLEGANYCNTY  301777-
CONNECTed course. LINDSEY,DAWNE D COURTHOUSE 5023
CC/ALLEGANYCNTY  301777-
Feed MAYNARDCATHERINEA o boic il o
View All riles and Sections .
wonoowuss e, e
L0 i s
(CONINECTed Job Aids s ov
¥ YRGS CC/ ANNE ARUNDEL 40222
Cancel a Leave/Absence Request ESL,J ZL:‘;L;’;EUNDEL l‘:éfw
GG/ ANNE ARUNDEL 410222-
. Submita Leavesbsence Request DILLARDWOODYKRISE SO/ ANNEAR: e
1 ‘Submit a LeavelAbsence Request Wi CCIBALTIVIORE CITY 410333
- View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

Click the My HR tab.
My HR

Click the Careers link.
Careers

Favorites ¥ Main Menu ¥ Self Sel
Job Search
Filter by
Location

Allegany County (20)
Annapoiis Area (11)
Baltimore County (2)
Prince George's County (1)

Department
NoValue (34)

Job Family
Office Support (16)
Court Operations-All Cou.(11)
Legal (3)
Information Technology (2)
Security (2)

Job Function
Administrative Support (25)
Legal Affairs (3)

Security (2)
Technicians (2)
Case Processing (1)
More...

Job Posted In
2015 (34)

Recruiting ¥ Careers

4 Home |

Sign out

Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information signed In as CONNIE

Keywords Search Tips

Search ResetSearch | | Save Search | More Options

Apply Without Selecting a Job (7

31 matches found Sort By [Posied Date

Search Results

Fist @ 1250131 @) Last

[7] Adminiiratve Asst1 - 1091
| Posted Date: 081052015

Administrative Asst | - 1090
| Posted Date: 081042015

Administrative Asst | - 1086
| Posted Date: 077302015

Agministrative Asst| - 1080
| Posted Date: 077202015

Adminisirative Asst IV - 1079
| Posted Date: 077202015

Courtroom Clerk - 1081
| Posted Date: 077202015

[u]
[u]
o
[u]
=]
[ Courtroom Clerk - 107:

a
| Posted Date: 06/302015

[ Administiatie Asst |- 1068
| Posted Date: 06/222015

seeti_anzo

Click in the Keywords field.

Enter "Administrative" into the Keywords field.

Click the Search button.
|  Seach |
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6. Click the Save Search button.

7. Click in the Name My Search field.

8. Enter "Admin Search" into the Name My Search field.

TRAMIKIG LIEAM

9. Click the Notify me when new jobs meet my criteria checkbox.

||:| Motify me when new jobs meet my criteria|

10. | When a new job is posted that meets your job search criteria,
you will be notified by email about the job posting.

In this example, a new job posting containing the keyword
"Administrative" will trigger the notification.

11. | Notice when you click the "Notify me" checkbox, your email
address automatically appears in the email notification field.

12. | Click the Save Search button.
| SaveSearch |

13. | Click the Home link.

Favores = | MainMenu v signout [
% CONNECT -
R =

MacsiandJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
External Links S 0% (LCONNECT News s o  |CONNECTor Contactinformation S ov
Tzl CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Phone Drect resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A2FLEOURTEUSINESS 410050
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT BSRCEE aG
consistent communication channel to inform Judiciary -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may SEVILLASOMOZALORENA  orrice 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE. 1488
[ state Payro Forms that project
. AOC COURTBUSINESS 4101260~
~ HR CONNECTION .ISSUE 2 FFICE 737
2% Empioyes Heatn Benefts The GONNEGT project wil launch in January 2016. Nowis 410280
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
B Heath Benete be able to successfully use CONNECT. Therefore, we would
1B Health Benefits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed | | JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- D
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC -
wil also be prerequisite courses to provide employees with iz
. the knowledge and skils they may need prior to taking - CCIALLEGANYCNTY 301777
bl B ld O s LINDSEY,DAWNE D COURTHOLSE e
w § Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
= {( Feed COURTHOUSE 5022
B (CONNECTed
ARNOLD DOUGLAS B 3
“ 0 o COURTHOUSE 1426
(CONINECTed Job Aids s ov
Reach out 1o s CONNECTor atyour location ¥ YRGS CC/ANNEARUNDEL 410223
CONNECT. \ Cancel a Leave/Absence Request ESL,J ZL:‘;?:UNDEL l‘:s/“zzz
GG/ ANNE ARUNDEL 410222-
y DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request . CCIBALTIMORE CITY 410333
] ubmit a Leave/Absence Reques! ALEXANDER LAVINIA G
5 @ HELP DESK | CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DENISE CC/BALTIMORE CITY 410333 | -

Step @ Action Notes

14. | Click the Sign out link.

15. | You have completed the topic "Notify Applicants of Jobs".
End of Procedure.
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Evaluating Performance

CONNECT's performance evaluation process is designed to assess and plan your performance to
meet current and future job requirements.

The performance evaluation process consists of 2 key components:

e The Annual Performance Appraisal
e The Performance Improvement Plan

Upon completion of this module you will be able to:

e Completing the Annual Performance Appraisal (Non-Manager Employee)

e Completing the Annual Performance Appraisal (Managerial Employee with Direct
Reports)

e Reviewing & Acknowledging the Annual Performance Appraisal

e Acknowledging the Performance Improvement Plan

e Reviewing Completed Performance Documents

e Managing Employee Performance Notes

12_21_15_Completing the Annual Performance Appraisal (Non-Manager Employee)

Employees can access online performance evaluation documents, complete their self
evaluation, and submit the appraisal for review and approval by their manager.

Annual Performance Appraisal Retum to Gurrent Documents | Save Complete
Self-Evaluation - Update and Complete &Print | 3 Notiy | &Y Export
Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable
~ Expand | (v Collapse
Competency 1: Cooperation and Support
The employee demonstrates good interpersonal and relationship skills. The employee is cooperative and courteous
with management, coworkers and customers
Employee Rating = o 00RY
Employee Comments
3 Font -l see -||B I U|[iz = A- B =i 3

In this topic, you will rate yourself on 5 competencies, enter comments to support your rating,
and submit the evaluation for review and approval.
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Favores ¥ | MainMenu v S
% CONNECT
(o
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
External Links S ¥ | 4).CONNECT News ¢ o~ CONNECTor ContactInformation e ov
[3' CONNECTed - Training Materials HR CONNECTION - ISSUE 1 — e )
Welcome to HR CONNECTion - a monthiy information .
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 1737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
i Health Beneiits Forms tike you 1o meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOG - IS (General) 410260
of the CONNECT training team and the AOC Education . 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
. the knowledge and kil they may need prior to taking ’ CCIALLEGANYCNTY  301777-
ol B Td O s LINDSEY,DAWNE D COURTHOLSE e
wi o~ Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
= {( Feed COURTHOUSE 5022
B CONNECTed e
ARNOLD DOUGLAS B 3
“ o COURTHOUSE 1426
& (CONNECTed Job Aids s ov
) Reach out 10 CONNECTorat yourlocation REERTEIR CC/ ANNE ARUNDEL 410022
i CONNECT. \ Cancel a Leave/Absence Request ESL,J ZL:‘;?:UNDEL l‘:s/“zzz
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
& Submit a Leave/Absence Request ALEXANDER LAVINIA G CC/BALTIMORECITY  410/333-
= @ HELP DESK | CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

1. Click the My HR tab.
My HR

2. Click the Current Documents link.

Current
Documents

Favorites ¥ | MainMenu v Self Service ¥ Performance Management v My Performance Documents v Gurrent Documents] 4 Home | Sign out

% CONNECT

New Window | Help | Personalize Page | B
Current Performance Documents
ELIZABETH WILLIAMS
Listed are your current performance documents.

