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CONTRACT GENERATION (NOA/NOR)

WHO CAN GENERATE CONTRACTS?

Users with the College Division Approver Contract Transactions (CT) role are able to generate Notice of
Appointments/Notice of Reappointments for their College Node.

HR Department Approvers may be included in the review and generation process if the College Division Approver routes
the contract list to them. The lists routed to HR Department Approvers will be limited to departments they are authorized
to access.

NOA/NOR Contract Generation requires:
e Position Cross-Reference access

e (T College Division Approver: This role provides the user with the ability to Generate Contracts and route them
directly to employees or to the HR department for review.

If the college/division approver chooses to route contracts to their respective HR Department Approvers then
users must have this role:

e CT HR Department Approver: This role allows users to review contract lists generated by College Division
Approvers and route contracts to employees for acceptance.

College/Divisions determine the individuals authorized to manage NOAs/NORs at both the College/Division and HR
department approval levels.

OTHER CONTRACT SECURITY ROLES

e CT Contract Administrator Role
Provisioning of this role is limited to personnel in the President’s office, Provost Office and Human Resources. It
provides users with campus wide access to generate and hold contracts and to view contract history.

e CT View All Contract History Role
This role is given to limited personnel in the following areas: Attorney’s office, Auditing, Records, and Human
Resources personnel. It allows users to have campus wide access to view contracts generated and stored in
Contract History.

e CT Systems Control Approver

This role is given to Workforce Systems staff. It allows users to have campus wide access to view contracts
generated and stored in Contract History.
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COLLEGE DIVISION APPROVERS

College Approvers should plan to generate contracts for all new hire faculty and appointed professionals and for those
who experience a mid-year job change. Also, annual Fiscal and Academic contracts should be generated no earlier
than the dates announced on the Contract Generation Schedule.

NAVIGATING THE MANAGER SELF-SERVICE MENU

NOA’s/NOR’s are generated through UAccess Employee — www.uaccess.arizona.edu

To start the process of generating or placing holds on contracts:
1. Click on the ‘Manager Self-Service’ menu item
2. Click on ‘Utilities’
3. Click on ‘Administer Contracts’

NavBar: Menu

a Administer Contracts
Menu » Manager Seff Service

Utilities i JiGenerate Contract List

* Review Contract List

E MOA Grads > Z)Manage Contract Holds

Recently Visit=d

Favories E Administer Contracts

. = Manage Confracts
Menu E Contract History

The ‘Administer Contracts’ page provides multiple options for retrieving and/or generating contracts for
employees. These options are only available to College/Division Approvers or Contract Administrators.
1. Generate Contract List
a. Allows the user to generate a contract list by HR Dept, College or EmployeeD.

Administer Contracts

) Employee

2. Review Contract List
a. The first section allows users to return to lists they have SAVED and have not submitted to HR
Department Approvers or sent to employees.
b. The second section displays a list of contracts that are pending with HR Department Approvers and
available for “withdrawal”.
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[=][e]
Trans Nbr

1533891

z 1533990
669903

4 2353608
D 5 2369337
& 2371427

2191431

g 2190189

EIEY

Administer Contracts

Ready for Review (Click Link to Choose)

Run By

Employee
Employee
Employee
Employee
Employese
Employee
Employese

Employee

Submitted to HR Dept (Click to Choose)

Trans Nbr Run By

180f8 ¥

Run Date/Time

01/20/2020 2:02:31PM

01/20/2020 2:02:07PM

02/03/2014 7T:44:124M

06/05/2024 7:20:22AM

06/25/2024 12:12:31PM

07/02/2024 8:42:23AM

07110/2023 7:31:39AM

07/07/2023 7.22:22AM

1-10f1 v

Run Date/Time

View

View

View

Wiew All

View All

3. Manage Contract Holds

a. Allows the user to place hold flags on contracts they are authorized to administer/approve. Users may
also REMOVE holds they have placed on contracts, they cannot remove holds that an administrator

has placed.

ADMINISTER CONTRACTS

The ‘Generate Contract List’ radio button opens the ‘Administer Contracts’ page and allows the user to create a list of
employee(s) for contract generation. This list can be either submitted to HR Dept Approvers for further review or

sent directly to the employee for acceptance.

HOW TO GENERATE BY HR DEPT OR COLLEGE

Click on the “HR Dept or College” radio button to create a list of employee(s) for contract generation.

Note: This action moves the transaction to ‘Select Employees’ on the next page

Administer Contracts

Employee
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The ‘Select Employees’ page displays

Select Employees

College | Q |
Pay Group | Q |
Confract Length | v |
Clazs Indicator | hd Exclude Clinical Assistant
Employee Status | A |
Include Pending Contracts
1®/[Q] .
SRR § S Wiew All
Department
D | Q| L+ =]
| Search | | lear | Position Cross Reference
Select All
5)Q
Select Emplid Last Name First Name UA Title/Working Title

Cancel Continue ===

FIELDS AVAILABLE TO GENERATE EMPLOYEE LIST

Users may generate lists using the following fields listed below. Only one field is required, however the user may select
multiple options to narrow their list.

1. College
a. Enter the college node to pull back all employees by a specific college. Selecting the magnifying
glass will show all colleges the user is authorized for.
2. Pay Group
a. Enter a pay group value or select the magnifying glass to select a pay group. Some examples of pay
groups are: Faculty, Appointed 9 month, Appointed 12 month.
3. Contract Length
a. Select from the drop down list to choose which contract length you would like to appear in your list. The
options are: Fiscal, Academic and N/A. College Approvers should review the annual Contract Generation
Schedule and plan to begin generating Fiscal contracts separately from Academic contracts, as
scheduled, using the Contract Length field to limit their lists.
4. Class Indicator
a. Select from the drop down list to choose a specific class to search by. Some examples of Class
Indicators are: Regular Appointed Academic, Regular Appointed Fiscal, and Clinical Faculty.
b. The “Exclude Clinical Assistant” is checked by default. De-selecting this box would include all
employees with Clinical Assistant as the class indicator in your results.
5. Employee Status
a. Select from the drop down list to choose a specific employee status to search by. Some examples of
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employee status are: Active, LOA (Leave of Absence) and Sabbatical.

b. The “Include Pending Contracts” is NOT checked by default. Checking this box would include all
employees that have a contract pending submittal or acceptance. Only one contract for an
employee can be pending at any time.

6. “Include Pending Contracts” checkbox

a. When searching for employees, the system does NOT include employees who have a pending contract
in either Manager Self-Service or Employee Self-Service. The system does not allow more than one
contract to be pending review/acceptance. To see all employees regardless of whether they are
available for contract generation select this checkbox prior tosearching.

7. Department

a. Enter the department number to pull back all employees by a department. Selecting the
magnifying glass will show all departments the user is authorized for.

b. Selecting the + or — sign will allow the user to add additional dept numbers or remove a department
number.

GENERATING A LIST OF EMPLOYEES FOR CONTRACT GENERATION

Note: If an employee is not available for selection please refer to the section ‘Columns Displayed When Generating
List’ for an explanation and action to take to make the employee available.

1. Search for Employees to Generate Contracts for - Once the criterion has been selected to generate a list of
employees for contracts click the SEARCH button to see the results. This search does take a minute or so to
gather the information. See the example below.

