Overview:

8.9 HRMS Step by Step Guide
Add Employment Instance - Workforce Administration Module

This guide provides instruction for:

% Adding an employment instance (additional job/concurrent job) for an existing employee. If the
employee has one or more terminated jobs in HRMS, the system requires re-use of one of
those. The system will select the employee record number that has been terminated for at

least 45 days.

Typical examples of when to use Add Employment Instance for an additional/concurrent

job:

0

% Hiring an existing POI (Person).

Hiring a student with more than one job
Hiring a student for a summer position as well as academic year position
Hiring a faculty as chair in addition to academic year position
Hiring a faculty for a summer position as well as academic year position
Hiring a current classified or professional employee as an instructor
Hiring a retired employee

% Completing the hire process in Job Data for a person who’s Personal Information was entered

in Add a Person, but Job Data entry was not completed. Refer to Step 18 to finish the job data
entry for the new hire.

Note: The screen shots used in this guide may not be representative of your access.

1. Navigate to Search
for Matching
Persons

] Workforce
Administration

[ Personal Information

1 To begin, verify that
the Person does not
already exist in
HRMS

[] Click on search for
Matching Persons
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University,,
Menu =
Search:
i |®

[z My Favorites

[» Reports and Reviews

I Recruiting

= VWarkforce Administration

~ Personal Information

[ Biographical

[ Organizational
Relationships

I» Personal Relationships

[z Citizenship

— Add a Person

— Modify a Person

— Person Organizational
Summary

— Search far Matching
Persons

I Job Information

[> Plan Salaries CU

[ Warkforce Reports
> Compensation

[ain Menu

Personal Information

T _PPL Home e

Mairtain informstion about & person regardless of Jobs. Test descr

Add a Person
Addd & newe person to the system

E“ Search for Matching Persons
Search for peogle inthe dstabase using
flexible SearchMatch criteria

| Personal Relationships
© Creste or mocify the relationships that 2
person has

EEmeraency Contact

Maodify a Person
Madity & person's basic information, such as
name and contact information.

“] pioaraphical

Maintsin hiographic informstion for a person

including names, addresses, drivers licenses,

bank accounts, etc

=l Add & Person

ElModity a Person

EIDriver's Licenss Data
2More..

#] Citizenship

Citizenship, Yisa, Permits information for &
Person

= identification Data
ElEmployee Presence Test LISA

Add Employment Instance - Workforce Administration Module

T

Person Organizational Summar
Yieww a summary of all the organizational
relationships for & person.

= Organizational Relationships

Create or modity the organizationsl
relstionships that & Person can have.
Eladd 5 PO Relationshin

ElMairtain a Person's POl Retin
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: : UnIVersityp,
2. Search Criteria Colitado
page displays Menu B )
Search: New\u’\l'int:low|,'.{%1I -
[l Enter as many I:D Wy Favaries B Gk
e Search Criteria
- - ports and Reviews
fields as available b Recruitng
. = Workforce Administration Search Type: Person Ad Hoc Search
| Name f|e|ds are = Personal Information
. I+ Biographical SearchParameter: ADHOC_CU1 ADHOC_CU1
Case Sensitive beiganaatonal -
Relationships ‘Search Result Rule |
. [» Personal Relatianships See e |
D C“Ck Dggézen;hlp Search Result Code: [apHOC_RES_GU Q@ Adhoc Results CU
e 8 rFerson
— Modify a Person User Default | Bearch ClearAll | Cary D Reset ]
— Person Organizational
Summary Search Criteria
Search Fields Operand Value

I> Jab Information First Name | Begins With v [Haywire Q

b Plan Salaries CU
[ Workiorce Reports
[> Compensation
[ Tirne Collection Middle Mame Beging with | | Q&
= Workforce Development
[> Organizational Development
I> Enterprise Leatning
I» Reporting Tools
[- PeopleTools
— hiy Dictionary

Last Name |E|Egiﬂ5W\1h v |zond a

Diate of Birth Equals ¥ | E]

Mational Id |Elegiﬂ5W\1h v | a
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3. Search Results
page displays

Uniwj:;r;itygf

L 010Trado

) =
[] Click on the Show New indow | B, 4

all Columns icon
==, to display N
search results from
bOth the ReSUItS tab Result Code: ADHOC _RES CU Adhoc Results CU

and the Addltlonal | Search ResufSummary Return o Search Criteria
Information tab Number of ID's Foing: 1

