Bear uest

www.baylor.edu/bearquest

Helpful numbers:

BearQuest questions
Stephanie Kilgore 254-710-8462

Human Resource/Compensation and Benefits questions
Human Resources 254-710-2000

Budget questions
Budget Office 254-710-2663

What is BearQuest?
BearQuest is a request management tool that helps Baylor by streamlining certain
processes such as construction requests, personnel requests, requests for funding
allocations, or changes to course curriculum.

What does BearQuest mean to me?

As an end user in BearQuest, you will be asked to complete certain tasks, such as
submitting a request for a new position in your department or perhaps requesting to
remodel your department’s conference room. The BearQuest system automates and
streamlines this process for you, giving you complete visibility from your original
submission, to your manager’s approval, to the acknowledgement that your request
has been reviewed by departments such as Human Resources or Budget. There
are essentially two roles in BearQuest: (1) individuals that enter requests and (2)
individuals that review requests.




Review schedule

This schedule can be found online at the chair resource center website:
www.baylor.edu/crc/review_schedule

Review Meeting Held

Submission Deadline

Items To Be Reviewed

Budget Review — 15t week of
April

Before spring break

Any non-personnel increases to
budget lines. Works in
conjunction with budget prep.

Spring Review — end of January

Before Christmas break

Any request for a university
allocation other than faculty
positions.

All faculty requests, whether

June Review — 2" week of June | April 30t new lines or replacement
positions.
Any request for a university
Summer Review — 31 or 4th April 30th allocation other than faculty
week of June positions and staff
reclassifications.
Any request for a university
Fall Review — end of September | Mid-August allocation other than faculty

positions.
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BearQuest proposal process

Go to URL:
www.baylor.edu/bearquest

!

Start a request:
» Choose a request type
* Enter a name

!

Complete request overview

!

Complete request
justification (if needed)

!

Complete EMS (if needed)

!

Complete budget form (if

needed)

Release for review




Navigating in BearQuest

Home

When you log in to BearQuest (www.baylor.edu/bearguest), you will come

to this Home page.
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The home page, or portal environment has two major areas:

Navigation

Workspace

0@

Bear uest

i=| My Dashboard

|=d Start A Reguest

_’ My Reguests

i=| Monitor Requests

1 Manage Requests
-+ My Tasks

] My Reports

JE My Queues

Navigation Pane

1.

2.

Start A Request — Click here to start a new
request.

My Requests — This takes you to the list of
requests you have submitted. Use this to check
the status of your various requests, add or review
comments and/or attachments, review information
you entered into the various BearQuest forms or
into EMS.

My Tasks — This takes you to either a list of tasks
that are waiting for you to complete OR that you
have already completed.




Workspace

The Workspace pane in the portal is dynamic. As you select items within
the navigation pane, the workspace will display new tabs for you to interact

with.

% Baylor Portal

.il System Messages

Welcome to BearQuest 5.5
To start a request, dick "Start A Reguest”in the left-hand column under "My Dashboard”,

Posted By: Nathan Adbnson

Personnel Requests - EMS Downtime
EMS will be down Saturday, Jan 12th for most of the day while Banner receives updates. This will affect personnel and resource allocation requests only.

Posted By: Nathan Adhinson
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When you log in to BearQuest, you will see a tab in the workspace area labeled
Baylor Portal. There are 3 sections on this tab:

1. System Messages — Displays the latest announcements/helpful information.

2. My Latest Open Tasks — Displays the five most recent tasks that are open for
you to work on. Click on the icon to open and complete a task.

3. My Submitted Requests — Displays the five most recent requests that you
personally have submitted for review. Click on the View icon to open the request
and see more detail.




Workspace

The Workspace pane in the portal is dynamic. As you select items within
the navigation pane, the workspace will display new tabs for you to interact
with. To select an item, click on either the Open or the View icon.
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1. ID-number and name — The unique number assigned to your request and the
name you give your request at the beginning of a process.

2. Status — This shows you the current status of the request. (For a summary of the

approval path for each type of request see the appendix.).

Once you have

released your request for your review, this is the place for you to check to see
where it is in the process. You won't get an e-mail until it is approved or otherwise

decided upon.

3. Process — Displays the type of process of that particular request.




Requests

What is a request? A request in BearQuest is simply a process that you
have initiated. There are currently two different request categories that we
use at Baylor: Personnel and Resource Allocations and Course
Action.

Click on My Requests in the Navigation pane to see a new tab within your
workspace that contains a listing of all the requests that you have initiated
within BearQuest.

Bear uest

[=] My Dashboard % Baylor Portal ._' My Requed
l_Eé[ Start A Reguest |, Viewing: All My Requests = |}, Sear
1 My Requests .
‘—' e Ol My Requests pme
& My Tasks Efpense
My Reguests In Progress
)
My Completed Requests
; o £ B Tgst
-_:31 95898 AFA Sta v
[l |=ays AEA-5tE
Status Date Submitted Last Updated
el Request (t) In Review 09/21/2012 1118 AM 09212012 11:26 AM
hel Request i 10/18/2011 2:28 PM
Teoum personnel Request () Pending Dean/AVP Review  07/27/2010 2:33 PM 07/27/2010 2:36 PM
Medium Personnel Request {t) Started 07212010 3:05 FM
Medium Personnel Request (t) Started 07212010 3:02 PM
1. View Icon| # | — Click on this to open your request and see more details about

your request, such as the Request Detail tab, Flow View, and Comments.

2. All My Requests/In Progress/Completed — These options allow you to further
refine your requests. All My Requests shows you a list of all the requests you
personally have initiated. In Progress will show you a list of requests that have
NOT received all of the necessary approvals and are still pending within the
BearQuest system. This means that somewhere within BearQuest there are
remaining open tasks. Completed will show you a list of all of the requests you
have submitted that are no longer pending within BearQuest.

3. Status — Again, this shows you the current status of the request. (For a summary
of the approval path for each type of request see the appendix).



Requests (continued)

Once you start a new request in the system, depending on how that
process has been defined you will most likely be required to complete
forms, detailing your request.

