Job Aid

WorkCenter — Personalizations

Using the WorkCenter, users have the option to personalize the WorkCenter information page.

Navigation: Home > WorkCenters

Team Works

Approvals © TeamWorks Information
Employee Self Service Customer Service:
= SAO CSC HOM
= 4046573056
9880967771
HEM@sa0.93.gov
WorkCenters
SAOCSC Securty
6109 a04.657-2956
8888087771

Human Resources Administration (HRA)
404-656-2705

Monthly System Maintenance:
The application & unavailable betwean
700 AM to 8:00 AM every third Sunday of
the mantn

> For this example, select the appropriate WorkCenter (Note: The page varies based on each
person’s security access)

Team Works ~ WorkCenters

U.5. Payroll WorkCenter Base Compensation WorkCenter Base Benefits WorkCenter Fluid

& ™

Human Resources WorkCenter Position Mgmt WorkCenter Fluid Workforce Dev WorkCenter Fluid
A ;
= il
: o
&4k © aape

» Once the appropriate WorkCenter is displayed, click on the “Gear” icon, and
» Click Personalize.
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Job Data
- Links Parzonaliza P
ny information you have and dick Search. Leave fields blank for a list of all values.
Hire Actions Edit Fiitars Personalize
g Value Keyword Search
Person Related Actions -
Job Related Actions . | T Search Criteria

Using the Links tab

Once the Personalize page displays, notice how this section lists each Group as well as each Link (page)
within each Group. Settings can be changed for the Grouplet, the Group or the Links within a Group.

¢ WorkCenters Job Data

* Links Pata

iny information you have and dlick Search. Leave fields blank for 2 list of all values.
Hire Actions.

Eit Fitters
ind an Existing Valuz Keyword Search
Person Related Actions

Job Related Actions . —— 1
Personalize =
Job Data
o it | Links ] | OQueries | | Reports/Processes |
Mew Employment Instance Start Links Grouplet Collapsed ‘TN
MNew Contingent Worker Instance Group Label Hire Actions
[/ . ]
4dd Emplayment Instznce B start Group Collapsed § rows
Reorder Link Label Link Type Show Link Open in New Window Starting Page
Company Property
i = Add 2 Person Menu ltem
Inquiries y
Track Absence o D = Manage Hires Menu ltem
Set Up y
= Load Manage Hires Data Menu ltem
» Queries
I = Correct Manage Hires Smors Menu ltem
» Reports/Processes
= Edit Candidate ID Menu ltem
= TransferRehire Menu ltem
-
Aroun | abel Porsan Related Actinns
S _—

Each section/grouplet can be set to “collapsed,” which will collapse the entire set of groups under that
section of the WorkCenter. Each individual Group can be personalized as follows:

e Set to “collapsed” or “collapsed” (expanded)

e Groups can be re-ordered within a grouplet.

The Links within a group can be modified as follows:
e Reorder the links
e Hide/show links
e Setalink to openin a new browser window
e Select a new/different starting page

To set the Section/Grouplet as “Collapsed,” click the box next to Start Links Grouplet Collapsed on the
upper left.

Page 2 Date Created: 1/9/2023



Job Aid

To set an individual Group as “Collapsed,” click the Start Group Collapsed box.

To re-order the Groups, click the Reorder Group button on the upper right.

WorkCenters
|+ Links pata
iny informabion you hawe and ciick Search. Leave fields blank for a list of all values.
Hire Actions
ind an Existing Value Keywerd Search
Person Related Actions

Job Related Actions . Searsh-Crites
Personalize ﬂ
Job Data
Job Audit Reorder Group

New Employment Instance [ Start Links Grouplet|
Mew Contingent Warker Insta Group Label Hire Ac
lew Contingent Warker Instance P P Group Label
2 ap
Add Employment Instance [ S e Hire Actions

Rearder Lis ED
Company Froperty
) = = Ferson Ralsied Actions
Inquiries .
Track Absence v D = u=ll = Job Related Actons
SetUp 1 _ .
s = o = Inquiries
¥ Queries 1
< I = = Track Absence

= coll =

» Reports/Processes. 3
=
= Edit} SetUp
= Tran

Giraun | ahel Parsan Related Arti

> Toreorder the Grouplets, drag and drop to place in the preferred slot .

