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PER-3 Additional Compensation

Enter a PER-3 Requisition

Procedure

In this topic you will learn how to Enter a PER-3 Requisition.

Step Action
1. Occasionally, there will be circumstances when PER-3s will not fit in this
workflow model. In these cases, paper PER-3s should be submitted on paper. The
largest type of these exceptions is the ‘supersede’, which will continue to be
submitted on pink paper.
2.

In this exercise, you will enter a PER-3 requisition for an employee serving as the
acting chair for a department for Fiscal Year 2019. The employee will receive a

regular supplement of $18,000 for the year.

e o oo -

Desktop-XAT - Citrix Receiver = || ||

ites Search Worklist | i Home
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Step Action
3. Click the Main Menu link.
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Step Action
4, Click the LSUHSC Processes link.
LSUHSC Processes 4

Click the Human Resources link.

| Human Resources

H

Click the Use link.
[Use

']

Click the Create PER-3 Requisition link.

=] Create PER-3 Requisition

PSDesktop-XA7 - Citrix Receiver

Favorites Main Menu ~ » LSUHSC Processes ¥ > Human Resources ¥ > Use™

PS9HRTRN
WEBRCB2

Personnel Status Change Form (PER-3)

Additional Compensation

This section is to be completed when an employee is
paid for performing duties in addition to or outside the
normal areas of responsibility of his/her job. Theese
duties would be at the request of a Health Sciences
Center Department and the funds would be distributed
through the Health Sciences Center. For futher
information, please refer to PM-3

Create PER-3 Requisition Search

Worklist |

# Home

New Window | Help | Personalize Page | I

[0k B2 - 2a

233 | |
182018 |

AR

Step Action

8. Click the Additional Compensation link.

Edditic:nal Comgensatiun]
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: :Q [ Clone Requisition
From Date: [l Thru Date: [& # Attachments
Amount: Num of Periods: 0
[Regular v
[Cincrease in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L afloq] [ | o [ ] | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft
v

BT o oE (o]

233 | |

S S
= 118/2018 |

Step

Action

9.

The Department will be used to determine routing for approvals. The Business
Unit designation "NO' must be enter in front of the seven-digit department
number. If you do not know your Department number, you can search for using
the Look up Department button to the right of the Department field.

Enter the desired information into the Department field. Enter "NO1494000".
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PSDesktop-XA7 - Citrix Receiver |||
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Human Resources ¥ Use ~ Create PER-3 Requisition Search \ Worklist \ #A Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
~Department: NO1494000] x | @, [ Clone Requisition
From Date: [l Thru Date: [& # Attachments
Amount: Num of Periods: 0
[Regular v

[Cincrease in Rate (Justification Attached)

Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L] af eq] [ ] o [ ] | ST EE

Refresh Totals

Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Deptl:ode ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
[ \ \ \ [ [ [ [ \ \

Employee Summary View All | @I 53]
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
| | \ \ |

Submit Save As Draft

<
Ol e aF  O@ S

Step Action

10. From and Thru Dates

» From Date cannot be older than 180 days (~ 6 months) from today.
» Thru Date cannot be later than 365 days from today.
* From/Thru Dates cannot cross Fiscal Years.
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PSDesktop-XA7 - Citrix Receiver
Favorites ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

LSUHSC Processes ¥  »

=l

| worklist |

Human Resources ™ Use ~ Create PER-3 Requisition Search #A Home

Request Nbr: Originator:  Q'Connor, Karen
PER-3 Type: Additional Compensation Last Update:
“Department: NO1494000] x |G [ Clone Requisition
From Date: :Eﬂ Thru Date: [& # Attachments
Amount: Num of Periods: 0
[Regular v
[Cincrease in Rate (Justification Attached)
Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L] a] oq] [ ] o [ ] | EEIEIE]

Refresh Totals

Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Deptl:ode ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
[ [ [ [ [

Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
| | \ \ |

Submit Save As Draft

5 -2 - O

782018 |

I : 233 | |

Step

Action

11.

The From Date can only start on the first day of the month.

Enter the desired information into the From Date field. Enter "07012018".
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PSDesktop-XA7 - Citrix Receiver = (S
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000 |@ [ Clone Requisition
From Date: 07012018 | Thru Date::@ I Attachments
Amount: Num of Periods: 0
[Regular v
[Cincrease in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L afloq] [ | o [ ] | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Periodnml |Annual Amt
Submit Save As Draft
v

<
Ot 30 @  o@] e

Step Action

12. The Thru Date can only end on the last day of the month, unless the period is less
than one month.
Enter the desired information into the Thru Date field. Enter *06302019".
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PSDesktop-XA7 - Citrix Receiver

=l

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000 |@ [ Clone Requisition
From Date: 07012018 & Thru Date: 06302019 | I Attachments
Amount: : Num of Periods: 0
[Regular v
[Cincrease in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L afloq] [ | o [ ] | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft
v

T oo o

230 | |

S S
= 118/2018 |

Step Action

13.

The Amount entered will be the total amount for the indicated period. As
previously stated for this exercise, $18,000 will be entered for Fiscal Year 2019.