= Eeguesi W10 - Eemiecs Advmin fastimbs

After you complete your task or request, BearQuest allows you to view the
details of your request (or any other request you have started) at any time.

The detail for any request you have initiated will contain information such
as when the request was started or completed, dates and times of each
task starting and completing, the individuals assigned to a task, etc.
Additionally, it contains a graphical Flow View of the entire process and an
area to add additional comments, send emails, upload attachments, etc.




4.

Tasks

A task represents a unit of activity or work within your process where an action is
required of you. The task is associated with a request that has been started. A
task can be completing a form, an approval, an email notification to a user or
group of users, a milestone, or any other action that looks for your input.

Often, you will receive an email notification for a task that you need to complete.
The email will contain a link to your task. Otherwise, you can always find your
tasks from within BearQuest. The navigation pane will contain a link to My
Tasks. To further refine your tasks, click on Viewing.

Bear uest

[=] My Dashboard

._,:ﬂ Start A Request
J My Requests

+# My Tasks

w Baylor Portal ‘_' My Reguests 5% My Open Tasks
L, Viewing: My Open Tasks ., Search "—:_%
4% My Open Tasks Task Type

Ew Assigner Task Assigner

My Past Due Tasks
tion Form

My Completed Tasks

My Tasks — Shows you a list of all of your tasks.

My Open Tasks — Click here to see all of the tasks that are open for you to work on.

Completed Tasks — Click on Completed to see a list of all of the tasks you have
completed in the past.

Open Icon

4

— Click here to open and complete your task.

Note: We are NOT currently using the “My Past Due Tasks” option so you may disregard this option.
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Searching for a Request/Filters
To search for a particular request, you can optionally select columns and
sort them just by clicking on the column heading. You can also use the
Search option within each menu. The following is an example of using the
Search option within the My Tasks menu. Here, you can search by Task,
Task Type, Request ID, or Requester. Other options are available in the
My Requests menu.

Bear uest

My Dashboard

Task
Task Type
Request ID
Requester
Client

Search Clear Close

4, Search - My Open Tasks ?

After you enter your criteria, hit enter or click search and only the request that you

searched for will be displayed.

Bear uest
[=] My Dashboard w Baylor Portal ._l My Requests s# My Open Tasks
‘_EﬂStart A Request , Viewing: All My Requests - \ Search -’j_?g Restore Default
‘__’M’?’ Reguests View ID Name Process Status Date Submitted
5% My Tasks ‘_d 13384 AEA -SuppPay 1 Medium Personnel Request Started 10/18/2011 2:2...

Last Updated




Request Detail

Get to this page by clicking the View icon of a request. The Request
Detail tab displays all of the information concerning a given request of a
process such as the name of the person who initiated the request (the
Requester), the person who a request was submitted on behalf of (the
Client), the date a request was started, the current status of a request, etc.

Additionally, for each task that has been started or completed in a request,
an entry will be made in the Task History section of the Request Detail
tab. The task history provides a detailed overview of every aspect of the
request as it is executing such as who is assigned to a task, who
completes a task, dates/times tasks are completed, even the data
associated with a task as it is completed such as answers on a form.

Click on View Form or Formatted View to see the form that was
completed.

Bear uest
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4w Assigned sstC Membsr Sista: Conpeted 8/18/2010 23937 PH Tres: Genersl Rotticaton  Secowsts Amegrad: 59 Secoeets Coepled: 8

N =

Requester — the person who initiated the request.

Client — the name of the person who a request was submitted on behalf of.
Formatted View/View Form - Click here to see the information that was
entered into the form. Very useful for reviewing information from requests that
are no longer open tasks for you.
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Adding/viewing comments and attachments

At almost any point during the BearQuest process you can add comments or
attachments to your request, even after you have released it for review. You can
also share those comments or attachments with other users.

The Discussion area let's any individual that is associated with the request
(assigned a task to complete, received an email notification, etc.) add additional
comments, attachments, and even send email. Any comments that are added will
be associated with this one particular request in BearQuest.

To begin, click on the “Discussion” tab.
|

% Baylor Portal _l My Requests

¢ My Open Tasks _| Request 13884 - AEA - Supp Pay 1

] Reguest Detail =a Flow Vi

Additional Justification

|__ég' & & Post
Amy Alexander

Something

Amy Alexander
L oo otiached

Type important information into the first box you see in this area (where “Additional
Justification” is shown above. Before typing in this area, the box will show “Say
Something”).

L4 Click the “Attach A File” icon to browse |  asane.
for documents on your machine to attach in

B =

BearQuest. Ao Coneel
_» Click this icon to send email notifications to a 5 Share with Users.. ;
user or limit users who can view your post. »

V| Motify these users Share only with these users

Save Cancel

«l Post Click the “Post” icon to post your comment in BearQuest.



Notes on Using the Share I ]
With Others Option... 5

| Notify these users Share only with these users

Save Cancel

You have two options within this menu: You can either use BearQuest to send an
email to a user OR you can limit your comments to be viewed by a certain person
or group of individuals.

Once you send an e-mail through BearQuest by using the “Notify These Users”
checkbox, you will not have a record of to whom it was sent.

When you send an e-mail to someone through the BearQuest system, it will create
a task on his/her task history related to this request. This will give him/her access
to the full request summary of the request with which the e-mail is associated. Be
aware that you may be sharing confidential data. If you do not want to give your
recipient access to this data, send your e-mail via Outlook or some other system
outside of BearQuest.

When selecting recipients for your email, enter the name of the person you wish to
search for in the Search Text field and click the magnifying glass. Enter as much of
the name as you know. Once you see your recipient, click on their name. Repeat,
if necessary for multiple recipients. Once complete, click “Save”.

There may be times when you would like to add a comment to a request, but you
do not want to share it with everyone who has access to the request. In that case,
mark the “Share Only With These Users” checkbox and select the appropriate
recipients.



Making a Proposal in BearQuest

Example: Personnel and Resource Allocation - Staff
Supplemental Pay

Log in to BearQuest by going to www.baylor.edu/bearguest

On the Home/Baylor Portal screen click on Go To dropdown menu on the

top right side of your screen or use the short cut at the top of your
navigation pane on the left side of your screen.

