B REQUESTING A PITR INSTRUCTIONS:

08/22/05

PART 1 -REQUESTING PITR

1. Open Internet Explorer and type
https://apps.uillinois.edu in the Address field.

2. Click the Administrative Applications link.
3. Click the Human Resource link.

4. Click the Personnel Information Transmittal
Report (PITR) link.

5. Type your Enterprise ID and password.

6. Click the Login button. The Parameter Editor
main page displays.
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Welcome to Ul Enterprise Applications.

Student & Faculty Self-Senice (student registration, records, financial aid and accounts sevices; faculty teaching and advising senices)
Employes Seft-Senice (access tmeshests s well as your personal employment and henefts imformation, including NESSIE)
Administrative Applications (acces3Yp UHntegrate/Banner and related University business, HR, and financial applications)

Systems Status (fnd out whether systems are experiencing comnecthity ar other problems that aflect respanse times)

Help {go here if you have problems accessing studentfacuty, emplayes, or administrative applications)
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Human Resources

+ Adjustment Nofification Application (used for initating overpayment adjustments, curent pay period time comections, pay stops,
leave balance updates for ciil senice employees, employee award payments and taxable benefit payments)
+ Banner Administrative Forms
D

an Resources transactions)

Dinterface for requesting a PITR for an employee)
an interface for viewing/updating a PITR)

o Salary Planner (an interface for completing Annual Salary Changes for Budgeted Employees|

o Workflow (an interface for completing Payroll Adustments and One Time Payments)

Personnel Information Transmittal Report (PIT]

Central Office Applications

+ Benefits Pending Applicaiion (an interface for the Benefits Senice: Center to complete employee enrollment or changes)
+ Campus Recreation Applicafion (an interface for maintaining Campus Recraation Deductions)
o Charities Applicaion (an interface for maintaining Charitable Contrbutions)
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Administrative Applications
+ Ublntegrate/Banner Administrative Forms

+ Human Resources

+ Other Applications

Enterprise Application Login

Enter your EnterpriselD and password.

(Important: DO NOTLE deuillinois_edu”, "@uic_edu”,
& or "@uis.edu” when entel our EnterpriselD)

EnterpriselD: I
Password: I

Login

Click here to reset your enterprise password.

ATTENTION: FIRST-TIME USERS of Ul Enterprise applications! You
must obtain your EnterpriselD and set up your Enterprise Password
before you can use the applications.

Note: This is a one-time procedure; after setting up your Enterprise
Password you do not need to follow these steps again when accessing Ul

cnterprise applications.
Step5&6
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fwvar/gw/aits/meszaging/Production/applications/PitrBuildaApplication/gws-1/2cheduled

PART 1 CONT. —-ACCESSING PEAR
ol teier e e sliEnEe Fararmebcter Edibtcoor
7. Select Production from the Environment e User Logged In: alsarabi
field. Production |l User Access: MNORMAL_EMND_USER
App"cmm”: Title: PITRVOA
8. Click the Edit Values button. ANEL Application User Access: NORMAL_EMD_USER
Schedule Type: STACK
Description:
9. Type the UIN of the person for whom you are Peroomel Informacion Toanomatral Repomc =
requesting the PITR in the Enter Banner ID
field. 1
Edit User Access | Edit Application Info |
10. Type an email address in the Enter email Parameters
address field to indicate to Parameter Editor
where to send the PITR. Application |Parameter |Parameter| Parameter Is Regular |Validation|Validation|[Validation|Valida
1D Name Description|Visible |[Expression|| Instance User Driver Que
. E
11. Click the Schedule on Stack button. You are 420 BannerD |Ganmer 1D Y
returned to the Parameter Editor main page. ),
The PITR is now being processed. When 421 Email email Y
processing is complete, the person whose Step7 &8
email address you entered in Step 10 will Ediysiies Viewkistor || Viewscheduie |
receive a notification email message in their — — DAL
. L UNIVERSITY OF ILLINOIS | Thin
email application (Outlook, Eudora, Pegasus, Crrcaco - Srriveririn  Unmana-Crasrnios
or others) from the PITR application stating - )
that they have a new protected message in Version: 2.5 _ Fararmmester Editor
PEAR. See sample screen below, and note = Tide: PITRVOA
the Subject line indi_catgs that the message is Production |~ Current Values
from the PITR Application. —_
Eow Parrlameter Pap — ERegular | Clgeate |LastL(l:hange
) ) um amy— Description xpression ate ser
12. From this point forward, the rest of the 1 Enter Banner ID
X ' i BapflerlD (UIN) [
steps involve sending and receiving a Enter email
. - 2 Em\address [
PITR through PEAR. You will receive a agdress
notification email message similar to the
one shown anytime someone sends you Step 9,10 & 11 Q Sensauie on S‘““‘D
a protected message and attachment
through PEAR The Only dlffe_rer_]ce 1S From: Pearapplication @uillinois. edu Sent: Thu &/11/2005 1:44FM
that the Subject line will then indicate the o slearebi@uic.edy
name of the person who sent the PEAR e
message Subject: [PEAR] Message from PITR Application
You have a new protected message in the protected e-mail at,t,ac'.'l:@ent, repository. To view the new message, follow the link
below:
/
https://appserv3.admin.uillinois.edu/pear/jsp/showMessage. jsp?messageId=135884
¢
\
From Server: gwS5.admin.uillinoi=z.edu/64.22.176.75, Directory:
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