< WorkCenters
A Pata
v Links
by information you have and diick Search. Leave Seids blank for a It of all valugs.
Hire Actions
fnd an Existing Value | | Kepword Sesrch
Parson Related Actions
Job Related Actions . Seawch Latteda
Personalize m
JobData
soo Ausit [Cuinks | [ cvenes Reorder Group [oomc ]
Mew Employment Instance O Start Links
Mew Contingent Worlcer Instar Group Label Hire Acf
jew Confingent Worker Instance P Reorder ——
Add Employment Instance Eosimer - P & raws
Reorder Lii ) fing Page
Gompany Froperty
= wll = Person Related Actons.
Inquiries .
Track Absence . D = Men| = Jalo Related fetons
Set Up o _ 1
v = - = Inquiries
N |
U I _ - Track Absence
= coll =
» Reports/Processes |
= o = SatUp
= Tran
Grmun | ahal_Parznn Related Arfions -

» Re-ordering the Links within a group works the same way.
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Persoraiize:
Edit Fiters
ions

Data

Eny information you have and ciiok Search. Leavs fisids blank for a list of all values.

fnd an Existing Value || Keywors Search

Job Data

Instance.

orker Instance.

Instance

Start Links Grouplet Collapsed

Group Label Hire Actions
Start Group Collapsed
Reorder Link Labe!

Add 3 Person

Manage Hires

Load Manage Hires Data

Gorrect Manage Hires Emars

Edit Candidate 1D

TransferRehire

Groun 1 ahel_Persan Related Acfions

Personalize
Link Type} Shaow Link
Men fter
Men fter
Ven lies
Men lter
Many fe
Men iter

Open in New Window

Starting Page

» Checking or unchecking the Show Link box, determines if a link is displayed in the WorkCenter.

» Click the Open in New Window box to open a link on a separate browser tab or new window.

» Click the Starting Page box to establish a new/different default landing page for the WorkCenter.

Using the Queries tab

The Queries section/grouplet options can be applied to this section/grouplet. Groups can be collapsed or
un-collapsed in addition to links being selected to show or hide and/or start on a new page.

In the Queries section, users can also Add a Group and within that group, they can add additional
queries to the WorkCenter.

» Click on the Add Group button on the upper right.

& WorkCenters

[~ Links
Hire Rotions.
Parcon Related Actior
Job Related Actions
Job Data
Job Audit
Mew Empioyment Instance
Hew Coniingent Worker Insisnce.
Add Employment Instance.
Company Froparty
Inquiries
Track Absence
setUp
» Queries
|+ Reports/Processes
Report Manager
Report Manager
Perconal Reports

s

co

Personalize.
Edit Fiters

Data

Job Data

[ 3ny informatian you have 3nd ik Sesroh. Leaue feids blank for 3 list of il values.

Find an Existing Value || Keywerd Searen

—
Personalize [oe]
[ | o] [ e |

= Fublic Owner Quary DHRO0B_EES_WITHOUT_EMERG_CONT OHRO0_ESs_Without Emerg_Ceont
= Public Owner  Query OHRO048 FAITHFUL SERVICE Tenure with State Gov. -

» Create a Group Label for the group.
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» Using the Owner drop-down option, select if the query will be public or private to the Group. For
this example, “public” is selected.

» To add a query, click the magnifying glass in the Name field, to search for the appropriate query.

£ WorkCenters Job Data

ce
. Data
- Links
any information you have and siick Search. Leave fieids blank for a list of all values.
Hire Actions
ind an Existing Value Keyword Search
Person Related Action -
Job Related Actions . Search.Colacie
Personalize E
Job Data
Job Audit E Add Group Done
New Employment Instance [ Start Queries| ~Group Label d=order Group
1row
MNaw Confingent Warker Instance Group Label
O start Group
Add E t Instas raws
© Smeioyment Insiznee Owner Type Override Label | Name Description i
- - Reorder c} ing Page
ompany Froparty Putlic Ownar W Cuery W Q
= =
Inquiries .
Track Absence " D = =
Set Up . ] 1
= Py
} Queries 1 |
| = s
« Reports/Processes 2 -
= =
Report Manager .
Report Manager = =
Personal Reports
e = Public Owner  Query OHR048 FAITHFUL SERVICE Tenure with State Gov (] -

EE Home Add

» In the Query Name field, type the name of the query
» In the Description field, type the description of the query

> Click Search

 WorkCenters Job Data

Lookup

i Mame

* Links

[ Search Criteria

Show Operatorg

Hire Acti
= Actions Query Name
(e )

Person Related Action

Job Related Actions

Job Data

Job Audit ~ Search Results

Mew Employment Instance —
= |

MNew Confingent Worker Instance

Cnly the first 300 results can be displayed.

