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DHR Approval Screen

What is the DHR Approval Function?

In Fiscal Year 2006, there will be some items that will require authorization form the
Division of Human Resources (DHR), before the item can be approved by the ROC.
Qualifying T.O. transactions will be:

e Hold Harmless items where the removal reason is ‘Excess — Involuntary’ and the
person is not the least senior.

e Hold Harmless items where the removal reason is Pending Reassignment where
the person is Not on the Pending Reassignment file.

Who will have access to the DHR approval screen?
e Authorized DHR users will have access to the DHR Authorization Screen.
e ROC Directors but not ROC users at large.
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DHR Approval Screen

How do | access the DHR approval screen?

The DHR user will use the myGalaxy logon screen and go to a Application Dropdown
Box, selecting DHR Approval

2 Logon - Microsoft Intarnat Explarer

myGalaxy

Logon

Fame:

PA— Dropdown to
Location: DHR approval
Application: | myGatary screen

Rgion: -

* 1 o do ot have access rights b the
Schoal ID etered, You will be taken o
your dafault location.

Please enter a User 1d and Password

The new DHR Authorization screen will display. The screen can be used to view item
details and the icons are used to either approve or disapprove a submission. The list
will be sorted by non-approved items first then approved items. The user can filter the
list by school or show all submissions across locations.
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‘A DHRauthorization - Microsoft Internet Explorer

File Edt View Favorites Tools Help "
eﬁack -9 |ﬂ @ ;j ;7 search H;I‘\L‘(Favnrltas £21 Eﬁ\‘- :\5 =] J 3
Address @ hitp: fimygalaxyqa.nycenet.eduflibrary/aspnet {DHR authorization. aspx?aDbCannect=CBuseriD=tkallgusername=¥enuugopal Tkali&autholevel=1 Bdivision=098&wsrFh V| Go  Links **
. . - Location : 02v001 | [close]
myGalaxy Items Requiring DHR Authorization
- Show Approved :
o BLEE JANET 117703747 020001 i:,ﬁgf;l‘mm Exception Awaling DHR. poyy ovER 07082004 MAZURN 05-04-2005
CHIU, Reassignment Exception Received DHR.
“ ARLEEN 055664434 02M001 Aprroval ROLLOVER. 06-29-2004 TIIANMER 05-03-2005
&] Done B Internet

3 DHRauthori...

4 Start calj|FyDE_DHR. .« il |Fy08_Hold ...

Clicking the check mark will bring the user to the DHR approval pop-up window. Enter
an approval reason and select ‘Save’. Galaxy will automatically update the data on the
Line item Approvals Screen allowing the ROC will see in Galaxy 2000 that the record

was approved by DHR.

3 DHRframe - Approval -- Web Page Dialog X

DHR Approval
ssm Name

Exception |HH Wyithout Mew Vacancy Awaiting DHR Authorization ‘

DHR Override

Approving item.
Reason “PF g | |

User [ROLLOVER | Date 7n2p004 25700 M |

Save Cancel

http: frygalaxyaa nycenet  eduflibrar v/ aspret/DHRframe, aspx?Bcurryr=20058r | ) Internet

Clicking the ‘X’ mark will bring the user to the DHR Disapprove pop-up window. Once a
disapproved reason is given and saved, the item will be removed from the DHR
Authorization list and the Line Item Approval Screen.
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3 DHRframe - Approval -— Web Page Dialog X

DHR Disapprove
SSIN |053401844 Name |FOOTE, ELLEN
Exception |HH Without New Vacancy Awaiting DHR Authorization
DHR Override

Unauthorized Removal
Reason

User |ROLLOVER Date |6/11/2004 9:27:00 PM

Save Cancel

http://mygalaxyaa.nycenet. eduflibraryiaspnet/DHRframe. aspx7écurryr=2005¢r 9 Internet

Please note: When a ROC Director Approves or Disapproves an item in the DHR
Authorization screen, the DHR Override flag will be checked.

Please note: When an item is DHR approved you cannot go back and disapprove
the item. It will now be up to the ROC to either reject or disapprove the item.

Please note: When items are disapproved, the T.O. will return to the state it was
before the item was created/removed. For example: There is a status 1 (Green) item
in Removals that is awaiting DHR approval. Once disapproved, the ‘Disapproved by
District’ pop up will appear on the T.O. prompting the user to place the item back in

status 5 (Black).
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| am a ROC user, how do | process a line item when it
requires DHR approval?

Enhancements to myGalaxy and Galaxy 2000 will make it easy to track line items that
require authorizations. DHR and ROC users will interactively use these systems to
efficiently process line items.

The ROC user will be able to see that this items that require DHR approval in the Line
Item Approvals Screen in Galaxy 2000. The new column named ‘Awaiting Action’ will
show that an item is awaiting DHR approval when the column is highlighted in Orange.