Select Employees

College

Q|

Pay Group

Contract Length

Class Indicator A Exclude Clinical Assistant

<

Employee Status v |

Include Pending Contracts

‘E| |3| Miew All
Department
D " |0430 Q| Mathematics [+] =]

|‘ Search ||| Clear ‘ Position Cross Reference

2. Select the Employees from your result - Use the “Select All” button to select all employees in the list to
generate contracts. Users may also select individual contracts by clicking the checkbox.
a. Click the “Continue” box when done selecting.
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Select Employees

College Q|

Q|

Pay Group

~

Contract Length

Class Indicator
Employee Status | v/

Include Pending Contracts

B
Department

* [0s04 Q|  Steward Observatory

[ o ]

Select All

[m][a]

Select Last Name

v @ Exclude Clinical Assistant

View All

4] [=]

First Name

Position Cross Reference

UA Title/Working Title

Assaciate Research Pr
Observatory

Posidoctoral Research

3. Confirm the Employees Selected — A read only page will display the employees you selected for contract
generation. Review the list and click “Generate Contracts” to continue with process to generate PDF’s.

Note: This action moves the transaction to the ‘Manage Contracts page. Please see the next section “Review
Generated PDF’s and Submit” for further instructions.

Confirm Employees Selected

Last Name

| Retumn to Search |

First Name

UA Title/Working Title

Postdoctoral Research Associate |

| Cancel

Generate Confracts |

Payroll Status

Active

a. Clicking the ‘Return to Search’ button takes the user back to the original searchresults.
b. Clicking the ‘Cancel’ button will take the user the main menu for ‘Administer Contracts’.

REVIEW GENERATED PDF’S AND SUBMIT

After the user clicks the ‘Generate Contracts’ button, the ‘Manage Contracts’ page appears with a PDF version of the
Notice of Appointment or Notice of Re-Appointment for review. A transaction number also displays for reference and

the Contract Status is set to PENDING.

Last Updated 7/22/2024
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Manage Contracts
Trans Nbr 2380828 Contract Status Pending
Send All Withdraw All
| = | | Q | View All
View Contract  Send Withdraw  Empl 1D Last Name First Name UWT]EI‘L;’ Title HR Dept E’a‘;’:m" JobEnd ¢ ontract Status :—';;:v':gep'
{ View Conract éLEc’lurar Mathematics éman Nm Sent i
4 View Coniract Senior Lecturer, Mathematics 0430 Mot Sent o
Confract | ist Comments (2000 Char)
| p
‘ Save for Laler H Exit || Withdraw List Continue >>=
- , . o . .
1. Click ‘View Contract’ to display an individual contract for the employee on the line selected. Verify the

information is correct on the contract.

Note: Users may also click ‘View All Contracts’ to review one master PDF file with all contracts on the list.

2. Select Employees that are ready to be sent.
a. Users may select individual employees by selecting the ‘Send’ check box or the entire list of employees
by selecting the ‘Send All’ checkbox. This activates the ‘Continue’ button.
b. If an employee should NOT be sent a contract due to information incorrect or timing, select the
‘Withdraw’ checkbox. This will stop the contract from moving forward in the process.
3. Enter optional comments.
Users may enter optional comments that will carry forward with the list to the HR Department
Approver.
4. Click “Continue” button to move forward in the process.

a. Users must select either ‘Send’ or ‘Withdraw’ for all employees listed. A warning message will display
and they will not be allowed to continue if a selection is not made for each employee on the list.
Manage Contracts
(=](a]
ViewContact  send | wimaraw  EmpiiD LastName Firstame e HROept  EPSCIIBEN o s VIOW IR Dept
i. Select the ‘Save for Later’ button if you wish to continue reviewing the list at another time.
Please refer to the ‘Reviewing Contract List’ section in this guide for details on how to return
to work in progress.
ii. Select the ‘Exit’ button if you wish to leave the page without saving changes. The list
will be available in your Review Contract List.
iii. Select the ‘Withdraw List’ button if you want to cancel the entire transaction. This changes

Last Updated 7/22/20

the overall list status to ‘Withdrawn’ and the employees are available for you to generate
contracts when ready.
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5. Confirmation Page — Generate Email to Employee or Submit to HR Department Approver
a. Click the ‘Generate Email to Employee’ button if you are ready to send the contract directly to the
employee and bypass an HR Department Approver Review. Employees will receive an email with a link
directing them to the contract to accept within UAccess Employee Self Service.
i. The Contract Status will change to “Email(s) Sent to Employee”.

b. Click the ‘Submit to HR Department Approver’ if you would like to forward the list to authorized HR
Department Approvers for an additional review. These users will receive the list in their pagelet and
will have the ability to review the list and submit to the employee.

i. The Contract Status will change to ‘Submitted to HR Department Approver’

Manage Contracts

Trans Nbr 2380828 Contract Status Pending

KI|KY

View Contract Send Withdraw Empl ID Last Name First Name LAY He! HR Dept
Weorking Title
1 View Contract Lecturer, Mathematics 0430

Senior Lecturer, Mathematics 0430

Contract List Comments (2000 Char)

| J

| Go Back || Generate Email to Employee I Submit to HR Department Approver ' Exit ||

ii. Click the ‘Go Back’ button to return to the list to makechanges.
iii. Click the ‘Exit’ button to return to the Manage Contracts page.

NOTE: Upon clicking the ‘Submit to HR Department Approver’ button, the system will validate each dept
to see if a user is authorized to review the list. If no users are found for one or more departments, the
College/Division Approver is not allowed to send the list to HR Department. Please refer to
“Error/Warning Message” section for additional details.

HOW TO GENERATE CONTRACTS BY EMPLOYEE

Click on the ‘Employee’ radio button to create a list of employee(s) which will be used to generate contracts.

Note: This action moves the transaction to the ‘Select Employees’ page

Administer Contracts

HR Dept or College

Employse
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The “Select Employees” Page displays

1. Enter the ‘Emplid’ of employee you wish to generate a contract for. Use the magnifying glass to
search by name. You may add additional employees one-by-one by clicking the plus symbol ‘+’.

2. UAccess will automatically default the contract start date to the newest (highest) job action date in
the employee’s job data. To override the default start date to generate a contract based on an
employee’s job data record as of a specific date, enter an ‘As of Date’.

3. Click ‘Continue’.

Select Employees

Emplqyees
!ulf':i |E| View Al

Empl 1D Name As Of Date

| + [

Cancel Continue ===

FIELDS AVAILABLE TO GENERATE EMPLOYEE LIST

Users may generate lists using the following fields:

1. Emplid
a. Enter the employees EmplID. Users may use the magnifying glass to search for an employee by

Name.
Click the plus sign ‘4’ to add additional employees or click the minus sign ‘~‘ to remove employees.

c. Click the ‘Continue’ button

GENERATING A LIST OF EMPLOYEES FOR CONTRACT GENERATION:

Note: If an employee’s name does not appear in the selection list, please refer to the ‘Columns Displayed When
Generating List’ section for an explanation and recommended action.

1. Search for Employees to Generate Contracts for - Once the values have been entered to generate a
contract list consisting of a single or multiple employees, click the ‘Continue’ button to see the results. This
search takes a minute to gather the information. See the example below.
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Confirm Employees Selected

Trans Nbr 2374852
Employees
i“E',wE |E| v View All
Empl ID Name As Of Date
D (%]
Select Emplid Last Name First Name UA Title/Working Title Payroll Status

Associate Research Professor Steward
Observatary

Cancel Generate Contracts

Relurn to Search

2. Select Multiple Employees from your Results or select individual contracts by clicking the ‘Select’ check
box. Click the ‘Generate Contracts’ button when all selections are made.

