CU 8.9 HRMS Step by Step Guide
Leave of Absence (paid or unpaid) & Return from Any Leaves of Absence -

Workforc

e Administration Module

Overview: This guide provides instruction for processing paid or unpaid leaves of absence and return
from leaves for non-contract pay employees.

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.

1. Navigate to Job
Information

[J Workforce
Administration
1 Job Information

[J Job Data

2.Job Data search
page displays

'] Enter one or more of
the search fields
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| Search:
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[» Repors and Reviews

I> Recruiting

= Warkiorce Administration
[> Personal Information

~ Joh Information

[- Contract Adrinistration

[» Review Job Information

[» Reparts

— Add Employment
Instance

—Jab Data

— Update Contract Pay MA

— Job Data TransferiRehire)
only

— Company Property

[» Plan Salaries CU
I \Warkforce Reports
I Compensation
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Job Data

Find an Existing Value

HREITEST T PPL Home | Wiorklist

‘Worktorce Administration =

ob Information
Maintain information about & person tied to a specific job record

E“ Add Employment Instance
&dd Employment Instance or Add Hire/Rehire
R

Update Contract Pay NA
Addd or updste contract pay details including
payment type, term and period

E“ Job Data
Enter job information including work locstion
and compensation details

Job Data Transfer Rehire only
Job Data TransferRehire only

=27

[, -”?’ Contract Administration [, Review Job Information

L7 Mairtain cortracts or other written L7 Inguiry pages and reports that show work
agreements with their employess and {
cortractors
ElUndste Contract Pay M4

Eldob List
Company Property :3"'_'; Reports
Enter the assignments of company property L~ Contains reports hased on Job data of the
Organization.
EEmplovess on Leave of Absence
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Temporary Employees

HREITEST T _PPL Home | Wuiorklist

Mew Window | o5

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

EmpliD; begins with
Empl Rcd Nbr: = v |

Hame (LN,FN): begins with
Last Name: begins with

Department: begins with «

|
| Q
|

Last 4 SSN; begins with

HR Status: = - v
Employee Status: = A v
Include History

Search Clear | pasic Search [E Save Search Criteria
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3. Work Location
page displays

[] Click to insert a
row

4. New Row displays

] Effective date is the
first day the employee
is on leave

[ Enter Action of Leave
of Absence or Paid
Leave of Absence

1 Enter correct Reason
for the leave

1 Enter Expected
Return Date
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| Work Location |” Job Informaion || Payroll || Compensation || Employment Information )

MewWindow | Custarnize Page | [

B 5ave) (ClRetunto Search] (S NextinList) (15 Previous inList] (@ Refresh | E UpdateiDisplay] (7]
Merty, Weather EMP 1D: 103533 EmplRed# 0
Work Location Find | Yiew Al First 1of 25 0| Last
HR Status: Active Empl Status: Active =
—_— Hials
“Effective Date: 082112006 1 sequences [_iof (Bl obiiistes
==
Action { Reason: Rehire v| [REH Q. Rehire
Current
= : loososeea
Position Number: 20006653 e Senior Instructar Position Entry Date: 02/21/2006
Regulatory Region: UsA 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: 08/2172008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorada
Last Updated by: BO0GOG hicDonald,PatVela LastUpd DtTm:  09/16/2006 3:42:49PW  Date Created:  00/19/2006
& Save I E\Returnto Search I El P 4[5 Mext in List I [=] motity J = Pr Ehbexttab | rliRefresh | B UpdsteDisplay [ Correct Histol

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

Umve_rsuygf

L 010Irado
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| Work Location || Job Information || Payoll | Compensation || Employment Information |

Bl save) [CLReturn to Search | |+ NextinList| |2 Previous inList | |4 Refresh |

< Update/Display| Bl

Merry, Weather

EMP 1D: 103588 EmplRcd = 0
Work Location Find |Visw &l Fiest | 1or2e [P Last
HR Status: Active Empl Status: Leave of =
Ahsence
'Effective Date: 5034'01 f2007 E Sequence: | 1] D RIS ICS
Action / Reason: Leave of Absence v\ |ADM O Administrative
Future
Last Date Worked: 02282007 Expected Return Date: [os 07 [
- [l
Paosition Number: 0080868 e Position Entry Date: 08/21/2006