Performance Documents Personalize | Find | @] B8 Fist (4 12012 @ Last
Document Type Document Status Period Begin Period End  Job Title: NextDueDate  Manager
ATl PSIOTANSE i i prgress ovowbs st wcayCeni  1asoois  DESORAMKEL

Action

3. Click the Annual Performance Appraisal link.

Annual Performance
Appraisal

4 Notice the steps instructing the employee to complete the self
evaluation by 12/26/15.

Page 359



TRAINING GUIDE
CONNECT Employee Self Service
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5. In this example, the indicator is yellow indicating the self
evaluation is not complete.

CONNECTed

TR A IKIG LIER N

The indicator will turn green when the self evaluation is
complete.

Favorites ¥ | Main Menu ¥ Self Senvice ™ Performance Management ¥ My Performance Documents. ¥ Current Documentsf§ 4 Home | Sign out

% CONNECT

Performance Process

Steps and Tasks

ELIZABETH WILLIAMS
Annual Performance Appraisal
011012016 - 123172016

Complete Self Evaluation
DueDste 12282018

Update and Complete

Review Manager Evaluation
Due

Annual Performance Appraisal
Self-Evaluation - Update and Complete
ELIZABETH WILLIAMS

Overview J

Employee Data

Job Title Judiciary Clerk il
Document Type Annual Performance Appraisal
Template
Status Evaluation in Progress

Department 0467108
Location C7-CLERK

Retumn to Current Documents | Save | | [ Complete

iPrint | 7 Notify | BF) Export

Manager DEBORAH KIEL
Period 01/01/2016 - 1213172016
Document ID 05
Due Date 12262016

I

Rating History

Enter your rafings and comments for each applcable section and save. When you have finished updating your evaluation select the complete button to save
your changes and send this document to your manager for review.

M Cakcuiate AllRatngs

Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, i applicable
~ Expand | (») Collapse
Competency 1: Cooperation and Support
Competency 2: Work Quality
Competency 3: Dependability
Competency 4: Job Knowledge and Skills

Competency 5: Work Quantity

Competencies Summary ad

Step ‘ Action Notes

6. Click the Expand link to view all the competency details for this
evaluation.
-~ Expand

7. Click the Vertical scrollbar to move down the page.

8. Click the Employee Rating drop-down list.

9. Click the Meets Standards list item.
[Meels Standards |

10. | Click in the Employee Comments field.

11. | Itis recommended that you enter comments to support each of
your ratings. In the CONNECT system, you will type your

comments into the Comments field.

For the purposes of training however, comments to support this
rating have been entered for you.

12. | Click the Vertical scrollbar to move down the page.

13. | Click the Employee Rating drop-down list.

| -]
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14. | Click the Exceeds Standards list item.
|Exceeds Standards |

CONNECTed

15. | Click in the Employee Comments field.

16. | Comments to support this rating have been entered for you.

17. | Click the Vertical scrollbar to move down the page.

18. | Click the Employee Rating drop-down list.
| [~]

19. | Click the Meets Standards list item.
[Meets Standards |

20. | Click in the Employee Comments field.

21. | Comments to support this rating have been entered for you.

22. | Click the Vertical scrollbar to move down the page.

23. | Click the Employee Rating drop-down list.

24. | Click the Exceeds Standards list item.
[Exceeds Standards |

25. | Click in the Employee Comments field.

26. | Comments to support this rating have been entered for you.

27. | Click the Vertical scrollbar to move down the page.

28. | Click the Employee Rating drop-down list.

29. | Click the Exceeds Standards list item.
|Exceeds Standards |

30. | Click in the Employee Comments field.

31. | Comments to support this rating have been entered for you.

32. | Click the Calculate Rating button in the Competencies Summary
section.

33. | Notice the overall rating was automatically calculated based on
the ratings you assigned to each competency.

34. | Click the Vertical scrollbar to move down the page.

35. | Click in the Employee Comments field.

36. | Comments to support the overall rating have been entered for
you.

Page 361



TRAINING GUIDE

T
CONNECT Employee Self Service QONN ECT?d

TR AR WG

Action

37. | Click the Save button.

Save

38. | Click the Complete button.
39. | Click the Confirm button.

40. | Notice the indicator is green indicating you have completed the
self evaluation.

41. | Click the View link.

42. | Click the Expand link.

43. | Notice you can view the section details but cannot edit these
details since it was submitted to your manager for review.

44. | Click the Vertical scrollbar to move down the page.

45. | Review the remaining details as desired.

46. | Click the Home link.

Favorites ™ | MainMenu # Home | Signout [l
< CONNECT :
(e =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¢ N
Personaiize Content | Layout 2 Hep
External Links S °Y  {:CONNECT News ¢ ov  CONNECTOr Contactinformation S ev
tj col d - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone

Welcome to HR CONNECTion - a monthiy information AOC | COURT BUSINESS 4101260~

Tesource on the [atest happenings in the Judiciary’s PARKERALECIA A

& Pnone Drectory Department of Human Resources (HR). Our goal: provide a ;’gz TEOURT ausiess j?;;'zw
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -

@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories wil focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up o the January 2016 launch of AKERS ALLISON E FFICE 1488

B state Payroll Forms that project AOC |COURTBUSINESS  4101260-
HR CONNECTION - ISSUE 2 SRR ER TR OFFICE 1737

O —— e CONNEGT proest il e i oy 2016 fow's o

the perfect time to focus on the education you will need to MCKENNA-CHEYNE.LINDAK  AOC - JIS (General)

1119
I be able to successfully use CONNECT. Therefore, we would
B Health Beneis Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - JIS (General) 4101260-
afthe CONNECT training team and the AOC Eduea 1030
Division, is an innovative approach that uses different 410260
training methods. including classroom-based, instructor-led JONCZAKGMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC I JECC p

will also be prerequisite courses to provide employees with

the knowledge and skills they may need prior to taking a CC/ALLEGANYCNTY 301777~

o sty CONNEGTed course UNDSEY.DAWNE D COURTHOUSE 5923
& = . CC/ALLEGANYCNTY  3017777-
i (CONNECTed Feeg VAYNARDCATHERINEA S5/ ALESAY o
n = View Al Arcles and Sestons o ANNE ARNDEL 10202,
CONNECTed Job Aids e [ ——— COURTHOUSE 148
' each out 10 CONNECToratyourlocation ¥ CCIANNEARUNDEL 410222-
ELEEERRE COURTHOUSE 1425
i CONNECTor Cancel a LeavelAbsence Request O i
@ e Cancel a LeavelAbsence Request EARLY KIMBERLE A COURTHOUSE 18%6
- CCIANNEARUNDEL  410222-
8 | comacithetioceiuidizeciing ’/ m Submit a Leave/Absence Request DILLARDWOODYKRISE S5 ANNE ARt A0
Submit a Leave/Absence Request y
w @ HELP DESK | a ALEXANDER (AVINAG SO/ BALTIM o
n | - View Leave/Absence Balance [ CC/BALTIMORECITY 410333 |~

Step | Action

47. | Click the Sign out link.
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Action

48. | You have completed the topic "Completing the Annual
Performance Appraisal (Non-Manager Employee)".
End of Procedure.

12_21_15_Completing the Annual Performance Appraisal (Managerial Employee with
Direct Reports)

Employees can access online performance evaluation documents, complete their self
evaluation, and submit the appraisal for review and approval by their manager.

Annual Performance Appraisal Return to Current Documents | Save | | [ Complete

Self-Evaluation - Update and Complete Pt | £ Noty | @) Expor]
Section 1 - Competencies

Enter ratings and comments for each competency and behavior listed below, if applicable

~) Expand | (») Collapse

Competency 1: Cooperation and Support

The employee good and skills. The employee is cooperative and courteous
with management, coworkers and customers.