Confirm Employees Selected

Trans Nbr 2374852
Employees
; = E‘ Q | 1 v WView All
Empl 1D Name As Of Date

D [3][q]

Select Emplid Last Name

First Name UA Title/'Working Title Payroll Status

Associale Research Professor. Steward Active

! D Chbservatory

Cancel | Generate Contracts

| Retumn to Search

a. Click the ‘Return to Search’ button to return to the original searchresults.
b. Click the ‘Cancel’ button to return to the ‘Administer Contracts’ menu.

REVIEW GENERATED PDF’S AND SUBMIT
After the user clicks the ‘Generate Contracts’ button, the ‘Manage Contracts’ page appears and displays a link

with a PDF version of the Notice of Appointment or Notice of Re-Appointment. A transaction number also

displays, and the Contract Status is set to ‘Pending’.
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Trans Nbr 2330828

Send All

5[]

View Contract

Manage Contracts

Withdraw All

Send

Contract Status Pending

View All Contracts
View All

UA Title!
Working Title

View HR Dept

Withdraw Empl ID Last Name First Name E.;f:cned SObJEd Contract Status

HR Dept

View Confract

Approvers

élemurer Mathematics 20430 Nm Sent

View Coniract

Contract | ist C {20

View HR Dept

Senior Lecturer, Mathematics 0430 Mot Sent N N
Approvers

00 Char)

Save for Later

Withdraw List

Confinue ===

3. Click the ‘View Contract’ link to display an individual contract for the employee on the line selected.
Verify the information is correct on the contract.

Note: Users may also click to “View All Contracts’ link to have one master file of PDFs available to view

and/or print.
4. Select the contracts that are ready to be sent toemployees.
a. Click the ‘Send All’ button to select the entire list or select individuals by clicking the box in the
‘Send’ column next to each employee. This activates the ‘Continue’ button.
b. If an employee should NOT be sent a contract due to incorrect information or timing, select the
‘Withdraw’ box. This will stop the contract from moving forward in the process.
5. Enter Optional Comments.
Users may enter optional comments that will carry forward with the list to the HR Department
Approver.
6. Click ‘Continue’ button to move forward with the process.

a.

Last Updated 7/22/2024

Users must select either ‘Send’ or ‘Withdraw’ for all employees listed. If a selection is not made for
each employee, a warning message will display and they will not be allowed to continue.

Manage Contracts
(=][a] View
View Contract  Send Withdraw  Empl ID Last Name First Name LAy HRDept  CXpected JOBENd  coniraet sigrue  VieW HR Dept
2 View Contact Serior Lecturer Mathermatics | 0430 Mot Sent e
i. Select the ‘Save for Later’ button to continue reviewing the list at another time. Please refer
to ‘Reviewing Contract List’ section of this guide for details on how to return to work in
progress.
ii. Select the ‘Exit’ button to leave the page without saving changes. The list is
automatically available in your Review Contract List.
iii. Select the ‘Withdraw List’ button to cancel the entire transaction. This changes the

overall list status to ‘Withdrawn’ and the employee records become available to

Page 13 of 34



regenerate contracts.

7. Confirmation Page — Generate Email to Employee or Submit to HR Department Approver
a. Click the ‘Generate Email to Employee’ button to send the contract directly to the employee and
bypass an HR Department Approver Review. Employees will receive an email which includes both a
link directing them UAccess Employee Self-Service contract page and instructions for accepting the
contract.
i. The Contract Status will change to ‘Email(s) Sent to Employee’.

b. Click the ‘Submit to HR Department Approver’ to forward the list to authorized HR Department
Approvers for an additional review. The list will appear in their pagelet and will allow them to
review the list and to release contracts by generating emails to theemployees.

i. The Contract Status will change to ‘Submitted to HR Department Approver’.

Manage Contracts
Trans Nbr 2380828 Contract Status Panding
|=]|a]
View Contract  Send Withdraw | Empl 1D Last Name First Name LA itiel HR Dept
P Warking Title P
View Coniract Leclurer, Mathematies 0430
Seniar Lecturer, Mathsmatics 0430
Contract | ist Comments (2000 Char)
A
| coBax I‘ Generate Email to Employee I Submit to HR Depariment Approver l Exit ||

ii. Click the ‘Go Back’ button to return to the list to makechanges.
iii. Click the ‘Exit’ button to return to the Manage Contracts page.

NOTE: Upon clicking the ‘Submit to HR Department Approver’ button, the system will validate each dept
to see if a user is authorized to review the list. If no users are found for one or more departments, the user
is not allowed to send the list to HR Department. Please refer to ‘Error/Warning Message’ section for
additional details.

COLUMNS DISPLAYED WHEN GENERATING A LIST

The following columns are displayed when a user enters search criteria or an EMPLID to generate a list of employees
which will be used to generate contracts. There are times when an employee will be in ‘Read Only’ format and
cannot be selected for contract generation. The columns below will explain exceptions and what the user can do to
release employee records for contract generation.
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B

Wiew All
Department
" [0a30 Q|  Mathematics [+] [=]
Position Cross Reference
Select mplid First Name UA Title/'Working Title Payroll Status
Al Active
Column Name Description Action to Take if Read Only
Emplid Displays the Employee ID
Last Name Displays the employee’s Last Name
First Name Displays the employee’s First Name

UA Title/Working Title

Displays the employee’s Primary UA Title

Payroll Status

Displays the employee’s Payroll status.
Values include: Active, Leave with Pay,
Leave without Pay, Work Break

An employee may display as ‘Ready
Only’ if they have the status of ‘Work
Break’. User must follow the
business process to change this
status with Workforce Systems to

Active.
HR Dept Displays the employee’s Primary Home
Department
Pay Group Displays the employee’s Pay Group. Values

include:

AG — Farm Workers

AP9 — Appointed 9 Month

APP — Appointed 12 Month

FA9 — Faculty 9 Month

FAC — Faculty 12 Month

FED — Federal Employee

PPP — Appointed Positive Report

PTE — Part Time Employee Exception

PTP — Part Time Employee Positive Report

Expected Job End Date

Displays the Expected End Date, if one
exists for the employee.

Last Action Date

Displays the Last Action Date that occurred
on the employees Job Record. This may aid
in selecting an employee if an update has
been made.

Last Acceptance Date

Displays the last date an employee
accepted a contract. This may aid in
whether or not a new contract should be
submitted to the employee.

Last Updated 7/22/2024
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Column Name

Description

Action to Take if Read Only

Termination Pending

Determines whether or not an employee
has a MSS Termination Report pending.
Values include: Yes or No.

An employee may display as ‘Read
Only’ if they have the status of ‘Yes’.
User must perform a ‘Manage
Termination/Retirement’ search to
either have the initiator ‘withdraw’
the request. If they are an authorized
approver for this termination
request, they may also deny. An
employee may not have a contract
generated if a termination request is
pending.

Pending Contract

Displays whether or not a contract is
pending in another list. By default, pending
contracts do not display when searching.
Users must select the ‘include pending
contracts’ checkbox to include them in the
view. Values include: ‘Yes’ or ‘No’.

An employee may display as ‘Read
Only’ if they have a status of ‘Yes'.
This means the employee already
has a contract generated thatis on a
list that is pending with the College,
HR Department, or the employee’s
Self-Service. Only one contract can
be generated at a time for an
employee. To generate another
contract, the user must withdraw the
list where the employee is included
or select the ‘Remove’ button if it is
in the employee’s Self-Service.

Hold Status

Displays whether or not an employee’s
contract is being held from contract
generation. Values include: ‘Yes’ or ‘No’.

An employee may display as ‘Read
Only’ if they have the status of ‘Yes’.
This means the employee has a
‘Hold’ on their contract. The column
‘Held By’ will include who placed the
hold. User must contact this
employee to release the hold if it is
not someone within their College. If
the hold was placed by another
College user, please refer to the
section on removing holds.

