8.9 HRMS Step by Step Guide
Hire Classified Staff - Workforce Administration Module

Overview: This guide provides instruction for hiring a new classified staff member.

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

1. Navigate to Search University,y
for Matching o . ==
Persons Bi—
- Workforce B Emm T mmmeee o S
Administration e e e o e R
* Personal Information g T
*To begin, verify that S . e ey omc  xov l-__.'ﬂ;!:l.:y.f,wm.s,mmmm..m.,u,nm
the Person does not | reeeer e
already exist in e
HRMS
= Click on Add a
Person, and then
Search for Matching
Persons (or click on
Search for Matching
Persons in the menu/
navigation bar)
2. Search Criteria page _ -
displays B
= Keep your search as e T
broad as possible o e B e -
(ex: search by Last : et =B
Name only and pick o e
from the resulting EE s i W i o
| |St) e Search Criteria
= Name fields must be S il B
an exact name Eoal— :
match, and are case e e 1 | ]
sensitive. Correct eeara —— )
ex: Sharon (not o == j
Shari), Johnson (not e e el
johnson) R e |t s 2 a
* Note: If using SSN, P e e —
enter numbers only o .
without dashes. '
Using the National ID
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(SSN) may not
provide any data for
existing POIs who are
not a Security Access
POI

- Click

3. When person does | search Criteria
n Ot al ready eXlSt |n Search Type: Person Ad Hoc Search
H R M S , b eg | n th e Search Parameter: ADHOC_CU1
Ad d a Pe rson \Search Result Rule
A Search Criteria did not return any results {15160,43)

p r' 0 C es S Search Result Code: apHoC RES !
- Enter new or additional Search Criteria
User Default CleatAll | Cary ID Reset
Search Criteria

N aVI g atl on: Search Fields — Operand Valie

u Workforce First Mame Beqgins With |M\chae| Q

Administration
= Personal Middle Name Begins with v | a

Information
n Add a Person Last Mame Begins With |Elub|e Q.

Microsoft Internet Explorer

Note: When person
already exists in
HRMS, refer to either Universityyy

Colorado | | sanou

the Add Employment | ww &

= g Heny > Workiorce Adminsratn >
I nStancev or - ® | [/ personal Information
Transfer/Rehire step- R R A0 304 Ccisatcaana] Gets forpersons and employees

p I Recruiting Add a Person m— Modify a Person = Person Organizational Summary
- = Workforce Administration E Add a new person fo the systes, E Medify a person’s basic information, such as name and contact E View a summary of all the organizational relationships for &

by-step guide. Pt pren

> Biographical

H H HP. b Organizational = =
N avi atl onis Relatonships ar Search for Maiching Persons "] Bioaraphical 7] Oruanizational Relationships
: B FerswnaFR:Ealmnsmps E Search for people in the database using flexible Search/Match I‘,/‘ Maintain biographic information for 8 person including names, .~ Create or modify the organizational relationships that a person

W kf b Gilizenship crieria stdresses, drvers oenses,elc cannave
=l Add 8 Persg I= Add g PQI Relgtionship
Or Orce bl F% l_:l'aw:alnaﬂers;'sDD\Rem
i ; TS Drers Lt Deta
Administration / Job SNudtenier=

. Summary v——/‘-”j Personal Relationships [ ./1." Citizenship ‘/ ] Disability
I nfo rm atl on / Ad d - Search for Matehing [~ Create or modity the amargency contacis for sach parson [~ Caizenship and Visa informaton for a persen |~ indicate if a worker is disabled and to racord detais fthe
_ Persons F= Emergency Contact = igentification Data sty
[ Job Information =] Employee Presence Test US4 [= Dissbities
Employment Instance | Faseesc B Coomaosites
I Workforce Reports B ori/Vi iration A

or Transfer/Rehire)

4. Add Person page Universityy
displays s

New Window | Custarmize Page |

Add the Perzon [ AddPerson |

= Click

PersonlD: MEW Search for Matching Persons

Add the Person
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5. Biographical Details
page displays

= Effective date
defaults to current
date; date you are
entering data. Leave
as is or change to
hire date or other
appropriate date.
This date cannot be
future-dated.
(Generally, this date
is the date of hire;
however, the official
date of hire will be
recorded in Job