Bear uest

ard

=M
._551 Start A Reguest

&My Tasks

01/03/2013

% Baylor Portal

d System Message
Welcome to Bear(
To start a request, dick

FPosted By: Nathan Ai]

Personnel Reques
EMS will be down Saturd

Bear uest

% Baylor Portal sou Start Request

[=] My Dashboard

< + [_] Personnel and Resource Allocation > Requests for personnel and resource allocations
3 Training

[ Start A Request 4 Search ~ @) Help
‘_-‘ My Requests Name Version | Description
4 My Tasks - [ Access Requests for New Users Indudes: requests for access to Course Action and Personnel & Resource Allocation Processes

osted By: Nathan Aﬂl

Choose your Process category (Personnel and Resource Allocation or

Course Action).
Supplemental Pay, so we would choose Personnel
Allocation, followed by Medium Personnel Request.

In our example, we are submitting a request for
and Resource

Bear uest

% Baylor Portal || ;% Start Request

=] My Dashboard

[l Start A Request s Search - @) Help
=My Requests Name Versior Description Publish Status ~ Created
W My Tasks (2 Access Requests for New Users Includes: requests for access te Caurse Action and Persennel & Resource Allocation Processes
[ Development
4 Requests for personnel and resource allocations
/=] Complex Personnel Request 1 PersontPequest for the following options: New Faculty/Staff, Faculty/Staff Replacement, Production 02{13/2008 5:03 PM
. taff Salary or Classification change. Simple and Medium Personnel Reguest actions may
also be induded with the above actions.
=] Construction Request 6 Request for construction only Production 04/19/20119:52 AM
Persannel request to hire an individual into an approved existing faculty position. Production 02/13/2008 4:25 PM
Personnel request for a position or positions funded by grants. Production 08/19/20119:22 AM
Personnel request for the following options: Faculty/Staff Supplemental Pay, Staff Transfer, Production 02/13/2008 4:27 PM
Faculty/Staff Title Change, Staff Hire Temporary. Simple Personnel Request actions may also be
included with the above actions.
=] Non-Personnel / Non-Constructi... 1 Requests that contain neither personnel nor construction components. Production 02/13/2008 4:28 PM
=] Simple Personnel Request 1 Personnel request for the following options: Faculty/Staff Separation, Faculty/Staff Abolishment,  Production 02/13/2008 4:29 PM
Faculty Transfer.
[ Training

Last Updated

07/28/2010 1:25 PM

01/08/2013 9:52 AM
06/16/2010 10:15 AM
09/12/2011 4:49 PM
03/04/2010 2:30 PM

04/01/2010 11:07 AM
02/18/2008 5:18 PM
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Tips:
» Select your request type carefully — if you pick the wrong one, you
may have to start over.

* You can do simpler personnel requests within more complex
request types, but not the other way around.

» If you are planning to do several different personnel actions at
once, choose the most complex request type (not generally
recommended).

» If you are not sure what type of request to pick please call Human
Resources (x2000). It is much easier to do it right the first time
than to try to correct it later.

* Handle separations promptly — Whatever other personnel actions
you are doing — always handle separations promptly. Do not
“hold” them while waiting to submit other, related requests.




After you have chosen your request type, the New Request tab will open in
your Workspace. The new tab contains key information concerning your
request such as: the ID number, the name of the process you are starting a
request for (Medium), the category of the request type (Personnel and
Resource Allocation), a description of the request type, the name you will
enter for easier tracking, and the option to submit the request on someone
else’s behalf.

o New Request ?
1D 71

Name Medium Personnel Request

Category Personnel and Resource Allocation

Description Personnel request for the following options:

Faculty/staff Supplernental Pay, Staff Transfer,
Faculty/Staff Title Change, Staff Hire Temporary.
Simple Personnel Request actions may also be
included swith the ghove actions.

Enter a short description for
the request (optional)

ITS — Supplemental Pay

Submit the request on behalf  |[Enter phrase to narrow search el
of (optional)

Start Reguest Cancel

Enter an appropriate name for your request according to the naming
convention.

Tips:

» Use the appropriate naming convention for your request. This makes it
much easier for the reviewers to keep all the requests straight. The naming
convention typically used is School-dept-project (A&S-Rel-New testament
professor). Or department — project (POD- office renovation). (See the
appendix for more detail on naming convention.)
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You have the option to submit your request on someone else’s behalf. You
can use the magnifying glass to search for another individual. For
example, you supervisor would like for you to submit this request for
supplemental pay on his/her behalf. You can select his/her name here and
it will be tracked within BearQuest that the request is submitted on his/her
behalf by yourself. Both of you will have access to the request. You do not
have to submit a request on someone’s behalf if they are already part of
the review chain. This is an optional feature typically used when a person
might not have access to a request, but needs to be able to view it for one
reason or another.

ow Hew Request ?
D 71

Mame Medium Personnel Request

Cateqgory Personnel and Resource Allocation

Description Personnel request for the following options:

Faculty/Staff Supplemental Pay, Staff Transfer,
Faculty/staff Title Change, Staff Hire Temporary.
Simple Personnel Reguest actions may also be
included with the above actions.

Enter a short description for
the request (optional}

Submit the request on behalf  [gq0re e}
of (optional)
D Mame Email Title
4323 Curtis Kilgore Curtis_Kilgore@bayl... Event Day Worker
2406 Pam Kilgore Pam_Kilgore@baylor...  Chief Pharmacist
7 Stephanie E. Kil...  Stephanie_Kigore@... Assodate Budget Dir...
Page |1 of 1 e Displaying 1 - 3 of 3

When you have finished entering the necessary information on this screen,
click the Start Request button to begin.