HOW TO WITHDRAW A CONTRACT LIST

College users are able to withdraw an entire contract list by accessing the specific transaction in the ‘Review Contract
List’ area under Administer Contracts or by navigating to and searching the ‘Manage Contracts’ page.

Users may only withdraw contract lists if the overall contract status is ‘Submitted/Submitted to HR Department

Approvers’.

Withdrawing the request removes the list, makes it unavailable to HR Department Approvers, and cancels the overall
transaction. College users may withdraw a request up until a contract has been sent to the employee.

If the employee contract status is ‘Waiting’, users must ‘Remove’ the contract from the self-service area. Please refer
the section ‘Removing from Employee Self-Service’ for details.

Last Updated 7/22/2024
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There are two ways to withdraw a list. Please see section below.

1. Navigate to Manager Self-Service > Utilities > Administer Contracts
a. Select ‘Review Contract List’.
b. Select a list in the ‘Submitted to HR Dept’ section.
c. Select ‘View' next to the list to withdraw. The list will open the Manage Contracts page and the
‘Withdrawal’ button will be available.

2. Navigate to Manager Self-Service > Utilities > Manage Contracts
a. Search for the list through ‘Manage Contracts’.
b. Once the transaction is selected and opened, click the ‘Withdraw’ button.

Manage Contracts

Trans Nbr 2374954 Contract Status Submitted to HR Dept Approver
Send All Withdraw All
1®][a]
View Contract Send Withdraw Empl ID Last Name First Name

1 View Confract

2 \iew Confract

Confract | ist Comments (2000 Char)

| .

| Save for Laler | | Exit || Wilhdraw List ||

HR DEPARTMENT APPROVERS

Contracts lists which are pending review can either be accessed through the MSS WorkCenter pagelet or the ‘Manage
Contracts’ page. The option to review and send a contract list will only appear if the user has both the appropriate
approval role and the authorized depts.

College Division Approvers will generate lists and route them to HR Department Approvers for review. The college has
the option to bypass the HR Department Approvers and instead release the contract directly to the employee. If this
occurs an email will be sent to existing HR Department Approvers notifying them that a contract has been sent.

VIEWING PENDING CONTRACT LISTS

Pending approval requests are available for viewing in two formats:
e Pagelets
e Manage Contracts

HOW HR DEPT APPROVERS KNOW CONTRACTS ARE PENDING ACTION

The ‘MSS WorkCenter & Approvals’ tile on the main ‘UA Manager Self-Service’ homepage, displays a count of all
transactions pending approval for the user. Clicking on the ‘MSS WorkCenter & Approvals’ tile displays a ‘pagelet
summary which lists transactions by pending by type, the count, and the employees.
e The ‘pagelet’ provides a list of each transaction type with pending transactions and the number of
transactions pending the user’s approval.

’
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MS S Workcenter

M55 Approval Summary

Trangactlon Typs

M55 Tasks MSS InquiryReports Resources

MSE Year End

Count

14

£

2] o~

Coniracis:

63

OCC Modify

DCC Y/E Rollowsr

Form 19

MES Exceptions

1
1
2
1

Fosition Managemsnt

Terminaticns

1

Note: if a transaction type is not listed, this means no requests are available for approval at this time. Please

click the Refresh icon to confirm.
e Once a user selects ‘Contracts’ from the MSS Approval Summary they are directed to their Contracts pagelet.
e Each Contract list has a transaction number and the pagelet shows the date and time it was generated.

Contracts

Tranz Nbr | Initiator Date

Time

Run By

09-07-2023

10:19:52 AM

Employes

05-17-2024

08:43:22 AM

Employes

06-17-2024

0E:45:46 AM

Employes

05-27-2024

08:24:36 AM

Employes

05-27-2024

02:27:54 AM

Employss

REVIEW GENERATED PDF’S AND SUBMIT

After the user selects a transaction on the Contracts pagelet, the ‘Manage Contracts’ page appears where a PDF
version of the Notice of Appointment or Notice of Re-Appointment is available for review. The transaction number
and the Contract Status of ‘Submitted to HR Dept Approver’ displayed at the top of the page are important for future

reference.

Manage Ceontracts

Trans Mbr 2374055 Contract Status Submitted to HR Dept Approver

[ send Al Cwithdraw All

Gy

View Contract Send Withdraw Empl ID Last Name First Name
;

Contract | ist Comments (2000 Char)

| .

[ Save for Later l [ Exit l Confinue =>=

1. Click the link ‘View Contract’ to display an individual contract for the employee listed on the line

selected. Verify the contract information is correct.

Note: Users may also click the ‘View All Contracts’ link to have one master file of PDFs available to view

and/or print.
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2. Select Employees that are ready to be sent.

a. Click the ‘Send All’ button to select the entire list or select individuals by clicking the box in the ‘Send’
column next to each employee. This activates the ‘Continue’ button.
b. The HR Dept Approver can send contracts to one or more employees at a time and continue working the
list. If all employees on the list are not selected, the status automatically changes to ‘Emails in Progress’.

c. Ifan employee should NOT be sent a contract due to incorrect information or timing, select the
‘Withdraw’ box. This will stop the contract from moving forward in the process.

Example: The continue button is available to send contracts to the two employees selected.

Manage Contracts

Trans Nbr 2374956 Contract Status Submitted to HR Dept Approver
Send All Withdraw All View All Contracts
Y
View Contract Send Withdraw Empl ID Last Name First Name
1 View Confract

2{ View Confract

3 View Confract

Confract | ist Comments (2000 Char)

| Save for Later | | Exit |

| Continue

When the user returns to list, the two previously selected rows are greyed out and cannot be
accessed; however, the last remaining row is available and can be clicked on to send the email

forward or withdraw the contract.

Manage Contracts

Trans Nbr 2374956 Contract Status Emails in Progress
Send All Withdraw All
EEY
View send Withdraw ~ Empl ID Last Name

Contract

1 View Confract

3| View Gontract :

Contract | ist Comments {2000 Char)

First Name

el

‘ Save for Later | | Exit |

Continue ===

If user selects ‘Withdraw’ on the last user in the list, the ‘Complete Transaction’ button appears

and allows the user to finish closing the list. This button only appears in this situation.
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Manage Contracts

Trans Nbr 2374956 Contract Status Emails in Progress
Send All Withdraw All
5][a]
Yiew send Withdraw  Empl ID Last Name
T View Confract
2 View Confract

Confract | ist Comments {2000 Char)

View All Contracts

First Name

| Save for Later ‘ ‘ Exit | | Complete Transaction

d. Select the ‘Save for Later’ button if you wish to continue reviewing the list at another time. All

selections are saved and the list stays in the user’s pagelet.
e. Select the ‘Exit’ button if you wish to leave the page without saving changes. The list remains in the

user’s pagelet.

3. Click ‘Continue’ button to move forward in the process and select the ‘Generate Email to Employee’

button.

4. Confirmation Page — Generate Email to Employee or Submit to HR Department Approver
a. Click the ‘Generate Email to Employee’ button if you are ready to send the contract to the

employee. Employees will receive an email which includes both a link directing them UAccess

Employee Self-Service contract page and instructions for accepting the contract.

Note: If the user has not selected ‘Send’ or ‘Withdraw’ for every employee on the contract list, the

list remains on their pagelet to continue working.

MANAGE CONTRACTS

Selecting ‘Manage Contracts’ allows users with a College Division Approver or HR Department Approver role to view

contract lists that are pending, submitted or sent.