Galaxy 2000 - [Line Item Approval Screen] Q = El
F X

. File Galaxy Function Tables Tools Session  Mindow Help - &
& B S | 2|3 2| 4
Cost Factors Allocations Budget Approvals Status Session Help Exit
Ed Hartwell GADOD1-Galaxy Development Lab Technical Support, Galaxy Development Team
District: (01 - District 01 - Schoal: = [*a1L * B
Non-Approved Items (13) T Approved Items (9) T System Generated Mods (0) T Hold Harmless (44);
AC FS TO Awaiting Message Select | School |Itern  Person Title f Remaoval  Reason | Submission | Old AC Qld Mew AC | MNew Amt | Status A
ACtion MNo MName OhjectCode Date Date Armnount
8 01MO63 518 LONG, ;E;g;'»QEI.REb 9/30/2004 Pending :g:é?!\mrgsk $0.00 $51,059.63 Submittec
a1 53 J m} ADRIANNE Inker-District 43 1PM. Mike (In
Fﬂ.tﬂv;]s 31033 f TramsFer Manner Process)
01M064 511 CRUZ, SCHOOL AIDE 9f13/2004 Excess - Aug 62004 $12,515.00 $12,515.00 Posted
8o m} MARIA - OHR[ @30 Trvvaluntary it‘:zfgf"‘f (Final
ueman Approval)
01M064 524 GRANTHE, ;EQEHMF;' 97/2004  Excess - 2;(5:’\50”4 $17,889.50 $17,889.50 Posted
@ e w O MARIE ?R;DES’ Involunkary st g?;?lwa\)
o0
01Mo064 526 JIMEMEZ, EERADROFE? 9/8j2004  Excess - ?;(zAlMZUM $4,920.29 $4,920.29 Posted
el g W O DORCA  PRERR i Involunkary et (Final
112 HRS) | Appraval)
. 01MD64 539 RUIZ, DO roRorEss EIZ004 Excess- Sl $19,863.00 $10,863.00 Posted
aa 8 x4 O ESTHER TANNUAL 5 = Involuntary h.;lugne;e (Final
1z HRS) | Approval)
01MO064 557 MANGANEL ;Ega*‘fg' 9/1j2004  Pending Title ?:'JID?AZUEM $60,234.00 $60,234.00 Posted
a i , Evy
®new U DOMMA e ApEs / Change AcaroDe (Final
005) Guzman Appraval)
9 01M134 507 CAYETANO ER:’CEC - 9/7/2004  Excess - ?::JKNZIUM $2,028.24 $2,028.24 Posted
%) i3 m} GERMAN Involuntary  340AM, (Final
O LIEE) Dactpney Armrovall
Show W Subrmitted By School Funding: View PTF Submited ( In Pracess ) $151,205.87
Status: A L
AUS: [ Submitted By District ¥ Show Funded Items Submited by District $0.00
¥ Paosted (Final Appraval)y v
W Shiow Non-Funded Itemns Posted { Final Approval $544,003.90
¥ Rejected By Batch ( pr )
Total $605,200.77
Financial Analysis AC Related Changes ‘ Print ‘ Close |
Status information Fiscal Year 2005 - Regular Period {Administrator-A) Running Connected - FIELDTEST MUM 5412005

Tistart | 7 3mwemetes., -| B Cacuatr

Please note: If the item requires both DHR and ROC approval, the “Awaiting
Action” action box will be highlighted in Yellow.

Once the DHR user approves the item the icon will appear like this:
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Galaxy 2000 - [Line Item Approval Screen]

Bl Fie Galaxy Function Tables Todls Session Window Help

& B QV|Q|

Allocations Budget Approvals Status

=

Session

, @ | 4
Cost Factors Help Exit

Ed Hartwell 02M289-IS 89

- Community School Dist TwollRd

02M289

Non-Approved Items (0) Approved Items (0) System Generated Mods (0) I

Hold Harmless (1)

Ellen Foote, Head of School

TO Awaiting Message
Action

Person Title f

Rernoval
Name  OhjectCode

Date

Old

AC FS
Arnount

|Ee\ect| Schaol |Item‘

Re:asan |5uhmissinn| Old AC |

| Mew AC | Mewr At

Status |

02M289 546 SANTMAN TEACHER -
Mua | REGULAR
E,RQJDES J TransFer

9/7jz004  Pending Msy 22005

Inkra District 18P, Ed
Hartwell

$45,799.66
oueuw O

$45,759.66 Submitted
(In Process)

| $45,750.66

Show I Submitted By School Funding: Yiew PTF Submited ( In Process )
Satust 5 g bmitted By District W Show Funded Items e o B | $0.00
v Posted (Final Approval) »
W Showe Won-Funded Tterns $0.00
[ Rejected By Batch Posted ( Final Approval ) I
Total | $45,759.66
Fund Control Financial Analysis AL Related Changes Dis-Approve Lpprove Recall Reject Remoyve HH Brint Close

Fiscal Year 2005 - Regular Period {Administrator-A) Runming Connected - FIELDTEST capPs 5{2/2005

- Fl:\ul;rv

_ 3 Interne..

il Fy06_DHRa... | i3l CHO7a_RO...

The lock indicates that DHR has approved the item. An approved item will have a
reason identified by DHR. The ROC user will be able to fund this item with ASA funds.

If DHR disapproves the item, it will be removed from the Line Item Approvals Screen

and the Disapproval pop-up will appear on the school’'s T.O.

3 Disapprovals --

XGaIaxy

Web Page Dialog

approved By District
Removals
Name Title Removal Date Reason Staffing Hudget Allocation
Status Amount
= s Teacher - Regular pending intra Instructional
& r Willett, Existin Grades 03/01/2004 bt earaber $46,684 Progra

Please note: Review the manual entitled Hold Harmless Enhancements for more
information on this new function.
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