OVERVIEW

BOMS is Administrative software that enables
Personnel, Accounting and Inventory to work in
conjunction with one another. The software
has been enhanced so all staff members can
use the web based program to complete their
administrative duties/requirements.



ADMINISTRATIVE FUNCTIONS

Attendance/timesheet

Batching State/county (Electronically
submission)

All yearend reports
Surplusing inventory

PAR/Position Description (Electronically
submission)

New Hire Paperwork
Certified Forwards
Travel



ADMINISTRATIVE FUNCTIONS

Data Base Management(tracking what outside
data bases employees have access to)

Capability to track items staff members has been
given (books, laptops, etc)

Imaging (HR, Accounting, Inventory)
OPS Payroll
D Badge Production

Purchase Order Production
Policy and Procedure repository
Motor Vehicle Reports

Photo Album for supervisors




ADMINISTRATIVE FUNCTIONS

Email Notifications of work productions:

Leave (when leave is requested an email can be sent to
approve that leave is pending for approval)

Timesheets(when timesheet is submitted an email can be
sent to approver that timesheet is pending approval)

OPS hours(when hours are posted an email can be sent to
approver that hours are pending waiting for their approval

Comp/0OT hours(when hours are posted an email can be
sent to approver that hours are waiting to be approved)

Travel(when an employee enters travel an email can be
sent to approver notifying them of pending issue.

Evaluations(when completed approvers are notified by
email of pending evaluation

Any information submitted electronically batch sheet , PAR,
Position Description, etc. email notification can be received
on all these actions



FUTURE BOMS ENHANCEMENTS

New Deposit module
Electric transmission of Purchase Orders

Finalize tab in Travel to electronically attach
documents



FUNCTIONS FOR STAFF

Submission of times
electronically(FTE, O

| eave Balances avai

neet and leave requests
PS and volunteers)

able for viewing

Submission of vehicle logs electronically
On line view and approval of office policy’s

Supervisor approval
and vehicle log

of leave requests, timesheets

Employee updates office phone, room #,

emergency contact ,

address and phone #,

Submit travel information electronically



SECURITY ADMINISTRATION \

Click on Security box in BOMS Web. The following screen will open.
Then Click on help menu and click on Manage security (CIP has instructions there)

llodulev| Manage sec@ Help v |
Manage Security

Add+ | Edit | Regularoptions v| Administrative options v f Show: Profile: employee v ' Find

BOMS Security: Stanbro, Debbie L

adamsa aadams(@sao.cjis20.0rg Adams, Ashley N. Employee Standard No
Alberton nalberto@sao.cjis20.0rg Alberto, Nicholas A, Employee Standard No
Andersonm  manderson@sao.cjis20.org  Anderson, Mary C. Employee Standard No
andersons  sanderson@sao.cjis20.0rg  Anderson, Susan L. Employee Standard No
andersons]  sanderson2@sao.cjis20.org  Anderson, Shaina].  Employee Standard No
ashbyb bashby @sao.c}is20.0rg Ashby, Brian M. Employee Standard No

haaen nhaaeMean ricN arn Raae Datriria A Emnlavaa Qrandard Nn



CIP INSTRUCTION (FROM HELP SCREEN)

Computer Information and Planning Inc.

MANAGE SECURITY

1 —How To Access Manage Security SCreen...........uvcvcreevsessesiesssssesscssessssensennenesge 2
2 —How To Add Usercode ...|.....ccccouurreerrerereesserraresresrssesnnnnn. Page 3

3 — How To Assign Permissions.............cccevevervvnsenne.....Page 4

4 — Regular Options Menu............ccccccovecueruennnn..Page 7

5 — How To Set Active Directory.........ccccceerruverevrvunne......Page 8

*Mozilla Firefox

*Internet Explorer 11.0 and later
New BOMS platform requirements:
*Excel 2007 with PDF and later

This document is property of Computer information & Planning, Inc. and it is intended to be reviewed by the SA_ PD, RC, JAC, GAL & CCRC offices currently using B‘ O MS
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€ PowerPoint Presentation - Google Chrome

(¢ 172.25.1.64/bomsweb/Help/Office: //StepByStepManageSecurity.pdf?version=4

Computer Information and Planning Inc.

Module v | Activities v

To access the Security module,

you MUST have permission to

access the module first. Once
you have the permission

| BOMS Personnel , .

Ji=rm—r ., granted, log in to BOMS, then go
to Module->BOMS Security to

access the screen below

BOMS Accounting v d

! BoMs Imaging

|
|

BOMS Inventory

O Skt

Add + I Edit l' gul, vJ‘ i P v.l' Show: Profile: employee v] Containing vj;hd_ .

v ity

Usarcode Email address.  Employes Prafile  Rights
doe_} Doe, John Employee mard
EA employee, authorrization E, Employee Standard
Jock_w Jack, William Employee Standard No
Jacko_w Jackson, Michael Employee Standard No
jane_j Jungle, Jane Employee Standard No
johns_m Johnson, Mary E. Employee Standard No
imanco Manco, Luis pupu Employee Standard No
plant_r Plant, Robert Employee Standard No

Thic dncvment i tu ok € - ine R ine Ine and itici tn ha reviewsd by the SA PN RC IAC GAl & CCRC afficss rurrenthy usine 1 BNMS
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C | [ 172.25.1.64/bomsweb/Help/Office20( tepByStepManageSecurity.pdf?version

Computer Information and Planning Inc.

i : - i

Add !\J\Edit I Regular options v | Administrative options v | Show: Profile: employee v | Containing v

: m

To add a new usercode, click the
“Add” button, then go to the
bottom of screen.

= Cancel Save I Next user ' Add + l

= | Enter the usercode, email

| Email address address if applicable, and
Employee j select the employee that will

Active directory user  No get the usercode assigned.

Click “Save” to save the
record.

AX usercode_personnel
AX password personnel
Inventory custodian No
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[} 172.25.1.64/bomsweb/Help/Office2007/StepByStepManageSecurity.pdf?versior

This document is property of Computer Information & Planning, Inc. and it is intended 10 be reviewed by State Artorney , Public Defender, RC, JAC, GAL & CCRC offices currently using B' ' MS

Computer Information and Planning Inc.

—
J Administrative options v

fl

g Add user to group

n

o R

You are about to add user DOE_J to the administrative profile group

Click YES to do this now

Yes | o |

To assign permissions through out the
BOMS program, first you need to move the
employee to the administrative group. Go
to Administrative Options->Add User To
Group.

You will get this message. Click “Yes” to
proceed.

You'll get this confirmation
One user added to administrative profile group / message.

Module vl Manage smurny| Help v I
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& Plannire, Inc and it is intended to be reviewed by State Aftorney , Public Defender, RC. JAC, GAL & CCRC offices currently using B @MS

Computer Information and Planning Inc.