Enter the desired information into the Amount field. Enter *18000.00".
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000 |@ [ Clone Requisition
From Date: 07012018 |5 Thru Date: 06302018 |5 ¢|Attachments
Amount: 18000.00 | Num of Periods: 0
[Reguiar Supplement v
[Cincrease in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|Amount |Period Amt_|Annual amt_ |Edit CF |
L afloq] [ | o [ ] | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I 53]
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft
v

<
N a: B 28] Cem

Step Action

14, NOTE: Num of Periods defaults to zero and will remain zero until the Refresh
Totals button is clicked later in the exercise. Once refreshed, the Num of
Periods will display the number of pay periods the funds will be distributed over
based on the From/Thru Dates.
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN "
WEBRCB2 Holiiicat
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000 |@ [ Clone Requisition
From Date: 07012018 |5 Thru Date: 06302018 |5 ¢|Attachments
Amount: 18000.00)  Num of Periods: 0
[Reguiar v
[increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiip |Red# | Name |PayGrp| Account Code |Emcd|Amount  |Period Amt |AnnualAmt  |EditcF | |
L afloq] [ | of 1 | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccoumCode \Dem Code ‘Fund \ngram |C\ass |ijecu'Gram |Accoun[ |Desl:riminn ‘Amnum \Pmnu Amt |Annua| Amt
Employee Summary View All | @I 53]
|Emp\ D |Name ‘Ammml ‘Penud Amt |Annual Amt
Submit Save As Draft
v

oEI- T~ SINESANEN - 1 T

Step

Action

15.

Supplemental compensation is rendered to an employee for performing work
outside the scope of his/her normal duties. There are two options available under
Supplemental:

 Regular Supplemental - Used for additional compensation that is non clinical,
i.e, administrative faculty with department chair duties.

 Additional Compensation - Types of additional compensation may include
such payments as one-time pay, faculty income plan (FIP) compensation, or
supplemental compensation. i.e. patient care related.

NOTE: For this exercise, Supplemental will remain as Regular Supplement.
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000 |@ [ Clone Requisition
From Date: 07012018 |5 Thru Date: 06302018 |5 ¢|Attachments
Amount: 18000.00)  Num of Periods: 0
[Reguiar Supplement v
ID Increase in Rate (Justification Attached) I
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
L afloq] [ | o [ ] | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft
v

<
Ot 30 @  o@] e

Step Action

16. When doing an increase in rate, you must include in your justification when the
rate increase will be used (i.e., regular supplement or additional compensation)
and why the increase is merited.

Click the Increase in Rate (Justification Attached) option.

[lincrease in Rate [Justification Attached)
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PSDesktop-XA7 - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition

=l

Search \ Worklist \

#A Home

PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:

*Department: NO1494000 |@ [ Clone Requisition

From Date: 07012018 |[H] Thru Date: 06302019 | Anachmenls

Amount: 18000.00)  Num of Periods: 0

[Regular v
i in Rate

Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiip |Red# | Name |PayGrp| Account Code |Emcd|Amount  |Period Amt |AnnualAmt  |EditcF | |
L afloq] [ | o [ ] I ST EE]

Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccoumCode \Dem Code ‘Fund \ngram |C\ass |ijecu'Gram |Accoun[ |Desl:riminn ‘Amnum \Pmnu Amt |AnnuaIAml
Employee Summary View All | @I 53]
|Emp\ D |Name ‘Ammml ‘Penud Amt |Annual Amt
Submit Save As Draft
v

BT o oE (o]

AR

Step

Action

17.

Click the Add Attachment button.

NOTE: Social Security Numbers should not be included in attachments.

18.

Click the Browse button.

Browse...

19.

Click the PER-3 Justification link.
mE

PER-3 Justification

20.

Click the Open button.

Open

21.

Click the Upload button.
Upload
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PSDesktop-XA7 - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | Attachments
PER-3_Justification.docx =i
Amount: 18,000.00)  Num of Periods: 0 = =
[Reguiar v
Increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin [Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt  |EditcF | |
) Y Y [ | of 1 | ST EE]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft

5 o2 - O

#A Home

Step Action

22,

Enter the desired information into the Empl ID field. Enter "0137137".
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PSDesktop-XA7 - Citrix Receiver

=l

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification.docx =i
Amount: 18,000.00)  Num of Periods: 0 = =
[Reguiar v|
Increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin |Red# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt |Annual Amt |EditcF | |
K] N Y| [ I ol [ [ ] [fmer =]
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Emplm |Nnme ‘Ammml ‘Periodnml |Annual Amt
Submit Save As Draft
v

5 o2 - O

235 | |

e
W gnepms | |

Step Action

23.

501310".

NOTE: Only use Account Codes 501300, 501310, 501315, 501340, and 505300.

Enter the desired information into the Account Code field. Enter "14976029FA-
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification.docx =i
Amount: 18,000.00)  Num of Periods: 0 = =l
[Regular Supplement v

Increase in Rate (Justification Attached)

Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiio [Red# | Name |PayGrp |Account Code |Emcd|amount  |Period Amt. |Annuatamt  |EditcF | |
| 1| Ql 0Q|Jonn Doel |NMF |14976029FA75013‘IU|K Ql I || | |EuilCF |1||;|‘

Refresh Totals

Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Deptl:ode ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
[ \ \ \ [ [ [ [ \ \

Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
| | \ \ |

Submit Save As Draft

T o o o]

Step Action

24, Enter the desired information into the Amount field. Enter *18000.00".
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PSDesktop-XA7 -

Citrix Receiver

=l

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification.docx =i
Amount: 18,000.00)  Num of Periods: 0 = =
[Reguiar v|
Increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiio [Red# | Name |PayGrp |Account Code |Emcd|amount  |Period Amt. |Annuatamt  |EditcF | |
| 1| Ql 0Q|Jonn Doe |NMF |14976029FA75013‘IU Ql | 18000.00\' | |EuilCF |1||;|‘
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Emplm |Nnme ‘Ammml ‘Periodnml |Annual Amt
Submit Save As Draft
v

Bl o oE (o]

235 | |
718/2018 |

SIS

Step

Ac

tion

25.