Search Resuits

Search Type: Person AdHoc Search

Sén(ch Parameter: ADHOC_CU1 ADHOC LM

Search Order Number: 8_AdHoc Search

1 If the person does

! Search Results Custormize | Find | view &1 First | 1o | Last
not eXlSt’ do not f Results Addltional Infarmation
. . h h . EmpliD First Hame Middle Hame Last Hame Date of Birth National ID
continue with this 1 CarwlDi 189261 Hawire Gohe 061011952 00g

guide. Refer to the
appropriate Hire
step-by-step guide

"1 When the person
exists in HRMS, go
to either Step 6
Review Job List, or
Step 10 Add
Employment
Instance

4. All columns of
search data display University,

raco

010

[E»

Mew Window | B #

[] Click on the Person
Organizational Summary

link to see more

Search Results

data about the Search Type: Person Ad Hoc Search
Search Parameter: ADHOC_CLH ADHOC_CUn
p Result Code: ADHOC_RES_CU Adhoc Results CU
| Search Results Summary Returr to Search Criteria
Number of ID's Found: 1
Search Order Number: 10 C8_AdHoc Bearch
Search Results Custormize | Find | Wiewe &I First e [ e
Middle Name Hational ID
Ferson
1 CarrylD | 189261 Haywire Gong 061101952 =008 Organizational
Summary
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5. Personal
Organizational

Summary opens in

new window

1 Displays

Employee and POI

records

6. Review Job List

] If more job details
about this employee
are required before

adding the
Employment

Instance, refer to the

Job List Review

Navigation:

'] Reports and
Reviews

(1 Job Information

] Job List

7.Job List Search
page displays

[1 Enter one or more of

the search fields

) Search
[ Click eart

5/3/12007

Universit
Co y)ﬂ_‘f‘ do

(=3

Person Org Summary

Gone, Haywire

=~ Employment Instances
ORG Instance: ]

HR Status: Inactive

Assignments

Last Hire:
Payroll Status:

08/31/2006

Terminated

Termination Date:

5
Customize | Find | G

Emplidt: 189261

Finc | view all Fiest [ g ar s ] Last

021202007

First [ 4o ] Last

ELReturn ta Search | [=] matity |

Umvirsnyo{ "
L UI0Tall

Menu =]

2

— Benefits with Mo
Earnings

— Contract Pay

— Employees on Leave of
Absence

— End Of Appointment

—Job Status

— Personnel Actions
History

— Personnel Roster

— Salary History by
Department

— Salary History by
Ernplioyee

— Ternporary Ernplovess

—Job List

— Joh Summary

— Wtork Study

— Leave Accrual Sumrnary
[ Payroll and Time
Collection

&> Personal Infatmation
[ Position
[ Recruiting
[> Training

[ Recruiting

[ Workforce Adrinistration

> Compensation

universit
ersitioy

oraao

Job List

Find an Existing Value

P
W Job Information

Job Infarmation

E Benefits with No Earnings

Benefits with Mo Earnings

E End Of Appointment
End Of &ppoirtment

ﬁ" Personnel Roster
Personnel Roster

Temporary Employees
Viewy & list of all employees marked as

temparary

= Work Study
Wiork Study

Enter any information you have and click Search. Leave fields blank for a list of all values

0 Home Inactive Terminated  02/21/2007 UcoLo 10261 08/31/2006  02/20/2007
| Person of Interest Instance
Custormize |Fin | B First || 404 "] Last
Person of Interest Type Empl rcd# S 5 Bepgin Datel End Date

Contract Pay
Cortract Pay

Job Status
Job Status

Salary History by Department
Salary History by Department

Job List
Job List

Leave Accrual Suninal
Leave Accrusl Summary

EmpliD: begins with

Hame: begins with

Last Name: | beging with

w
“
~
~

National ID: | beging with

Search

Clear | Basic Search [E) Save Search Criteria

Add Employment Instance - Workforce Administration Module

=l

=

Plesw Window | Custormize Page |

Emplovees on Leave of Absence
Employees on Leave of Absence

Personnel Actions Histo
Personnel Actions History

Salary History by Employee
Viewe each salary change for an employes
during & specified time period

Job Summary
Displays job information and compensation
rates for an employes

Mew indows |
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8. Job List page
displays

[] Review basic
information for all
employee’s records

[l Determine if there is
terminated record
(Pay Status —T).