Data.)
= Click Add Marne

6. Edit Name page
displays

= Enter name
information as it
appears on SS card

. click —% 1o
return to
Biographical Details
page

09-07-10

| Biographical Details || Contact |\ Regional || DeptinformationiVerifications | [)
Person 10: NEW

Primary Name Eing|View sl First /1011 "] Last
*Effective Date:  [08/01/2010 [ HE
*Format Type: English v
Display Name:

|Biographic Information
*Date of Birth: B 0 Years (0 Months
BithCountry:  USA & United States
Birth State: Q
Birth Location:

Waive Data Protection []

Biographical History Find | View All First [ 1 of 4 LZ] Last

*Effective Date: psinizo10 HE
*Gender: Unknown &g
*Highest Education Level: A-Not Indicated v
*Marital Status: Sinale | ] As of: s
Language Code:
Alternate ID:
[JFull-Time Student
= National ID Customize | Find | View A1 | B2 First [ 1011 2] Last

usa Q Social Security Number

¥ FH =

(=] Snve[ [E] Notify ‘ i | @lzexuabl “ﬁupaarem:pmyl Z Include History | [E# Correct History

Biographical Details | Contad Information | Reaional | Dept Information/Verifications | Organizational Relationships

Edit Name

English Name Format

Prefix: D

|We ather

First Hame: Middle Name:

Last Name: [mary

Suffix: D

. Display Name:

Formal Name:

Name:

OK | Cancel |

Hire Classified Staff - Workforce Administration Module

New Window | Customize Page | B
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7. Biographical Details
page re-displays

= Enter Date of Birth
= Enter Gender
= Enter SSN/National

ID — numbers only,
without dashes

= Other info on this
page is optional;
enter if known

|| Contact Infarmation |

= Click

8. Contact Information
page displays

= Click Add Address Detail

The Home address is
the employee’s
permanent address.
Ex: Colorado,
France, India, etc.

9. Address History
page displays

= Change Country, if

applicable

. Add Addrass
= Click

[ Biographical Details |{_ Contact Information |~ Regional | Dept Information/Verifications | [¥)

Person 1D: NEW

Primary Name Find | View Al First /1011 [/ Last
*Effective Date:  |08/01/2010 [3 . « .
. g | Circled fields required
Display Name: Mary, Weather EditName

Biographic Informatiop

*Date of girth:  {_[01/0111970 [5y) 40 VYears 7 Months
Birth Country: |USA United States
Birth State: i Q
Birth Location: | Waive Data Protection [
Biographical History Eind | View Al First ] 1011 (] Last
T . [oai01/2010 50 FEE
“Gender; Cleenze )3
*Highest Education Level: [ ArrroTTTicated v

*Marital Status: | single Asof: | 5
Language Code: ﬁ
Alternate 1D: |

[l Full-Time Student
= National ID

First [ 10r1 "/ Last

-]
Customize | Find | View Al EX

E =

@ save | (1 Notity | = previous tan | @ Nexta |

FUpdateDisplay | 1 Inciude History | 5% Correct History

Biegraphical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships

(= Save | 5] totity | @ Previous tab | =2 nexttab |

Biographical Details || Contact Inf [ Regional || Dept Information/Verifications || Organizational Relationships |
Person ID: NEW

Current Addresses Customize | Find | View Al £ First (1) 1 0r4 7] Last
A
fddress  |asotbate |status |Address
Home 08/01/2010 =l
Phone Information Customize | Find | &8 First [/ 1 or1 [*] Last
“Phone Type Telephone Extension Preferred

Vi [ O =
Email Addresses Customize | Find | B First (4] 4 or 4 [ Laat
*Email Type ‘Email Address Preferred
‘Campus [ O =