This search also allows the College Division Approver to open and withdraw a transaction list or remove a contract
from an Employee Self-Service page as a College Division or HR Department Approver. Please see the following
sections for additional details: ‘How to Withdraw a Contract List’ and ‘Removing from Employee Self-Service’.

The Search dialog box provides multiple options for accessing contract lists.

1. Enter criteria listed in the Search dialog box.

2. Users may also click on the ‘Search’ button to display all lists they are authorized to view. A

list of values that meet the search criteria will be returned.

3. Click on any of the values listed to access the contractlist.
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Manage Contracts

Enter any information you have and click Search.

Find an Existing Value ‘

Leave fields blank for a list of all values.

= Search Criteria

Transaction Number: | = v | |

Run Date: [ = v | |
Initiator ID: | begins with | | |

Run By: | = vl v)
Contract Status: | = v | v |

m | Clear Basic Search [ Save Search Criteria

REMOVING A CONTRACT FROM EMPLOYEE SELF-SERVICE

College users have the ability to ‘REMOVE’ a contract from the employees self-service area if the contract has NOT
been accepted by the employee. The employee contract status must read ‘Waiting’ to be able to remove the contract
from the self-service area. If the contract has been accepted, a new contract must be generated if changes are needed.

To remove a contract, navigate to the ‘Manage Contracts’ page and search for the contract list that includes the
employee. If the employee contract status is ‘New’ and the Contract list status is ‘Submitted to HR Department Approver’

users must ‘withdraw’ the list. Please refer the section ‘How to withdraw a contract list’ for details.

How to remove a contract from an Employee’s Self-Service page:

1. Navigate to the Contract History Page: Manager Self-Service > Utilities > ContractHistory
a. Use any of the search fields to access the employee’s record (see screen shotbelow).

b. Locate the employee’s name on the list.
c. Verify the contract status is still ‘pending’.
d

Copy the ‘Trans Nbr’.

Contract History

Search

Employee ID

[
First Name |
tastNeme |
Contract Status | |
Clossindgicator | |

Generated Between
Fiscal Year | Q|

ey ot v

Department

P -

[ _Saamn__] “ Clear |

[+]

(5][a]

Trans Nbr Empl ID Name

1 2374956

2 2374956

|0711872004 ]| and 071312024 [

Contract Group
HR Dept Status Contract Status

0404 Emails Prg

0404 Emails Prg

waiting For Acceptance

Withdrawn
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2. Navigate to Manager Self-Service > Utilities > Manage Contracts
a. Search for the list by entering the Transaction Number from the contract historysearch.
b. Once the transaction list is opened, click the ‘Remove’ button on the employee’srow.
c. The contract will be removed from the employee’s Self-Service page and the individual contract
status will change to ‘Removed’.

The screen shot below shows the screen when selecting an employee’s contract to ‘Remove’.

Manage Contracts

Trans Nbr 2374058
Send All Withdraw All

[5][a]

View

=l Send Withdraw

View Cantract

View Cantract

Contract List C 4 {2000 Ch

Contract Status

Emails in Progress.

Last Name

view Al

First Name

2

Contracts

UA Title/

Expected Job End
Working Title HRDept o Sent DatelTime

Assoviate Research
Professer, Steward 0404
Observatory

0711924 12:48PM

Posidociorsl Research 0404 1011012025
Associate

Postdoctorsl Research

Associate

View HR Dept
Approvers

Contract Status

Withdrawn

Remave

hot Sent

After you have removed the employee’s contract, the status will change to ‘Removed’ and the button is no longer

available.

Manage Contracts

Trans Nbr 2374888
Send All Withdraw Al

(®][a]
View Contract  Send Withdraw

1 View Confract

Contract Status

Emails in Progress

Last Name

First Name

A

ew All Contracis

UA Title!
Working Title

Asseciste Research Professor,
Stewar Observatory

0404 07/1/24 12:40PM

Postdoctors! Research

e 0404 1041012025

Pestdactorsl Research

Assceiste | fa04

Expected Job End
HRDept b8 Sent DatelTime

30f3 w Vi Al

View HR Dept
Approvers

Contract Status

Remowed

Withdrawn

Mot Sent

CONTRACT HISTORY

The Contract History page allows users to search for an employee within a contract list and view the following:

Contract generated
Contract list status
Individual contract status

o This will indicate if the employee has accepted
Name of employee that originally sent the contract
Last date and time contract was viewed by the employee

In order to have access to this page a user must be provisioned with one of the Contract roles within Manager Self-
Service. The following list shows what a user can view based on their role.

Last Updated 7/22/2024

Page 22 of 34



Role Description Technical Mame Access
CT Administrator UA_HR_WA_MSS_WCT_Admin ALL contracts for ALL depts
CT View ALL Contract History |UA_HR_WA_MS5 WCT _View View ALL contracts for ALL depts

View contracts for all depts that roll up

CT College Division Approver |UA HR WA MSS WCT Col Apr
& PP - - -~ —-oLAP to their college node.

View contracts for all depts they are
CT HR Department Approver |[UA_HR_WA_MSS_WCT_HR_Dpt_Apr authorized for. This includes positions

for which their college is not primary.

How to view a contract for an employee in Contract History:

1. Navigate to Manager Self-Service > Utilities > Contract History
a. Enter criteria to search for an individual employee’s contract.
i. Users may also click the ‘Search’ button to display all contracts they are authorized to view.
This is not recommended for Contract Administrators, as they have fullaccess and will
return too many results.

b. The search returns a page which displays the overall status and a .PDF link to the contract sent to the
employee.

Contract History

Search

EmployeelD | Q|
First Name |
Last Name |

Contract Status | ~

Class Indicator \—“|

1 Between
Fiscal Year | a|

1Y

Department

D e (+] | [-]

‘ Search /| Clear |

[=][a]

Trans Nbr Empl ID Name HR Dept g&’a‘.’:c‘ GrouP  ¢ontract Status Withdraw Fiscal Year

Below is list of possible statuses for a contract ‘group’ and their descriptions:
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Contract Group Status

Description

Completed

All employees have accepted. The listis
complete.

Emails Prg

Emails are in progress. The list may have
multiple depts reviewing the contracts or
only part of the emails have been sent to
the employees.

Pending

Indicates the contract is pending with the
College Division Approver. The college has
generated this employee in a list but has not
sent to the employee yet or the HR Dept
approver.

Sent

Indicates a selection was made to all of the
employees in the list and contracts were
sent to one or more individuals.

Submitted

Indicates the contract is pending with the HR
Department Approver(s). Select the "View
HR Dept Approvers" link to see who the list
is pending with.

Withdrawn

Indicates the College Division Approver has
WITHDRAWN the contract list. The entire
list was cancelled.

Below is a list of possible statuses for individual employee contracts and their descriptions:

Contract Status

Description

Accepted

Indicates the Employee has Accepted their
contract.

Error

Indicates an error has occurred with
generating the contract. This typically
happens if employee does not have an UA
Offical Email on file or have not activated
their profile for Uaccess Employee. The MSS
Administrator is also notified and will
contact dept or college.

Not Sent

The contract is pending with either the
College or HR Dept Approver, Contract has
not been sent to the employee.

Removed

Indicates the College or HR Department
Approver sent the contract to the employee
but REMOVED it from Self Service after
being sent.

Waiting

Indicates the contract has been sent to the
employee and is awaiting acceptance.

Withdrawn

Indicates the College or HR Dept user has
removed the contract from moving forward
in the process. The contract was cancelled
from the individual list and would need to
be re-generated once changes made or
when college is ready to send.