The ‘T’ record will
likely be re-used for
Add Employment
Instance

9. Continue to Add
Employment
Instance: Navigate
to Job Information
menu

Navigation:

[J Workforce
Administration

[J Job Information

‘1 Add Employment
Instance

10.Add Employment
Instance page
displays

'] Enter employee ID
1 Enter effective date
(start date) for the

job

Add
I Click —l

5/3/12007

Universityys
Colorado

E

Job List

Mew Window | Customize Page | B

Gone, Haywire

0/02/21/2007 |1101

ID: 159261

o
Custormize | Find | iews Al | F0

First | 10i1 ] Last

Description Positiol

100.00 |MON 1.000000|T Schaoal of Education C 00626934

LLReturn ta Search | 4] Previous in List I +[5] Met in List | [=] mattify |

Umvg_'s:tyaf
L 010Tado
Menu =
Search:

®

[ My Favorites
[ Reports and Reviews
I Recruiting
= Workforce Administration
[> Personal Infarmation
»Jo ian
[ Contract Administration
I Review Job Information
[ Reports
— Add Employment
Instance
—Job Data
— Update Contract Pay MA
— Joh Data TransferRehire)
anly
— Company Property
[> Plan Salaries CL
[ Wiorkforce Reports
I Compensation
I Time Callection
[ Workforce Developrment
[> Crganizational Development
I Enterptise Learning
I Repotting Tools

— My Dictionary

ﬁ Job Information

Mairtain information sbout & person tied to & specific job record

E" Add Employment Instance Job Data E Update Contract Pay NA
Add Employment Instance or Add Hire/Rehire Enter job information including work location Add or update cortract pay details including
Row and compensation details. payment type, term, and period.

ﬁ Review Job Information
Inquiry pages and reports that show wark

infarmation for & person

ﬁ Conmtract Administration
Mairtain contracts or other written

agresments with their employees and

Job Data Transfer Rehire onl
Job Data Transfer/Rehire only

cortractors ElJob Sumimary.
=l Update Contract Pay MA =lyviork Shucly
Eldob List

Company Property ﬁ Reports
Erter the sssignments of company property. Cortainz reports bazed on Job data of the
Organization.
[ElEmployees on Leave of Absence
[ElTemporary Emplovees

Universityys
Colorado

(=13

Add an Additional Job

Add Employment Instance

Mew windaw: |

EmpliD:

Add

Add Employment Instance - Workforce Administration Module

189261 Q
Effective Date:|03/01/2007 [5]
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11. If system finds a

terminated JOb Add Job Srch Cu
record available for TERMINATED JOB RECORD FOUND FOR THIS EMPLOYEE:
re-use, Add Job
Srch CU page Thefollc:wingjn.h.recc:rl.jwillbereusedfﬂrthe. requegted
. concurrent (additional) job. Please press Ok ifyou wish to
dlSplayS continue and allow the system to reuse this emplovee record

numhber ar CARMCEL ifyou dontwant to use the terminated

) employvee record the systern has selected.
" click __%__|to

. EmpliD:
re-use this employee

EmpIRcd Nbr: 0 Pay  Terminated
record number Status:

1 (See Step 17 for oK

information about

clicking to

use an employee
record number other
than the one

suggested)
12.Work Location University
page displays @
New Window | Custornize Page | 5, 4
D Actlon Of Addltlonal _fWork Location || Job Information V EBayroll ]( Compensation ][’ Employment [nformation W
JOb defaU|tS fOI’ Gone, Haywire EMP 1D: 189261 EmplRcd # 1
. Wark Location Find | view A First - 1of1 | Last
ACtlve employee o g i Calculate Status and Drates
. . HR Status: Active EmplStatus:  Active
1 Action of Rehire e ; S () ot Notes
defaU|tS fOf Action / Reason: : &
X Current
DtirCTé)nnaE?der?gv Position Number: Q0B784E A Museumn Curator Position Entry Date: 03/01/2007
| | Regulatory Region: USa United States Position Data
defaults for hiring a || ==, 1, s e
P O I Department: 10261 School of Education Department Entry Date: 03/0172007
] Actlon Of lee Location: 1EDUC Education Bldg
d f I f Establishment ID: cu University of Colorado
e au tS Or Last Updated by: LastUpd DtTm:  02/21/2007 3:00:42PM  Date Created: 0242142007
pFE‘VIOUISJy h Bsave | Elnoity | = Mexttab | 7 Refresh EbAad
Incomp ete Ire Worlk Location | Job Information | Bayroll | Compeneation | Employment Infarmation
process (go to Step
20)
"1 Choose appropriate
Reason
1 Enter position
number for the job*
1 Click O to enter
notes