Employee Rating [x] oo0my

Employee Comments.
£ Font | sze -|/B I U

®E

Procedure

In this topic, you will rate yourself on 7 competencies, enter comments to support your rating,
and submit the evaluation for review and approval.

Favories = | MainMenu v A tome | Signout [
% CONNECT .
P =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | #¢ i
Personalize Content | Layout ? Help
Extemal Links ST {+CONNECT News s ov CONNECTor Contactinformation S e~
[zl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthly information .
[Se—— fesource on the latest happenings in the Judiciary's PARKERALEGIAA Aeg URTEUSINESS - H105E0
v Department of Human Resources (HR). Qur goal: provide a OO SRS
consistent communication channel t0 inform Julciary SEVILLA SOMOZA LORENA -
@ Gentral Payroll Oniine Service employees about key HR information. While stories may FFICE 1576
include broad HR news and updates, most stories il focus AOC /COURTBUSINESS 4101260~
2 on CONNECT as we lead up fo the January 2016 launchof | | AKERS.ALLISONE riee b
State Payroll Forms that project.
AOC /| COURTBUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SHAAK,CHRISTINA M FFICE 1737
B8 Employee Health Beneits The CONNECT project will launch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
B be able to Successfully use CONNECT. Therefore, we wouid
i3 Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-eg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
S the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY  301777-
o | sty Sy LINDSEY, DAWNE D COURTHOUSE e
E (CONNECTed e VAYNARD.CATHERINEA S5/ ALESANY ONTY - 3077777
b ieur Al Aricles and Seclions ARNOLD.DOUGLAS & CC / ANNE ARUNDEL 40222
! COURTHOUSE 1436
., . -
~ (CONNECTed Job Aids c ov
) Reach out 103 CONNECTorat yourocation b BURKE.SHARON K GG/ ANNE ARUNDEL 410222
i CONNECT: W Cancel a Leave/Absence Request gg‘; i;:(;f;wna l:éfzzz
0 S Gancel a Leave/Absence Request EARLY.KIMBERLE A COURTHOUSE 1896
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaverAbsence Request !
[ CC/BALTIMORE GITY 410333
] ‘Submit a LeavelAbsence Request ALEXANDER LAVINIA G
o @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance [P —— CCIBALTIMORE CITY 410233 |~

Step Action

1. Click the My HR tab.
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CONNECTed
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2. Click the Current Documents link.

Current
Documents

Favortes ¥ | ManMenu ~ SelfService ¥ > Performance Management My Performance Documents. ¥ Gurrent Documents

% CONNECT

Current Performance Documents
GINGER LOCKHART

Listed are your current performance documents.

Performance Documents Personalize | Find | @] B8 First (4 16016 @ Last

Document Type: Document Status Period Begin Period End  JobTitle NextDueDate  Manager

Annual Performance

IAppraica Evaluation in Progress

0112016 1273112016 Supervisor | 1212612016 DEBORAH KIEL

4 Home | Sign out

New Window | Help | Personaiize Page |

Step | Action Notes

3. Click the Annual Performance Appraisal link.

Annual Performance
Appraisal

4. Notice the steps instructing the employee to complete the self
evaluation by 12/26/15.

5. In this example, the indicator is yellow indicating the self
evaluation is not complete.

The indicator will turn green when the self evaluation is
complete.
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TRAMIKIG LIEAM

Favorites ¥ Main Menu v SelfService ¥ > Performance Management ¥ > My Performance Documents. ¥ >  Current Documents[g] A& Home | Sign out

< CONNECT

Performance Process o « Annual Performance Appraisal Return to Current Documents | Save
Steps and Tasks 2 ov  Self-Evaluation - Update and Complete
GINGER LOCKHART GINGER LOCKHART
Annual Performance Appraisal Job Title Supenvisor | Manager DEBORAH KIEL
010172016 - 1213112016 Overview J Document Type Annual Performance Appraisal Period 01/01/2016 - 12/31/2016
Template Document ID 970
Complete Seff Evaluation ‘ Status Evaluation in Progress Due Date 127262016
DueDate 12262016

Update and Complete
Employee Data

Review Manager Evaluation

Department 0467112
DuDate 12292016

Location C&7-CLERK
Rating History

Enter your ratings and comments for each applcable section and save. When you have finished updating your evaluation select ihe complete bution to save
your changes and send this document to your manager for review.

I [ Compiete

GPrint | EINotity | By Export

[T Calcuiate Al Ratings

Section 1 - Competencies
Enter ratings and comments for each competency and behavior listed below, if applicable.
-/ Expand | (v Collapse

Competency 1: Cooperation and Support

Competency 2 Leadership

Competency 3: Work Quality

Competency 4: Dependability

Competency 5: Job Knowledge and Skills

Competency 6: Management

i

TRAINING GUIDE
CONNECT Employee Self Service

Step @ Action [\ [o] {1

6.

Click the Expand link to view all the competency details for this
evaluation.

- Expand

Click the Vertical scrollbar to move down the page.

Click the Employee Rating drop-down list.

Click the Meets Standards list item.
[Mests Standards |

10.

Click in the Employee Comments field.

11.

It is recommended that you enter comments to support each of
your ratings. In the CONNECT system, you will type your
comments into the Comments field.

For the purposes of training however, comments to support this
rating have been entered for you.

12.

Click the Vertical scrollbar to move down the page.

13.

Click the Employee Rating drop-down list.

| -]

14.

Click the Exceeds Standards list item.
[Exceeds Standards |
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CONNECTed

TR AR WG

A& Home | Signout

Favorites ¥ | Main Menu ¥ SeffSenice ¥ > Performance Management ™ > My Performance Documents ™ > Current Documents(e|

+» CONNECT

R

«

Performance Process ° Annual Performance Appraisal Retumn to Current Documents. | Save. I | Complete
Steps and Tasks 2 ov Self-Evaluation - Update and Complete
GINGER LOCKHART
p— ool Description : The employee shows vision and intiative in improving SIal, processes, procedures, productivity and relationship

nnual Performance Appraisal with persons at all levels of the Judiciary. an ability o situations and to lead
01012016 - 1273172016 Overview employees through organizational ¢ hange. Demonsiate faimess and an abilty to motivate employees to perform efficiently and

effectively, even when faced with adverse circumstances.
= © Complete Seif Evaluation
DusDate 12262016
Ty Employee Rating 300y
Employee Comments
bid Font - size - B I U

Review Manager Evaluation
DueDate 12292016

Created By Template

Competency 3: Work Quality

Description : The employee’s error rate is acceptable. All assignments, papenwork, forms, reports and correspondence are
completed in a timely manner and are of a professional quality.

Employee Rating [E] coom

Employee Comments | |
=2 Font <l se -|/B I U

@GPrint | EINotity | By Export

I

Action

15.

Click in the Employee Comments field.

16.

Comments to support this rating have been entered for you.

Favorites ¥ | MainMenu v Sel

“Senvice [ ye—— My Performance Documents. ¥ Current Documentsf§] A Home | Sign out
v CONNECT
v
ryinndJudicisny
°
Performance Process Annual Performance Appraisal Retum to Current Documents: Save | | Complete
Steps and Tasks < - a i
& L] Self- qullfllgn Update and Complete GPrint | EINotiy | B Exvort
GINGER LOCKHART De ti The L e d initiati taff, al ductivity and relationshi
escription : The employee shows vision and infiative in improving Staff, processes, procedures, productivity and relationship
Annual Performance Appraisal ‘with persons at all levels of the Judiciary. an ability to ituati d to lead
01012016 - 127312016 Overview employees through organizational ¢ hange. Demonsirate fairmess and an abilty to motivate employees to perform efficiently and
effectively, even when faced with adverse circumstances.
= Complete Self Evaluation e
DueDete 12282016
Employee Rating [Exceeds Standards =
Update and Complete plovs o I e
Employee Comments. [ E1] 3
ploy 52« Font s -|[B 1 Ul[E= = A- ol
4 Review Manager Evaluation
DueDete 121292016
Iled a team of 6 fo increase customer satisfaction by 10%.
Cresed By Tempste
Competency 3: Work Quality
Description : The employee's error rate is acceptable. All assignments, paperwork, forms, reports and correspondence are
completed in a timely manner and are of a professional quality.
Employee Rating [=] ooopy
Employee Comments. [ E1]
= Font <llse - B I U|E = A-B- S A

Action

17.

