Nepotism Toolkit - Section 4

Instructions for Department Manager/Approver

Step 1: Log into myhr.fiu.edu and within the Manager Menu select Pending Approvals. You will also

receive a system generated email notifying you of the pending action. You may access the portal directly
or via the link provided.
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Step 2: Select Nepotism Disclosure(s) routed for your review.

' Pending Approvals

i Select "FIU
# Nepotism'

FIU Nepotism - 00000097 / 2013-10-45 Emmanuele Archange Bowes
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Instructions for Department Manager/Approver

Step 3: Review details via the Relationship tab and the Approval Details tab.

Relationship — Disclosure date of when related individual disclosed relationship.

Nepotism Relationship Details

4=

Disclosure Date  10/15/2019

Relationship

Updated by 2525105 Emmanuele Archange Bowles Last Updated  10/15/19 10.03:30AM

Approval Details — Review the working titles, departments and respective supervisors.

Nepotism Relationship Details
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Step 4: Select the Pending Approval tab and click the Questions icon.

Relut\cE Approval Detsils Approval Status

Pending Approval Reporting Structure
Submission |d 00000003 Effective Date  11/06/2019 Select the Questions hnk and
"j"”l“"‘”“‘“ answer the required information
Action Questions ‘Er-n-;u\ o mrﬁ Name PositioniJob Title Department Business Unit E;ﬁg

1 v -

*Plzase complete the required additional information by selecting the Questions link above W before Approve/Deny.

Submit

Return to Search Previous in List MNext in List

Relstionship | Approval Detsils | Approval Status | Pending Approval | Reporting Structure

Related
Empl
Record

Name

Position/Job Title:

Department

Business Unit

Step 5: Review each question carefully and provide detailed responses where appropriate.
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Approver's Comments

Nepotism Questions

Nepotism Questions

Jissial Questions
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Q Will this i ip result in subordi visor reporting or line of authority structure?
A i No F e Answer all questions.
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Will the employees work in the same office location?

Comment
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“Yes” responses will require an explanation via the comment box.

Nepotism Questions x
~
p
| Will the employees work in the same office location?
" " : i
o= [ If "Yes", provide additional
/ information.
Comment -
Yes, both employees work within the same office but different business unit.
pl
Will either employee have direct or indirect authority or influence over the other's terms and conditions of ploy t (i.e. its, 15,
P i leave, disciplinary actions and terminations)?
Comment
-
< >

Click OK after responding to all questions.

Nepotism Questions x
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Comment

Will either have or be for 7
v H

Comment

Once done, click "OK"
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Step 6: Select Approve or Deny (enter comments, if applicable).

RE|SU%

Submission Id 00000003

Approval Details Approval Status Pending Approval Reporting Structure

Optional:
Enter

Effective Date  11/08:2019

Pending Approval
5 Q

~ Approve or Deny

Empl Relateg  elated
Action tions  Empl ID P Hame Position/Job Title Department Business Unit Empl Hame Position/Job Title
Record Empl ID
Record
—
1 v -
Plzaze complets the required additional information by selecting the Questions link above W before Approve/Deny,

Submit
Returnfo Search | Previousin List | Nextin List
Relstionship |  Approval Detsils | Approval Ststus | Pending Approval | Reporting Structure

Step 7: Submit

Comments %

Department

Business_ it

New Window

1-1of1

Approver's Comments

< My Approvals Nepotism Worklist

Relationship Approval Details Approval Status Pending Approval Reporting Structure

SubmissionId 00000086 Disclosure Date  10/11/2019
ks
Pending Approval
B Q
Action Questions Empl ID ::lg::rd Name Position/Job Title Department Business Unit
1 Approve |~ : =

*Please complete the required additional information by selecting the Questions link above & before Approve/Deny.

s
™~

— Submit once you approve or

deny

Return to Search Previous in List Next in List

elationship | Approval Details | Approval Status | Pending Approval Reporting Structure

Related Empl
D Em

Related
pl Name
Record
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NOTE: You may view the status of the disclosure at any time via the Approval Status tab. Here the
workflow will show approvals in green or pending approvals in blue.

Nepotism Relationship Details
Pending Approval

2525105 5922171
Emmanuele Archange Bowles Alcene Archange

“Effective Date | 10/15/19 |~
Nepotism Request (RS

Relationship Approval Details Approval Status

Submit ID: 00000097 - Empl ID: §922171 Empl Record: 0 - Related Empl ID: 2525105 Related Empl Record: 0:Pending

Nepotism Request

Not Routed

> & ODepam

Not Routed
Pending Not Routed &, Business Unit Approvals Not Routed

Alcene Arc 221 >ail Hans Muitiple Approvers
(© Relsted Emp & Oepanm. Not Routed g HR

=
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Reviewer &, Business pprovais

seph

65 Paviesr

Submit ID: 00000097 - Empl ID: 5922171 Empl Record: 0 - Related Empl ID: 2525105 Related Empl Record: 1:Pending
Mepotism Request

Not Routed

Scott Jones (4958985
&, DepanmentManager Not Routed
Pending

> 2
Not Routed & Bus Not Routed
Alcene Archange (5922171 > J 8 Multiple Approvers
(© Relsted Empioyee Not Routed & HR
Sara T

@&, Business Unit Approvals

Cancel

No further action is required. A notification will be sent to Business Unit Heads for their review and
approval. Employees, Supervisors/Reviewers, Department Managers and Business Unit Heads will
receive a notification from the Office of Employee and Labor Relations once the disclosure is finalized.
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