Tip:

» As long as you have NOT clicked the Start Request button, your request
has not started. If you change your mind about something, just close the
New Request tab in your workspace and nothing will be recorded in
BearQuest.
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Complete the information requested in the “request overview” screen.
Select the appropriate academic chair or department manager from the list.
Then select the appropriate school or division from the list. When you have
completed all the information — click on “submit.”

o Task: Reguest (vervsew Respeme] Dieial o PEqel Flow ey Commanty

P Ressrng This

ash

Aepisal e rvisw

Fi cor gesersl mqusnl et orranon

Aequesi Name i * ITS-Supplemantal Pay

Fiscal mar

Descrigtion

& * W1 -

Seminacs

Does Tig request involve payment o A noe-US clipen? &g * Ng |~

Deparcmental Informacion

Supplemencal pay for professional ataff who ceach ITS

Comsst Phone: aT04
Acad ChanDept Masager (if apphcabie) i Thomton, Ashiley -
SchoofCivsion g ° pnformation Tachnolgy Seniceas »
An astemsi (7 indicates & requined fieid
by

* You can change the name of your request at this point if you would like. A

unique name is helpful.

» If you are academic chair or department manager you do not need to
select yourself from the list. Leave this choice blank, and your requests
will be forwarded directly to your Dean or VP as appropriate.

» If you want to save your work and come back later, click “save a draft.”
When you are ready to resume work, find the request in your “open task”
list.

» Submit saves the data you have entered and moves the request to the
next task. There is no going back and changing something once you

have clicked “submit.”
* Don’t click submit twice.

» Be aware of times when “submit” means your request will be released for
review. This is usually at the completion of the budget form, but for
simple requests it is at the completion of the EMS link.

« “?”=help
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This screen is your link to the Employment Management System (EMS).
Click “Go to EMS.”

) Task: EMS Link [ Reguest Detal | iy Request Fow View | O Comments

EMS Link

This mequest reguires you 1o add adoiionsl infemation imlo the Employment kanegement System EMS) To nevigais o EMS, dick the "Go to EME™ buticn below and complete the equired sbers

Oroe you have completed all data endry in EMS. closs the EMS browser window and dick *Submit” below io complete this task and move the TETOE

=NOTE™ For Simpée Reguests, Title Changes, snd Faoulty/Stedf Transfers, digang Submit will Relesse the Reguest for Rewview

Save Oraft Subamet

Tips:

* When you click “Go to EMS” you will be opening a new browser window.

* Be careful —if you click “submit” before going to EMS, you will by-pass
EMS.
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\i\ Employment Management
& System

BearQuest ID 17407

You have now

When you have finished entering all of the EMS data for this request:

+ Close this browser window.

Opened a neW » Return to BearQuest and submit the EMS task to advance your request through the approval
H process.

window and you

. Close Window
are in EMS.

No personnel/position requests are associated with Request 17407
To initiate a new personnel action begin the interview below.

G lete this i ire to initiate a new personnel action:
Department Making Request: | Select your dept. |z|
Dept. ID:

Position Type: ~ Faculty © Staff

Action Requested: ---Se\ecl---lzl
Continue
Staff Employment Action Guide Faculty Employment Action Guide

Copyright @ Eaylor® University. Al rights reserved. Legal Disclosures
Baylor University Waco, Texas 76798 1-800-225-5678

Select your department name from the drop down list. Enter your TRAX
Departmental ID (no hyphens or spaces).

Mo personnel/position reguests are associated with Request 17407
To initiate a new personnel action begin the interview below.

Complete this guestionnaire to initiate a new personnel action:

Department Making Request: | [T3-Information Systems & Senices E
Dept. ID: 0281180

. -
Position Type:; — Faculty @ staff

Action Requested: [T NS VRR i |Z|
Continue

Tip: If you type in the first letter of your department name it will shorten
your scrolling time.
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Select “faculty” or “staff” as appropriate — in this case “staff.” Select the
appropriate personnel action — in this case “Supplemental pay — staff.”

MNo personnel/position requests are associated with Reguest 17407
To initiate a new personnel action begin the interview below.

Complete this questionnaire to initiate a new personnel action:

Department Making Request: | [TS-Information Systems & Services E
Dept. ID: 0281180

Position Type: - Faculty @ Staff

Action Requested: RN CINSETRREIC |E|
Note: You will only see the Continue

personnel actions that are
available to you based on the
request type you selected in
BearQuest. If you don't see the
action you need, you may have
selected the wrong request type.
You will need to start over with a
new request.

BearQuest ID 17407

Enter the .
Employee Information Employee Information
Baylor |D Supplemental Compensation ID 839
Information
number fOI’ the Compensation Distribution -
. Department Name: : —
person WhO IS Compensation Distribution - (last) (first) (middle initial)

Account

tO receive the Funding Sources
Funding Comments
supplemental

pay. Then |
click “next.” Next

Staff Emplovment Action Guide Faculty Emplovment Acti

Finish

Tip: Be sure to put the ID number if you can — there
are sometimes several people with the same name
or people don't “go by” their legal names. Make the
effort to get the ID number. If you can’t get it, or if
the person doesn’'t have a Baylor ID yet, enter the
person’s legal name.
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Enter the appropriate compensation information including the reason for the
supplemental pay. Be sure to click the appropriate box to indicate whether any of
the money for the supplemental pay comes from a grant or not. Then click “next.”

Remember: Supplemental pay is only appropriate for salaried Baylor employees.
Hourly employees should fill out a time card for extra hours so that overtime may
be calculated appropriately. Non -Baylor employees should be paid either as
vendors through a voucher (if it is a one-time event) or as temporary employees.

BearQuest ID 17407 Supplemental Pay - Staff Tracking ID SO

Employee Information Compensation Information

- Number of Amount Per
Supplemental Compensation 1 50.00
Tnformation g Payments: P:fvml_ent: ]
Compensation Distribution - Effective Date: 01/08/2013 Eat‘?:_t“’e En 01/08/2013
Department f -
Compensation Distribution - Reason for . Conducted Seminar for IT3
ACCOTE Supplemental Pay:

Funding Sources
Funding Comments

Finish

éFunding for supplemental pay does not come from grants or sponsored
research projects

Full or partial funding for supplemental pay comes from grants or

sponsored research projects
Previous Neat

If you are a new department click “yes” on this screen. If not (most cases),
click “next.”