New Window | Customize Pane | B,

Regulatory Region: usa United States Position Data
Company: cu University of Colorado Appointiment End Date:
Business Unit: ucoLo University of Colorado
Department; 10261 School of Education Department Entry Date: 08/21/2008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Coloradao
Last Updated by: PRACTO1  PRACTO1 LastUpdDtTm:  02/14/2007 2:54:43FW  Date Created:  02/14/2007
Save | EAReturnto Search | tE[Fre 4[5 Next in List I [=] Notify J = Fra (S Mexttah | L Refresh | B UndsteDisplay [5# Carrect Histol

‘ork Location | Job Information | Payroll | Compensation | Employrrent Inforrmation
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5. Enter Job Notes
regarding Leave of
Absence

o Click [
1 Job Data Notepad
displays
1 Click
Add a New Nate |

to include comments
[J Return to Work

Location page by
cIicking Job Data Page

6. Work Location
page re-displays

[1 Review and Save

7. To Return
Employee from
Leave or Absence

T Insert row on Work
Location page

1 Effective date is 1%
day employee is
back at work

[] Enter Action of
Return from Leave
and Reason RFL

[l Enter comments if
wanted

'] Review and Save
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Job Data Notepad

~ Instructions

Listed below are the notes that have been recorded for the selected Employee ID, Empl Recd, Job
Effective Date and Job Effective Sequence. New notes can be added, and existing notes can be viewed
andfor updated.

 Selection Criteria
"ID: Werry, Weather Search
‘Empl Red#;
“Eff Date:

‘Sequence:
Earliest Note Date o End [

Add & New Note Return To: Job Data Page

There are no existing notes for the speciied search criteria

Return To: Job Data Page
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| Work Location || Job Information || Payoll | Compensation || Employment Information |

Adcl to Favorites

New Window | Custornize Page |

Mew Window | Customize Page | B,

& s=ve) (ClReturnto Search| |4EMextinList| |+5Previous inlist| | Refresh | ZElUpdatesDisplay) (72 oo -0
Merry, Weather EMP ID: 103598 EmplRcd = 0
Work Location Find [View il First 10126 [ Last
HR Status: Active Empl Status: Leave of =
Ahsence
'Effective Date: 5534'[” f2on7 EU Sequence: |__U D gt
Action | Reason: Leave of Absence v| P\WQ Administrative
Future
Last Date Worked: ~02/28/2007 Expected Return Date: !ﬁéﬁfz?u?’ ]
Pasition Number: [CLENEEEE d Senior Instructor Position Entry Date: 08/21/2006
Regulatory Region: UsA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: ucaLo University of Colorado
Department; 10261 School of Education Department Entry Date: 0872112008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACTOM  PRACTO1 LastUpd DtTm: 02/14/2007 2:54:43FM  Date Created:  02/14/2007
Save I L\ Returnto Search I 1l Pre in Lis 4[E] Mead in List I [=T] hotify J (= Previous ts (SiNexttah | L Refresh | UpdsteDisplay e Histar [5# Carrect Histol

‘wWiork Location | Job Information | Payroll | Compensation | Employment Information
Universit
e Yof
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f Work Location ]f Job Information ][’ Payrall 1( Compensation ]( Employment Information W

Mew Window | Customize Page | 15,

& save) (ClRetunto Search| (+SMextinList] | +5Previous inList] | Refresh | 2] UpdatesDisplay,

Merry, Weather EndP 1D: 103598 EmplRcd & 0

Work Location Find | View 4l Fiest 1ot 27 [F] Last

HR Status: Active Empl Status: Active El

—— e
"Effective Date: 08172007 [ Sequence: | o m <nbiloies
Action { Reason: | Return from Leave v RFL @ ReturnFrom Leave
Future
» ] R E—

Position Number: [00608683 L T — Position Entry Date: 08/21/2006

Regulatory Region: USA United States Position Data

Company: cu University of Colorada Appointment End Date:

Business Unit: UcoLo University of Colorado

Department: 10261 School of Education Department Entry Date: 08/21/2008

Location: 1EDUC Education Bldg

Establishment ID: cu University of Colorado

Last Updated by: BODGOG hcDonald,PatVela LastUpd DtTm: 09/18/2006 3:42:49FW  Date Created:  02/14/2007
B save | SlReturnto Search | tE Frew t | #[E] Mextin List ] [=] natify ] G Frevonsah | SRMNexttab |t Refresh | FEUpdateDisplay | 2] include Histor [E# Correct Histol

Witk Location | Job Information | Payroll | Compensation | Employrrent Inforrnation
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