EMPLOYEE ACCEPTANCE OF CONTRACT

Employees will receive an email which will alert them when a contract is available for review and acceptance. A link will
be included in the email which will take them to the contract page within Employee Self-Service. Employees may also
navigate to the page directly should they misplace the email. Please see an example of this email at the end of this

section.

How to view/accept a contract as an employee:

1. Navigate to Self-Service > Contracts> Notice of Appoint/Re-Appoint.
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2. Click on the ‘Notice of Appoint/Re-Appoint’ link. This will direct the employee to the ‘View/Accept’
contract page.

Below is an example of this navigation:

NavBar: Menu L]

Recantly Visitd Contracts

= Hotice of Appoint/ReappointGRD

Favories |= Notice of Appoinl/Re-Appoint |

Employees are presented with the following page. Clicking on the ‘View Contract’ link will open the contract in

separate PDF for viewing. Once the contract has been reviewed, the employee simply clicks the ‘Accept’ button to
indicate the contract has been reviewed.

&ﬂ 4 Review Contracts

Your University of Arizona Nofice of Appeintment/Reappointment (NOAMOR,) is available to view and accept below.
Please carefully review the informaficn on your Netice of AppointmentReappeintment.

If you have any guesfions about your HMOA/MOR, or if the terms of the appointment are not consistent with your

understanding, contact your home department's business office before accepting the appointment.

By checking the "accept” box below, | acknowledge that | have read my Nofice of Appeiniment/Reappointment and |
infend to apply my signature indicafing acceptance of the terms set forth thersin.

} I:‘.E|Q| 1w | View Al
View Contract Sent Date/Time UA Primary Title HR Dept Contract Status Acceptance Date Accept
' 0711972024 1:31PM  Steward Observatory 0404 Waiting For Acceptance | Accept |

Once the contract has been accepted, the button is no longer available and the link changes to ‘View
Contract’. Employees may return here at any point to view the contract they have accepted.

\# / Review Contracts

Your University of Arizena Mofice of Appeintment/Reappaintment (NOAMNOR) is available to view and accept below.
Please carefully review the informaticn on your Metice of Appointment/Reappointment.

If you have any questions about your NOA/NOR, or if the terms of the appointment are not consistent with your

understanding. contact your home deparfment’s business office before accepting the appointment

By checking the "accept” box below, | acknowledge that | have read my Notice of Appeintment/Reappointment and |
intend to apply my signature indicating acceptance of the terms set forth therein

|:"HQ‘ w | view Al
View Contract Sent Date/Time UA Primary Title HR Dept Contract Status Acceptance Date Accept
07/19/2024 1:31PM  Steward Observatory 0404 Accepted 07/19/2024 Accept

When an employee initially opens up the PDF and has NOT accepted, the signature area indicates an ‘Electronic
Signature is Needed’. Once the employee accepts, their name and date is added to the PDF. See example below.
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1 agree to comply with the rules, regulations, and policies of the University of Arizona and the Arizona Board of Regents
related to my appointment, including, but not limited to, the intellectual property policies as from time to time amended and
the standards of professional conduct referenced in policies of the University.

1 hereby assign to the Arizona Board of Regents all my right, title and interest to intellectual property created or invented by
me in which the Arizona Board of Regents has an ownership interest under its Intellectual Property Policy (the "ABOR IP
Policy"). Tagree to promptly disclose such intellectual property as required by the ABOR IP Policy, and to sign all
documents and do all things necessary and proper to effect this assignment of rights. T have not agreed (and will not agree)
in consulting or other agreements to grant intellectual property rights to any other person or entity that would conflict with
this assignment or with the Arizona Board of Regents’ ownership interests under the ABOR IP Policy.

Signed _ ELECTRONIC SIGNATURE NEEDED

Please accept this appointment within 14 days (for fiscal appointees) or 30 days (for academic appointees).

SAMPLE EMAIL - EMPLOYEE NOTICE OF APPOINTMENT/REAPPOINTMENT

The following is an example of the email notification the employee receives to notify them that the NOA/NOR is
available for review and acceptance.

***Notice of Appointment/Reappointment --Action Required ***

. _ i Repl &y Reply All —» Forward | nen |
hcm-testmail-request@list.arizona.edu on behalf | © | © Reply © Reply ) ﬁ | )
To hem-testmail @ list.arizona.edu Fri T,'13'232-l1 136 PM

Dear:

Your University of Arizona Notice of Appointment/Reappointment (NOA/NOR) is now available for your review and acceptance. Please carefully
review the information on your Notice of Appointment/Reappointment and indicate your acceptance as directed below. If you have questions
about your notice, or if the terms of the appointment are not consistent with vour understanding, please contact your supervisor or other
authorized individuals before accepting your appointment.

In accordance with Arizona Board of Regents Policy Chapter Vl and the University Handbook for Appointed Personnel 2.06.01, NOAs/NORs
must be signed and accepted no later than fourteen calendar days followm the date the notlce is posted if the a ulntment is fora

Instructions for accepting your Motice of Appointment/Reappointment:

Click on the View Contract link to go directly to the Employee Self Service Contracts page.

CR

1. Log onto UAccess Employee at http://uaccess.arizona.edu

2. Enteryour NetlD { ) and password to access "Employee Self Service"

3. Onthe UAccess Employee page, click on the "Self Service” link under the main menu options.
4. Click on the Contracts folder and select Notice of Appoint/Re-Appoint link.

5. Confirm your acceptance of your Notice of Appointment/Reappointment

By clicking the "Accept” box, you are both confirming that you have read your Notice of Appointment/Reappointment, and applying your
electronic signature indicating that you have accepted the terms set forth in your notice.

6. Please print a copy of the notice for your records.

For support and assistance with your NetlD and password, please contact the 24/7 IT Support Center at {520) 626-TECH (8324)

Click here to view an gnline tutorial that will guide you through the navigation and NOA/NOR reviewfacceptance process.

Experiencing difficulties accessing your Notice of Appointment/Reappointment? Click here for troubleshooting instructions.
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PLACING A HOLD ON AN EMPLOYEE OR DEPT

Contract Administrators and College Division Approvers are able to place a ‘Hold’ on contracts for an individual
employee or an entire department. This blocks contracts from being generated and shows as ‘Read Only’ if included in

a list for contract generation.

Contract Administrators will have exclusive access to contacts the latter part of June to place hold flags on records
for the new fiscal year. College Division Approvers will NOT be allowed to remove employee or department holds

placed by Contract Administrators.

Once the contract process is available to Colleges for the new fiscal year, they will have the ability to place

additional hold flags on records.
How to place a hold on an employee contract:

1. Navigate to Manager Self-Service > Utilities > Administer Contracts.
2. Click on ‘Manage Contract Holds’.

Note: Users with college roles may see more options. If a user sees only the radio button below this

means they are only a Contract Administrator.

Below is an example of this navigation:

Administer Contracts

Review Contract List

I Manage Contract Holds I

3. Search for Employees to Place Hold- Once the search values have been selected to generate contracts for a list

of employees, click the ‘Search’ button to view the results. This search takes a minute to gather the

information. See the example below.

' Administer Holds
=
Selection Criteria
DeptiD 0404 Q|
——— Steward Observatory
OR
EIEY
Empl ID
| a] [+ | [=
[ s |[ oea |
Select All Remove All
EIEY
Apply Hold Remove Hold Emplid Last Name First Name g,‘:g"":“: — HR Dept s
Associate Research Professor,
1
Steward Observatory 0404 Ne
a Postdoctoral Research 0404 10102025 Mo
Associate |

Hold Status

4. Select the Employees from your result - Use the ‘Select All’ button to hold contracts for all employees
displayed on the list. Users may also select ‘Apply Hold’ for individual employees on the list. Click the

‘Continue’ box when done selecting.
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5. Confirm the Employees Selected — A ‘Read Only’ page will display the list of employees selected for holds.
Review the list and click ‘Submit’ to place the hold flag on the employee(s) contractrecord(s).