Validation will occur between the Amount entered and the amounts entered in the
Employee Distribution Section. If there is a mismatch, a warning message will
display stating 'Total amount does not equal to calculated distribution amounts'.
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification docx =
Amount: 18,000.00)  Num of Periods: 0 = =
[Reguiar Supplement v|
Increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiio [Red# | Name |PayGrp |Account Code |Emcd|amount  |Period Amt. |Annuatamt  |EditcF | |
| 1| Ql 0Q|Jonn Doe |NMF |14976029FA75013‘IU Ql | 18000.00\' | |EuilCF |1||;|‘
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Emplm |Nnme ‘Ammml ‘Periodnml |Annual Amt
Submit Save As Draft
v

<
Ol s ar  O@ S

Step Action

26. The Refresh Totals button is used to calculate the latest amounts in the account
Summary and the Employee Summary sections.

NOTE: You must click the Refresh Totals button if any edits are made on the
PER-3 requisition page.
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[E=1 =8 =)

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ. O ~ @ © ‘
LSUHSC Processes

Fay

EALH

(& Create PER-3 Requisition x
C Sign Qut

S Main Menu

# Home

te PER-3 RequisiticBearch Worklist

PS9HRTRN
WEBRCB2

Originator:  O'Connor, Karen Test ID

Request Nbr:
PER-3 Type: Additional Compensation

NO1494000 |@  ophthalmology

Last Update:
[z Clone Requisition

P

Notification

®

NavBar

*Department:
From Date: (07012018 |5  Thru Date: 065302018 |5 & Attachments
P Num of Periods:| 0 | ER-a-ustification. docx =
[Regular o
Mincrease in Rate {Justifical
Justification:
Updates were made to the page without selecting the "Refresh Totals' button.

Select 'Refresh Totals' button on the page in order to recalculate your changes.

4 10f1 ¥ Last

|Emp| D |Name
| |

| submit

| | saveAsDmft |

Employee Distribution oK
| |EmpIID ‘erll ‘Name ‘EdilCF \ \
[ fersrar o oafwmnsenizrizr [wwr [ecrenzerasorzie jafee [aoman] [ EEdEEl
| Refresh Totals |

Account Summary viewal | @) B At @ 101 ) Last
|account code |Dept Code [Fund  |Program  |Class  |ProjectiGrant |Account | Description |amount  |Period Amt |Annual Amt
| | | | | |

Employee Summary View Al | | [

|amount |Period Amt | Annual Amt

w3 ||

Bc oo - olc

A5
PoEs M

Step Action

27.
review the latest totals.

NOTE: You must click the Refresh Total button before clicking Submit to

The message below will display if you click Submit prior to Refresh Totals.
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification docx =
Amount: 18,000.00)  Num of Periods: 0 = =
[Reguiar Supplement v|
Increase in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiio [Red# | Name |PayGrp |Account Code |Emcd|amount  |Period Amt. |Annuatamt  |EditcF | |
| 1| Ql 0Q|Jonn Doel |NMF |14976029FA75013‘IU Ql | 18000.00\' | |EuilCF |1||;|‘
Refresh Totals
Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Emplm |Nnme ‘Ammml ‘Periodnml |Annual Amt
Submit Save As Draft
v

T o o o]

Step Action

28. Click the Refresh Totals button.
| Refresh Totals |
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PSDesktop-XA7 - Citrix Receiver =[]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PSO9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 0700172018 |5 Thru Date: 06302019 |5 #°|Attachments
PER-3_Justification docx =
Amount: 18,000.00) | Num of Periods:| 12 = =
[Regular v
Increase in Rate (Justification Attached)

Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |empiio |Rea# | Name |PayGrm| Account Code |EmCa|amount  |Period Amt_|annual Amt  |Eaitcr | |
| 1| Ql 0 Ql.lonn Doel |NMF | 14976029FA-501310 QlF_XF | 18,000.00,  1,500.00 1B‘DU0.0D|Edil CF |1||;|‘

Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode |Deptcode |Fund |ngram ‘Class ‘ijer.ﬂ(}mnt ‘Accnnm Description |Amﬂum Period Amt | Annual Amt
|14976029FA—501310 |1494onm |113 |2noo1 ‘35200 ‘14976029FA ‘501310 EEQ’SHU[;SF& L TES= | 18,000000 150000 18,000.00

Employee Summary View All | @I [
|Emptin |Name |Amount Period Amt | Annual Amt
[ [40nn Doer | 18.000.00 1,500.00 18,000.00

Submit ‘Save As Draft
v

782018 |

I 2360 | |

5 00 -2 )|

Step Action

29. The Num of Periods displays as well as the Period Amt.
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PSDesktop-XA7 - Citrix Receiver =2
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Human Resources ™ Use * Create PER-3 Requisition Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB2
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: NO1494000  |Q  opnihaimology [ Clone Requisition
From Date: 07/01/2018 5] Thru Date: 06/30/2019 | & Attachments
PER-3_Justification.docx =i
Amount: 18,000.00  Num of Periods:| 12 - =l
[Regular Supplement v