Click the Vertical scrollbar to move down the page.

18.

Click the Employee Rating drop-down list.

| -]

19.

Click the Exceeds Standards list item.
[Exceeds Standards |

20.

Click in the Employee Comments field.

21.

Comments to support this rating have been entered for you.
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Step ‘ Action Notes

22. | Click the Vertical scrollbar to move down the page.

CONNECTed

23. | Click the Employee Rating drop-down list.
| -]

24. | Click the Meets Standards list item.
[Meets Standards |

25. | Click in the Employee Comments field.

26. | Comments to support this rating have been entered for you.

27. | Click the Vertical scrollbar to move down the page.

28. | Click the Employee Rating drop-down list.

29. | Click the Exceeds Standards list item.
[Exceeds Standards |

30. | Click in the Employee Comments field.

31. | Comments to support this rating have been entered for you.

32. | Click the Vertical scrollbar to move down the page.

33. | Click the Employee Rating drop-down list.
| [~]

34. | Click the Meets Standards list item.
[Meets Standards |

35. | Click in the Employee Comments field.

36. | Comments to support this rating have been entered for you.

37. | Click the Vertical scrollbar to move down the page.

38. | Click the Employee Rating drop-down list.
| [~]

39. | Click the Exceeds Standards list item.
| Exceeds Standards |

40. | Click in the Employee Comments field.

41. | Comments to support this rating have been entered for you.

42. | Click the Calculate Rating button in the Competencies Summary
section.

43. | Notice the overall rating was automatically calculated based on
the ratings you assigned to each competency.

44. | Click in the Employee Comments field.
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Action

45. | Comments to support the overall rating have been entered for
you.

46. | Click the Save button.

Save

47. | Click the Complete button.
48. | Click the Confirm button.

49. | Notice the indicator is green indicating you have completed the
self evaluation.

50. | Click the View link.

51. | Click the Expand link.

52. | Notice you can view the section details but cannot edit these
details since it was submitted to your manager for review.

53. | Click the Vertical scrollbar to move down the page.

54. | Review the remaining details as desired.

55. | Click the Home link.
# Home

Favories ¥ | MainMenu 4 Home | Signout [
% CONNECT -
R =

MocsiondJudiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout 2 Help
Extemal Links S T {1CONNECT News s o~ |CONNECTor Contactinformation S o~
TIl col d - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information .
R Prone Drect resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A25LEOURTEUSINESS 410060
one Directory Department of Human Resources (HR). Our goal: provide a AOCT COURT SRS Y
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR information. While stories may § OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE. 1488
[ state Payro Forms that project
. AOC COURTBUSINESS 4101260~
HR CONNECTION - ISSUE 2 FFICE 1737
2% Empioyes Heatn Benefts The GONNEGT project wil launch in January 2016. Nowis 410280
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) 1110
I tealth Benets Forms be able 1o successfully use CONNECT. Therefore, we would om0
i tike you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - IS (General)
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 40260
training methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- 3]
* location airs designed to supplement forma training. There || DUNSTON,MICHAEL A AOC 1JECC g
will aiso be prerequiste courses to provide employees with 1129
R ine knowedge and skils ey may need pior o 1aking 3 LINDSEY DAWNE D cojaLEouoNTY T
a
wi o Feed MAYNARDCATHERINEA oo/ ALLEGANYONTY 301777
= e COURTHOUSE 5022
% (CONNECTed
ARNOLD DOUGLAS 8 GG/ ANNE ARUNDEL 40222-
“ . - COURTHOUSE 1436
'CONNECTed Job Aids c o~
Reach out 102 CONNECTorat yourlocation b e CC/ ANNE ARUNDEL 410222
CONNECT. \ Cancel a Leave/Absence Request ESL,J ZL:‘;LLS:UNDEL l‘:s/“zzz
CC/ ANNE ARUNDEL 410222
y DILLARDWOODY,KRIS E
‘Submit a LeavelAbsence Request
[ ‘Submit a LeavelAbsence Request . CCIBALTIMORE CITY 410333
] ubmit a Leave/Absence Request ALEXANDER LAVINIA G
5 @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance [ CC/BALTIMORE CITY  410333- | -

Page 368



CONNECTe

TRAMIKIG

FRAET

Action

TRAINING GUIDE
CONNECT Employee Self Service

56. | Click the Sign out link.

Sign out

57.

End of Procedure.

You have completed the topic "Completing the Annual
Performance Appraisal (Employee with Direct Reports)".

12_21_15_Reviewing & Acknowledging the Annual Performance Appraisal

Once the appraisal has been reviewed and updated by the Manager, the employee will confirm
acknowledgement of the completed appraisal.

CONNECT

Perfomance Pr

Steps and Tasks > o Acknowledge

Job Tite
Cuentem Oncument Type
Tempiste
statur

4
> |

Employee Data

Empl 1D
Departmens

e
PlanGrade S

Manager Rating £xczecs Stanssrss

Procedure

Gvesall Summary

Managen
Perica
Document ID
Oue Dste

s &

v Reting Exédecs Srcerts

nws -

In this topic, you will review your manager's rating for your performance appraisal and
acknowledge you have received the completed appraisal.

Favorites ¥ | Main Menu ¥

+ CONNECT

Jacyland Judiciar

My Page My HR

External Links

78] CONNECTed - Training Materials

{,  Phone Directory
@ state Payrol Forms
B Empioyes Healn Benets

1B Health Benefits Forms

Manager Dashboard

B neep AssisTance?

VisitTraining Ubrary

“CONNECTed

STEP 1

Reach out 0.2 CONNECTor at your location

CONNECTor

W

comaverpesomons |

@ HELP DESK |

STEP 3

Company Directory

Learning Dashboard

- »CONNECT News s ov

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project

HR CONNECTION - ISSUE 2

The GONNEGT projest will launch in January 2016. Now is
the perfest tme to focus on the education you will need to
be able to successfully use CONNECT. Therefore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different

training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
locatio fairs designed to supplement formal training. There
will aiso be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Fee

View A Arcies and Sections
HCONNECTed Job Aids s o~

Cancel a Leave/Absence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request

Submit a Leave/Absence Request

r (<E=E

View Leave/Absence Balance

Time And Labor Dashboard

*

# Home

Personaiize Content | Layout

CONNECTor Contact Information

Name
PARKER ALECIAA

SEVILLA SOMOZA,LORENA
AKERS,ALLISON E
SHAAK.CHRISTINA M
MCKENNA-CHEYNE,LINDA K
NUDELL,Theresa G
JONCZAK MICHELLE A
DUNSTON,MICHAEL A
LINDSEY,DAWNE D
MAYNARD CATHERINE A
ARNOLD,DOUGLAS B
BURKE,SHARON K
EARLY,KIMBERLE A
DILLARDWOODY,KRIS E
ALEXANDER LAVINIA G

MCCREADY DENISED)

Department
AOC | COURT BUSINESS
FFICE

AOC | COURT BUSINESS
OFFICE

AOC / COURT BUSINESS
OFFICE

AOC | COURT BUSINESS
OFFICE

AOC - Jis (General)

AOC - JIS (General)

AOC - JIS (General)

AOC 1 JECC
CC/ALLEGANY CNTY
COURTHOUSE
CC/ALLEGANY CNTY

COURTHOUSE
CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC / ANNE ARUNDEL
COURTHOUSE

CC/ BALTIMORE CITY
CRTHSE EAS
CC/BALTIMORE CITY

Sign out

Phone
410/260-
3544
410260~
1576
410260-
1488
410260

410/260-
1729
201777-
5023
01777-
5022
410222~

4107333
73
410333

o
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CONNECT Employee Self Service L TRAING LIBRARY

1. Click the My HR tab.
My HR

2. Click the Current Documents link.

Current
Documents

3. Notice the document status is Pending Acknowledgement.

Favortes ¥ MainMenu Self Senice ¥

- CONNECT

Performance Management ¥ 5 My Performance Documents. ¥

New Window | Help | Personaize Page | [
Current Performance Documents
DEBORAH WHITAKER

Listed are your curent performance documents.