Note: Once ‘Submit’ is selected, the user is directed back to a blank ‘Administer Holds’ page.

[5](a]
Apply Hold Remove Hold

1

Go Back

Emplid

;a Confirm Employees Selected to Add/Remove HOLD

View All

UA Title/ Expected Job

Last Name First Name Working Title HR Dept End Date

Hold Status Held by
Postdoctoral Research

. 0404 10/10/2025 No
Associate |

Submit l Cancel I

a. Clicking the ‘Go Back’ button takes the user back to the original searchresults.
b. Clicking the ‘Cancel’ button will take the user the main menu for ‘Administer Contracts’.

DAILY CONTRACTS

College Division Approvers will receive a transaction type called ‘Daily Contracts’ in their pagelet. This alerts them to
generate a new contract when Job/Title Data is changed for the employee. The employees will only appear in the

pagelet for 10 calendar days.

The following list of action reasons determines when an employee requires a new contract.

Action Reason

Description

Additional Job (Hire)

Start of an Additional Job and related FTE is added to an employee’s record.

Additional Job (Rehire)

Rehire an Additional Job (addl employment instance/empl record)

Additional Title

Adding a title to the current position with a pay increase

Additional Title

Additional Title has been added

Administrative Stipend

Increase/decrease paid to Faculty for administrative duties

Change Department

Changing/moving a position to a different department number (same pcn)

Contract Rate Adjustment

An adjustment to a contract (increase/decrease) due to the I-9 form dates.

Contract Status (Tracking)

Change contract status of employee (Tenured, Tenure-Eligible, Continuing,
Continuing-Eligible)

Correction — Department

Capture a correction to the department number

Correction — Job Code

Capture a correction to the Job Code number

End-Job

End-Additional Job instance only. Employee must have other active jobs.

Fac Annual Perform Base Compnt

Performance based increase paid as a component of pay

Fiscal Conversion

Component of Pay amount to pay the employee the difference between a contract
length change. Example: Fiscal to Academic.

Fiscal Year Work Days

Change of fiscal work days from 260, 261, and 262

In Layoff Status (Rehire)

Rehire employee within 1yr layoff period to a non-benefits eligible position
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Action Reason Description

New Hire Initial hire with the University

New Position Movement from one department to another, one position to another, or one
employment type to another

Other Stipend Additional amount of compensation added to Appointed/Faculty

Position Change Movement from one department to another, one position to another, or one
employment type to another.

Position/Title Change (same/diff Increase in pay due to a change of title; may or may not include change of position
position#) number.

Pri/Home Dept Number Primary/Home department number has changed.

Promotion New Dept A change in job title to a new or established position/department following a

competitive or approved non-competitive process resulting in an increase of one or
more pay grades.

Promotion P&T/P&C Pay increase; Upwards movement in rank in one of the ladder series for employees
designated as Tenured, Tenure-Eligible, Continuing, Continuing-Eligible.

Promotion P&T/P&C Upwards movement in rank in one of the ladder series for employees designated as
Tenured, Tenure-Eligible, Continuing, Continuing-Eligible.

Promotion within Dept Upwards movement into a new or established position with additional/higher
responsibilities following a competitive or approved non-competitive process.

Reappoint/Extend Re-appointment/Extension of Appointment

Rehire Re-employment with the University

Remove Additional Title Remove an Additional Title

Remove Title Pay change due to Removal of an Additional/Secondary job title.

Return from Retirement Rehire employee who had previous Official UA Retirement status.

Temp Assign with Addl Title Temporary Assignment of Duties with a title change. For non-Faculty Appointed

Professionals or Faculty with temporary increase in pay.

Temp Assign with Title Chg Temporary Assignment of Duties with a title change; for non-faculty Appointed
Professionals or Faculty with temporary increase in pay.

Title Change Title has been changed for employee.

Title Change (within same position) Change of Title within the same position number.
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How to take action on an item listed in your ‘Daily Contracts’ pagelet:

1. Click the link ‘Daily Contracts’ transaction type
MS S Workcenter || «

M55 Tasks MSS InquirgReports Resourcas MSS Yzar End
M55 Approval Summary o ow

| rranzaction Typs Count

Oiaily Contracts 184

Position Distributicn 12

2. Alist of one or more employees will appear. Select the ‘EmplID’ to takeaction.

Daily Contract Action Required

Eff Dept Action
[n] Name Date D Dept Name Date Class/Uncl Descr
E?EL'U?' 1204 Tres Ring Laboratony 2024-06-26 Reg App/Fac/Uny Fisca Fiscal Year Work Days

3. This will direct the user to the Administer Contracts page with the Emplid pre-populated.

Administer Contracts

Trans Nbr

Emplqyees
iwl:':wf |E| 1w | View Al

Empl ID Name As Of Date

| a] |

| Cancel || Continue =>= |

4. Once the user clicks ‘Continue’, they will follow the normal process for generating the contract. Please see
section College Division Approvers — ‘How to Generate Contracts By Employee’ for furtherdetails.

EMAILS SENT TO HR DEPT APPROVERS

HR Department Approvers will receive emails from UAccess in the following situations:
1. The College submits a contract directly to an employee, bypassing existing HR DeptApprovers.

2. The employee has more than one position. The positions that are not primary will receive notices that the
contract was sent to the employee.

Situation #1 - If the college has sent the contract directly to employee the following email will be sent to the HR
Department Approvers.

e The employee’s Name and EMPLID will appear in the subject line.

e C(Clicking on ‘View Contract’ will take the HR Department Approver directly to the ‘Contract History’ page
where they can view the contract sent to the employee.
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NOA/NOR Generated by College for - Transaction ID: 2374957 (WA...
e hcm-testmail-request@list.arizona.edu on behalf |© ‘ O Reply ‘ © Reply Al ‘ 2 Forwerd | | e

To hem-testmail @list.arizona.edu

Dear .

A Notice of Appointment/Notice of Renewal has been generated by this employee's primary home college and has
been sent to the employee for acceptance.

Clicking on the link below will take you to the Contract History page within Manager Self Service where you can view
a PDF copy of the contract.

View Contract

Situation # 2 - If the primary college has sent a contract to an employee who holds another position, the secondary
department will receive the following email:

e The employee’s Name and EmplID will appear in the subject line.
e Clicking on ‘View Contract’ will take the HR Department Approver directly to the ‘Contract History’ page
where they can view the contract sent to the employee.

NOA/NOR Generated and Ready for Review for - Transaction ID: 23748...
. N . Repl <RIAII‘ F d__
hcm-testmail-request@list.arizona.edu on behalf | © ‘ © Reply ‘ © Reply 7 Forver J E |_|
To hem-testmail @ list.arizona.edu Fri 7/12/2024 12:46 PM

Dear .

A Notice of Appointment/Notice of Renewal has been generated by this employee's primary home department and
is ready for you to review.

This contract will route to the employee for acceptance. If you have any issues with the contract please direct
questions and concerns to the primary home department/college.

Clicking on the link below will take you to the Contract History page within Manager Self Service where you can view
a PDF copy of the contract.

View Contract

ERROR/WARNING MESSAGES

The following examples describe error or warning messages a user may encounter when generating or
reviewing contract lists.