Increase in Rate (Justification Attached)

Justification:

Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |empiio |Rea# | Name |PayGrm| Account Code |EmCd|amount  |Period Amt_|annual Amt  |Eaitcr | |
| 1| Ql quJonn Doel |NMF |14976029FA—501310 QlF_XF | 13,000.00' 1,5w.cu| 1B‘DU0.0D|EdilCF |1||;|‘

Account Summary View Al | | i First ‘4 10f1 '} Last
|AccnumCode |Deptcode |Fund |ngram ‘Class ‘ijer.ﬂ(}mnt ‘Accnnm Description |Amﬂum ‘PeriodAmt |Ann||n| Amt
|14976029FA—501310 |1494onm |113 |2noo1 ‘35200 ‘14976029FA ‘501310 EEQ’SHU[;SF LELTES= | m,nnn,oo‘ 1,500 no| 18,000.00

Employee Summary View All | @I [
|Emptin |Name |Amount |Period Amt | Annual Amt
[ [40nn Doer | 18.00000] 150000] 1800000

Save As et

BT o® 8]

2360 | |

782018 |

Step Action

30. Click the Submit button.
|  submit |
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PSDesktop-XA7 - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ »  Human Resources ™ Use * Create PER-3 Requisition

PS9HRTRN
WEBRCB2

Submit Confirmation

“ You have successfully submitted a PER-3 #102830 - Additional Compensation - as of 7/18/2018

"""" Request #102880:Pending

Q\flew/Hide Comments
Administration

Self Approved Pending Not Routed
O'Connor, Karen Constant, Rachael Marie » = Constant, Rachael Marie
Business Manager o Dean/Dept Head Chancellor

07/18/18 - 2:36 PM

Comments

Request #102880:Awaiting Further Approvals

Payroll

Not Routed
Constant, Rachael Marie
B payran

=l

Search | Worklist | #& Home

O & oE - oa

2360 | |

AR

782018 |

Step

Action

31.

approval routings.

Upon successful submission, you will receive a confirmation page showing the

32.

This completes Enter a PER-3 Requisition.
End of Procedure.
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Clone a PER-3 Requisition

Procedure

In this topic you will learn how to Clone a PER-3 Requisition.

Step Action

1. Navigation for creating a PER-3 Requisition displays as breadcrumbs at the top of

the page.

Requisition

Main Menu > LSUHSC Processes > Human Resources > Use > Create PER-3

PSDesktop-XA7 - Citrix Receiver

Favorites Main Menu ~ » LSUHSC Processes ¥ > Human Resources ¥ > Use ¥ > Creale PER-3 Requisition

Search Worklist | & Home

PS9HRTRN
WEBRCB1

Personnel Status Change Form (PER-3)

Additional Compensation

This section is to be completed when an employee is
paid for performing duties in addition to or outside the
normal areas of responsibility of his/her job. Theese
duties would be at the request of a Health Sciences
Center Department and the funds would be distributed
through the Health Sciences Center. For futher
information, please refer to PM-3

5 LA el

‘ AR

New Window | Help | Personalize Page | I

1550M | |
072018 |

Step Action

2. Click the Additional Compensation link.

Additional Compensation
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PSDesktop-XA7 - Citrix Receiver

=l

Favorites ¥ Main Menu ¥ LSUHSC Processes ™ Human Resources ¥ > Use ¥ » Approve/View PER-3 Search \ Worklist \ A& Home
PS9HRTRN
WEBRCB1
Request Nbr: Originator:  Q'Connor, Karen ~
PER-3 Type: Additional Compensation Last Update:
*Department: | a [ Clone Requisition
From Date: [l Thru Date: [& # Attachments
Amount: Num of Periods: 0
[Regular v
[Cincrease in Rate (Justification Attached)
Justification:
Employee Distribution view All | 2] E First ‘4" 10of1 ‘} Last
| |Empiin |Red# | Name |PayGrm| Account Code |EmCd|amount  [Period Amt |Annual Amt  |EditcF | |
L afloq] [ | o [ ] | EEAEE]
Refresh Totals
Account Summary View Al | | B First ‘4 10f1 '} Last
|AccnumCode ‘Dept Code ‘Fund ‘ngram |C\nss |ijchGrnm |Accnum |Descriminn ‘Ammmt ‘Pnrind Amt |Anm|a| Amt
Employee Summary View All | @I E
|Empl D |Nnme ‘Ammml ‘Period Amt |Annual Amt
Submit Save As Draft
v

e e e 2]

Step Action

3. Click the Clone Requisition link.

% Clone Requisition

Page 23



Training Guide

Additional Compensation
=R ()
AR LE

# Home | SignOut

X

(2 Create PER-3 Requisition
LSUHSC Processes ¥ > Human Resources ¥ Use ™ Create PER-3 Requisiti®earch ‘ Worklist ‘
Notification NavBar

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z, 0 ~ @ €& \

Favorites ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

PER-3 Clone existing request

Copy Existing PER-3 Requisition

Request Nbr: [ a

Copy Attachments?: O

oK Cancel

105AM | |

S
PoEs M

e E D el€

Step Action
Enter the desired information into the Request Nbr field. Enter "103315".