Employee Information

T e e Total compensation for this position will be charged to the department as follows:

; Is this a new
Information Yes @ Na
7
Compensation Distribution - department
Department Department ID: 0281180
Compensation Distribution - Department Name: ITS-Information Systems & Svcs
Account

Funding Sources

Funding Comments MNext

Finish
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Select the account

from WhICh the Employee Information
I t " b ISr:\fE?;?QQE:ta\ Compensation
Su pp emen WI e Compensation Distribution -

Department

Compensation Distribution -
Account

Funding Sources

Funding Comments

915010 Supplemental - Adm & Prof E 100

paid — in this case
915010. Then click
“Save” and then

Finish

[ nccoun —— Tperceniogelamound

50.00 Cancel
Previous Next

click “next.”

Employee Information
Supplemental Compensation
Information

Compensation Distribution -
Department

Compensation Distribution -
Account

Funding Sources

Funding Comments

[ ccountlpercentagelamount |
Delete |915010 100.00 % $50.00 Edit

Do you wish to enter another account?
Yes @ No

Previous MNext

Finish

If you want to split the
payment between two
accounts select “yes”

and complete the
appropriate
information. If not
(most cases) click
“next.”

Enter the information about where the money is coming from to pay the
supplement. If you know a position number — enter it — otherwise enter
“unknown” or “na.” If you are requesting an allocation for the supplemental
pay or if you plan to pay the supplement from a non-personnel account

(9300), enter “0” in the amount field.

Once you have completed the fields click “update” and then

click “next.”

Employee

Information i
Funding Source(s):

Supplemental
Compensation
Information
Compensation

funding source.

NOTE: You will be requesting an allocation for any supplemental pay amounts for which you do not specify a

Dept.ID | Account | ___ Amount |

Distribution - Update
Department -Delete [TS2221 0281180 92[][]| 50.00

Compensation Iﬂl
Distribution - Total $0.00

Account Do you wish to enter another funding source?

Funding Sources Yes @ No

Funding -
Comments Previous MNext
Finish
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Tip: If you plan to pay the supplement with something other than money from
a personnel account — enter “NA” in Position number and “0” in the other
fields. Then enter the funding source on the BearQuest budget form. Make a
note of this in the “comments” box that follows.

CheCk the Employee Information

: ing g
Supplemental Compensation Funding Source(s)

1 : NOTE: You will be requesting an allocation for any supplemental pay amounts for which you do
flelds to Information not specify a funding source.

Mmake sure || Someensstenosubuton | e T

Compensation Distribution - Delete |ITS2221 0281180 9200 $50.00| Edit
they are Account Total  $50.00

Funding Sources Do you wish to enter another funding source?
Correct. Funding Comments Yes @ No

Then CliCk Finish Previous Next

“next.”

Add any clarifying comments; then click “finish.”

BearQuest ID 17407 Supplemental Pay - Staff Tracking ID S0

Employee Information

Supplemental Compensation Comments on funding:(Maximum 255 characters.)
Information

Compensation Distribution -
Department

Compensation Distribution -
Account N
Funding Sources
Funding Comments

Previous | | Finish |

Finish
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You have finished your action in EMS. You may either add another action
by selecting your department and your desired action, then clicking
“continue.” Or you may close the EMS browser (most cases) by clicking
“close browser.”

BearQuest ID 17407

When you have finished entering all of the EMS data for this request:

« Close this browser window.
« Return to BearQuest and submit the EMS task to advance your request through the approval

process.
Close Window

Listed below are existing personnel/position requests associated with Request 17407
To initiate a new personnel action begin the interview below.

| |TrackingID| _Personnel Action  |Description] | |

Select to edit/review  S018476 Supplemental Pay - Staff Delete Show summary

Complete this guestionnaire to initiate a new personnel action:

Department Making Request: | Select your dept. E
Dept. 1D:
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When you have closed the EMS browser window return to this screen in
BearQuest. Click “submit” on this screen to proceed to the next task in

”
BearQuest.
G} Task: EMS Link [ RequestDetal || 5y Reguest Fow View | 0 Comments
EMS5 Link

This reqguest reguires you o add sdditional informetion irmo the Emgloyment Mansgsment Systam (EME)L To navigeis io EMS, dick the "Go to EMS5S” bufion below and complebe the meguined sbeps

Go to EMS

Cmoe you heve completed all dada entry in EMS. dose the EME beowser window and dick * Submit” below o complete this task and move the request foreasd

"*NOTE"™" For Simple Reguests, Title Changes, and Faculty/'Staff Transters, didong Submit will Relesse the Request for Reweew

Save Draft

Tip: “Submit” at this point will take
you to the budget form — since this is
a “medium personnel request” — but
be aware if it were a simple request
— you would be releasing your
project for review. Always read red
notes on the screen.
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This is the budget information form.

Notice some fields are marked “(from EMS).” These are fields for which information
has been copied from EMS for you. To make changes to these fields you will have to

return to EMS. You may not make changes to those fields directly in this form.

(For

more information on how to return to EMS to make changes see the XXX section in

this reference guide.)

You may enter information in the other fields as appropriate.

When you have

completed this form make sure you have selected “release for review” from the

droop down menu. Then click “submit.”

W Baylor Portal || :5; Start Request

[[] Request 17407 - ITS- Supplemental Pay Test

.7 Task: Enter Budget Information ] Request Detail aau Flow View

Budget Questionnaire

Enter year 1, 2, & 3 anticipated costs {numbers only - no dollar signs or commas)

For assistance with certsin costs, click on Budget Guidelines

*=ENOTE*** Data elements not labeled (from EMS) are for additional anticipated costs or funding not already entered vis EMS.

Amount

Year 1

Personnel
Salary (from EMS) 50.00

Fringe (from EMS) Rili]
Personnel Funds (from EMS) 50.00

Met Personnel Costs £0.00 £0.00

Funding Sources
Gifts
Grants
Endowment Income
From Current Operating Budget

Specify Department(s) supplying above
funds

Other Sources
Grant & Other Funding (from EMS)

Total Funding - Mon Personnel %0.00 £0.00
Total Funding (incl. Personnel) $50.00 £0.00

Total Allocation Requested $0.00 £0.00

£0.00

Year 3 Note: Clicking submit

at this point will

release your request

00 to the next reviewer.

draft” instead.