= il

Show: Profile: employee Next, we need to switch to the Administrator

— J v list. To do this, go to “Show: Profile” and
rofile: employee
select “Administrator.

g Profile: administrator \H“

: (All inactive)

Add + | Edit I Regular options v| Administrative options vJ Sh Select the employee you are
— o going to assign permissions.
Then, go to Administrative
Ertipiagse } Options->Set User Rights.

Set user rights

ail addr

ST, & 4 o 2
accou_d ewewmmimesemmmme—m——— Accountan Delete user from group frator

admin_d Rz R Administratsl Coviu @ nenuc munanodrator

On this screen is where you will add the module(s)
and function(s). dula SrogramiFunction Lars

Security Al functions Administrative

Module
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Computer Information and Planning Inc.

Click “Add” to grant the permission(s) to the
employee. Once you’re done assigning
permissions, click “Save”.

Admirssrative
Addmireetsatiye

Parsonnel  All functions Admirsstrative

ative opti v' Show: Profile: administrator v

This is the screen to
review permissions
Hemnie Ses olores. == FrO=—C . assigned to the employee.
accou_d Accountant, Daniel Administrator Security - super user

admin_d

Administrator, David Michael Administrator Accounting - super user
Imaging - super user
Inventory - super user
Personnel - super user
Salary - super user
Security - super user
Assist SA, Michael Administrator Imaging - super user
Inventory
Personnel - super user
Salary - super user
Administrator Accounting - read only
Inventory - read only

burns_b Burns, Barbara J.
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Computer Information and Planning Inc.

[ Raguiar options "’ ﬁf‘ The “Regular Options” menu on the Manage Security

Clear password screen will let you do the following functions:

Delete usercode [l
t

Clear password: Reset the password to be the same as
the usercode.

Delete usercode: Removes usercode from the
database.

Rename usercode: Changes the usercode of an
employee. The screen below will come up when using
this option.

Export to Excel: Exports the usercode list to a
spreadsheet.

Rename usercode

Export to excel @

Aj User code  =ecre 3
Replace with |

Cancel J Rename |
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Computer Information and Planning Inc.

Module v My activities v Reports v Approval v M ion » Help v Notifications «»

Post evatuations

In order to set the Active Directory, Configurations From the configuration list,
first, go to Administration- T""“” By select “Security Options”.
>Configurations. [m;; Enter the LDAP path for your
B0l car Wi office under the “LDAP Path For
Pool car expense Use Authentication” setting.

Reopen vehicle log

Community service

Acknowledge categories

: , oo If you don’t know the path, click
g g s the button above and BOMS will

Image categures

e W = retrieve the path for you.

Mergo documents

OPS options
Overtime opt

HECUITY OPLIO!

This document is property of Computer Information & Planning, inc. and it is Intended 10 be reviewed by the SA, PD, RC, JAC, GAL & CCRC offices currently using B @M S
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Computer Information and Planning Inc.

Module v .cmmesv]_ Next, go to BOMS Module-

BOMS Accounting v :I
BOMS Imaging

BOMS Inventory
BOMS Personnel

BOMS Security

>Security.

Cancel Save I Next user I

Usercode

Email address
Employee

Active directory user

AX usercode_personnel

Set to ‘YES' the 'Active
directory user' field. Repeat
the steps on this page with
each user that will use Active
Directory.

Add j;J Edit ' Regular options » | Administrative

v

Usercode Email address Employee

doe_} ereyes@domain.capl.net Doe, John

EA marca@domain.cp.com employee, authornzation E
jack_w Jack, William

jacko_w marcia@domain.op.com Jackson, Michael

mercu_f marca@domain.cip.com Mercury, Freddie

SSSSSS marcia@domain.dp.com sss, $ss

Make sure the BOMS usercode and
WINDOWS Usercode are the same
before you set the Active

Directory. The BOMS and
WINDOWS password do not need
to be the same. Once you select
the employee, click “Edit”.

This document is praperty of Computer Information & Planning, Inc. and it is intended to be reviewed by the SA, PD, RC, JAC, GAL & CCRC offices currently using B’ ' MS




NOTES AND TIPS

When setting up security there are two types
of profiles Regular and Administrator, please
note all employees originally are setup as

regular. After original setup they are moved to
be administrators.



Cancel

Usercode canizaresa /

Email address acanizares@fac.cjis20.cxrg

Employee Canizare$, Andrea D. vJ
|74

Active directory user =T

AX usercode_personnel

AX password personnel
Inventory custodian Mo v |




***Use this box to move a regular
employee to an Administrative
Employee

Click here to display
Motuev] v eecrty|_tay “standard(regular)
Add + | Edit_ | Regular optionf‘y}!{‘ Administrative options v| Show: Proﬁle:administratfgf: = : 1 emp|0yees or click
AN N administrative for
w | nose slall members

Alberton na ‘Jert-ags&\ \'\_gzllmarg Alberto, Nicholas A.(n‘(‘ = ==:,_§:anda"d No Who have
: Anderson, Mary C.  Empioyaq S * administrative rights

[

Andersonm manderson@s¥

andersons sanderson@sao. & o Anderson, Susan L. Employee St -y No

andersons] sanderson2 isao.c‘}g \ \OTg Anderson, Shaina J. Employee S:andav'g\“‘”‘-.,_ No

ashbyb bashby ,;ueaw;ys:@.c\f*a.. Ashby, Brian M. Employee Standard '\3‘”\..., No

baasp pbaas@sao.cjis20.0rg a Baas, Patricia A. Employee Standard . i ' 4 No

bakerm mhbaker@sao.cjis20.0rg \ r, Marcia H, Employee Standard 2o No

barnetta abarnett2@sao.cjis20.0rg ’ %\ wrnett, Andrew H. Employee Standard 4

T ST, TS T T [ P This Box enables you to
=20em This box allows you to Employes) Stanisrd rename/delete/clear
begleys Employee Standard

ey €dit user that has ) passwords and export

belohlavek been Setup Empioyen | Sandard |nf0rmat|0n tO excel-

bendecks & E. Employee Standard

benitezs sbenitez@sao.cjis20.0rg Benitez, Shirley P. Employee Standard No

bbentley@sao.cjis20.org Bentley, Bianca R. Employee Standard No

sbentley@sao0.cjis20.0rg Bentley, Steven M. Employee Standard No -



USER/APPROVER PATH

Users ->
Assigned Group(s)->

Each group has functions assigned to it and a
group workflow they should follow->

Each workflow has approvers assigned to them.



SETTING UP APPROVERS

Please keep in mind that every user must be
assigned to a group or groups so the system
knows what workflow they are under and what
function they approving their submissions.



TIPS AND NOTES FOR APPROVER

Approvers do not have to have administrative

rights, they can have regular rights and still be
approvers.

It is irregardless of what module(accounting,
HR, Inventory) you are in all approvers are

assign in the exact same place (employee
screen).