[ 1

5. Click the OK button.
oK
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[E=5 KR )
& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ, O ~ @ € ‘ @ Create PER-3 Requisition X o
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™ » Create PER-3 RegiiieR Worklist \ 4 Home \ Sign Qut
PSO9HRTRN P, ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:09:.07AM
“Department: ~ [NO1494000 |Q  opnthaimology B Clone Requisfion
From Date: 05/01/2018 Thru Date: 05/31/2018 |[E & Attachments
Amount: 292.90|  Num of Periods: 1 =
[Regular v
[increase in Rate (Justification Attached)
Justification:
Employee Distribution view anl | & B First (4" 10f1 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[ Code |EmCd |Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Refresh Totals
Account Summary View All | @\ B First ‘4’ 10f1 ‘& Last
|Account code |Dept Code |[Fund  |Program  |Class | ProjectiGrant |Account | Description |amount |Period Amt |Annual Amt
Employee Summary view Al | 2] B
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v
1109AM ||

5 I eI

S R

10/26/2018 |

Step Action

6. From and Thru Dates

» Thru Date cannot be later than 365 days from today.
* From/Thru Dates cannot cross Fiscal Years.

» From Date cannot be older than 180 days (~ 6 months) from today.
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[E=5 KR )
< @L@ hitps//rcbb.pshe suhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ, O + @ © || @ Create PER-3Requisition A A 1]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™ » Create PER-3 RegiiieR \ Worklist \ 4 Home \ Sign Qut
PSO9HRTRN P, ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:09:.07AM
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 05/01/2018 |[E]  Thru Date: D5/31/2018 | & Attachments
Amount: 292.90|  Num of Periods: 1 =
[Regular Supplement v
[increase in Rate (Justification Attached)
Justification:
Employee Distribution view anl | & B First (4" 10f1 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[ Code |EmCd |Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Refresh Totals
Account Summary View All | @\ B First ‘4’ 10f1 ‘& Last
|Account code |Dept Code |[Fund  |Program  |Class | ProjectiGrant |Account | Description |amount |Period Amt |Annual Amt
Employee Summary view | 2]
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v

= LA I ISR bl s

Step Action

7. The From Date can only start on the first day of the month.

Enter the desired information into the From Date field. Enter "07012018".

05/01/2018
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[E=1 =8 =)

A

(— @L@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/Z7Z. O ~ @ & ‘ (2 Create PER-3 Requisition x

Favorites ¥

PS9HRTRN ) =

WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:09:.07AM

Amount:

*Department: NO1494000 @ ophthalmology

From Date: 07012018 & Thru Datefoemizots |5 ¢[Attachments

LSUHSC Processes ¥ > HumanResources ™ > Use™ » Create PER-3 Regiiieh \ Worklist \ 4 Home \ Sign Qut

- @

Main Menu ¥

[z Clone Requisition

292.90|  Num of Periods: 1

[Regular v

Justification:

Employee Distribution

[increase in Rate (Justification Attached)

viewal | @) B Fist @ 10f1 @ Last

| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[Cnde |EmCd|Amcunl ‘Perichmt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahnDae |NMF |54920000537501340 Q|Ex‘r| 2929n| 292.90| |EanCF |¢I|;I‘
Refresh Totals

Account Summary

viewal | @) B At @ 101 @ Last

|Account code |Dept Code |[Fund  |Program  |Class | ProjectiGrant |Account | Description |amount |Period Amt |Annual Amt
| \ [ | | | | \ \ |
Employee Summary view Al | 2] B
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
| | \ \ |
Submit Save As Draft v

1m09AM ||

Blr oo ® - 6c S R

Step

Action

8.

The Thru Date can only end on the last day of the month, unless the period is less
than a month.

Enter the desired information into the Thru Date field. Enter *12312018".

05/31/2018
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[E=5 KR )
& @L@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ. O ~ @ & ‘ @ Create PER-3 Requisition % I3 5¢ 19}
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use~™ 3> Create PER-3 Re@usilioh \ Worklist \ 4 Home \ Sign Qut
PSO9HRTRN P, ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:09:.07AM
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 07012018 | Thru Date: 12312018 | ﬁAnachmenls
Amount: 292.90|  Num of Periods: 1 =
[Regular Supplement
[increase in Rate (Justification Attached)
Justification:
Employee Distribution viewan || B Fist 0 1011 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[Cnde |EmCd|Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Refresh Totals
Account Summary View All | @\ B First ‘4’ 10f1 ‘& Last
|Account code |Dept Code |[Fund  |Program  |Class | ProjectiGrant |Account | Description |amount |Period Amt |Annual Amt
| \ [ | | | | \ \ |
Employee Summary view Al | 2] B
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v
<
— Pz
ONC &[0 & - (2[C
Step Action
9. The timeframe is only 6 months, so Supplemental will need to changed from

Regular Supplement to Additional Compensation.

Click the button to the right of the Supplemental field.