If you are not ready to
do that, click “save

$0.4
$0.4

$0.4

Tip: If you discover you have
made mistakes in EMS, you
can still correct them at this
point by going back to EMS.
To do so click on “review EMS

requests.” Then read the

instructions in red regarding

how to proceed.

e TE* ==

If you have made EMS Revisions and wish to see the changes before releasing, select Data Refresh below and click the Submit button at the

Release for Review v

Tip: “Save Draft” at this point will
allow you to save what you have

completed up until this point. Any
unfinished work (a request that has
not been released for review) will
now appear as an open task(s) for
you.

5 raft Submit

28




When you have submitted a request for review, you will see this screen. It
shows you the request number and the status of your request (pending
departmental review). You can choose to view the forms or add comments
or return perhaps return to the home screen to make a new request.
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. e Bs Rl Svees Sy e NTAEOW =531 AN

[~ T sahiee TV HH T AN
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General tips for using BearQuest

* If you print things from BearQuest — you may need to experiment with your
margins to find the right page size.
» Check your requests after you have released them — otherwise, you may not

know if changes have been made by the various reviewers. (They should
send you an e-mail, but it may be easy for them to forget.)

» Get in the habit of checking your Discussion tab.
 To delete a request (for example if you made a mistake and what to start

over) send an e-mail with the ID number of the request you want to delete
to stephanie_kilgore@baylor.edu.

* To find the ID number for a particular request quickly, look under All My
Requests, or on any of the lists on the navigation pane.

* If you release a request for review and then realize you need to change
something, you will need to contact the next reviewer and have them send
the request back to you for revisions.




What if your request gets sent back for revisions?

Sometimes when you submit a request one of the reviewers/approvers will want
you to change something and will send it back to you for revision. When this
happens you will receive an e-mail something like the following.

%um: bearquest@baylor.edu Sent: Fri 2/8/2003 8:32 4
To: Thornton, Ashley

Co

Subject: General Notification for Request: POD - Mew Training Specialist Postion, Current Status: Revise request to owners

You are being asked to revise the following request:

REQUEST SUMMARY

Request #: 653

Request Name: POD - Mew Training Specialist Postion
Request Type: Complex Personnel Request

Requested by: Ashley Thornton

Current Status: Revise request to owners - 2/8/2888 8:31:31 AM

The reviewer who made this request should have entered revision notes at the time of his/her review. These revision
notes will appear at the top of your Request Overview form for this request. This form will now appear again in the "My
Open Tasks" section of your "My Dashboard" tab in BearQuest. Please go here to complete your revisions and submit the
request again.

To view the details of this request including the task history and last reviewer who sent this reguest back for revision
click the following link:

https://bearguest.baylor.edu/iwrequest/dashboard/summary.aspx?instance id=56b8z177-af67-4d78-b7a9-323604238caef
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Bear uest ‘

My Dashboard i35 Baylor Portal Iﬁ My Requests

[} Start A Request | —4 Viewing: My Open Tasks = | -4 Search %
My R s o
5 ¥ Reques U My Open Tasks
o# My Tasks iew Assigner
My Past Due Tasks
ation

My Completed Tasks

3# My Open Tasks

If you click on the link in the
e-mail it will open
BearQuest and take you to
the task summary for the

Tesk Type request in question. To
Task Assigner make the change you will
Form

need to click on “My open
tasks” and find the request

in your open task list.

If you see a status of
“Revise request to owners”,
this means you have a
revision to make.

Click on the Open icon
to complete your task. | «

| Bayior Portal = E‘S':t%e—qu.-st &l &9 My Open Tasks ®/|| .0 Request 9392 -

L My Open Tasks
Ooen  Task Task Type
0 Request Dverview Form

“sgigned D... Pn
DT22R2010 10:58 AM

&  Enler Budgei informabaon Fonm O7222010 10:44 AM
& EM3 LNk Form 07222010 10:35 AM
& EMSLink Form 072172010 326 PY
& EWMSLink Form Q72172010 2-58 PM
&  Fequest Dverview Fonm 05182010 4-32 P
& FRequest Overvigw Foem 06182010 333 Pu
& Request Dverview Form D51 B2010 314 Pu

SOM - new Staff posttion

5382
9359
B335
2398
53596
0373
gar2

sm

Request il Request Name esl Sintus
SOM - new S181T position Renise requast 1o owWners

5| g8 My Open Tesks /|| 48 My Open Tasks /| 25 Request

TE-Supplemental Pay Started
TS = Suppiemantal Pay Slarted
TS-Rapiace Profesaos Startad
AEA-FBTT Suppiemantal Pay Sartad

A AN

ECS - Replace Academic Adviser  Starbed
ECS — Replace Academic Adveor  Starbed

Replace Admin Asscciabe Started

s, B0 0. B *L"-u—-dﬁ. W‘*.j.m,_ﬁ’*"‘n‘ -\.nv\n,"‘ P ’H“"ﬂ
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The comments from the reviewer will appear at the top of the request over view

screen. To make revisions, click “submit” until you reach the form where you need
to make your revisions. In this case the budget form.

b Task: Request Overview [ | RequestDetal 2 Reguest Flow View

._ Comments

ﬂﬂﬂuign This Task

Request Overview

Fill put gereral mouest mlormadon

Revision Comments from reviewer Flease include coat informatiom for :‘a:nlsslnqs,h
These commenis were enterad by the travel, etcc. on budget form. o
reviewar that caled for & révision to
the request.

/

Request Name: L] -

POD - New Training Specialist
Fiscal fear (7] = M1l W
Descrigtion g Test

Does this request invalve payment 1o 8 non-US cilizen? L] .

No |~
Departmental Information
Contact Phone: * BT04
Achd. ChaiDept. Manager (if applcatie) b
SchoolDnision &) * Arts & Sclences

An gsterisk (%) indicales & required feld

Save Drafl Submi
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Make the needed revisions, then click submit. The revised request will be re-routed
through the appropriate reviewers.

