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Opportunities for HR Partners and Employees

FYI Fridays
• Making Handshake Work — Common Issues and How to Fix 

Them: October 4, 11:00 a.m. Register in MyTrack.
• Raise Your Research Profile with ORCiD and Elements: October 4, 1:00 

via Zoom. Researchers will learn the advantages of an Open Researcher 
and Contributor ID (ORCiD) profile and will be introduced to Elements, 
UO's new faculty personnel tool. Register in MyTrack.

• You're an Expert, and You Want to Get Paid: October 11, 11:00 am  
What rules and regulations do faculty and other UO employees need to 
consider before accepting outside compensation? You'll have time to 
ask questions and will receive reference materials. Register in MyTrack.

• Transportation Options at UO: October 18, noon - 1:00 p.m. Learn 
about options for getting to and around the Eugene campus! If weather 
permits, we will take an interactive tour of bike amenities and bus 
options. Register in MyTrack.

Opportunities for HR Community of Practice (HRCP)

• Building your HR Practice – HR Structure at UO October 9th at 1:00 
pm and October 15th at 3:00 pm Register in MyTrack

• Creating an Engaging Workplace - HRCP Professional Development 
Workshop Series Join us for an informative and interactive workshop 
designed to provides tactics and techniques for understanding and 
creating engagement.  Part of professional development series for 
campus HR practitioners. November 7 from 9:00 am – Noon Register in 
MyTrack

• I-9 Employment Eligibility Workshop with optional International 
Hire Documents Training: Next session is October 2 at 10:00 a.m.; offered 
monthly via Microsoft Teams. Sign up in MyTrack.

• Payroll and other UO business trainings on a variety of topics are 
available in MyTrack. Please search by topic or check the MyTrack 
calendar or library.Benefits Fair: October 10, 10:00 a.m. to 2:00 p.m., EMU Crater 

Lake Rooms. No registration required. Meet UO benefits and 
PEBB representatives and many other benefit providers. Learn 
about your core benefits as well as others you might not know 
about! 
See also the Benefits Open Enrollment web page for additional 
resources and helpful sessions. 

Save the Date - Oregon Chapter CUPA-HR Fall 
Conference, November 1st, 2024, Chemeketa Eola 
Campus, Salem
https://chapters.cupahr.org/or/

https://uomytrack.pageuppeople.com/learning/3888
https://uomytrack.pageuppeople.com/learning/3887
https://uomytrack.pageuppeople.com/learning/3889
https://uomytrack.pageuppeople.com/learning/3890
https://uomytrack.pageuppeople.com/learning/3884/timeslot/283993
https://uomytrack.pageuppeople.com/learning/3966/timeslot/284355
https://uomytrack.pageuppeople.com/learning/3966/timeslot/284355
https://uomytrack.pageuppeople.com/learning/2201/
https://uomytrack.pageuppeople.com/learning/
https://hr.uoregon.edu/benefits-annual-open-enrollment
https://chapters.cupahr.org/or/
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Dates and Deadlines
Hire and Pay Action Deadlines
Please see the link to web page for a full list of deadlines for New MyTrack Offers, Renewal  Appointments and PRFs:  
https://hr.uoregon.edu/deadlines-new-mytrack-offers-renewal-appointments-and-prfs

• September and October hire and pay documents are past due.
• The deadline for HR Ops to receive November documents is Tuesday, October 15.

Make sure you allow plenty of time to generate the documents and obtain all required approvals. These deadlines help University HR get 
documents to the Payroll office for timely pay.

Related deadlines:
• Pay document deadlines (Payroll)
• GE ePRF deadlines (DGS)

Please build in time for your business office to generate the renewal, offer, or pay documents and obtain all required approvals, with time to meet 
the monthly deadlines. These deadlines will help us send documents to the Payroll office by their payroll document deadline.

HR Operations and Payroll reminders: Please take another look at the reminders from our September HRCP meeting. Especially important for 
September: If hire or job change paperwork was submitted late, please be up front with your employees to let them know their pay may be 
delayed. Communicating this now will help manage expectations on payday.

https://hr.uoregon.edu/deadlines-new-mytrack-offers-renewal-appointments-and-prfs
https://ba.uoregon.edu/payroll/hris-deadlines
https://graduatestudies.uoregon.edu/academics/policies/ge/ge-hiring-process
https://ba.uoregon.edu/payroll/hris-deadlines
https://hr.uoregon.edu/sites/default/files/2024-09/HRCPSeptemberFollowup.pdf
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Agenda
• Review of training, dates and deadlines, agenda review – Sue Russell, Director HR Community of Practice