10. Click the Additional Compensation list item.
| Additional Compensation |
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[E=5 KR o)
& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ, O ~ @ € ‘ @ Create PER-3 Requisition X o T
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use¥ > Create PER-3 Re@usiieh \ Worklist \ 4 Home \ Sign Qut
PSO9HRTRN P, ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:09:.07AM
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 07012018 |5 ThruDate: 12312018 | Attachments
Amount: 292.90|  Num of Periods: 1 =l
Supplemental: jEESTIIENSVUNCEE ] v
[increase in Rate (Justification Attached)
Justification:
Employee Distribution viewan || B Fist 0 1011 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[ Code |EmCd |Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Refresh Totals
Account Summary View All | @\ B First ‘4’ 10f1 ‘& Last
|Account code |Dept Code |[Fund  |Program  |Class | ProjectiGrant |Account | Description |amount |Period Amt |Annual Amt
Employee Summary view | 2] B
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v

5 A eI

1ma0am ||
10/26/2018 |

i

Step Action

11. Click the Add Attachment button.

NOTE: Social Security Numbers should not be included in attachments.
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E=5 KB >
& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ. O ~ @ © ‘ & Create PER-3 Requisition % A
Fan S Main Menu LSUHSC Processes nan Re ces Create PER-3 Regusiiioh Worklist 4 Home Sign Qut
PSO9HRTRN * ®
WEBRCB2 Nofification  NavBar
Request Nbr: 0 Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:17:26AM
“Department:  |NO1494000 |@  ophthaimology 2 Clone Requisition
From Date: [07012018 |E] Thru Date:[12312018 | & Attachments
Amount; Num of Periods:| 1 =
[Additienal Com L
B B File Attachment
[lincrease in Rate {Justificatio
Justification: Hele
Browse..
Upload Cancel
Employee Distribution 4" 10f1 ¥ Last
| |EmpIID ‘erll ‘Name
| 1|uu13244 Ql@o\ldohn Doe
| Refresh Totals |
Account Summary viewal | @) B At @ 101 ) Last
|account code |Dept Code [Fund  |Program  |Class  |ProjectiGrant |Account | Description |amount  |Period Amt |Annual Amt
Employee Summary View Al | | B
|Emp| D |Name ‘Ammlm ‘Pelim‘] Amt |Ar|rlunl Amt
|  submit | | SaveAsDmaft | A
waram ||

|@|"ﬂa| @ .Ej[@l@ = BB eae |

Step Action

12. Click the Browse button.

Brows

13. Click the PER-3 Justification list item.

M= PER-3 Justification.docx

14, Click the Open button.

15. Click the Upload button.

Upload

Page 30



Training Guide
Additional Compensation

[E=5 KR o)
< @|@ hitps//rcbb.pshe suhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ, O + @ © || @ Create PER-3Requisition A A 1]
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™¥ » Create PER-3 RegiiieR \ Worklist \ 4 Home \ Sign Qut
PSO9HRTRN F, ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:20:19AM
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 07/01/2018 |[5] Thru Date: [12/31/2018 | Attachments
PER-3_Justification.docx =
Amount: 292.90|  Num of Periods: 1 - =
[Additional Compensation v
Dlncrease in Rate (Justification Attached)
Justification:
Employee Distribution view anl | & B First (4" 10f1 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[ Code |EmCd|Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Refresh Totals
Account Summary View All | @\ [ First ‘4’ 10f1 ‘& Last
|Account code |Dept Code [Fund  |Program  |Class  |ProjectiGrant |Account | Description |amount  |Period Amt |Annual Amt
Employee Summary view Al | 2]
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v

e[ @ - elC

w2 am ||
10/26/2018 |

S SR

Step Action

16.

and why the increase is merited.

O

When doing an increase in rate, you must include in your justification when the
rate increase will be used (i.e., regular supplement or additional compensation)

Click the Increase in Rate (Justification Attached) option.
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[E=5 KR )
& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ, O ~ @ & ‘ @ Create PER-3 Requisition X YA
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™ Create PER-3 Regésilioh Worklist 4 Home \ Sign Qut
PSO9HRTRN ", ®
WEBRCB2 Notification NavBar
Request Nbr: O Originator: ~
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:20:19AM
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 071012018 |5 Thru Date:[12312018 |5}  ¢’[Attachments
PER-3_Justification.docx =
Amount: 292.90|  Num of Periods: 1 - =l
[Additional Compensation v
mlncrease in Rate (Justification Attached)
Justification:
Employee Distribution viewan || B Fist 0 1011 ) Last
| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Ac:oun[ Code |EmCd |Amcunl ‘Pericd Amt |Ar|nuaIAmt ‘EdilCF \ \
| 1|DO18244 Ql DQlJahn Doe |NMF |54920000537501340 QlEx‘r | 23 9n| 292.90| |Ean cF |¢I|;I‘
Account Summary View All | @\ [ First ‘4’ 10f1 ‘& Last
|Account code |Dept Code [Fund  |Program  |Class  |ProjectiGrant |Account | Description |amount  |Period Amt |Annual Amt
Employee Summary view Al | 2] B
|Emp| D |uame ‘Amclml ‘Period Amt |Annua| Amt
Submit Save As Draft v

e[ @ -2l

Step Action

Click the Refresh Totals button.
Refresh Totals

17.
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& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z. 0 ~ @ €& \

Favorites ¥

[E=1 =8 =)

Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™

PS9HRTRN

WEBRCB2

Request Nbr: O Originator:

Last Update: 07/1918 11:22:19AM

PER-3 Type: Additional Compensation
*Department: NO1494000 @ ophthalmology [z Clone Requisition
From Date: 07/01/2018 |5} Thru Date: [12/31/2018 | & Attachments
PER-3_Justification.docx =