300 rows
Query Name © Description ©
AddE ¢ Insta

= Emplaymen Insiance 0AGY_BUS Ageney Contact by BU
Company Froperty
0AGY_CONTACT

Agency Contact table query
Inquiries

~
DAMO0O_ABSENCE_HISTORY DAMODO_ABSENCE_HISTORY
Track Absence

> Select the appropriate query. Once selected, it automatically appears in the name field.
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£ WorkCenters Job Data

w Links

Hire Actions

Person Related Action

Job Related Actions
Job Data
Job Audit
Mew Employment Instance
Mew Contingent Worker Instance
Add Employment Instance
Company Froperty

Inquiries

Track Absence

SetUp .

w
"N

Lookup
Search far. Name
w Search Criteria Show Operators
Query Name
Description
{Egins with]
w Search Resulis
= | 127 rows
WSS FISR S R |

OHROOD_EMPLOYEE_BASIC

OHROOD_EMPLOYEE_DETAIL

OHROOD)_EMPLOYEE_DETAILT12021

OHROOD_EMFLOYEE_DETAIL_AUDIT

OHRO00_Employee_ID

OHROOD_Employee_Detail

OHRO00_Employes_Detail

OHR000_Employes_Detail_Audit_m

» To add a new query, click the “+” icon and repeat the previous steps. (Note: To delete a query,
click on the trash can icon).

¢ WorkCenters Job Data

* Links

Hire Actions

Person Related Action

Job Related Actions
Job Data
Job Audit
Mew Employment Instance
Mew Contingent Worker Instance
Add Employment Instance
Company Froparty

Inquiries

Track Absence

Set Up.

¥ Queries

|+ Reports/Processes

Repart Manager
Report Manager

Personal Reports

5

Data

ind an Existing Value

* Sparch Criteria

Keyword Search

=ny information you have and click Search. Leave fields blank for a list of all values,

Personalize

—
1
R T e I - I -

My Queries

Type

1 | PublicOwner % | | Quary

Add Group

Override Labell Name Description

OHRO0J_EMFLOYEE_DET O,

CHROOC_Employee_Detsi

-

d=crder Sroup

4 rows

1 row

fing Page

Public Owner  Query 0HRO4Q FAITHFUL SERVICE

Tenure with State Gov

Using the Reports/Processes tab

The Reports/Processes section/grouplet options can be applied to this section/grouplet. Groups can be
collapsed or un-collapsed in addition to users having the option to establish a default Run Control ID.
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< WorkCenters Job Data
I+ Links
any information you have and ick Search. Leave fields blank for a list of all values
Hire Actions .
[Find an Existing Value | | eyword Search
Person Related Action: —
Job Related Actions . —_—
Personalize ﬁ
Jab Data
R lins | | Quasies | | ReportsProcesses
Mew Employment Instance Start ReportsiProcesses Grouplet Collapsed
Mew Contingent Worker Instance Group Label Report Manager
Add Employment Instance Start Group Collapsed trow
Reorder Link Typs Link Label Run Control ID Show Link New window Starting Page
Company Froparty
. = Menu tem Feport Manager
Inquiries .
Track Absence - D Group Label Personal Reports
Start Group Collapsed
SetlUp . roup Collapsed .
Reorder  LinkType  Link Label Run Control ID ShowLink  Newwindow Starting Page
b Queries I
= . ' g
> RoparaProcosses = Menu liem EE Home Add MM 1]
Report Manager . = Menuliem  EEWark Phone Lisiing
Report Mansger
* = = Menuliem S5 Address Change Report
Personal Reports . -
EE Homa Add

SN

If a default Run Control ID is entered, the WorkCenter will automatically launch and execute the Run

Control Page instead of bringing up the search page. (Note: If using the same Run Control ID, this feature
allows users the ability to easily run the report/processes function.)

» Click Done once all setting options have been selected.
> Click OK

Note: Click the Reset button to revert to the default setting.

{ WorkGenters

@ Q
co

New W
-~ Links Rata

any information you have and cick Search. Leave fields blank for 3 st of all values.
Hire Actions

Find an Existing Value Keyword Search
Person Related Action:

Job Related Actions . —
Personalize ﬂ
Job Data
Jep At | Links. ] ‘ Cueries | ‘ ReportsProcesses
T Tt CaweT Ty S W O Starang g "
Naw Empiyment Instance
= Creste/Update Abzence Manu ltem
New Contingent Worker Instance
= Summary by Emplayes Meny tem
#dd Employment Instance
Company Property = Summary by Department Meny ltem
Inquiries
= Group Label SetUp
Track Absence v Start Group Collapsed
3 rows
SetUp “ Reorder Link Label Link Type Show Link Open in New Window Starting Page
» Queries I = Job Code Table Menu ftem
EieportEoceasea = Dafine Salary Pian Meny tem
Repart Manager .
= Dafine Salary Grades Menu ftem
Faport Manzger
Personal Reparts .
EE Home Add
o
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Starte A fice

[~ Links pata

any information you have and dick Search. Leave fiekds blank for a list of all values.

Keyword Search

Job Related Actions

Job FEE

Job Audit
New Employment Instance

New Contingent Worker Instance
Add Employment Instance
Company Froperty

Inquiries This willdelete your Links personalization. Select OK ta continue or Cancel to cancel deletion.

Track Absence

SetUp "

» Queries
| ReportsiProcesses

Report Manager -

Report Manager

Persanal Reports

EE Home Add
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