HFlupdatemispiay | ] inciuge History | [ Correct History

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships

ok | cancel |
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Address History
Address Type: Home
Address History Find First [ 1011 "/ Last
*Effective Date Country *Status  Address:
psio2010 9 jusa @ A @ Add Address
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10. Edit Address page | Edit Address
displays Country: United States
= Enter address Address 1: (72 MNarth Pine
] QK Address 2; |
= Click and
Ok | )
then again | city: |Lafayette State: |CO €1, Colorado Postal:[20026
County: |
Ok | Cancel |
11. Contact
Information page
re-displays -
(" Eiographical Details_|{” Contact information |[_ Regional || Deptinformation/Verifications || Organizational Relationships |
Person ID: MEW
= If Mailing address is Current Adaresses e e
different than Home Addcess  uy orome | stas ‘m_, |
address, click +b i
EditiView Address 4 i i E:’:‘m,’éﬂg“m”s‘ @n
Detail =l to Phone Information
add a record. = == T, Dmmwmm ( Organizabonai Relationships | |
Person I NEW
| “Emait Tyg Current Addresses _ _ tomiza | Fng [ View AR B8 First | 12002 " Lost
[ HH ” m [ ! |
= Select “Mailing” from e S [y S TR
the dropdown menu PTRT R s P
and then Blographical
Add Address
Detail it s
] & =
Email Addresses mmmlt’a First 1001 Y] Last
‘Email Type ! Preferred |
= Select the appropriate e G = BE
Phone Type and @ save | [ nonsy | @ prevousan | @nestias | [Elupasevagiy | £ nuse Hatery |
enter telephone # ipgraphical Details | Contact Information | Regional | Dept Informationverifications | Otganizational Relaionships

= Click on Eto add
additional phone
numbers; Indicate the

Biographical Details || Contact Information || Regional | DeptInformation/Verifications || Organizational Relationships |

Person ID:

Preferred telephone
contact by selecting the
appropriate checkbox

= Select the appropriate
Email Type and enter
the email address

Click on Eto add
additional email

addresses; Indicate the
Preferred email contact by
selecting the appropriate
checkbox

« Click Eeqgional |

09-07-10

NEW

Current Addresses
Addres s

Customize | Find | View Al B8 First [ 4 or1 (] Last

As Of Date |Status |Address

72 Morth Pine Edit'View Address
home CINIEND & Lafayette, CO 80026 USA Detail [#] [=]
Phone Information Customize | Find | B st [ 4004 ] Last
*Phone Type Telephone Extension Preferred
Campus 1 [303/333-0008 | =
Email Addresses Customize | Find | B8 First (4] 1.0r1 [¥] Last
*Email Type “Email Address Preferred
Campus [ [mary.weather@cusys edu [=]

Bl Save I [=] Motify I Previous tab | Mext tab |

Update/Display | 4 Include History | [

Bicgraphical Details | Contact Information | Regional | Dept InformationVerifications | Organizational Relationships

Hire Classified Staff - Workforce Administration Module
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12- Reg|0nal page | Biographical Details || Contactinformation || Regienal ‘ Dept Information/Venfications Qrganizational Relationships
displays Personi:  NEW
v B usa
. . Ethnic Group a Ay
u Ethnlc Group |S Regulatory Region: USA O United States Ethnic Group: " Elué
required. Primary i
box will be checked E—— T
automatically for first atoEnttodtoMedcare: | ®  wmaysuns: [ f @
Ch0|ce Citizenship (Proof 1): .. Citizenship (Proof 2):
. Eligible to Work in U.S.
= If applicable, enter Smoker History e e
additional ethnic SetiD: Ush
groups by inserting a Ethnic Grouff: begins with [
I’OW 1@ save | T notity | @ Previous tab | 2 ot tad | Descripti : beg_ins with |
Bingraphical Details | Contact information | Regional | Dapt I
Look Up Clear | Cancel |935.c Lookup
Search Results
AFRAM African American Afr Amer
AMIND American Indian/Alaska Native Am_Ind
ASIAN Asian Asian
CAUCASIA  Caucasian Caucasian
HISPA Hispanic/lL atino Hispanic
NSPEC Chose notto Disclose Mo Dsclosd
PACIF Native Hawaiian/Other Pacific Islander Hawaii/Pac
v B ysa
) . Ethnic Group Find | View Al First [ 1071 "] Last
= Click Military Status TN oA (ST Ethnic Group: [AMIND Q. American EE
dropdown menu and s e
. Prii
choose status if .
known, or “Not History fndivewar  frst [ 1ore ] Last
Indicated” if unknown. |  enectve bate: 08012010 59 EE
This field must be Date Entitled to Medicare: [ Military Status:
. Citizenship (Proof 1): | Citizenship (Proof2): |, .. o
populated In Orde,‘r to [¥] Eligible to Work in U.S. msai]eﬁii?'e
anchor the effective Disabled Vietnam Era Vi
. Inadiy_e Reservg
((j;tekon this page. smover sry - No it Senice D
[ IC Sfnoxer o Other Protected Veteran
1 Yes 'Retired Military =
Dept Information/Verifications || Mietnam Era Veteran
B2 Savel Noﬁiy] @Prev‘nusinbl (=% Next tab] Update:Displayl £ Include History | [E# Correct History
Biugraghical Details | Contact Information | Regional | DEQ! Information/Verifications | Drganizational Relalionshigs
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13.Dept Information/
Verifications page
displays

= Home Department
and Campus Box are
required.