Amount: 292.90|  Num of Periods: 6 - =l

[Additional Compensation v

Mincrease in Rate (Justification Attached)
Justification:

viewal | @ B Fist @ 10f1 @ Last

Employee Distribution

(2 Create PER-3 Requisition x
reate PER-3 Regiiion |

AH

Sign Qut

®

NavBar

#A Home |

v

Worklist \

Notification

| |EmpIID ‘Rcd# ‘Nama |PayGrp‘Al:l:nun[Cnda |EmCd|Ammml ‘Perim‘lAmt |Annua\ Amt ‘EdilCF \
| 1|DO18244 Ql DQlJahn Doe |NMF |5492000053750134n QlEx‘r | 29290| 43.32| 53534|Ean cF |¢I|;I‘
Refresh Totals

Account Summary View All | @\ [ First ‘4’ 10f1 ‘& Last
|Account code |DeptCode  |Fund |Program  |Class  |Project/Grant |Account | Description |Amount | Period Amt | Annual Amt
|5492000052-501340  [1492450 113 [10001 [o0105  [5492000053 [501340  [uc-REF- | 202.00] 4282 53584

Employee Summary view Al | 2] B

|Emp|m ‘Name ‘Amoum ‘FerinnAmt ‘AnnualArm

[0018244 [John Doe: | 29290 4882 585.84

Submit Save As Draft v

e[ @ - elC

Step

Action

18.

Click the Save as Draft button.
| Save As Drant |

19.

This completes Clone a PER-3 Requisition.
End of Procedure.
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Review a Saved Draft

Procedure
In this topic you will learn how to Review a Saved Draft.
oo el
& Employee-facing registry c... % Ak ]
Search \ Worklist | #& Home | Sign Qut

& @|@ https://rchb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/h/ita O ~ @ € ‘
Favorites ¥ Main Menu ¥
Notification NavBar

? Help

PS9HRTRN
WEBRCB2

138 AM | |

BT RS
FrEs M

Step Action
1. Click the Main Menu link.

Main Menu
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[E=1 =B =)

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/h/2ta O ~ @ c’,‘ @ Employee-facing registry c... X ) T

Favorites ¥ M Search | Worklist | & Home | SignOut

v @

Notification NavBar
? Help

Self Service

Manager Self Service

»

3
Workforce Administration 4
Benefits 4
Time and Labor 4
Payroll for North America 4
Workforce Development 4
Qrganizational Development 4
8et Up HCM 4
Enterprise Components »
Worklist 4
Reporting Tools r
PeopleTools »
LSUHSC Processes PI
My Personalizations

mrircrrrrrooroooe

= LA I ISR e

Step Action

2. Click the LSUHSC Processes menu.

3 LsuHSC Processes C
3. Click the Human Resources menu.
3  Human Resources 3

4, Click the Use menu.

8  use 2
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[E=1 =B =)

@ https://rcbb.pshe.suhsc.edu/psp/hrtm/EMPLOVEE/HRMS/h/7t2 O = @ & || @ Employee-facing registry c... T 2g 23

)

Search \ Worklist | A& Home | Sign Qut

Self Service P @

=]

3  Manager Self Service Notification NavBar
83 workforce Administration » ? Help
B Benefits 3

3 Time and Labor »

3 Payroll for North America 3

3 workforce Development ’

8 organizational Development ’

8 setuoHoM ’

3 Enterprise Components 4

8 workist r

3 Reporting Tocls b

O PeopleTools 3

3 LSUHSC Processes ]

B wy Personaiizations SRR

= =
3 Resident Scheduler L= 5l Approvenview PER-3
55|

Time and Labor 4 5l create PER-3 Requisition
D Monitor Absence

G0 &l E - &8]€

Step Action

5. Click the Approve/View PER-3 link.

5 ApproveMiew PER-3
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[E=1 =8 =)

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z, 0 ~ @ €& \

& Approve/View PER-3 x

Favorites ¥

PS9HRTRN
WEBRCB2

PER-3 Approval

Search Criteria

Main Menu ¥

LSUHSC Processes ¥ > HumanResources ™ > Use™¥

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Request Nor: ~ | 1|

Per-3 Type: E v v
Department Q
Submitted Oprid:

Transaction Date:  [= v
Approval Status: [= v v
Saved Draft 7 O

Pending My Review ? O

Approve/View PER:3arch \

[case sensitive

Search

Clear | Basic Search EF Save Search Criteria

{0 2 €25
Sign Qut

- @

Notification NavBar
New Window | Help | i

Worklist | & Home |

ORE g [@E @ - 2[C

139aM ||
10/26/2018 |

i

Step

Action

6.