Period Begin PeriodEnd  JobTile  MextDueDate  Manager

Pending Acknowledgement 02012015 10012015 Judictary Clerk 092972015 CONNIE GREEN

Step | Action Notes

4. Click the Annual Performance Appraisal link.

Annual Performance
Appraizal

5. Notice the Overview section indicates you have completed the

self evaluation and your manager has reviewed and responded
with their feedback.
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TRAMIKIG

Favortes ~  Main Menu # Home  Sign out
v~ CONNECT
+
Performance Process © € pnnual Perormance Appraisal Retum to Gurrent Documents | Save | | Acknowledge | |
Steps and Tasks S e~ | Manager Evaluation - Acknowledge @GPt | ENotiy | B Eport
DEBORAH WHITAKER DEBORAH WHITAKER
Annual Performance Appraisal Job Title Juciciary Cierk 1 Manager CONNIE GREEN
oe Template DocumentiD 852
Songits srcren » o et s
DueDse CazazIS
= © Review Mansger Evaluston
DueDse 0uzazOIS Emplcyeelia
© Review with Manager EmplID 000000542
P Department 1001000
R Location GO1.CTHSE
View PlanGrade SHS 06
step 1
Years of Service 26 Yesrs 0 Morihs
YearsinJob 26 Yeas 0 Monihs i
Rating History

“This document is currenty waiting for your acknowledgment

Selecttne thatyou
printed document acknowledging that the review was held.

our the

T, View Graphical Rafing

=

Section 1 - Competencies

< Expand |y Collapse
Competency 1: Cooperafion and Support
Competency 2: Leadership

Competency 3: Work Quality

6 Click the Overall Summary tab.

| Overall Summary |

7. Review your manager's ratings.

8. Click the Acknowledge button to acknowledge you have received
and reviewed the completed evaluation.
Acknowledge

9. Click the Confirm button.
Confirm

10. | You have acknowledged your annual performance appraisal.

Click the Home link.

Favorites ™ Main Menu ¥

signout [

< CONNECT

My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | ¥# i
Personalize Content | Layout ? Help
Extemal Links ST {»CONNECT News s ov | CONNECTor Contactinformation S o~
rzl CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
[S—— fesource on the latest happenings in the Judicary's PARKER ALECIA A ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aaEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of AKERS,ALLISON E OFFICE. 1438
State Payroll Forms that project
AOC /COURT BUSINESS  4101260-
HR CONNECTION - ISSUE 2 SEGTENEL] OFFICE 1737
B8 Empioyes Healtn Benets The GONNECT project willlaunch in January 2016. Now is 4101260
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses diferent 410260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learning), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
wil also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuaE il
] 2 - CCIALLEGANYCNTY 301777
o (CONNECTed Eeed MAYNARDCATHERINEA Gl e Ol o
n P2 View All Aricles and Sections SO 1 ANNE ARUNDEL Po—
., . - ARNOLD.DOUGLASB GOURTHOUSE 1436
~ CONNECTed Job Aids S ov
) Reach 0ut 103 CONNECTorat yourlocation BURKE.SHARON K GG/ ANNE ARUNDEL 410222
i CONNECTor W Cancel a Leave/Absence Request EE)L/J :L:(;f;uwua l:éfzzz
v - Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
GG/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaveAbsence Request !
w ‘Submit a LeavelApsence Request ALEXANDER LAVINIA G CC/BALTIMORE CITY 4101333
o @ HELP DESK | CRTHSE EAS 733
| - View LeaveiAbsence Balance CCREADY DEMAE CCIBALTIMORE CITY 410333 |~
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Action

11. | Click the Sign out link.
Sign out

12. | You have completed the topic "Reviewing and Acknowledging
the Annual Performance Appraisal".
End of Procedure.

12_21_15_Acknowledging the Performance Improvement Plan

Acknowledging your performance improvement plan (PIP).

* CONNECT

Performance Process o =

ance I N Rotnto Carond Docurnonts [ 83
|Steps and Tasks 2 o~  Manager Evaluation - Acknowledge P ———
st 1
CONNIE ABE .
. Years of Sarvice € Years
Yoorsindob & Yo

Overvien

nanager have discussed

Goals | Leaming | Overall Summary

- Overall Summary

Manage Rating

Manager Comments

Procedure

In this topic, you will review your Performance Improvement Plan and acknowledge that you
have reviewed it with your manager.

Favores ¥ | MainMenu v A Home | Signout [
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
III CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
‘ Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the latest happenings in the Judiciany’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1737
B& Empioyee Healtn Benets g The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B be able to successfully use CONNECT. Therefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 41060
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
& oA CC/ALLEGANYCNTY  301777-
= (CONNECTed D et MAYNARDCATHERINEA o boic il o
R View Al Arfles and Sections ARNOLD,DOUGLAS B GG / ANNE ARUNDEL 4101222-
“ . o COURTHOUSE 1426
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/BALTIMORE CITY 410333~
w ALEXANDER LAVINIA G
= @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE & CC/BALTIMORE CITY 410333~ |~
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1. Click the My HR tab.

Click the Current Documents link.

Current
Documents

Favortes ¥ | MainMenu v Self Service ¥ Performance Management ~ My Performance Documents ¥ Gurrent Documentsf|

4 Home | Sign out

% CONNECT

Current Performance Documents
CONNIE ABE

Listed are: your current performance documents.

Performance Documents

Personaiize | Find | 2] B First @ 1011 ® Last

cccccccccc Period Begin Period End  Job Title NextDueDate  Manager
Performance
\mprovement Fian Pending Acknowledgement 010112015 123112015 Trust Assistant 1213112015 CONNIE GREEN

New Window | Help | Personalize Page | B

Step  Action Notes

3.

Click the Performance Improvement Plan link.
Performance
Improvement Plan

Notice the "Acknowledge" indicator is yellow. Once you have

acknowledged the performance improvement plan, the indicator
will turn green.
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Favorites ¥ | Main Menu ~ SeffSenice ¥ > Performance Management ™ > My Performance Documents ™ > Current Documents(e] A Home | Sign out
+» CONNECT
Y
« A
Performance Process ° Performance Improvement Plan Return to Current Documents | Save Acknowledge
Steps and Tasks © o~ Manager Evaluation - Acknowledge GPrint | EINotty | ] xp0rt
CONNIE ABE GONNIE ABE
Performance Improvement Plan Job Title Trust Assistant Manager CONNIE GREEN
010172015 - 123112015 Overview J Document Type Performance Improvement Plan Period D1/01/2015 - 12/31/2015
e Template Document ID 902
Checkpoint 1 ‘ Status Pending Acknowledgement Due Date 12/31/2015
DueDate 11062015
¥/ @ Finaize Criteria r
e Date 111062015 Employee Data

EmplID 000003738
Department 1001128
Location CO1-CTHSE

Review Manager Evaluation
DueDate 12312015

@ Review with Manager
Plan/Grade SSS 408

Acknowledge Step 1
View Years of Service 6 Years 11 Montns
YearsinJob 6 Years 11 Montns '

Rating History
“This document is currently waiting for your acknowledgment.