= Click

( Organizational Relationships |

{ Biographical Details || Contactinformation || Regional || DeptInformation/Verifications || Organizational Relationships |

Find | View All

Effective Date [08/01/2010 [3 Privacy Flag

Campus'Bgx 575 SYS

Person ID: NEW

Fist 101" Last
[CJFerRPA =

Payroll & Benefit Services

Payroll & Benefit Services

Employment Eligibility Proof
Soc. Sec. Card Copy Received

I-9 Effective Date
I-9 Expiration Date

EmpiID Name

EVerify Pass
EVerify Completion Date

| |Background checks
[ Criminal History Records [ &
[ Financial History Records &
I motor Venicle Records =
[Jother Background Check L

@ save | [ notity | @ Previous tab | @ Next tab

14. Organizational
Relationships page
displays

= Note: Before
saving record, be
sure Pop-up
blockers are off!!!
See below.

= Go to Internet
‘Tools’
> Select ‘Pop-up
Blocker’
» Select ‘Turn Off
Pop-up Blocker

= Check Employee
box

« Click |23

Add the Relationship

09-07-10

Jupdatemispiay | ) inciude History | (& Correct History

Bioaraphical Details | Contact Information | Reaional | Deot Information/Verifications | Oraanizational Relationshios

[-'ET htbps: ffpluto. cusys, edufpsp/hra9ga/EMPLOYEE/HRIMS! O TRACK _GLOBAL_ASSIGMMENTS_ (i

fiew  Favorites | Tools Help

Deleke Browsing History. ..

E Share = EI - L_r' Sidewiki -

Pop-up Blocker
Phishing Filker
Manage Add-ons

tdd a Person

Sitypf

Turn OFff Pop-up Blocker
Pop-up Blocker Settings

s W

plorado Subscribe bo this Feed...
Feed Discowvery
=

Windows Messenger
Diagnose Connection Problems. ..
Send ko Cnehloke

Windows Update
®

ict Information Regional

Reviews
o ) Internet Options
% Current Addresses Customize | Fing
(] (" Contactinformation |[ Regional | Deptinformation/Verifications | Organizational Relationships |
Person ID: NEW
'Choose Org Relationship to Add
Employee ( Add the Relationship 2
DConlingent Worker Empl Rcd Nbr: 0
[JPerson of Interest or
Checklist Code: 7' Go to Person Checklist.

. E[Nntiry] (& Previous tab | =) Hext tat
——

Fupdsteisplay | 7] include History | & Correct History

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships
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15. Work Location Universityos
page displays B
Mew Window | Custornize Page | 5 &
- Entel’ date Of hll’e [ Work Location || Job Infurmeficm )i an[ull | Compensation | Employment Information |
) A B s=ve) (QURetunto Search| [4SMextinList) |15 Previous inList| | Refrash | E Update/Display
]
lee ACtlon defau'ts Mary, Weather EMP 1D: 189266 EmplRcd# 0
Work Location Find | e &)1 First "/ 1af2 | Last
L Enter Reason' HR Status: Active Empl Status: Active w HE
Notes fo rc | ass Ifl ed ‘Effective Date: o107 B Sequence: ’_U [ Job Notes
. Action / Reasom: |Hire v‘ WQ Prabatian
staff hires: curtent
= UCB: enter hire Position Number: no0BsE Qi Assistant Position Entry Date: 0212772007
Regulatory Region: USA United States Position Data
reason (do nOt Company: cu University of Colorado Appointment End Date:
select PRB Business Unit: uGoLO University of Colorada
. Department: 10261 School of Education Department Entry Date: 022712007
[pro.b'atlon]) — See Location: 1EDUC Edueation Bldg
addltlonal Establishment 1Dz cu University of Colorada
Instructlons On Last Updated by: PRACTI0 PRACT10 LastUpd DtTm:  02i26/2007 2:18:25PmM  Date Created:  02/28i2007
bottom Of page 10 B save | S\ Return to Search ‘ +[E Previous in List | +[E| Newt in List | [=] Matify | | (=¥ Next tab ‘ i Refresh | LIpdateJDlsp\ay‘ A | 4|
- UCD UCCS SYS Witk Location | Job Information | Payroll | Comaensation | Employment Information 2
’ ’ .
may select PRB QK Cancel Apply = Mexttab | s Refresh
(probatlon) Work Location | Joh Information | Payroll | Compensation | Employiment Information