Enter the desired information into the Request Nbr field. Enter "103793".
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& Approve/View PER-3 x ik

Human Resources ¥ > Use™ » ApprovelView PERZarch \ Worklist \ A& Home \

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z, 0 ~ @ €& \

Favorites ¥ Main Menu ¥ LSUHSC Processes ™ >

Sign Qut

PS9HRTRN ht ®
WEBRCB2

Notification NavBar
New Window | Help | i
PER-3 Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Request Nor- 103793 x

Per-3 Type: E v v
Department: Q
Submitted Oprid

Transaction Date: = ~
Approval Status: [= v v
Saved Draft 7 n

Pending My Review ? O

[case sensitive

Search Clear | Basic Search EF Save Search Criteria

ORE g [@E @ - 2[C

10/26/2018 |

Step Action

7. Click the Saved Draft? option.

O

8. Click the Search button.

Search
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& @|@ hitps://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ. 20 ~ @ O‘ & Approve/View PER-3 x 0 2 23
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™ > ApproveMNiew PERgarch \ Worklist \ 4 Home \ Sign Qut

PS9HRTRN P ®
Notification NavBar

WEBRCB2
New Window | Help | Personalize Page | i5 ~
Request Nbr: 103793 Saved Draft Originator:
PER-3 Type:  Additional Compensation Last Update: 07/19/18 11:23:35AM
*Department: NO1494000 x /@ ophthalmology
From Date: 07/01/2018 |5} Thru Date: [12/31/2018 | & Attachments
Amount: 20290 Num of Periods: 8 PER-3_Justification.docx =
[Additional Compensation v

[Mincrease in Rate (Justification Attached)

Justification:
Employee Distribution View All | @I E First ‘4" 10f1 ‘) Last
| |Empiin |Red#  |Name |PayGrp |Account Code |Emcd|amount  |Period Amt |Annualamt  |EditcF |
| 1|D01E244 Ql I]QlJnhﬂ Doe |NMF |54920nu053-5u134u QlEKT | 2929u| 4882' 53534|Em1 CF |¢||;|‘
sh Totals
Account Summary viewal| B First @ 1011 ® Last
|Accnumcode ‘Deplcnﬂe |Fund ‘ngram ‘Class ‘ijecﬂﬁrant ‘Ar.r.unnl ‘Descrimiﬂn |Amﬂum ‘PenndAmt ‘Annual Amt
[5492000052-501240 [1402450  [113 10001 |oo105  [s402000053  [s01340  [uc-REF- | 2e2.00] 42,82 585.84
Employee Summary View All | 2] E
|Empi D |Name |Amount |Period Amt | Annual Amt
[o018244  Juonn Doel | o2m200]  4ss2|  sesas o
Qunenit Gawo Ac Mot Nainta Neaft

5 I I eI =

Step Action

9. NOTE: Always 'Refresh Totals' before submitting the PER-3 for approval.

Click the Refresh Totals button.
| Refresh Totals |
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E=5 B =)
& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z, 0 ~ @ & ‘ & Approve/View PER-3 x 03 Sof ted
Favorites ¥ Main Menu ¥ LSUHSC Processes ™ Human Resources ¥ > Use™ > Approve/View PERZarch \ Worklist \ 4 Home \ Sign Qut
PSOHRTRN el
WEBRCB2 Notification ~ NavBar
Request Nbr: 103793 Saved Draft Originator: ~
PER3 Type:  Additional Compensation Last Update: 07/19/18 11:23:35AM
*Department:  |NO1484000 |@  ophthalmology
From Date: 07/01/2018 Thru Date: | 12/31/2018 & Attachments
Amount: 20290  Numof Periods:| 6 |- o-Justiication.docx =l

| Additional Compensation v

[¥increase in Rate (Justification Attached)

Justification:

viewal | B Fist @ 101 @ Last
|PayGrp | Account Code |Emcd|amount  |Period Amt |Annualamt  |EditcF | |
|NMF |549200u053-501340 QlEKT | 29290' Aa.azl 53534|Eun CF |¢||_;|‘

Employee Distribution
| |Empiip |Red#  |Name
| 1|001s244 Ql DO\lJDhﬂDue\

Refresh Totals

Account Summary View All | & | B First ‘4’ 10f1 ‘*/ Last

|AccoumCode ‘Depl Code |Fund ‘Program ‘Claaa ‘PrcjecﬂGrant ‘Amun( ‘Deacrimicn |Amoum ‘Penod Amt ‘Annual Amt
[5492000052 501380 [1492450 193 10001 Joo105  [s402000053  [s01340  [uc-REF- | 2e2.90] 4282 585.84
Employee Summary view Al | 2] B
|Empi D |Name |Amount  |Period Amt |Annual Amt
[o018244  Juonn Doe | 2oz00]  4ss2|  sesas
Save As Draft Delete Draft V)

10aM ||

ot gle @ - 26

Step Action

10. Click the Submit button.
Submit
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& Approve/View PER-3 x A

& @|@ https://rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/7Z, 0 ~ @ €& \

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > HumanResources ™ > Use™ > ApproveNView PERgarch \ Worklist \

# Home | SignOut

PSOHRTRN el
WEBRCB2 Notification  NavBar

New Window | Help | Personalize Page | i5

Submit Confirmation

“ You have successfully submitted a PER-3 #103793 - Additional Compensation - as of 07/19/18

|Request #103793:Pending EViewlHide Comments

stration

Self Approved Pending Not Routed Not Routed
Multiple Approvers = Multiple Approvers = Multiple Approvers
" Business Manager P O Deanbept Head 4 Human Resource 4 Chancelior

0711918 - 11:41 AM
Comments

Request #103793:Awaiting Further Approvals
Payroll

Not Routed
Multiple Approvers
B Gayron

(@ Return to Search

ﬁlml @ ,EJ[@IG TS aram |

10/26/2018 |

Step Action

11. Upon successful submission, you will receive this conformation page showing
approval routing information.
12. This completes Review a Saved Draft.

End of Procedure.
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