TIPS AND NOTES FOR APPROVER

All assignment of approvers is done through the
employee screen, of the administrator
assigning the approvers.

Please click to Administration button and click
Configuration and click user workflows



TlPS AND NOTES FOR A P This shows you all your current

workflows

¢ BOMS11.46- Google Chrome y = o N
¢« > C 4 cb7-98155b02- * @ =
Module v | My activities v | Reports v | Approval vl Management v onv| Helpv Welcome: Stanbro, Debbie Logout

Cleanup open workflows l W, ons v | Step options vl Show: (active) v

Code

UFS Upuuns

Overtime options

Security optons

Name Classic post/print Archive

Travel map:mileage Accounting form; Batch sheet No No
Travel-options Accounting form: Purchase order No No
TEsvakrelmbireaart Accounting form: Travel advance Yes No
fisvat sghadplsdasonts Accounting form: Travel authorization Yes No 5
Trayel:types Accounting form: Travel reimbursement Yes No Open Ing u p WOfkﬂOWS
fipeshactcommentitype ASAsupmotorvehicles No No
allows you to see current
User functions Baenetatos No No
T — — " ; Approvers below
User groups / members Steps
User groups / overtime
User groups / special access
User overtime methods Action  Mambers Emazil notification when Qualifiers Supervisors Agancyheads
User reports / fields Approve McCarley, Robin Yes No

Rhodes, Raymond E.
User reports / groups Russell, Stephanie C.

G Tt Stanbro, Debbie
User setlings

- Finalize No No
User special access

User workflows




EDITING/ADDING/DELETING APPROVERS

Click on Step Options
Under Step Options:
Add step
Add Step Approver
Add Step Qualifier by leave type
Add step qualifier by OT Type
Setup Notification
Edit Step
Delete Step
Delete Step Approver
Delete Step qualifier by Leave Type
Delete Step qualifier by OT Type



TO ADD APPRO)

€ BOMS11.46 - Google Chrome

= € | [} 172.25.1.64/bomsweb/Pages/setuplist_user_workflow.aspx?__SID=81e04bc8-2649-4775-8eb7-98155b0240ab

Approver —— select 2 COVE:
Adams, Ashley N.
Alberto, Nicholas A.
Anderson, Mary C.
Anderson, Susan L.




TO DELETE AN APPROVER

Overtime options
Security options
Travel map mileage

Travel options

Travel reimbursement
Travel scheduled events

Travel types

Timesheet comment type
Unc paths

User functions

User groups / functions
User groups / members
User groups / overtime
User groups / special access
User overtime methods
User reports / fields
User reports / groups
User settings

User special access

User workflows

Accounting form:
Accounting form:
Accounting form:
Accounting form:
Accounting form: -
ASAsupmotorvehicle
baas

Approve McCarley,
Rhodes, R
Russell, S

Finalize

McCarley, Robin

Rhodes, Raymond E.

Russell, Stephanie C.

Stanbro, Debbie

Click on Delete
Approver and the
following box will
appear, listing all the
current approvers,
simply click on the one
you want to delete and
click save.




ELECTRONIC PROCESS OF BATCH SHEETS

In the employee screen go to Administration->

Configuration->"User Workflow”-> highlight
“‘Accounting form: Batch Sheet”

PLEASE NOTE All circuits have the workflow
“‘Accounting form: Batch Sheet” already loaded
into the workflow. So you don’t have to enter it
just update It.



ELECTRONIC BATCH SHEET CONTINUED

¢ BOMS11.46 - Google Chrome

Module vl My activities v | Reports v | Approval v| Management v| Administration vl Help v | Welcome: Stanbro, Debbie Logout

-

Cleanup open workflows } Workflow options v’ Step options vl Show: (active) v

Code Workflows
UFO UpLurin

Overtime options
Security options

Name

Archive
Travel map mileage e oo T s e

Travel options Accounting form: Batch sheet

Accounting form: Purcha rder
Travel reimbursement ccounting fo chase orde

Travel scheduled events s RS

Daas
Travel types =S

Timesheet comment type Benelatos

Unc paths CountyIT

: doningerl
User functions g

User groups / functions DoolityASA

User groups / members Steps

User groups / overtime

User groups / special access

User overtime methods Action Email notification when Qualifiers Supervisors Agencyheads

User reports / fields Approve Fox, Amira D. Yes No
McCarley, Robin
User reports / groups Rhodes, Raymond E.
L Russell, Stephanie C.
Stanbro, Debbie
special access Einalize

workflows




ELECTRONIC BATCH SHEET CONTINUED

" options

Sec

1ray

Code

UFS Upuons

Overume options

urity options

vel map mileage

Travel options

Travel reimbursement
Travel scheduled avents
Travel type
Timesheet C ne type
nc petns
ser function
User groups
User groups / members
Lser groups overtime
Lser groups special access
ser o me m d
ser f
ser regx

-

Modulevl My activities v | Reports v | Approval vl Management v | Administration v fi:;elp—vx']jﬂuk.- ‘ The fOI IOWI ng OptlonS
Cleanup open workflows I Workflow options v Step‘fi wi” pop up:
Workflows N ‘
~Add
|
Name A{ch&ve j Delete
Accounting form: Batch shest Nc No Copy aS
Accounting form: Purchase order No No Z
ASAsupmotorvehicies NC No Ed It
Daas Na No
senetatos e e Approver
CountyIT Nc No
Replacement
e = = - Export to excel
Steps ‘
[
Action Email notification when Qualifiers Supervisors Agancyheads 7 7 I
Approve Yes No

Click on Edit




ELECTRONIC BATCH SHEET CONTINUED

€ BOMS 1146 - Google Chrome

-~ Make sure that the
Classic post/Print
button is set to No.
If it is yes it will process
batch sheet in the
conventional way

Overtime options
Security options
Travel map mileage
Travel options

Travel reimbursement
Travel schedul
Travel types

Accounting form: Bz,

Accounting form: Py
baas

Accounting form:

|Classic post/print g vi

Archive No

DoolityASA

| Cancel | Save
User groups / overtime o B: . 11'7" f‘ ‘

User overtime methods Members *
User reports / fields Approve Fox, Amira D.
P———————— McCarley, Rabin
User reports / groups Rhodes, Raymond E.
Russell, Stephanie C.
Stanbro, Debbie

:us_erasétffngs :

User special access Eralize No No

User workflows -




ELECTRONIC BATCH SHEET CONTINUED

Email Notification can be setup on electronic
transmission. This feature allows this system
to generate automatic emails during various
phases of the batching process.