= Enter position
number*

= Job Notes may be
added by clicking ("]
icon

Note: * If the hire 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 hire. 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). Refer to the Add Employment Instance step-by-step guide for more information.

16. Notepad page
displays

e WWind oo | Customize Page

* Click |
Add a Mew Mote | E Jobh Data Notepad
I* Instructions
» Enter note/comments  Selection Criterfa
i Mary, Weather Search
‘Empl Redz:
'Eff Date:
= Click on Job Data ‘Sequence:

. Earliest Note Date E  End El
Page link to return to
page MI Return To: Jub Data Page

There are no existing notes for the specified search criteria. \
i Job Information
= Click on [ Lok Information ) -

Return To: Job Data Pane
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17. Job Information

page displays Universityor
=13
- RepOI’tS TO defal.”ts Mew Window | Customize Pace | 15,
Y vinrk Location || Job Information ||~ Payroll || Compensation | Emplayment Information |
. fromIpOSItl(éT data " &) save] [ Retunto Search| [+SMextinList] |15 Previous inList] | Refrash | B Update/Display
Emp Oyee ass WI Mary, Weather EMP I 189266 EmplRcd®
defaUIt from ‘JOb Job Information Eind [ iews a1 First [ 1012 2] Lost
COde upon SaVIng Effective Date: 01272007 Sequence: 1] m Ijootk;s Appr Status  Proposed 0227i2007
| ] Percent Of T|me and Action /Reason:  Hire Prabation ApprReject —
Standard HOUFS Job Code: GIALKK Adrnin Assistant |1l Entry Date: 0202742007
default from position
data and Can be Reports To: 00646977 AzstDean-Faculty 151062 Elman,Richard
RegularTemporary: Regular FullPart: == 50%

upda‘ted . A Ch ange Empl Class: Classified Staff ‘Officer Code: _NDHE v
to e Ith e r O n e u pd ates Regular Shift: & Percent of Time: ’m

Classified Indc: Class Staf
the Other Standard Hours
P El'g.l'rIII | | Standard Hours: 40.00
= Click = FIE: 1.000000 Adds to FTE Actual Count?
s

FLSA Status:  Monexermpt

B save | ELRetunto Search | tE Previous inList | $E NextinList | [Z] Notify Previous tab Mexttah | s Refresh | JEUpdateDisplay | 5

Worlk Location | Job Information | Eayroll | Compensation | Employment Infarmation

universityy,

18. Payroll page
displays =k

New Window | Custarnize Page | (&

[“Work Lacation ][ Job Infarmation )|~ Pawrell ||  Compensation )| Emplayment Information |

= All fields default

N Mary, Weather EMP ID: 189266 EmplRed# 1
» Tax Location Code & | | pasoimommation AR s
FICA Status default Effective Date:  0227/2007 Sequence: 0 A NJ;25 Appr Status Proposed  02/27/2007
fro m J Ob Cod e an d Action /Reason:  Hire Frabation ApprReject —
location code. ‘Payrol System:
U pdate |f needed’ Payroll for flonh America
i Pay Group: MOM Manthly Employes

but SySte m Wi | I Set Employee Type: s Salaried Holiday Schedule: MNONE Mo Hol Sch

the final FICA Status TaxLocation Code: [AURORA Q. AURORATAX FICA Status:
- Click QD T p =Ty k=3 at] an B Save | S\Returnto Search | +E] Previous in List ‘ +E] Mest in List ‘ [=] Matiy | (1 Previous tab | (= Next tab | 1 Refresh | FlUpdateDisplay | 2|

\iork Location | Job Information | Fayroll | Compensation | Ermplovinent infarrnation
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19.

20.