Select the Acknowiedge button to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the
printed document acknowledging that the review was held
Goals || Leaming || Overall Summary

Section 1 - Employee Goals
- Expand | » Collapse

Goal 1: Need SQL

Step | Action [\ [o] {1

5. Click the Vertical scrollbar to move down the page.

6. Review the Manager Rating.

7. Click the Learning tab.
Learmning

8. Review the Manager Rating.

9. Click the Overall Summary tab.
| Owerall Summary |

10. | Review the Manager Rating.

11. | Click the Acknowledge button.

Acknowledge

12. | Click the Confirm button.

13. | Notice the "Acknowledge" indicator is now green.

14. | Click the Home link.
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+ CONNECT

My Page My HR Manager Dashboard

External Links c ev

78] CONNECTed - Training Materials

&, Phone Directory

[® state Payrol Forms
& Empioyes Heain Benetts

1B Health Benefits Forms

B neep AssisTance?

VisitTraining Ubrary

CONNECTed

STEP 1

Reach out 0.2 CONNECTor at your location

CONNECTor

@ HELP DESK |

STEP 3

Company Directory

Learning Dashboard

#»CONNECT News s ov

HR CONNECTION - ISSUE 1

Weicome to HR CONNECTion - a monthly information
resource on the latest happenings in the Judiciary’s
Department of Human Resources (HR). Our goal: provide a
consistent communication channel to inform Judiciary
employees about key HR information. While stories may
include broad HR news and updates, most stories will focus
on CONNECT as we lead up to the January 2016 launch of
that project

HR CONNECTION - ISSUE 2

The CONNECT project will launch in January 2016. Now is
the perfect time to focus on the education you will need to

e able to successfully use efore, we would
Tike you to meet CONNECTed. CONNECTed, a combination
of the CONNECT training team and the AOC Education
Division, is an innovative approach that uses different
training methods, including classroom-based, instructor-led
courses, online Web-based training (e-leamning), and on-
location fairs designed to supplement formal training. There
will also be prerequisite courses to provide employees with
the knowledge and skills they may need prior to taking a
CONNECTed course.

Feeg

View Al Arives and Sections

CONNECTed Job Aids s o~

Cancel a LeavelAbsence Request

Cancel a Leave/Absence Request

‘Submit a LeavesAbsence Request

Submit a Leave/Absence Request

 (=E=E

View Leave/Absence Balance

Action

Time And Labor Dashboard

TRAINING GUIDE
CONNECT Employee Self Service

# Home | Signout [l
) L
Personalze Confent | Layout 2 Hep
CONNECTor Contact Information s o~
Name Depariment Prone
PARKERALECIAA A0CICOURT BUSINESS 410260
SEVILLA SOMOZALORENA  AOC/COURTBUSINESS  410/260-
AKERS ALLISONE 400 COURTBUSINESS 419260
TSI ACCICOURTBUSINESS 410260
MCKENNA-CHEYNE.LINDAK ~ AOC - JIS (General) it
NUDELL Theresa G AQC - IS (General) Lo
JONCZAK MICHELLE A AOC - IS (General) Pt
DUNSTON MICHAEL A AoC 1JECC P
mosciomes SSyuEOm T
VAYNARDCATHERINEA  Co! AEOANY ONTY 300777
momos g
EARLY.KIMBERLE A OOl AN SSUNDEL o
DILLARDWOODY KRISE S ANNE ARUNDEL it
ALEXANDER LAVINIA G CCTBALTMORE CITY 4107333
[ CC/BALTMORECITY 41033 | -

15. | Click the Sign out link.

Sign out

16.
Improvement Plan".
End of Procedure.

You have completed the topic "Acknowledging the Performance

12_21_15_Reviewing Completed Performance Documents

Once a performance document is completed, it becomes a part of your performance history in
CONNECT. You can view all your historical documents.

- CONNEC

Maryland Judiciary

Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.

Performance Documents

Document Type Document Status Period Begin

Performance Improvement

Plan Completed

08/15/2015

Personalize | Find || B8 First (4 10f1
Period End Job Title Manager
103412015 Judiciary Clerk Il DEBORAH KIEL

b/ Last

Procedure

In this topic, you will review a completed performance improvement plan.
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Favorites ¥ | MainMenu v

# Home | Signout [l
% CONNECT -
(o =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
[II CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name. Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Phone Drest resource on the [atest happenings in the Judiciary’s PARKER ALECIAA A5 LEOURTEUSINESS 41060
one Directory Depariment of Human Resources (HR). Our goal: provide a e URT BUSINESS s
consistent communication channel to inform Judiciary SEVILLA SOMOZALORENA 3
@ Central Payroll Oniine Service employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories vill focus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISONE OFFICE. 1488
that project.
B site Paol Forms oo TSI AOG /COURTBUSINESS 4101260
HR CONNECTION - ISSUE 2 FFICE 737
B& Empioyee Healtn Benets The CONNECT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) it
B e able 1o successiully use erefore, we would
B Hestth Beneits Forms Tk you 1o oet GONNECTex CONNECTSG, & combinaton | | NUDELL Theresa & A0 4 (Genera) 4100
afthe CONNECT training team and the AOG Education
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-led | | JONCZAKMICHELLE A ACC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- e
*! location fairs designed to supplement formal training. There DUNSTON MICHAEL A AOC / JECC
wil 2lso be prerequisite courses to provide employees with 23]
S R the knowledge and sils ey may need pror o taking 3 LNDSEY.DAWNE D CorALEQuONTY 09777
a 3
wi o, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
5 (CONNECTed i 8 s st et SO peid
> s ARNOLD DOUGLAS B GG/ ANNE ARUNDEL 40222-
“ . o COURTHOUSE 1426
N (CONINECTed Job Aids s ov
o Reach out 0.2 CONNECTor at your location ¥ CC / ANNE ARUNDEL 4101222
a " ELISERTAEE COURTHOUSE 125
i CONNECTor \ Cancel a Leave/Absence Request e ot P
GG/ ANNE ARUNDEL 410222-
DILLARDWOODY KRIS E
‘Submit a LeavelAbsence Request !
| Submit a Leave/Absence Request / CC/BALTIMORE CITY 410333~
w ALEXANDER LAVINIA G
= @ HELP DESK | ) CRTHSE EAS 3733
| - View LeavelAbsence Balance CCREADY DEMAE CC/BALTIMORE CITY 410333 |~

Action

1. Click the Main Menu button.
Main Menu ~

2. Click the HCM Systems menu.
L] HCM Systems ¥

3. Click the Self Service menu.
[J  Self Service »

4. Click the Performance Management menu.

[0 Periormance Management ¥

5. Click the My Performance Documents menu.

0 My Performance Documents L4

6. Click the Historical Documents menu.
Ij Historical Documents

7. Once a document is completed, it becomes a part of your
performance history.

This page will show all your historical performance documents.
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Favorites ¥ | Main Menu ¥ elf Senice ¥ Performance Management ¥ My Performance Documents ¥ 5  Historical Documents|

TRAINING GUIDE
CONNECT Employee Self Service

4 Home | Sign out

+~ CONNEC

Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.