¢ BOMS11.46 - Google Chrome

ELECTRONIC BATCH SHEET CONTINUED

Modulevl My activities v | Reports v Approvalvl Managementvl Admlnistratlonvl Help v |

Code

UFoS UpuUuns

Qvertime options

Security options

Travel map mileage

Travel options

Travel reimbursement
Travel schaduled avents
Travel types

Timesheet comment type
unc paths

User functions

User groups / functions
User groups / members
User groups / overtime
User groups / special access
User overtime methods
User reports / fields

User

reports / groups

User settings
uUser special access

User workflows

-

Cleanup open workflows l Workflow options vl Step options vl Show: (active) v

Workflows

Name

Accounting form: Batch shest

Accounting form: Purchase order

ASAsupmotorvehicies
baas

Benetatos

CountyTT

doninger!

DoolityASA

Na

No

Nao
No

Archive
No
NO
NO

No

Under setup button

| Click on setup notification,

Steps

Action

Approve Fox, Amira D.
McCarley, Robin
Rhodes, Raymond E.
Russell, Stephanie C.
Stanbro, Debbie

Email notification when Qualifiers Supervisors Agencyheads

Yes No




ELECTRONIC BATCH SHEET CONTINUED

¢ BOMS11.46- Google Chrome

Overtime options
Security options
Travel map mileage
Travel options
Travel reimburseme
Travel scheduled evs
Travel types
Timesheet comment|
Unc paths

User functions

User groups / functi
User groups / memk
User groups / overti
User groups / specia
User overtime meth
User reports / fields
User reports / group
User settings

User special access

Cancel Save

Add +

Delete

Response
Pending action

Approver email Preparer email

Response

Approver email
Preparer email
Subject email
Coverage person email
To

To email

First determine what
type of response you
want to send an
automatic notification
on.

Choices are as follows:
Pending Action
Approved

Declined

Voided

finalized

User workflows




ELECTRONIC BATCH SHEET CONTINUED

€ BOMS11.46 - Google Chrome

Overtime options
Travel map mileage
Travel options
Travel reimburseme
Travel scheduled eve
Travel types
Timesheet comment,
Unc paths
User functions
User groups / functi
User groups / memk
User groups / overti
User overtime meths
User reports / fields
User reports / grouj
User settings

User special access

Cancel Save

Add +

Response

Approver email
Preparer email

Subject email
Coverage person email
To

To email

Delete

This will default to
approvers email based
off of the workflow (that
Is what work notification
in this box means.

<K

User workflows




ELECTRONIC BATCH SHEET CONTINUED

€ BOMS11.46 - Google Chrome

Cancel Save Add + Delete

Overtime options

e This will default to
Travel map mileage prepares email based

Travel options

Travel reimburseme Off Of the WOl’kﬂOW (that
e tietoio e is what work notification

Travel types

FinaRect camman in this box means.

Unc paths
User functions Response

User groups / functid Approver email

User groups /' memE Preparer email

User groups / overti| | Subject email

User groups / specia  Coverage person email
User overtime methe To

User reports / fields! To email

User reports / grouj

User settings
User special access

User workflows




ELECTRONIC BATCH SHEET CONTINUED

€ BOMS11.46 - Google Chrome

Overtime options
Security options
Travel map mileage
Travel options
Travel reimburseme;
Travel scheduled eve
Travel types
Timesheet comment
Unc paths

User functions

User groups / functi

User groups / memk

User groups / overti
User groups / speciz
User overtime methy
User reports / fields|
User reports / group
User settings

User special access

Cancel Save

Add +

Delete

Response

Approver email
Preparer email

Subject email
Coverage person email
To

To email

The subject email option
Is the employee
attached to the leave
request. For example, |
have a leave request for
tomorrow. I'm the
subject of that request ,
therefore the email
would go to me.

User workflows




ELECTRONIC BATCH SHEET CONTINUED

Overtime options
Security options
Travel map mileage
Travel options
Travel reimburseme
Travel scheduled eve
Travel types
Timesheet comment
Unc paths

User functions

User groups / functig
User groups / memk
User groups / overti
User groups / speciz
User overtime meth
User reports / fields
User reports / group
User settings

User special access

Cancel Save

Add +

Response
Approver email
Preparer email

Subject email

Coverage person ematl

To

To email

The coverage person
email is the person that
has been assigned to
when someone is out.

For example employee A

is out on a Friday and

Employee B is going to
cover for him. The
employee would go to
Employee B.

User workflows




ELECTRONIC BATCH SHEET CONTINUED

¢ BOMS11.46 - Google Chrome

Overtime options
Security options
Travel map mileage
Travel options
Travel reimburseme
Travel scheduled eve
Travel types
Timesheet comment
Unc paths
User functions
User groups / functic
User groups / memkt
User groups / overti
User groups / specig
User overtime methe
User reports / fields
User reports / group

User special access

Add +

Delete

Pending action

Approver email Preparer email Subject email Coverage person email To
McCarliey, Rob

This will allows the batch

Response

Approver email

sheet notification to be

Preparer email
Subject email

Coverage person email

sent to anyone in your
boms database.

To

To email

User workflows




ELECTRONIC BATCH SHEET CONTINUED

€ BOMS11.46 - Google Chrome

Overtime options
Travel map mileage
Travel options
Travel reimburseme
Travel scheduled eve
Travel types
Timesheet comment,
Unc paths
User functions
User groups / functi
User groups / memk
User groups / overti
User overtime meths
User reports / fields
User reports / grouj
User settings

User special access

Cancel Save

Add +

Delete

Response

Approver email
Preparer email

Subject email
Coverage person email
To

To email

The Work Notification
field will pickup the
email address for the “to

above” to be used from
the BOMS Database.

User workflows




ELECTRONIC BATCH SHEET CONTINUED

You
batc

nave completed the setup for processing
N sheet. Now we need to actual process a

Batc

n sheet. Go to the Accounting Module,

Activities and Approve a Batch Sheet. Then go
to Post a Batch. While Posting a Batch is where

we d

esignate the emailing of the Batch Sheet,



ELECTRONIC BATCH SHEET CONTINUED

Go to the Accounting Module, Activities and
Approve a Batch Sheet.

€ BOMS 1146 - Google Chrome

&« c

Module vl Activities vl Reports vJ Administration vl Help v J BOMS Accounting: Stanbro, Debbie Logout

Approve| decline l Excel | Layoutvl

Batch no Fund Type of batch Payee
16-1059 16-GR55 Pay/Charge To National District Attorneys Association

16-1058 16-A541 Due Process Barnes Reporting Palm Priitfsg / Pirters Ik Cofp :
5 Invoice

16-1058 16-A541 Due Process Barnes Reporting 2400 First Strect, Suite 102 Cate Invoice

Fort Myers, F1. 31901 Dat

16-1058 16-A541 Due Process Broward County, Board of County Commissioners Date Goods insp,

Sent/!