Compensation
page displays

Frequency: Verify
that M (monthly) has
defaulted

In Pay Components

section:

a) Enter monthly
Rate Code of
BASEM

b) Enter monthly
Comp Rate

Click

Calculate Compensation |

Click

[ Employment Information |

Employment
Information page
displays

Enter Appointment
End Date, if
applicable.
(Generally not used
for classified)

Review data

Click & Save

Dk *

For new hires,
system automatically
transfers to
Emergency Contact

page

or

UUIVCf]’Sllny

e
-1l

ER

Mew Window | Customize Page | 5, @

f Wark Location ][’ Job Information ][’ Payrall

W Compensation ]f Employment Informatian W

& save) (QiRetunte Saarch| [4SMextinList] | +Z Pravieus inList] | Rafrash |

Mary, Wieather EMP ID: 189266 EmplRcd # )
Compensation Findl | Wisw &Il First 1oz Last
Effective Date: 022742007 Sequence: 0 NJ;ZS Appr Status  Proposed 0212712007
Action /Reason:  Hire Prabation ApprReject
Current

Compensation Summary

Base Compensation Rate: 3,900.0000005] ‘Frequency: b2 wontnyy

Total Compensation Rate: 3,800.0000005]

Salary Administration Plan: 850  Grade: 339 Standard Hours: 40,00

Job Code:  G3A4xx  Admin Assistant Il Percent of Time: 100.00 FTE: 1.000000

Comparative Information
Change Amount: 000000052 USD Monthly MontivlrylRats
Change Percent: 0.000

Pay Rates
Annual 46,800.000000 USD Daily 180.000000 UESD
Monthly 3,900.000000 USD Hourly 22500000 USD

Pay Components Customize | Find | il First =04 of 1 17 Last
Amourts

*Rate Code ,?’Eom— g Ereguency

1 [asem  Q 0 | a@o0.000000F USD M

Calculate Compensation |

un ]VG_]"SI[)"Q{

race

U1V Ay

E3

ST T _PPL Home

=
fas]
=

[“work Location || Job Information | Payrall

|| Compensation | Employment Information |

Mary, YWeather EMP 1D: 185100 Empl Rcd = 1]
Empl Red: 0 Univ Employment Date: CJoverride
Last Start Date:

Termination Date: Service Dt:
Empl Record Years Months Days
Class Staff Seniority Date: [Joverride ':‘ u] 1] 1}
Benefits Service Date: [ override > 0 a a
Class Staff Save Pay End Date: Classified Staff LOS:
Business Title: Admin Assistant 111 Job Code Entry Date:
UsA
12 Month Facutty []
Appointment End Date: E{J Contract Length: Mot Applice »

Accrue Tenure Services [ | ':a FTE for Tenure Accrual:
Service Calculation Group: Q ':‘ FTE for Flex Service Accrual:
& Save | [=] matity | Previous tab | | 2 Refresh |

Work Location | Job Informmation | Payroll | Compensation | Employment Infarmation

Note: * If the hire 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 hire. 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). Refer to the Add Employment Instance step-by-step guide for more information.
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21. Emergency Contact
page displays

= Enter Contact Name
& Relationship to
Employee

= |dentify Primary
Contact by clicking

™

» |f contact has same
address and phone
number as
employee, check
those boxes

= |f contact has other

address, click
Edit Address

= Notice that multiple
emergency contacts
can be designated
by inserting rows

= Additional phone
numbers can be
entered on Other
Phone Numbers
page

» Review data

= Click =25

u mve_rsuyof

=

| Contact Address/Phone |[” Giher Phone Numbers |

Mary, Weather Emplid: 188100
Emergency Contact Eind | Wiew &I First 0 10f 1" Last
Stormmy weather =l

Primary Contact

‘Contact Name:

‘Relationship to Employee:
[Jsame Address as Employee

Return to Personal Data [1same Phone as Employee

Comtact Address
Country: UsA QL United States

Address: Edit Address

Contact Phone

Phone:

B seve | CQiReturnto Search | [Z] Natify

Contact AddressiPhone | Other Phone Murmbers

Mew Window | Customize Page | p

Note for UCB classified hires: When a new classified employee is hired, a specific hire Reason (other
than PRB - Probation) is entered on the Hire row. A second job row is required to place the new
employee on Probation. After saving the emergency contact information, return to the new employee’s
Job Data / Work Location page to insert/enter the 2™ row with effective sequence 1 and select the Action
of Probation / Reason of Probation. This is the required procedure for UCB campus classified staff

hires.

Hire Classified Staff complete
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