DEPT DOES NOT HAVE ANY APPROVERS AUTHORIZED (20028,5)

This error displays when a college attempts to send generated to contracts to a department that does not have any HR
Department Approvers provisioned for the applicable department. This prevents a list of contracts from moving to the
HR Department Approver step. The college may ‘Withdraw’ the list to allow time for a HR Department Approver to be
provisioned and then generate a new list, or the college may select ‘Generate Email to Employee’ to release the contract
to the employee.
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0404 dept does not have any approvers authorized. (20028,5)

You may withdraw the list and exclude this dept or send the contracts to employees directly.

Regardless of which option is selected, the college should follow-up to ensure the department has at least one user
provisioned for the HR Department Approver role for contracts.

ANALYTICS REPORTS

Additional contract information is available online in UAccess Analytics/Reporting. Please navigate as follows:

1. Go to uaccess.arizona.edu, select ‘Analytics/Reporting’, and login using your NetID and password.

THE UNIVERSITY OF ARIZONA

E\LN UAccess

Coronavirus Information

Students Administrative Systems

Student Center Employee/Manager Self Service EDGE Learning

CatCloud Analytics/Reporting & Budget & Planning

Guest Center Financials & Research
Instructor Center eDisclosure Space

Administrative Staff elRB Adaptive Insights

2. From the Analytics home page, navigate to Dashboards > Employee> Manager Self-Service

# Uhccess Analytics B vroe veaue Coaog  Favooes | [Dashbosiiss)

Create..

Reporing

Get Started...
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3. Once the ‘Manager Self-Service’ dashboard, several reports are related to Contracts.

a. Contract Status Details
i. This report displays the same data as Contract History in UAccess Manager Self-Service.

ii. Information on the acceptance status and dates are displayed.
iii. This report is useful to review all contract statuses of contracts already generated.

Home MyRsles Visusizer Cambg Favoresw Dashboards= Crestew Open= (O)

2 UAccessAnalytics Manager Self Service

Overvizwr  MSS Transactions Summary WSS Workflow Metrics  MSS Home  MISS Transacion Status Report - WSS Transaction Audit Report  MSS Activity Reports WSS Secury  MSS Workllow Repor|  Contract Status Details  |Contracts Past Due  Contracts Not Sent to Employess  Updated Contracts Not Generated  Emgloyee Emai Notiez»  F @

Job Department |d®  Job Department Name  College Id College Name  Employee Id First Name

Last Name ConfractLength  ABOR Cade Transaction Number Canfract Status
~SelectValue—w  -Select Value—w | Select Value—w  -SelectValue—w | -SelectValue—v  _SelectValue—w

—SelectVake—w | —Sekot Vakiew ~Select Vslue— | ~Select Valuz—w —Select Value— | Apply | Reset v

= - This symbol identifies 3 fieki that is mandatery as a promgt when running reports on that page.
g i a default 2y change or remove these default values as needed

B fields that have you first open u
Populated fields without this symbol may have ben camied over from a previcous page on the same dashboar

Contract & Transaction Details

= Contract TimaTaken  Contract
Fi Position ABORCode  Class Indicator Generated LastView  Acceptance
2 & Length Date SentOn [ fes toAccept  Status

CollsgeMame  Job
Fiscal Collegeldfor . JobDepartment  Transaction Employes  Last st
Year  Job Department™ " 'l;'efﬂ’:r';m“ Department  Hame Number [SESERR S st Name  HName VATt Number  Description phon | G o o e

b. Contracts Past Due
i. Employees will appear on this report if they have received a contract in Employee Self-

Service and the contract is ‘Waiting for Acceptance.’
ii. Users will be able to view when the contract was sent to the employee, if the contract was
viewed, and how long it has been pending with the employee.
iii. Employees do not appear on this list until after the 13t day for Fiscal and 29t day for
Academic Contract Lengths.
iv. This report is useful to review periodically to determine if any employees need to be
contacted directly to remind them to review and accept their contract.

& UAccessAnalytics Manager Self Service Home MyRoies Visiaizer Catlog Favortesw Dasmboards+ GCreatev Openv (O)
Overview  MSS Transactions Summary  MSS Workfiow Metrics  MSS Home  MSS Transaction Status Report  MSS Transacion Audit Report  MSS Activity Reports  MSS Securty  MSS Workflow Report  Gonrant Status Detailg  C: e |Gontracts Not Sentto Empioyess  Updsted Gontracts Mot Generated  Employes Email Notica® 1t @
Gallege I or Job Dep o Employesid  ContractLength  ABOR Cods Desoription  First Name. LastHame
—Select Valie—w —Select Value—w —Select Value—-w —Select Valve—w —Select Valpe—w  —SelectValue—w  —Select Value—w ~SelectMalue-w  -SelectValue-w | Apply || Reset v
*-Thi [ fiekd asa ing reports gn that page.
e you = open y hang a5 nzeses
Populsted fel withcut this syl may have been Cared over o & previus page on the same dashbosrd
Contracts Past Due
Fiscal | CollegeldforJob | CollegeNamefordob | Job Department Employes 7 Position Transaction  Contract Status Contraot Length ABOR Code Days Since.
Year lepartment Department id Job Department Name: id LastName | FirstName o, pher UA Title FTE Description Description Description SentOn  oontract Sent

c. Contracts Not Sent to Employees
i. Employees on this report have not received a contract in Employee Self-Service for the

current fiscal year.
ii. This report is useful to review periodically to determine which contracts need to be

generated or are pending review and action at either the college or department levels.

Home MyRoks Visualzer Catog Favortes+ Dashboards~ Create~ Open= (O}

® UAccessAnalytics Manager Self Service
Overview  MSS Transastions Summary  MSS Workflow Metrics WSS Home  MSS Transaciion Status Report  MSS Transaction Audit Report  MSS Activity Reports  MSS Seourty  MSS Werklow Report  Coniract Status Detais  Centracts Fast Dus| Contracts Not Sent to Employees |Updated Contravis ot Generated  Employes Emai Nodfe® ¢ @

ABOR Code Job Department Id®  College Id for Job Department  Employee Id ContractLength  First Name Contract Status

~SelectValiew  Select Value—w —Seleat \lue—w —Select\hlue—w  -SeleciValuev  SelectValuev  -SsictVebe- v
Class Indicator  Last Name Contract Group Status

Job Department Name ~ College Name for Job Department Employee Name
~Select\blue—w | —Select\Blue-w  —Select\blue- v | | Apply|| Resetw

~Select Value— —Select Value—w ~Select Value—w
2 Thi ry 35 a promge g reports on that page.
-~ i ¥ n u may chang as nesded
Popuisled fields without this symbol may have been carried over from a previous page on the same dashboard
Gollege 1d for Job College Name for Jobi  Job Employee | Last First Position JobDepartment e ynTie Contract Length ABOR Code Glass Indieator Generated  Contract  GontractGroup  Gurrent Institutional
Department Department Departmentid  Id Name  Name  Number Hame. Description Description Deseription Date Status. tatus. e Salary

d. Updated Contracts Not Generated
i. Employees on this report require a new contract to be generated by their College, either for

the new fiscal or academic year or because of a job change requiring a new contract.

Last Updated 7/22/2024 Page 33 of 34



& UlccessAnalytics Wanager Self Service

Report M55 Tra

dob Depariment|d*  Colieged forJob  Employeed

Apply | Resetw.

it result in any data.

CONTACT INFORMATION

If you are experiencing problems or have questions about the Manager Self-Service Contract Administration, please
contact Workforce Systems at employeeselfservice@arizona.edu or 520-621-3664.
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