16-1058 16-A541 Due Process DepoTek % Date W9 Verified

16-1058 16-A541 Due Process Palm Printing/Printer Ink Corp BiNTo

fihie Stz ABOTTEY

Batch na E-batch Category Topic Description
16-1058 Yes Invoices batch

16-1058 Yes Invoices batch File Review, Trial Testimony, Travel Time of Dr. Michae
16-1058 No Other batch Signed PO

16-1058 No Quotes/Bids batch Vendor Agreemeant

16-1058 = batch

16-1058 g batch

16-1058 o batch




ELECTRONIC BATCH SHEET CONTINUED

Then go to Post a Batch This is the Post anad
Email button

€ BOMS11.46 - Google Chrome

C | [ 172.25.1.64/k

_Activities v | Reports v | Administration v | BOMS Accounting: Stanbro, Debbie Logout

Post and email | Post and prlntl Decline | Excel ]

Batch no Fund Type of batch Payee Invoice total
16-1058 16-A541 Due Process Barnes Reporting $67.00
16-1058 16-A541 Due Process Barnes Reporting $68.00
16-1058 16-AS541 Due Process Broward County, Board of County Commissioners $790.00
16-1058 16-A541 Due Process DepoTek $12.35

16-1058 16-A541 Due Process Palm Printing/Printer Ink Corp $312.53

Batch no E-batch C_ategory Topic Description File Effective Effactive thru S
16-1058 Yes Invoices batch PalmPrinting_March16,pdf 04/05/2016 04/05/2016 &

16-1058 Yes Invoices batch File Review, Trial Testimony, Travel Time of Dr. Michael Steckbauer, M.D. broward county commissioners 85661.pdf 04/04/2016 04/04/2016
16-1058 No Other batch Signed PO 16-00030.pdf 07/01/2015 06/30/2016
16-1058 Quotes/Bids batch Vendor Agreement Palm Printing Agreement.pdf 06/26/2015

16-1058 = batch Invoice #EB11631 15-1828CT.pdf

16-1058 5 o batch Invaice # 1914160301 15-543CF.pdf

16-1058 E batch Invoice #EB11625 15-344CF.pdf




ELECTRONIC BATCH SHEET CONTINUED

“Posting and Email” Batch is where we designate the email addresses of
where the Batch Sheet is going and any others that would like to be
copied, The email address’s stay in the fields, after the first time they are
put in.

€ BOMS11.46 - Google Chrome

€ 2> C | [ 172.25.1.64/bomsweb/Pages/accounting_batchsheet_post.aspx?__SID=d4a14381-ede8-492f-9ee5-0f2c79aefboc

Post and Email

Send to batchsheets@iusciceadmin.org

Send copy to dstanbro@sac.cjis20.org,rmccarley@sac.ciis2G.oxg




ELECTRONIC BATCHING

Please note after you hit the send button it
could take up to b5 minutes for the information
to be sent. At that time you get two emails (A)
one that states it has been sent and it has a
copy of batch with the email. The second (B)
discloses that JAC has received the information.



ELECTRONIC BATCHING

x \ {ﬂ ) (8 Meeting (23 Moveto:? % To Manager 5% (S5 Rules v }ll [ [ Y a 3 Find
- ki B (& Team E-mail « Done . N OneNote | | =— = 2y Related ~
It Delete Repl: Reply Forward i r Move Mazrk Catsgorize Follow 7T B
> i A"y HcNioRe (=& Reply & Delete 7 (reats New « [ Actions | [Unread 9 U= lg Select ~
Delete Respand Quick Steps . Move Tags % diting Zoom
From Debbie Stanbro <dstarbro@sao.cjis20.0rg> Sent:  Tue 4/5/2016€ 4:45 PM
To: batchsheets @justiceadmin,.org; Stanbro, Debbie; McCarlzy, Robin
Ca
Subject: SA20 16-1058

i Message | TJ27cfaéf7 677b42ec-aabb 3c2d9ecsOtidpdf 0 ME)

See attachments

» 121

The A email




The B email

ELECTRONIC BATCHING

Nitro Pro 10

Message

x _ﬁ' a’ ) [}, Meeting (23 Move to: ? L% To Manager 3% &) Rules ~ ¥ Li Y ata @ Find ( \l
v 33 Team E-mail « Done | Nl oneNote | —— i -}5 Related ~
Delete Reply Reply Forward ¥, pore ~ _ R = Move y Mark Categorize Follow Transiate Zoom
All = = Reply & Delete 7 Create New v > _J Actions ¥ | Unread - Up~ v W Select v

Delete Respond Quick Steps . Maove Tags “ Ec:‘:mgr Zoom
From: JAC Batchsheets <batchsheets@justiceadmin.org> Sent: Tue 4/5/2016 4:45 PM
To: Stanbro, Debbie
Cc
Subject: RE: SA20 16-1058

P IET

JAC has received your batchsheet submission. Please logon to the JAC website at http.//www justiceadmin org after 5 days to verify that the batch has been entered into FLAIR.

If the batch has not been entered into FLAIR or if you have any questions regarding the receipt of the batch, please contact Michelle Dolce at michelle dolce@justiceadmin.org or call 850-488-2415 ext
282.




HR ELECTRONIC TRANSMISSION OF
INFORMATION

At the current time BOMS has the capability of
electronically submitting the following
information to JAC.

PAR’s

Position Description
OPS Payroll
Overtime Payroll
Payback



HR ELECTRONIC TRANSMISSION OF
INFORMATION

In the employee screen go to Administration->
Configuration->"User Workflow”-> highlight
“Personnel Form: PAR Form”

“Personnel Form: Payback/check enclosed”
“Personnel form: salaries due overtime”
“Personnel form: Position Description”
“Personnel form: salaries due OPS”

PLEASE NOTE All circuits have the workflow have these
forms preloaded into the workflow. So you don’t have to
enter it just update it.



HR ELECTRONIC TRANSMISSION OF
INFORMATION

& BOMS11.46 - Google Chrome

Module v| My activities v | Reports v | Approval v| Management v [ Administration v| Help v | Welcome: Stanbro, Debbie Logout

-

Cleanup open workflows ' Workflow options v| Step options vl Show: (active) v

Code

UFrS UpLuUIS
Overtime options

Security options

Name Archive
Travel map mileage Parttime clerical naples No

Travel options pekar No

Travel reimbursement Personnel form: PAR Form

Travel scheduled events personnel form: Payback/check enclosed

Travel types Personnel form: Payback/deduction fram paycheck...