Performance Documents Personalize | Find | @] B2

Period End

Firt (4 10f1 @ Last

Document Type. Document Status Period Begin Job Title Manager

New Window | Help | Personalize Page | B

Step @ Action

8. Click the Performance Improvement Plan link.

Performance Improvement
Plan

Favorites ¥ | Main Menu ¥ Self Service ¥ Performance Management ¥ My Performance Documents ¥ Historical Documentsf|

4 Home | Signout

- CONNECT

Performance Process o «

Performance Improvement Plan
Manager Evaluation - Completed
ELIZABETH WILLIAMS

Overview P J Document Type Performance Improvement Plan
Template

‘ Status Completed

Employee Data

Steps and Tasks S o-

ELIZABETH WILLIAMS
Performance Improvement Plan

Job Title Judiciary ClerkIil
08/152015 - 103172015

¥/ @ Checkpoint 1
DueDste 38015

"' @ Finaiize Criteria
DueDate DuDB2015

EmplID 000002738
Department 0467108

= @ Review Manager Evaluation
DueDate 10312015

Location C&7-CLERK
View
Plan/Grade SSS  J07
step 1
Years of Service 10 Years 0 Monins
YearsinJob 10 Years 0 Montns

Rating History
The document status is Completed.

Goals || Leaming || Overall Summary

Section 1 - Employee Goals
~ Expand | » Collapse

Goal 1: Excel Class.

Goals Summary

- - o

Manager DEBORAH KIEL
Period 081152015 -
Document ID 858
Due Date 1031/2015

Retum to Performance Documents History

(iPrint | £ Notify | BF) Export

103172015

9. Click the Expand link.

10. | Click the Vertical scrollbar to move down the page.

11. | Review the Manager Ratings.

12. | Click the Learning tab.

aming
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Action

13. | Review the Manager Ratings.

14. | Click the Overall Summary tab.
| Owerall Summary

15. | Review the Manager Ratings.

16. | Click the Return to Performance Documents History link.
| Return to Performance Documents Histor:.r|

Favoriles ¥ ManMenu ¥ > SeffSevice ¥ >  Performance Management ™ > My Performance Documents ¥ >  Historical Documentsfl A Home | Sign out

¥ CONNECT

New Window | Help | Personaiize Page | )
Performance Document History
ELIZABETH WILLIAMS

Listed below are your completed and canceled performance documents.

Performance Documents Personaiize | Find | @] R First @ 1011 @ Last

Document Type: Document Status Period Begin Period End  JobTitle Manager

Performance IMProvement  compietea 08/1512015. 10312015 Judieiary Clerk Il DEBORAH KIEL

Action

Click the Home link.
#& Home

Favorites ¥ | Main Menu ¥

- CONNECT

Sign out

My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | % i
Personalize Content | Layout ? Help
Bxteal Links S 8T {)CONNECT News ¢ o~ |CONNECTor ContactInformation s o~
CONNECTed - Training Materials HR CONNECTION - ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information -
R Prone Drect resource on the [atest happenings in the Judiciary’s PARKER ALECIAA AP LEOURTEUSINESS - 410050
one Directory Department of Human Resources (HR). Our goal: provide a e COURT SR Y
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Oniine Service employees about key HR: information. While stories m: § OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURTBUSINESS  4101260-
on CONNECT as we lead up to the January 2016 launch of AKERS ALLISON E OFFICE. 1488
that project.
B sete Payol Foms oror T TR AOG COURT BUSINESS 4101260
HR CONNECTION - ISSUE 2 OFFICE 1737
B8 Empioyes Healtn Benets The GONNEGT project will launch in January 2016. Now is 410260
the perfect tme 10 focus on the education you will need to MCKENNAGHEYNE,LINDAK  AOC - JIS (General) i
I tealth Benets Forms be able to successfully use CONNECT. Therefore, we would om0
i tike you 1o meet CONNECTed. CONNECTed, a combination | || NUDELL Theresa G AOG - IS (General)
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses dfferent 410260
raining methods, including classroom-based, instructor-fed | | JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-learing), and on- 5
* location airs designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC g
wil also be prerequisite courses to provide employees with iz
. the knowledge and skils they may need prior to taking ’ CCIALLEGANYCNTY 301777
bl B ld O s LINDSEY,DAWNE D COURTHOLSE e
w o, Feed MAYNARDCATHERINEA OO/ ALLEGANYCNTY  301/777-
G (CONNECTed s coumnoves
> icw Al Arfcles and Sections ARNOLD DOUGLAS B GG/ ANNE ARUNDEL 40222-
ACONNECTed Job Aids s o~ COURTHOUSE 1438
n NNECTor at yourlocston X
fach aut 10 CONNESTor atyour locatio ¥ TGS CC/ ANNE ARUNDEL 410222
8 COURTHOUSE 1425
CONNECT. \ Cancel a Leave/Absence Request e et P
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeavelAbsence Request !
‘Submit a LeavelAbsence Request Vi CC/BALTIMORE CITY 410333~
i @ HELP DESK | ALEXANDER LAVINIA G e s it
» | - View LeavelAbsence Balance [ —— CC/BALTIMORE CITY 410333 |~
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Step @ Action

18. | Click the Sign out link.
S

19. | You have completed the topic "Reviewing Completed
Performance Documents".
End of Procedure.

12_21_15_Managing Employee Performance Notes

Throughout the evaluation period, you can create a record of events, activities, and
accomplishments that you can later use when completing your performance evaluation.

3 CONNECT

Maryland Judiciary

My Performance Notes
Instructions

i Selection Criteria

Notes From [& Through [&
Search Add a New Note
Your existing Performance Notes Personalize | Find | (7
Select Subject Created
[} Peoplesoft 081272015 5:57PM

Procedure

In this topic, you will enter performance notes that you can later use to complete your
evaluation.

Favories = MainMenu ~ A tHome | signout [
» CONNECT -
(e =
My Page My HR Manager Dashboard Company Direstory Learning Dashboard Time And Labor Dashboard | ¥ i
Personalize Content | Layout ? Help
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
TZI CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
‘ Welcome to HR CONNECTion - a monthy information .
[S—— fesource on the latest happenings in the Judicary's PARKER ALECIA A ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCT COURT BUSREES aaEG
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may FFICE 1576
include broad HR news and updates, most stories willfocus AOC /COURT BUSINESS  4101260-
@ on CONNECT as we lead up to the January 2016 launch of AKERS,ALLISON E FFICE 1438
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 SRETENEL] OFFICE 1737
B8 Empioyes Health Benets The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect tme to focus on the education you will need to MCKENNACHEYNE,LINDAK  AOC - JIS (General) o
B be able to successfully use CONNECT. Therefore, we wouid
i3 Health Beneilts Forms like you to meet CONNECTed. CONNECTed, a combination | | NUDELL Theresa G AOC - IS (General) 4101260
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructorfeg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based traning (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOC 1JECC
will also be prerequisite courses to provide employees with )
. the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY 301777
bl BTt ey LINDSEY,DAWNE D CoURTHOuAE et
& CONNECTed - WA CamiERNE A CSLALLESANTENTY o
n = View All Artiles and Sections
GG/ ANNE ARUNDEL 40222
. ARNOLD.DOUGLASB COURTHOUSE 1436
o~ CONNECTed Job Aids S v
) Reach out 103 CONNECTorat yourocation b BURKE.SHARON K GG/ ANNE ARUNDEL 410222
i CONNECT: W Cancel a Leave/Absence Request gg‘; i;:(;f;uwna l:éfzzz
2 - Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaverAbsence Request !
[ ‘Submit a LeaverAbsence Request ' CC/BALTIMORE CITY 4101333
w 4 ALEXANDER LAVINIA G
o @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance [ —— CC/BALTIMORE CITY 410333 |~
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1. Click the Main Menu button.

Main Menu

2. Click the HCM Systems menu.
A HCM Systems L

3. Click the Self Service menu.
3 Self Service r

4, Click the Performance Management menu.