) Task: Enter Budget Information | || RecuestDatal | i Request Fiow View | 0 Comments

Amount
Recurs Year 1 Year 2 Year 3
Yearly?
Personnel
=] Salary (fom EMS)| 11544 00
= Fringe (from EMS)|  883.12
Faculty Startup Cosls[ _ _
B Persomnel Fonds (ﬁ"“‘| 9691.00 00 00

mrd 150.00

—

Computer|

N

Other Technology|

Other Equipment|
Operating Expense [

Telephone|
Travel|

Supplies|

Contract Smicesé

=1 Library Materials
[l Construction &
Maintenance
Student |
| Tuition Remission|

Fl GA Stipends|

] Work Study|

Total Non-Personnel |
Costs |

Funding Sources

Il Gits|

[} Grante|
From Current Operating
Budget|

E Endowment ].ncum:'

Specify Department(s)

supplying above funds

] Other Sources|
Grant & Other Fmd'ngi
(from EMS)

Total Funding - Non

Personnel

Total Funding (incl
Personnel)

Total Allocation
Requested

3239.00
ISS,ZSQ 00 $0.00 50.00
im.asu.m $0.00 50.00
ivSﬁﬂQ.BE |s0.00 50.00

|Raview EMS Requasts|

*HOTE™ i you have made ENS Revisions and wish io see the changes before releasng, select Cato Refresh below and cick the Submi button at the bottom of this form. Diherwise clck Submi

Release for Review |~

Save Draft Submi
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Reviewing information you have already released for
review

Once you have completed a form in BearQuest and clicked “submit” that task is no
longer open to you to make changes — but you can view the information you have
entered by going to the Request Detail tab.

You can get to the Request Detail tab by going to All My Requests and clicking the
view icon for the request you would like to view.

1 Repsest Dt 5, Remeet P Ve Lot
Sammany
S e Troe S g Oen Serng e
FE] SO0 - e e e i gy B erpemtt [1) Fmrirng D A1 B by iy Sally L TR AT 138 WILHD HEA,
e T ]
- ot By
] e s Pl Dt vt ey
| Salylse
| L shatchaie

e Fores | Ervtae Bkt bohirmatins Sl s

s brame

L] e e, Gt Diean. B Liptinte:
Tauk mtary
3 1, Wrquest Overview Statue (nepleted  FTI2/2008 195200 AN Tyse Form Secpents desgrad: | Sscpris Compiemd: |
¥ SgugwdTs BallyUsey Sats Completed 7/72/3000 105300 AN Trmacied s
Az liaor SO0 new St postsn
Cesrener: best
P rean 2010
Carvaart Prane | §784
Aca Char gt Manager I appica
T Desiman: Arts B Sciencry
Commi i e P farynss] B @ L LY
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¥ S Absageed i Deas/ AP Dlls| Corepleted F/RLI000 IRSEFSAM T Gemsral Bollbistnn Aobens imgead 55 Seieel Cemesd 55
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you entered into EMS Comleted forms :
for this project go to i ’

“EMS link” and click <ﬁﬁ e
“View Form” = e ;

= Wiswy Forsi:  Ervier Budget Informalion
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Task History /
= 1. Request Overview Status: Completed 7/22/2010 15212 AM Type: Form  Recoents Assgned: 1
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This will take you to the EMS link form, where you can click “go to Ems.”

<A https://bearquest. baylor.edufiwrequest/dashboard/formatted_view.aspx?newwin=trueftireciptask_id

| Fle Edt view Favorites Tools Help "

> D ¥ B @ Oserh [Prrmones @ -1 & - [ JE B

address (] https: [jbearquest.baylor edufimrequest{dashboard/formatted_view, aspxznewwin=trueBirech ¥ EGD Links > | (@ Snagnt '

| Google |G- v Goo g B+ % Bockmarksw E21blocked WP check v () settings—

Favarites e Al
EMS Link

add... [ organize... n [
|2y Links *~ EMS Link
& M. com
&] Radio Station Guide This request reguires you to add additional information into the Employrment
aea Management Systerm (EMS). To navigate to EMS, click the "Go to EMS”

button below and complete the required steps
) Administrative professionals

Eyanger Goto EMS
123 appreciative inquiry Once you have completed all data entry inEMS, close the EMS browser window
[ Ashley's Bookmarks and click "Submit" below to complete this task and mave the request forward. v
1 = blackgospel FNOTE™ For Simple Requests, Title Changes, and Faculty/Staff Transfers, B
253 Biacks to consider clicking Submit will Release the Reguest for Review. v
[ Channels ;
|5 Christian Management -
[C2) competencies v
CI
|53 conflict resolution ose -
) cupholder @ o
&) Done 2 @ Trusted sites v

Which will take you back to the EMS browser where you can click on
“show summary” to view — but not change — the information you entered in
EMS.

BearQuest ID 17407

When you have finished entering all of the EMS data for this request:

» Close this browser window.
=+ Return to BearQuest and submit the EMS task to advance your request through the approval

process.
Close Window

Listed below are existing personnel/position requests associated with Request 17407
To initiate a new personnel action begin the interview below.

Tracking ID|__Personnel Action | Description] | |

Select to edit/review  S018476 Supplemental Pay - Staff Delete Show summary

Complete this questionnaire to initiate a new personnel action:

Department Making Request: | Select your dept. E|
Dept. ID:

You can use this method to view (but not change) any form that you
have completed in your request even after it has been released.
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Information for Reviewers

Receiving a review task

When a request is ready for your review, you will receive an e-mail similar
to the one below. You can click on the link to go directly to the form to

complete your task.