Timesheet comment type Personnel form: Personnel form: salaries due for o...

urnc paths Personnel form: Position Description

User functions Personnel form: salaries due for OPS

User groups / functions - s

User groups / members
User groups / overtime
User groups / spacial access

User overtime methods Action  Members Email notification when Qualifiers Supervisors Agencyheads

User reports / fields Approve Fox, Amira D. ’ No No
Mitchell, Rosemarie G.
User reports / groups Rhodes, Raymond E.

o e Russell, Stephen B.
Lelaaiings Stanbro, Debbie
User special access -

Finalize

User workflows




HR ELECTRONIC TRANSMISSION OF
INFORMATION

I
3 BOMSHAG-G‘ C“Ck on WOI’kflOW

<« c :
options
Module v | My activities v | Reports v | Approval vl Management vl Administration v ‘ Help v I ——————————Welcome: Stanhea_Dehhie Loaout
: The following options
Cleanup open workflows l Workflow options v | Step options vl Show: (active) vl

code Workilows will pop up:

UFS Upuuns

Overtime options | Add

Security options

Name Archive

Travel map mileage Parttime clerical naples No No Delete
Travel options pekar No No

Travel reimbursement personnel form: PAR Form No No Copy aS
Travel schaduled events Personnel form: Payback/check enclosad NO NO Ed it

Travel types Personne! form: Payback/deduction from paycheck... No No

Timesheet comment type Personne! form: Personnel form: salaries due for o... No No App

unc paths Personne! form: Position Description 4 3 L9 rover

User functions Personnel form: salaries due for OPS Replace me nt

User groups / functions

User groups / members S-{eps - Export to eXCeI

User groups / overtime

User groups / special access

User overtime methods Action  Members Email notification when Quzlifiers Supervisors Agencyhazds
User reports / fields Approve Fox, Amira D. No No

Mitchell, Rosemarie G. |
User reports / groups Rhodes, Raymond E. |

el Click on Edit

User special access

inalize No MNo *
User workflows -




HR ELECTRONIC TRANSMISSION OF
INFORMATION

€ BOMS 1146 - Google Chrome

s |
Heip v |
Setup: user workifows

s [ [« » | 51000 10d] Make sure that the
T ; ‘-l. °Pﬁ°f‘5 | Classic post/print « CIaSSiC pOSt/Pri nt
e mapmesage Parttime clerical naples Al Mo

- i button is set to No.
e Personnel form: PA _ If it is yes it will process

deschedmedmm personnel form: Pa Name Personnel form: salaries due for OPS

Travel types Personnelform: Pay _ o> C PoSYPIINt xo v batCh Sheet in the
Timesheet comment type OEE e | Archive No .
e o conventional way
User functions Personnel form:

User groups / functions o

User groups / members el [
User groups / overtime | i

User groups / special access

User overtime methods

User reports / fields Approve Fox, Amira D.

Mitchell, Rosemarie G.
User reports / groups Rhodes, Raymond E.

e BT Russell, Stephen B.
User setiings Stanbro, Debbie

User special access Finalize

User workflows




HR ELECTRONIC TRANSMISSION OF
INFORMATION

Email Notification can be setup on electronic
transmission. This feature allows this system
to generate automatic emails during various
phases of the HR Electronic batching
processing.



HR ELECTRONIC TRANSMISSION OF
INFORMATION

& BOMS11.46- Google Chrome

Modulevl My activities v | Reports v Approvalvl Managementvl Administration v‘ Help v I

-

Cleanup open workflows l Workflow options v| Step options vl Show: (active) v

Code
UFOo UpUUnS
Overtime options
Security options
Name
Travel map mileage Parttime clerical naples

Travel options pekar

Travel reimbursement Personnel form: PAR Form

Travel schaduled avents Personnel form: Payback/check enclosad

Travel types Personne! form: Payback/deduction from paycheck... Under Setu bUI |0n
Timesheet comment type Personne! form: Personnel form: salaries due for o... p

unc paths

T Personne! form: Position Description CI ick On Setup notification,

Personnel form: salaries due for OPS

User groups / functions

Alo

User groups / members

User groups / overtime

User groups / special access

User overtime methods Action  Members Email notification when Quzlifiers Supervisors Agencyhazds

User reports / fields Approve Fox, Amira D. No No
Mitchell, Rosemarie G.
User reports / groups Rnhodes, Raymond E.
User settings Russell, Stephen B.
Stanbro, Debbie
User special access

User workflows




HR ELECTRONIC TRANSMISSION OF
INFORMATION

'€ BOMS11.46 - Google Chrome & =]

‘groups / functid | Approver email

To email




HR ELECTRONIC TRANSMISSION OF

cancel | save | Add: | petete |

Response

i Approver email

Preparer email

Subject email

Coverage person email

To

To email




HR ELECTRONIC TRANSMISSION OF

C' | [ 172.25.1.64/bomsweb/Pages/setuplist_user_workflow.aspx?__SID :ada 14381 »ed88-4921-9ee5-0712c 79aefb9c#

Response
Approver email

Preparer email

ertil | Subject email

Coverage person email

lethd To

To email




HR ELECTRONIC TRANSMISSION OF INFORMATION

€ BOMS11.46 - Google Chrome

Add + Delete

Overtime options

ErET This will default to
Sraveliman pilleacs person that submit leave

Travel options.
Travel reimburseme req UeSt.
Travel types
Unc paths
User funchons Response

User groups / functid | Approver email

User groups / memE | preparer email

User groups / overti| Subject email

User groups / specid | Coverage person email
User overtime methy To

User reports /ﬁdﬁj To email

User reports / grou,

User special access

User workflows




HR ELECTRONIC TRANSMISSION OF INFORMATION

Security options
Travel map mileage
Travel options
Travel reimburseme;
Travel scheduled eve
Travel types
Timesheet comment
Unc paths
User functions

User groups / functi

User groups / memk
User groups / overti
User groups / specia
User overtime methy
User reports / fields|
User reports / group
User settings

User special access

Response

Approver emai

Preparer email

Subject emai

Coverage person emal

To
To emai I

If you assign staff to
cover for other staff
members This will

default to that coverage
person’s email based off

of the workflow.

-

User workflows




HR ELECTRONIC TRANSMISSION OF
INFORMATION \

& BOMSIL46 - Google Chrome [S@=]

| — @ =

Cancel I Save | Add + I Delete |

Response

Chid  Approver email

Preparer email

artll Subject email
Coverage person email
ethd To

To email




HR ELECTRONIC TRANSMISSION OF

INFORMATION

Notification Setup

Cancell Save | Add + | Delete |

Response v

iy | Approver email

Preparer email

rertl! | Subject email

Coverage person email

To

151 To email




HR ELECTRONIC TRANSMISSION OF
INFORMATION

You have completed the setup for processing
this HR document. Now we need to actual
process a document. Go to the Personnel
Module, Activities and create a PAR.



HR ELECTRONIC TRANSMISSION OF
INFORMATION

=, DeMartino - Windows Photo Viewer

Under Personnel,

General
Information, click @ hitpiAT2250 60 /bomsweb/Pages/personnel employee.perman
PAR

Module vl Activities v | Reports v | Administration v| Help \

What do you need to do...

>rint PAR form ==
rint position description Y=s|v
Add appointment info No [v

For PAR and

Position

Description

click yes

completed

the par
- information.