3  Performance Management ¥

5. Click the Performance Notes menu.

Ij Performance Motes

6. | You can add a new note or review and edit an existing note.

Favortes ¥ | ManMenu v

2 CONNECT

New Window | Help | Personalize Page | B
o
=| My Performance Notes
Instructions
Selection Criteria

Notes From = Through B

Search Add aNew Note

ing Performance Notes Personalize | Find | (21

Select Subject Created

] Peoplesoft 08/1212015 557PM

Select All Deselect All

Step | Action

7. Click the Add a New Note button.
| Add a New Note |
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Favortes ¥ | ManMenu v Self Senvice ¥ Performance Management ¥ Performance Notes

- CONNECT

o
=| Performance Notes - Add/Update Notes
JInstructions
Add Performance Note
Applications
Created 0812712015 12:03PM
Creator ELIZABETH WILLIAMS
Updated
Updated By
Subject
Note Text 20
Save
Refum to Performance Note Selection

TRAINING GUIDE

CONNECT Employee Self Service

#A Home | Sign out

New Window | Help | Personalize Page | B2

Step @ Action [\ [o] {1

8.

Click in the Subject field.

9.

Enter "Overtime" into the Subject field.

10.

Click in the Note Text field.

11.

Enter your performance notes in the Note Text field.

For this example, the notes have been entered for you.

12.

Click the Save button.
| Save |

13.

Click the Return to Performance Note Selection link.
|Return to Performance Mote Selection|

Favores ¥ | ManMenu v Self Service ™ Performance Management ~ Performance Notes

% CONNECT

feso

@ My Performance Notes
Instructions

{¥} Selection Criteria

Notes From ] Through &
Search Add a New Note

Your existing Performance Notes Personalize | Find | &0

Select Subject Created
o Overtime 0812712015 12.03PM
(] Peaplesoft 08/1212015 55TPM

Select Al Deselect All

4 Home | Sign out

New Window | Help | Personaiize Page | B
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Step | Action

14. | Click the Peoplesoft link.
Peoplesoft

15. | Review the existing notes.

Favorites ¥ Main Menu ¥ Self Ser Performance Management ¥ Performance Notes A Home

Sign out

% CONNECT

New Window | Help | Personalize Page | B
Performance Notes - Add/Update Notes
Jinstructions
Selected Performance Note
/Applications
Created 08/12/2015 5:57PM
Greator ELIZABETH WILLIAMS
Updated
Updated By
Subject Peoplesoft
Note Text I am working on improving my peoplesot skills =Y
Save
Retum to Perfarmance Note Selection

Step | Action

16. | Click the Home link.
#& Home

Favories = MainMenu ~ signout [
- CONNECT
(e =
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | %¢ i
Personalize Content | Layout ? Help
Extemal Links S ©Y  {XCONNECT News ¢ ov | (CONNECToOr Contactinformation S o
CONNECTed - Training Materials HR CONNECTION -ISSUE 1 Name Department Phone
Welcome to HR CONNECTion - a monthiy information .
[S—— Tesource on the latest happenings in the Judiciary's PARKERALEGIAA ACGLEOURTBUSINESS - 410260
v Department of Human Resources (HR). Our goal: provide a AOCTCORT SRS
consistent communication channel to inform Judiciary SEVILLA SOMOZA LORENA -
@ Central Payroll Online Semvice ‘employees about key HR information. While stories may OFFICE 1576
include broad HR news and updates, most stories villfocus AOC /COURT BUSINESS  4101260-
2 on CONNECT as we lead up fo the January 2016 launchof | | AKERS.ALLISON E riee s
State Payrol Forms that project
AOC | COURT BUSINESS ~ 4101260-
HR CONNECTION - ISSUE 2 e IE T FFICE 1737
28 Empioyee Health Beneits The CONNECT project willlaunch in January 2016. Now s 4101260
the perfect time to focus on the education you will need to MCKENNA-CHEYNE,LINDAK  AOC - JIS (General) o
be able to successfully use CONNECT. Therefore, we wouid
Health Benefits Forms like you to meet CONNECTed. CONNECTed, a combinafion | || NUDELL Theresa G AOC - JIS (General) 4101260-
of the CONNECT training team and the AOC Education 1030
Division, is an innovative approach that uses different 4101260
raining methods, including classroom-based, instructor-eg | [ JONCZAKMICHELLE A AOC - JIS (General) 1756
NEED ASSISTANCE? courses, oniine Web-based training (e-leaming), and on- P
Tocation Tars designed to supplement formal training. There || DUNSTON,MICHAEL A AOG 1JECC
will also be prerequisite courses to provide employees with )
S the knowledge and skils they may need prior 1o taking a w CCIALLEGANYCNTY  301777-
o | sty o e LINDSEY, DAWNE D CoURTHOUSE ey
i o, Eeed MAYNARDCATHERINEA OO/ ALLEGANYCNTY 301777
5 (CONNECTed | COURTHOUSE 5922
b ieur Al Aricles and Seclions CC / ANNE ARUNDEL 40222
ARNOLD DOUGLAS B
., . - ! COURTHOUSE 1436
«~ ‘CONNECTed Job Aids c e~
) Reach out 10 3 CONNECTorat yourlocation b BURKE.SHARON K GG/ ANNE ARUNDEL 410222
w CONNECT. v Cancel a Leave/Absence Request gg‘; ZL:‘;?;UNDEL l:éfzzz
2 Cancel a LeavelAbsence Request EARLY KIMBERLEA COURTHOUSE 1896
CC/ ANNE ARUNDEL 410222
DILLARDWOODY,KRIS E
‘Submit a LeaveAbsence Request !
] ‘Submit a LeaverAbsence Request ALEXANDER LAVINIA G CCIBALTIMORE CITY 410333
5 @ HELP DESK | CRTHSE EAS 733
| - View LeavelAbsence Balance [ —— CC/BALTIMORE CITY 410333 |~
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17. | Click the Sign out link.

18. | You have completed the topic "Managing Employee Performance
Notes".
End of Procedure.

Training Guide

Training Guide

The Training Guide PDF document is the complete CONNECT Employee Self-Service training
material included in this CONNECTed online training. The digital booklet includes:

e Cover page

e Notes page

e Table of Contents

e Concept page content
e Procedures

e Glossary

Download your PDF copy! (http://mdcourts.gov/connect/training/CONNECT Employee Self-
Service Guide.pdf)
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GLOSSARY

activity In the CONNECT Education and Learning system, activity is an instance of a
catalog item (sometimes called a class) that is available for enrollment. The
activity defines such things as the costs that are associated with the offering,
enrollment limits and deadlines, and wait listing capacities.

component A Component is a collection of pages which are logically grouped.

current learning

delivery method

learning

components

Look Up

planned learning

portal

search

Time Reporting
Code

In CONNECT Education and Learning, a self-service repository for all of a
learner's in-progress learning activities and programs.

In CONNECT Education and Learning, identifies the primary type of delivery
method in which a particular learning activity is offered. This is primarily
used to help learners search the catalog for the type of delivery from which
they learn best.

The foundational building blocks of learning activities that supports six basic
types of learning components: web-based, session, webcast, test, survey,
and assignment. One or more of these learning component types compose a
single learning activity.

A Lookup button, which looks like a magnifying glass, can be used to look up
a valid value for the field

The plan learning is a self-service repository for all of a learner's planned
learning activities and programs.

The Portal is a single entry point to all of CONNECT business processes areas
available to the user based on role security access.

Search is composed of basic and advance search. Both allow you to look up
data based on information provided such as Employee ID or Name, or
selecting options from drop-down list boxes.

The time reporting code (TRC) appears on timesheets for items such as
regular or holiday worked time reporting and determines what time
reporting codes are available to the employee for charging time.
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