CU 8.9 HRMS Step by Step Guide
Fall Semester LOA (LWOP) Contract - Workforce Administration Module

Overview: This guide provides steps to use for setting up contract faculty for Fall Semester Leave of
Absence Without Pay (LOA). Leaves of Absence are not entered into the system as part of the faculty
salary upload process.

A contract employee cannot be put on Leave of Absence Without Pay (LOA) in the middle of a pay
period. The effective date of the leave must be equal to the first day of the pay period. Likewise, the
employee cannot be returned from LOA in the middle of a pay period.

In version 8.9, Oracle/PeopleSoft has changed the name of Administer Workforce to Workforce
Administration.

Note: The screen shots used in this guide may not be representative of your access.
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Information — =
Search: Main Menu = Workforce Administration =
1 Workforce | '® | [~/ Job Information
Ad H. H L il Maintain information about a person tied to a specific job record
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3. Work Location
page displays

1 Click [*]to insert a
row

4. New Row displays

Enter effective date of
the leave. Date must
be less than or equal
to 9/1/XX on both the
Work Location and
Contract Pay pages

-1 Enter Action of Leave
of Absence and
appropriate Reason
from look up list

1 Expected Return
Date defaults from
Action/Reason and
may be entered
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| Work Location |[” Job Information ||~ Payroll )" Compensation || Emplayment ion )

B save] (QiRetunto Search| |4EMextinList) |+5PreviousinList| % Refresh | A Updste/isplay| |- tary,
Sniowy, Weather EMP ID: 137234 EmplRcd = 0
Work Location Find | View &l First 10t s (¥ ast
HR Status: Active Empl Status: Active [
‘Effective Date: 08/01/2006 [ Sequence: o [E] Job Notes
Action /R :Fay Rate Change i MER O Merit - Base Building
Current
it . 00G40B5E =
Position Mumbrer: R psstProfessor Position Entry Date: 0170112001
Regulatory Region: USA United States Position Dat:
Company: cu University of Colorada Appointment End Date:
Business Unit: ucoLo University of Colorado
Department: 10261 School of Education Department Entry Date: 0170172001
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: pay581cu.sqgr Last Upd DITm:  08/04/2006 9:19.59AM  Date Created:  08/04/2006
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Acticn £ Reason: |Leave of Absence v| [EDU € Education
Future
Last Date Worked: 08i31/2007 Expected Return Date: ‘ ]
Pasition Number: 00640858 ) Asst Professor Position Entry Date: 010142001
Regulatory Region: UsA United States Position Data
Company: cuU University of Colorado Appeintment End Date:
Business Unit: ucoLo University of Colorada
Department: 10281 School of Education Department Entry Date: 0140142001
Location: 1EDUC Education Bldg
Establishment ID; cu University of Colorado
Last Updated by: pay581cu.sgr Last Upd DITm:  02/04/2006 9:19:594M  Date Created:  02015/2007
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5. Enter Job Notes ol do
regarding the =8
LOA/LWOP Hew Window | Custarnize Page | B
[Z] Job Data Notepad
D CIle m  Instructions
Listed helow are the notes that have heen recorded for the selected Emplayee 1D, Empl Recd, Job
D Job Data Note pad Effective Date and Joh Effective Sequence. Mew notes can he added, and existing notes can be viewed
. and/or updated.
displays < Seiction Citera
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Action | Reason: [ Leave oransance ~| [EoUIe Edusation
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Last Date Worked: 0312007 Expected Return Date: [ Gl
Position Number: |posa0sse i Asst Professar Position Entry Date: 01/0142001
Regulatory Region: LUEA United States Position Data
Company: cu University of Colorado Appointiment End Date:
Business Unit: UCOLD University of Colorado
Department: 10261 School of Education Department Entry Date: 01i01/2001
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: pay581cu.sgr Last Upd DtTm:  08/04/2006 9:19:594M  Date Created:  02/15/2007
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7. Compensation
page displays

1 Verify Compensation
Frequency = ‘C’

1 Enter Rate Code &
total Comp Rate
amount in Pay
Components section
& then

Calculate Compensation

Faculty member will
NOT be paid because
of LOA action. This,
however, will properly
record his/her
academic year salary.

) Note: This information
may already be
displayed because of
the salary upload. In
that case, only the
Leave of Absence
row of data on Work
Location page needs
to be entered.

7 Click Caontract Pay

8. Contract Pay page
displays

1 Page may already
have data due to
salary upload
process

"1 If not, insert a row
and enter effective
date equal to 1% day
of contract period.
Fall and Academic
Year appointment
date will always be
9/01/XX

"1 Enter correct
Contract Pay Type

"1 Other fields will
default

" Click —2<__|
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[ Work Lacation || Job Information | Payrall

| Compensation |_ Employment Infarmation |

B save) (L Retunto Search) |45 MNextinList] |5 Prewious inList| |4 Refresh |

& Update/Display| |2

Snowy, Weather EMP
Compensation Find | e i
Effective Date: 09i01/2007 Sedquence: o m 4 Appr Status  Proposed
Motes
Action /Reason:  LOA Education AppriReject
;Cumpensmibn'Sflllllllary
|Base Compensation Rate: 70,710.000000 5 "Frequency: I @ contract

ETotaI Compensation Rate:

Job Code: 1103 Asst Professor
|Comparative Information

Change Amount:

70,710.00000057
Salary Administration Plan: 110 Grade: 000

Standard Hours:
Percent of Time: 100.00 FTE:

00000005 USD Cortract

Change Percent: 0.000
|Pay Rates.
Annual 70,710,000000 USD Daily
Monthly 5,392 K00000 USD Hourly
Pay Compaonents Customize | Find | 2|
Amounts
Rate Code
1[BABEC QU [0 [ 7omooo00005E USD c

Calculate Cormpensation

B save I LLReturnto Searchl 1Bl Praviaus i
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~0lorado
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Contract Pay

Contract Information

*Effective Date: [oana1i2007 [

Contract Pay Type: |

st I +[E] Mt in List | [=] Matify J Prewoustab] (= Mext tak

Find |View &l First | 1ors (] Last

EHE

View Contract Actuals

‘Payment Term: |F'ay Over 12 Months

‘Contract Begin Date; 090112007 [

Payment Begin Date: 09/01/2007 [

Actual Start Date:

QK I Cancel I Refresh‘

‘Contract End Date;  |05/31/2008 [

Payment End Date:

Actual Contract End |05/
Date:
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1D: 137234 EmplRed #

33095182 UED

hy Refresh I F UpdateDisplay Z I

Mewe Wingow | Customize Page | 8, &

Mew Window | Customize Page | B
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9. System returns to
Compensation

page
[1 Review and Save

10. Process to return
employee from Fall
Semester LOA,
leave of absence
without pay

71 Calculate total salary
employee is to
receive for spring
semester

1 Normally, this is %2 of
his/her academic
year salary for a one
semester leave
without pay

"1 Data may be entered
at the same time
LOA is set up or
later, closer to the
employee’s return
date

"1 On Work Location
page click [*#lto
insert a row
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Mew indow | Custarize Page | (B, &

f Wark Location ]r Job Information ]f Bayroll

V Compensation ]f Employment Information ]

(@ save) [CLRetunto Search| |45 NextinList) (1S Fravious inList| | Fafresh |

A Update/Display| [ ]

Snowy, Weather EmiP ID: 137234 EmplRcd % 0
Compensation Finc | view a1 First [ 1010 ] Last
Effective Date: 08012007 Sequence: 0 NJ;ZS Appr Status  Proposed 0211512007
Action {Reason:  LOA Education ApprReject
Future
[Compensation Summary | -
Base Compensation Rate: 70,710.000000 7 Feguency: ° L Contract Cantract Pay
Total Compensation Rate: 70,710 0000005
Salary Administration Plan: 110  Grade: 000 Standard Hours: 40.00
Job Code: 1103 Asst Professar Percent of Time: 100.00 FTE: 1.000000
|Comparative Information |
Change Amount: 00000005 USD Cortract
Change Percent: 0.000
Annual 70,710.000000 USD Daily UED
7M0Ilthly 5,892.500000 USD Hpurly iz} 97975!1972 usD
Pay Components customize |Find | B First (U 4.0r1 2] Lagt
Amounts
*Rate Code Currency
1|BasEc @ | | 70710000000 5 usD (@ =

Calculate Compensation

B save ] ELReturn to Search I 1]
universityy,
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4[] Mext in List

Previous tab Mexttab | i Refresh [E# Correct Hi: %

New Window | Customize Page | nsh

[ “Work Location | Job Information ||~ Payroll )" Compensation || Employment | |
&) save) (QiRetunto Search) (4B NextinList] |+H Previous inList) | Refresh | 8 Update/Display| (7]
Snowy, Weather EMP 1D 137234 EmplRcd = 0
Work Location ind [viewal  Frst [ gor10 0 Lagt
HR Status: Active Empl Status:  Leave of ®E
Absence
Effective Date: 0310112007 5 sequence: gfj ok Hows
e, | Leave oransence v Eou@ Education
Future
Last Date Worked: 08/3112007 Expected Return Date: B
Poshion Mumber: Qres0cc R asstProfessor Position Entry Date: 01/01/2001
Regulatory Region: uUsA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: ucoLo University of Colorado
Department: 10261 School of Education Department Entry Date: 01/01/2001
Location: 1EDUC Education Bldg
Establislunent ID: cu University of Colorado
Last Updated by: pay581cu.sqr Last Upd DtTi:  08i04/2006 9105040  Date Created: 0201572007
B Save | [S\Retumnto Search I +[5] Pre 4E MedinList | [=] Motity Mexttab | liRefresh | JEUpdateDisplay | 2 [ [ Correct Histe

Work Location | Job Information | Pavroll | Compensation | Employment Information
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11.New row displays Universins o
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" Effective date will be e ingow | Custorize Page | 1§, &
the 1St day employee _(WorkL.:l.cation hld gnhmm‘rmamn N Qnmpensalinn ][’ Employment [nfarmation |
IS back a.t WOI’k B save] [CiRetumto Search| [4ENextinList] |15 Previousinlist| | Refresh | =] Update/Display | ory)
H Snowy, Weather EMP ID: 137234 EmplRcd#
" Enter Action of S

Find | Wigsy &l First L= 10f 11 E Last

Return from Leave HR Status: —_— Empl Status: i Calculate Status and Datesi F[E=

and Reason RFL ‘Effective Date: 0170112008 [ sequence: [ pl O3 JobNotes
D ReVleW and Save Action / Reason: |Return fram Leave v| |RF_L_Q Return From Leave e

Position Number: |oog40858 e Position Entry Date: 0140172001

Regulatory Region: Usa United States Position Data

Company: (810 University of Colorado Appointment End Date:

Business Unit: UCoLo University of Colorado

Department: 10261 School of Education Department Entry Date: 0140172001

Location: TEDUC Education Bldg

Establishment ID: cu University of Colorado

Last Updated by: pay581cu.sor LastUpd DtTm:  0g/04/2006 919:594M  Date Created:  02/15/2007 N |
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