_,, = & F 7 Integrify EC Review - 419: MCF-Abolish Faculty PM - Message (Plain Text) =i S
! & i —
-’ Message Add-Ins 7))
: . < = Y| 34 Find
1 =4 = x Ty jj % Safe Lists - = v ¥
i _"é —J S @/ _IE _I % Related =
Reply Reply Forward Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as
to All Folder= Rule Actions~ || Sender - Up~ Unread || Wi Select~
Respond Actions Junk E-mail {F] Options i Find
From: bearquest@baylor.edu Sent: Mon 1/28/2008 10:07 AM
To: Thornton, Ashley
e
Subjeck: Integrify EC Review - 419: MCF-Abolish Faculty PN

REQUEST SUMMARY

Request #: 419

Request Name: MCF-Abolish Faculty FIN
Request Type: Simple Personnel Request
Requested by: Mark Falsone

Current Status: Pending EC Review - 1/28/2088 18:86:48 AM

To view the details and complete your task for this reguest click the following link:

https://bearguest.baylor.edu/iwreguest/request/run task.aspx?ireciptask id=dd35788b-

A

aedl-41af-bdad-788dac2fcads

4]

Tip: If you would rather handle several of your reviews at once instead of
responding to individual e-mails. You can go to “my open tasks” at any time to see

a list of all the requests that are waiting for your review.
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When you click the link in your e-mail, you will go directly to the form

which you need to review .

o Task: Request (vennew :lﬂMLDrInJ snn PEgEl Flow Wiew

ﬂ Resvugs This Task

Request Ovarview

Fif g preersl mquent - armanen
Aequest Name g ~
Fiscal Vesr i *

Descrition i

Does Mis raquest invebve payment 1o 8 nea-US clizen? g *

Departmental Information
Comest Phane:

g ChainDepl Manager (if applzable] (¥

SchoodDiesion &8 "

Ar asisnsk (%) iadicares & required fiefd

IMS-Supplemantal Pay
Wil -

Supplemencal pay for professionsal staff who tesach ITS
SEminacs

Ho |»

a4

Thormtan, Ashiey -

nformeton Technology Serices b

Save Draf Subimi

When you get to the end of the form, you will see your choices regarding
the request. If you reject or send back for changes, be sure to include a
note to the requestor explaining your reasons, or what changes are

needed.

Select review
choice *

Complete Your Review for Release

==NOTE*™ If you have made EMS Revisions and wish to see the changes before releasing, select Data Refresh as your
review choice and click the Submit button at the bottom of this form.

If you select
"Back to
Reguestor” or
“"Reject™

Dezcribe revigion
needed from
requestor or
reason for
rejection.

An asterizk (*} indicates a required field.




General comments for reviewers

» Make sure your BearQuest e-mail is not going to junk.

* If you find you are getting an overwhelming number of BearQuest e-
mails, you might want to set a rule to file them in a folder separate from
your inbox.

* If you make a change to someone else’s request, please add a
comment and send an e-mail to the requestor through BearQuest.
Otherwise, they may not know of the change. This will also help keep a
record of changes made.

» To see what the proposer entered into the Request Justification, go to
“‘Request Summary.” In the completed forms section, click on the “View
in Window” button next to “Request Justification.”

If you are a member of a reviewer group (such as a Dean reviewer group+,
here are a few things you may want to keep in mind:

» Everyone in the group will get the e-mail notification that there is an open
task.

* Once one person in the group takes action on the task it is closed to
everyone else.

 If the request is “re-looped” at a later point in the review process, only
the person who took action will get the notice of the “re-looped” request.

» To see which of the assigned people actually completed the task , go to
the request summary for the task , then scroll down past the completed
forms to the task history. Click on the “+” next to the applicable review
step.
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Naming

Naming convention — academic departments:

The naming convention for academic departments is “college-
department-position”. For example, if the business law department
in the business school were requesting a new ethics professor it
would be “HSB-BL-Ethics Professor.” If the religion department
were requesting a new Old Testament professor it would be “AS-
REL-OT professor.” This naming convention will make it much
easier to organize and manage the long list of proposals.

Preferred abbreviations for the schools:
» College of Arts and Sciences (AS)
» Hankamer School of Business (HSB)
» Honors College (HC)
* Louise Herrington School of Nursing (LHSON)

» School of Engineering and Computer Sciences
(ECS)

» School of Education (SOE)
» School of Music (MS)
» School of Social Work (SWO)

* Truett Seminary (TRUETT)
Naming convention —administrative departments:

The naming convention for administrative departments is
“department-position.” For example, if an area in ITS were
requesting a programmer it would be “ITS-Programmer.”



Approval Path Summaries for Request Types

Complex Personnel Request: New faculty/staff, replacement
faculty/staff, faculty/staff salary or classification change:

* Proposer releases for review

» Academic chair/Department Manager
» Dean/AVP review

* Comp and benefits

* HR

« EC

* Budget review

» VP for finance and admin review

Construction Request: Request for construction only

Grant funded position request: Personnel request for a position or

* Proposer releases for review

» Academic Chair/Department Manager

* Dean/AVP review

* Facilities Management

» D&C Services and/or Building Services for design and estimate
* Facilities Management

* Budget

* VP for Finance & Admin

If approved:
» Building Services for detailed estimate

* Facilities Management

* Financial Services

* Budget Office

» Building Services to prepare requisition

positions funded by grants. (Do you want to mention anything
about C&B reviewing if no profile chosen?)

Proposer releases for review
Academic chair/Department Manager
EC

OosP

HR approval
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Medium Personnel Request: Faculty/staff supplemental pay, staff
transfer, faculty/staff title change, Staff hire temporary:

* Proposer releases for review

» Academic chair/Department Manager

* Dean/AVP review

* Comp and benefits

* HR

e EC

* Budget review

Non-personnel/ non-construction request: Requests that contain
neither personnel nor construction components.

» Proposer Releases for Review

» Academic Chair/Department Manager

» Dean/AVP review

« EC

* Budget

» VP for Fin ance & Admin

Simple Personnel request Faculty/staff separation, faculty/staff
abolishment, faculty transfer:

* Proposer releases for review

» Academic chair/Department Manager

» Dean/AVP review

« EC

* HR

Faculty Hire Request: Personnel request to hire an individual into an
approved, existing faculty position:

* Proposer releases for review

* Academic Chair

* Dean

« EC

* HR



Accessing BearQuest off-Campus

» To access BearQuest from an off-campus location — Use VPN. For
instructions for installing VPN go to www.baylor.edu/its/VPN or call the
Helpdesk (4357)
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