71 Click [ Job Information |

Note: * If the additional job date is prior to the effective date of the position or if the position has not been approved, you will
not be able to save the additional job. A position in Proposed status will have to be approved before proceeding. Once the
position has been approved, navigate to Add Employment Instance to complete the hire. (Workforce Administration / Job
Information / Add Employment Instance)

5/3//2007 Add Employment Instance - Workforce Administration Module Page 6 of 10



13.Job Information
page displays

1 Reports To defaults
from position data

"1 Empl Class defaults
for all but student
(1500 & 4000 series)
job codes upon
saving. For 1500 &
4000 job code
series, enter
appropriate Empl
Class

1 Percent of Time and
Standard Hours
default from position
data and can be
updated. A change
to either one updates
the other

1 All fields default on

the Bayrall

page
1 Click [_Eompensation |

14.Compensation
page displays

"1 Frequency (C, M, H)
defaults based on the
job code

1 Enter appropriate
Rate Code and Comp
Rate based on the
Frequency (C, M, H)

1 Click

1 If Fregaioyriseagtal

to C (Contract),
contract information
must be added as
well. Click on

Contract Pa
J and enter

contract terms and
dates

5/3//2007
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Universityys
L010Taac

=13

Mew Window | Customize Page |h@

Wark Location || Job Information ||~ Payroll | Compensation || Employment Information |

Gone, Haywire EMP 1D: 189261 Empl Red # 1

Job Information Find | Wigw Al First 10f1 Last

Effective Date: 030142007 Sequence: 0 [0 Appr Status  Proposed
Motes
Action / Reason: Addl Joh AppriReject
Current
Job Code: 1423 Museum Curator Entry Date: 03/012007
Reports To:
Regular Temporary: Regular FullPart: = 50%
Empl Class: “Officer Code: | None Pait
Regular Shift: R Percent of Time: | 100.00
Classified Indc: Other Fac
'Standard Hours
Standard Hours: | 4000 Combined Std Hours ( FTE: 40.00 7 1.000000
FTE: 0.000000 w Adds to FTE Actual Count?
*Eysa
FLSA Status: Exempt

B save I [=] Metity I (=) Previous tak Mexttab | L Refresh

Er acld

Witk Location | Job Infarmation | Payrall | Compensation | Employrrent Inforrnation

UIHIVEISIL
C131Lyof

_010raco

=13

Mew Window | Customize Page

| ok Lacafion | Job Information |~ Payroll|( Compensation |” Employment Information |

Larson Hasnaa EMP D 117858 Empl Red #; 2

Compensation Find | visw &I First  4of 1 1l Last

EffectiveDate:  02101/2007 Sequence: 0 0 Job e status Proposed
Action /Reason: Addl ok o ApprReject
Current

|Compensation Summary —
|Base Compensation Rate: 0.000000%] ‘Frequency: bt @ Montnty
| Total Compensation Rate: 0.000000%]
Salary Administration Plan: Grade: Standard Hours: 40.00
Job Code: Percent of Time: oon FIE
[Comparative Information

Change Amount: 0.000000%0  USD Monthiy M

Change Percent: 0.000
PayRates

usD usD

| UsD UsD
Pay Components customize [Find [ B8 First [ 1 061 ] Last

1] Q Coo[ m G

Calculate Compensation

& Save | [=] Matity Previous tab Mexttab | 7 Refresh
]

[Es &t

‘iork Location | Job Information | Pawroll | Compensation | Employrrent Information
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15.Compensation
page, continued

1 Click — 2K J+to
return to the
Compensation Page

1 Click

[ Employment Information |

16. Emp|0ym ent [ work Location | Job Information || Pavroll | Compensation || Empleyment Information |
Information page B save) (QRetumto Search| (45 NextinList] (+ZPrevinus inList] |2 Refrash | ZUpdaterDisplay| (2 o)
displays EMP ID: Empl Red #

. Empl Red: Univ Employment Date:
"1 Enter Appointment Last Start Date:
End Date’ If Termination Date: Service Dt:

applicable
1 Review data
Empl Record

1 Click 2=

Class Staff Seniority Date:

03

Class Staff Save Pay End Date:

Classifi aff LOS:
Business Title: lassified Staff LOS

Job Code Entry Date:
Classified Staff Certification Date:

USA
12 Month Facutty []

Appointment End Date: 1] Contract Length: Mot Applics v

Accrue Tenure Services D FTE for Tenure Accrual:

Service Calculation Group: Q

]
» FTE for Flex Service Accrual:

17.1f suggested Universityyr
employee record o |
number |S not to be Mew Window | Customize Pane
u S ed . Add Job Sreh Cu

TERMINATED JOB RECORD FOUND FOR THIS EMPLOYEE:
. The fallowing job record will be reused for the requested
D C“Ck concurrent (additional) job. Please press OK ifyou wish to

continue and allow the system to reuse this employee record

number or CAMCEL ifyou don't want to use the terminated
ermployee recard the system has selected.