HR ELECTRONIC TRANSMISSION OF

INFORMATION

&=| DeMartino 2 - Windows Photo Viewer

File ¥ Prnt ¥ E-mail Bum ¥ Open ~

Module v] Activities v | Reports v | Administration vJ Help v I

Cancel Add elete Back I Next I

Enter personnel action details...

Date 04/08/2016 o
Comments Move to Trial Secretary

PAR code 98 [Miscellaneocus Change (Explain in coms

Jac par code 2w

Position no

Class code

Sub-class code v
FTE
Allow less than minimum pay No v
Monthly salary $0.00
Annual salary

Incentive payment $0.00
Bonus $0.00
Reports to

Department

Location

Team

Room

Project

Add personal holiday for new hired ¥c
Stop special benefits

All attorney benefits

< <l

Senior management leave

Leave policy . v

Evaluation result v

Change from:

For PAR and
Position
Description
click yes
completed the
par information
and click next.

Default



HR ELECTRONIC TRANSMISSION OF
INFORMATION

it v E-mail Bum ~ I

Module vl Activities v| Reports v] Administration vl Help v I

Cancel | Save I Add Delete | Back | Ngkt i;iii)

Report

PAR form

Position description form Next Screen W'”
ask allow you to
submit the

transaction for
approval




HR ELECTRONIC TRANSMISSION OF
INFORMATION

=] White - Windows Photo Viewer —T TR

The system
will advise
you that

you are

about to A
Stbmit | moaas
batch i
sheets e




HR ELECTRONIC TRANSMISSION OF
INFORMATION

N s A3 atove to: ? = 53 @ es v N > )
) x )} (O () BMeeting [T Moveto:? 3 To Manager 3 G Putes i EW Yv a& 44 Find >
¢ ¢ rf 34 Team E-mail « Done = W] oneNote . D, Related ~
Delete Reply Reply Forward ‘u"‘A More ~ Reply & Delete  Create New Move 2 a ) Mark Categorize Follow Translate S z Zoom
All & Reply & v L s 2] Actions ¥ | ynread v Up~ v g Select
Delete Respond Quick Steps Move Tags P Editing Zoom
From: BOMS_DO_NOT_REPLY@sa0.qis20.0rg Sent: Fri 4/8/2016 8:55 AM
To: Stanbro, Debbie
Ce
Subject: Freddy E. Moran: Requested

Employee: Freddy E. Moran Requested

Approver gets the
following message
alerting them there is
something to approve.

» 431




HR ELECTRONIC TRANSMISSION OF
INFORMATION

Google Chrome

C | [§ 172.25.1.64/bomsweb/Pages/home.asp SID=20d81ca2-9dd8-4fab-bbcf-67b85be9081c

Modulevl My activities v | Reports v Approvalvl Managementvl Administration v‘ Help v I

Under approval:
Attendance
Evaluations
Forms

Travel

Venhicle

Batch

Work Orders

The forms word will be
highlighted-Click on it




HR ELECTRONIC TRANSMISSION OF
INFORMATION

This screen will allow
you to approve the

HR forms , click on
open to review the
form




HR ELECTRONIC TRANSMISSION OF

INFORMATION

4L 49 This screen allows
G BOMSIL4S . Googl Chrome you to review the
« > c information and
approve or
decline the form.

Module v I My activities v | Reports v | Approval v | Management vl Administration v

Help v

@
I

sbbie Logout

Cancel Approvel Decline |
PERSONNEL ACTION REQUEST

TO: Justice Administrative Commission

From: Office of the State Attorney. 20th Circuit Emplovee ID 1122766

Emplovee's Name: Joseph V. DeMartino SS# _ 98 Miscellaneous Change (Explain in

comments section)
PRESENT STATUS: CHANGE TO

Class Code 6011 6002 Transaction (description)

Job Title Intake Clerk I Clerk 11 Code

Position: 21004921 21015146 “* NOTE **

Mumhl_Y $2.083.34 If transaction code s 58, 98, or 99

Rate Of Pay explain in comments section,

FTE 1.00

T D 04/08/2016 If transaction Code is 06, refer to
ransaction Date:

Note: [If termination or transfer to another state agency, use & . »
i R E Separation (termination Codes)" and enter
last day worked at close of business. If leave without
e y appropriate code below:
pay, use last day to be paid close of business, or expain
in comments section.
I hereby certify that the records in this office reflect that the individual named above is due the lump-sum
payment for annual and/or sick leave, as indicated below, and local records are in accordance with the
Personnel Rules and Regulations governing this office. [ further certify that said employee has not
forfeited any rights to such sick leave payment for any of the reasons stated in Section 110,122, Flonida

ANNUAL LEAVE: 0 hrs 0 min Indicate balance of hours accrued for which

Performance Evaluation Codes
payment is due. (Enter "0" if none)

SICK LEAVE: Give total hours accrued prior to 10/1/73 hrs. min. ("0" if none)

| Unsatisfactory
Give total hours accrued after to 10/1/73 0 hrs. 0 min. ("0" if none) T—— > Conditional
AR A AR ORI — 2 Conditions




HR ELECTRONIC TRANSMISSION OF
INFORMATION

€ BOMS11.46 - Google Chrome

TO: Justice Administrative Commission

From: Office of the State Attomey, 20th Circuit Emolovee ID: 1122766

Emplovee's Name:  Joseph V. DeMartino SS#: Miscellancous Change (Explaia in
comments section)

PRESENT STATL'S: CHANGETO

Class Code: 6011 6002

Transaction (description)
Joh Title: Intake Clerk | Clerk Il Code

Position: 210 «* NOTE **
Monthly

$24 ction code is 58, 98, or 99
Ratc Of Pay:

’ : : in in comments section.
You are about to approve 04/08/2016 the par form for DeMartino, Joseph V.,
FTE:

Click YES to approve now hetion Code 1s 06, refer to
ransaction Date: 04/08/2016
E i T ———— termination Codes)' and enter

Yes No propriate code below:

in comments section,
I hereby certify that the records in this office reflect that the individual named above 15 due the lump-sum
payment for annual and/or sick leave, as indicated below, and local records are in accordance with the
Personnel Rules and Regulations governing this office. I further centify that said employee has not
forfeited any rights to such sick leave payment for any of the reasons slated in Section 110,122, Florida

SRUNEATEE LR SIS Oinin Indicate balance of hours accrucd for which

payment is due. (Enter "0" if none)
SICK LEAVE: Give total hours accrued prior to 10/1/73 hrs. min, ("0" if none)

1 Unsatisfactory
Give total hours accrued after to 10/1/73 0 hrs, 0 min. ("0" ifnone) 2 Conditional

Performance Evaluation Codes




HR ELECTRONIC TRANSMISSION OF
INFORMATION

¢ BOMS11.46 - Google Chrome

C [} 172.25.1.64/bomsweb/Pages

Cancel I Approvel Decline |

Module vl My activities v] Reports vl Approval v | Management v | Administration v Welcome: Stanbro, Debbie Logout