• Upcoming Opportunity: HRCP SharePoint – Sue Russell, Director HR Community of Practice

• Updates:
o MyTrack Change: User Interface for Position Descriptions and Requisitions – 

Jenna Schuttpelz, Director Talent Acquisition, Class & Comp (TACC)
o Benefits Open Enrollment – Cindy Huie, Benefits Coordinator
o Operations Updates – Katie Bonomini-Smith, Senior Associate Director HR Operations

• Forms Submission correction notifications
• TRP Upload Form
• Employee Roster Audit and Update Report modifications
• Forms "My Documents" reminder

o Workplace Harassment and Discrimination Prevention (WHDP) - Tiffany Lundy, Learning & Development
o Communications updates – Anna Duncan, HR Communications Coordinator

• Presentation:  Microsoft Copilot (Opportunities and Risks) - Jeff Jones, Director of Digital Work Experience

• Meeting wrap-up - Sue Russell, Director, HR Community of Practice
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MyTrack Change: User Interface for Position 
Descriptions and Requisitions

Jenna Schuttpelz, Director Talent Acquisition, Class & Comp (TACC)
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NEW! Navigation menu for Position Descriptions and Requisitions in MyTrack

• Replaces former "tab" model across top of PD or requisition 

• New side menu navigation to access Notes and Documents

• Added "jump to" navigation based on main headers 

• Note: Following screenshots are from an UHR view as we had advance access 
and testing and may not perfectly match your view within the system

• Questions?  Email us at talent@uoregon.edu 

mailto:talent@uoregon.edu
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Position Descriptions: Before
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Position Description: After
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Position Description: After

Be sure to scroll!



10

Requisition: Before
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Requisition: After
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Operations Updates
Katie Bonomini-Smith, Senior Associate Director HR Operations

• Forms Submission correction notifications
• TRP Upload Form
• Employee Roster Audit and Update Report modifications
• Forms "My Documents" reminder
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Workplace Harassment and Discrimination 
Prevention- Training Update

Tiffany Lundy
Learning and Development
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• New annual training requirement: 
Workplace Harassment & Discrimination 
Prevention (WHDP) training. 

o WHDP and Understanding Sexual Misconduct 
training will be combined into one training

• Updates to Title IX specific to reporting 
obligation changes
o Direct messaging to employees

Launch- last week of October

• All employees are required to complete
- 90-day completion window

• E-Learning module in MyTrack
• Alternate or in-person options will be available for 

those without access to workstations

• Monthly leadership reporting process
• Additional reporting around completion due date

• System reminders that will go out to employees as 
the date approaches 

Email MandatoryTraining@uoregon.edu with any questions. 

mailto:MandatoryTraining@uoregon.edu
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HR Communications Updates

Anna Duncan
HR Communications Coordinator
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Newsletters: HR 
Partner role

• Around the O Workplace is now just Workplace.
• Tuesdays at 2 pm to all employees.
• Community news, employee updates, learning 

opportunities.
• Your role: use articles to share and reinforce 

information with employees.
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Newsletters: HR 
Partner role

• On or about the 20th of the month
• HR deadlines, events, policies, trivia, jobs, 

and reminders.
• Your role: 

o Share the News for Your Unit.
o Be familiar with the News for the HRCP.
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UO Alerts 
expansion • UO Alerts: notifications of imminent threats to health 

or safety. Webpage, emails, and texts.

• New audiences can now sign up for UO Alerts texts.
o Campus visitors, parents, neighbors, etc.

• Sign up via text to 333111.
o UOEUG (Eugene campus alerts).
o UOPDX (Portland campus alerts).
o UOOIMB (Oregon Institute of Marine Biology).
o UOSummer (Eugene campus, summer only).

• If you already receive alerts for a campus, don't sign 
up again—you'll receive two messages.



32

Microsoft Copilot (Opportunities and Risks)

Jeff Jones, Director of Digital Work Experience
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Meeting wrap-up
Sue Russell, Director HR Community of Practice

• Professional Development and Resources  - 
• CUPA AI Toolkit at https://www.cupahr.org/knowledge-center/toolkits/ai-in-he-

hr
• Higher Ed HR in the Age of Artificial Intelligence: A Human-Centered Approach 

https://www.cupahr.org/issue/feature/higher-ed-hr-in-the-age-of-artificial-
intelligence-a-human-centered-approach/

• I thought I saw it somewhere... "How to Read and Understand Your Earnings 
Statement" in MyTrack https://uomytrack.pageuppeople.com/learning/3845

• Next meeting: November 6, at 2:00 pm



The next meeting will be
Wednesday,  November 6 at 2:00pm

Thank you for attending today's HR 
Community of Practice Meeting
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