EmpIID:I:l |:|

Empl Rcd Nbr: 4 Pay  Terminated
Status:
ok | cancel |
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18.Add Employment
Instance page re-
displays with this
message

" Click o

19. If not using the
terminated record
for Additional
Employment
Instance, use the
following steps to
complete the
employment
instance:

Universityys

U100

[E3

Add Employment Instance JOBS

Add an Additional Job

EmpliD: [

Effective Date:| 5

Add

university,s
N~ \

010

Menu

Search:

I My Favorites
[ Reports and Reviews
[> Recruiting

[» Job Infarmation
[ Plan Salaries CU
b Workforce Reports

> Compensation
[> Time Gollection

Plew Wind o

You can select an individual emplovee record number by daing the Following: (21000,59)

1) Go ko Administer Workforce-Inguire-Job List page to review available terminated employee job records, Select one

tore-use,

2) IF you have row-level security access to the employee record number you wish o re-use, you may access that
record directly via Administer Workforce-Job Cata menu,
3) If you do not have access to the emploves job record you want ko re-use, go to Administer

Wworkforce-Use-Transfer/Rehire menu ta access the employee job record you have selected,

Job Information

Maintain information about & person tied to a specific job record

Add Employment nstance
Add Employmert Instance or Add HireRehire
Row

Job Data Transfer Rg

Job Data

and compensation details

f) Contract Administration
Mhairtain cortracts ar other written
agreements with their employees and

Enter job information including work location

EST T _PPL Home

&

U NA
e contract pay details including

paymert type, term, and period

7 Inguiry pages and reports thet show work

information for & person

I Workforee Developmeant

I Organizational Development
[ Enterprise Learning

[ Reporting Tools

— My Dictionary

cantractors
[ElUpeiate Cortract Pay MA

b Sumimeary.

"1 Access employee
record directly in
Workforce
Administration, Job —
Data or:

] Workforce
Administration,
Transfer/Rehire

Company Property

fRepons
Enter the assignments of company property.

" Contains reports based on Job dats of the
Organization

mployess on Leave of Absence
emparary Emplovees
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20.Finish an
Incomplete Original
Hire in Add
Employment
Instance

"1 New hire job data
was not entered
during the Add a
Person function

NAVIGATION:

[J Workforce
Administration

[J Job Information

"1 Add Employment
Instance

"1 Enter Empl ID and
Effective Date of the
Hire

] Click w

71 Job Data, Work
Location page
displays with action
of Hire

1 Follow
appropriate Hire
step-by-step guide
to enter hire data

University,s
Lolorado

E

Add Employment Instance

Add an Additional Job

EmpliD: 180260 Q.
Effective Date:|03/01/2007 [5{

Add

Umveﬁrsttyg{
0101400

Er

| Work Location || Job Information | Payroll || Compensation || Employment information |

Mew Window | o5

Mew window | Customize Page | B 4

Add Employment Instan

5/3/12007

ce complete

Winrk Location | Job Information | Payroll | Compensation | Emplovinent Inforrnation

Add Employment Instance - Workforce Administration Module

Gone, Fishing EMP I 189260 EmplRed= 0
Work Location Fing | View &I First " 40f4 "l Last
HR Status; Active Empl Status; Active
‘Effective Date: Sequence: (B ok mes
Action / Reason: | Q
Current
Position Number: ‘ a Position Entry Date: | [5
*Regulatory Region: "_ﬂ_ United States Position Data
‘Company: ‘ Q Appointment End Date:
‘Business Unit: "_ _6|:0 Q University of Colorado
‘Department: ‘ Q Department Entry Date: 3]
Location: ‘ Q
Establishment ID: cu University of Colorado
Last Updated by: LastUpd DTTm:  02/21/2007 3:19:19PW  Date Created:  02/21/2007
B save ] [=] Natity 1 (B Previous s Mexttab | s Refresh

Eadd
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