STATE OF FLORIDA
DEPARTAMENT OF JUDICIAL

POSITION DESCRIPTION

Senior Management Services D SMS Retirement/Benefits

Senior Management Services D Benefits Only

Regular Service Employee
Position Number Security Role Code
21015146 Employee
Employee Name FTE:
Joseph V. DeMartino 1.00
Name of Circuit:
State Attorney Twentieth Judicial

Present Headquarters County Code New Headquarters County Code:
0 0

Present Position Location Address New Position Location Address:
Fort Myers, FL

Present Position County Code: New Position County Code
36

Present Org Code New Org Code

Present Class Title: New Class Title
Computer Operator | Clerk 11
Present Class Code: New Class Code
6451 6002




HR ELECTRONIC TRANSMISSION OF

INFORMATION

& BOMS11.46 - Google Chrome

C | [ 172.25.1.64/bomsweb/Pages/approve_form_position_description.aspx?__SID=20d81ca2-9dd8-4fab-bbcf-67b85be9081c¢ 2 @

Module v I My activities v I Reports v”l( Approval v”l( Management v I Administration v] Help v Ifi\ ! I

‘, : Position description form for: Joseph V. DeMartino This Completes the
Concel Pappovej peciee L 55n0val process,

whoever approves it
will be the name on the

STATE OF FLORIDA

DEPARTAMENT OF JUDICIAL P A R
POSITION DESCRIPTION
1}

Senior Man

Senior Man,

Regular Sedd You are about to approve 04/08/2016 the positiion description form for DeMartino, Joseph V.
Position Nu |

Click YES to approve now
Employee N |
Jo Yes No
Name of Cirewre —
State Attorney Twentieth Judicial
Present Headquarters County Code: New Healquarters County Code:
0 0
Present Position Location Address: New Posttion Location Address:
Fort Myers, FL *
Present Position County Cede: New Position County Code:
36 0
Present Org Code: New Org Code:
Present Class Title: New Class Title:
Computer Operator | Clerk I1
Present Class Code: New Class Code
6451 6002




HR ELECTRONIC TRANSMISSION OF
INFORMATION

The next step is to POST the document, this actual send the information to JAC.

€ BOMS11.46 - Google Chrome ‘

Module v | Activities v| Reports v| Administration v| Help v | BOMS Personnel: Stanbro, Debbie Logout

Open the document you

eMartino, Joseph V. 04/08/2016

Moran, Freddy E. 04/15/2016 WiSh to pOSt




HR ELECTRONIC TRANSMISSION OF
INFORMATION

€ BOMS11.46 - Google Chrome

Module v | Activities v | Reports v | Administration vl Help v

Post and emaill Po%tand printl Layout v |

BOMS Personnel: Stanbro, Debbie Logout

Click post and email

FERSONNEL ACTION REQUEST
PAR form TO: Justice Administrative Commisson
From:  Office of the Stse Atoeney, 20h Circuit Emplovee 1D Macel . s
s : AT TtV Dokl celloncnms Chotge (Evplia i
Pasition description form e g y ) “:"N - comisets wcticn)

oz

PRESENT STATUS:
Class Coee o1l

Transacton (deseription)
Clerk 11 Code

Job Titke: Intake Clerk |

Pusition: 2004921 **NOTE **
Manthly P If tzansaction code is 38, 9%, or 94
Rate OF Pay: sl

explain in comenents section.
FIE: 1.00

1f ransaction Cade is (6, refer o
Transactin Date: ~ OVOB26%6 If sermunataon or transier o anofier stale agency, us:

Lo day worked at clox of busisco. 1 kesve withos Topmeton Quomastion Gior)" ol tmies
pax, use last day 10 be paid close of business, or expin oppiey sl kclow;
in comments section.
1 hereby certify that the rscceds i this office reflect that the individual naned sbove is due the lumg-sun
payment for anual andie sick lesve, as mdisated below, and local recoeds are in accordance with the
Personnel Rules and Regalations gaverning tis office. | further cemify thet sand employee has not
Sorfiened any rights to such sick leave paymest for sy of the reasons tated i Secticn 110,122, Florida

ANNUAL LEAVE 0 hrs.

Inticate balince of hoars acerued for which Performmmce Evalmtion Codes
pavment is cue. (Entes "0 if nonc)

SICKLEAVE:  Give total hours accrued priorto 10/L/T5____hes___min. (0" ifnone)
e | Unsatisfactory
Givesotsl hours accruedafierto IW1/T3 O hes. O min. (*0° if nane) —
—_— Conditionl
Approved By: <ex e-signed: Debbie Stanbro >3> DINK2DL6E Sutiglichony
Detbic Stanbeo Date:

Above Saisfactary
Exccutive Dwecsor Over Million Oulslaralen

Not Rated
Mave to Trial Secretary




HR ELECTRONIC TRANSMISSION OF

TO: Justice Admmistrative Commission

Send to
Send copy to

To submit the form(s) listed here to JAC now, specify JAC/CC email addresses and click SEND NOW button i
From address

|
\

The first time you use this you must
type in the email address that the
information is sent to. After that it will
prefill based off of last information.




HR ELECTRONIC TRANSMISSION OF
INFORMATION

€ BOMS11.45 - Google Chrome

[J 172.25.1.64/boms

PAR form

Position description form LI o ot

Trawaction | (description)
Cade

'To submit the form(s) listed here to JAC now, speciﬁ JAC/CC email addresses and click SEND NOW button O NOTE **

It tnsacuion code 15 3Y, 9K, 0r 99
From address | expliin m cxmmets secion.

Send to ayrollgroupf 1 - 'st(uni.:m*

Send copy to is20 :d 1520 :ASm il
r d mb

Cancel | m
p
Desbic Sunbro

Once you have . | e
completed the email
information hit send.

Cive toud hours sccrud prce 10 100/73___hes,___min. (0" i more)
Gave sotal howrs sccrund afior 1 IVIT3 0 hee. O muin. (*0F iF sane)




HR ELECTRONIC TRANSMISSION OF
| N FORMAT|ON Once the email is posted an

image of the document is
saved in the person’s
i v personnel file within the

c = -
Images (automatically)
|

Modulev| Activities vl Reportsv| Administration v[ Help v I BOMS Personnel: Stanbro, Debbie Logout

Find | Report | Options vl General information v| Show: Acti\rev| Containing vl Find damaRTINC
Permanent Employees e - et ; *

| Identification | Address Assignments | Certifications | Courses  Educafio
Edit | Delete | Add files | Layoutw| Show: Employee v| & |

Name Class Cl:

DeMartino, Joseph V. 6002 Cli¢

Employee Category Topic Dest

DeMartino, Joseph V. * employee FERSONNEL ACTION REQUEST
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