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Life Cycle of a Regular Faculty Member - Professor

This group of exercises follows the life cycle of a faculty member from position creation through termination.
We will work with a Professor in Physics.

Create and Approve a Position

Record Open Position in Jobs at CU

Hire

Terminate at End of Academic Year Contract

Notes:
These exercises are for use in the HRMS Practice Area database during classroom training only.
Each campus has different faculty appointment processes. Check your campus Faculty Affairs and/or

Human Resources divisions for specific processes. The entry of data in these exercises does not follow any
single campus’ requirements.

Exercise 1 — Create and Approve a Faculty Position

Scenario: Create and approve the professor position.

Step 1: Navigation: Home; Organizational Development; Position Management; Maintain
Positions/Budgets; Add/Update Position Information; Add a New Value

Add/Update Position Info
Enter any infarmation yau have and click Search. Leave fields hlank for a list of all values.

Jf Find an Existing Value Add a Mew Value

Position Number: hedins with

Description: hegins with

Position Status: = A b
Business Unit: hegins with L
Department: hegins with

Job Codle: beging with |+ a
Reports To Posttion Number: | begins with

Include History

Search ‘ Clear | Basic Search Save Search Criteria

Find an Existing Yalue { Add a Mew Walue
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Step 2:

On the Description page, enter the following:

Effective Date:

Enter date position is to be available. Date must be on or

(optional, except
for classified

(required) prior to the Hire / Contract Begin Date for the new
professor)
Job Code: 1101 (Professor)
(required)
Department 10108 (Physics)
(required)
Location Code 1DUAN Defaults from Department. May be changed if
(required) necessary
Reports To: Enter position # of the supervisor/evaluator for this

faculty position. In the practice area, there may not be
an appropriate position to use for your professor; just

employees) pick a position of your choice from the list
Position Notes: May be entered only after position has been saved
(optional)

Notes:

HRMS uses auto-numbering to assign numbers to positions and employees. The system will assign the next
available number once you have saved your work.

The Appointing Authority field is not required — use if desired.

The 7 Checkboxes are informational only; use if applicable.

The Faculty/Exempt Professional — Proposed Costs section is informational only; use if desired.

The Regular/Temporary and Full/Part Time fields default based on the Job Code. Both fields have a direct
relationship to whether or not this is a benefit eligible position.

The Percent of Time and Standard Hours fields are linked and are used to calculate leave accruals and

benefit eligibility, when applicable.
Salary Plan Information values default from Job Code. A change to either one updates the other.
FLSA defaults based on job code.
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Step 3:

Compare your Description page with the one shown below. Because the Effective Date reflects the date you
have entered, your page may differ from the one shown here:

Universityys
=13
ey
|| Description || Epecific Information | Pasition and Incurbent Data |
B save) 4 Refrash | Al UpdateiDisplay| | Zllinclude History |
Position Information Find | Wiewne &l First 1of 1 Last
Position Number: 00000000 Professor GoTo Posifion Funding =]
Headcount Status: Current Head Count: opoutof 0
‘Effective Date: |04/3072007 5 Fasition Notes ‘Status: Active v Initialize
‘Reason: NEW Q Mew Position Action Date: 040372007
Paosition Status:  Proposed Status Date: 0473002007
[Job Information
'Business Unit: :UCOLO Q University of Colorado
Job Code: 1101 QL Professor Manager Level: | \:|
‘RegTemp: 1 *FullPart Time: == 0% v
Regular Shift: [iA
Title: [Professar ] Short Title: Professar Ditailed Postian Description
[Work Location
‘RegRegion:  [USA X United States
Department: 1 0180 Q Physics Company: cu University of Colarada
Location: [1DUAN QL Duane Phy & Astro, Gamow Twr
Reports To: | Q Appointing | a
Authority:
[JEssential Services [Iclass Staff Seasonal or Academic Year Appoimtmenmt? O Supervises Classified Staff
[Ispecial Opportunity Posn [ Preplacement Physical Required [] Class Staff Spec Quals ] officer Position
Faculty/Exempt Professional - Minimum Maximum
Proposed Costs Salary Range:
Start Up Cost:
Moving Expense:
Total:
Salary Plan Information
FTE: Percent of Time: | 100.00
Salary Admin Plan: 110 Grade: 110
Standard Hours: 40.00 Work Period: W Q Weekly
Mon Tue Wed Thu Fri Sat Sun
g.00 g.00 g.00 g.00 g.00
USA
FLSA Status: Exempt -
B Save | [=] Motify (=% Mext tab Ertdd | FElupdateDisplay | Include His
Description | Specific Information | Position and Incumbent Data
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Step 4:

Click [ SpecificInformation | or se the Specific Information link at the bottom of the page
On Specific Information page, enter the following:

Update Incumbents

Leave as is for position creation. When an employee is
assigned to this position, the system will automatically check
this box “on”

Pay Group and Employee
Type

Leave as is. These two fields default based on the Job Code

(required)
Background Checks Select appropriate check boxes, if applicable
(optional)
HIPPA Access check Currently used only for UCDHSC positions. Defaults based

boxes

on UCDHSC Department

Requirements for

Hazardous Materials

Handling or Exposure
(required)

Provide Yes or No answer

Notes:

Some information on Specific Information page defaults from information on Description page.
The Calc Group (Flex Service) and Academic Rank fields are not used at CU at this time.

Step 5:

Compare your Specific Information page with the one shown below:

Universityys S

=

Headcoum Status:

Specific Information

Required HIPAA Access

Effective Date:  04/30/2007 Position Motes Status: Active
- 1
Mex Head Count: : Incumbens
i | College/ProfiTeachiClerical ~
Milas Comp: s [Jupdate mcumbents
‘Pay Group: MC_)_N Q _ Munthlv Employee Include Salary Plan/Grade
‘Employee Type: | Salaried -
Background Checks Budgeted Position
[C] criminal History Records [C]Financial History Records [[Iconfidential Position
[ImMotor Vehicle Records [Jother Background Check [].Job Sharing Permitted
Education and Government
Classified Indicator: Reg Fac
FTE: 0.000000 Calc Group (Flex Service): Q
Adds to FTE Actual Count Academic Rank: Q

CIeHI [payment
[ Treatment [Joperations
[IResearch

B save ‘ [=] Motity | (&) Previous tab | (=8 Nexd tab

ooutof 0

Current Head Count:

Find | siesnr &l First 1ef 1 Last

Requirements for Hazardous Materials Handling or Exposure

Hazardous Chemicals O ¥es ) No
Radioactive Materialsflonizing Radiation Oves ) No
Infectious MatlsfHuman Blood or Bodily OYes * No
Evtdd | SFUpdateDisplay |/ Include Histol

Description | Specific Infarmation | Position and Incumbent Data
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Step 6:

Click; B save System assigns new position number
Position Notes: May be entered after saving

Note:

[ Position and Incumbent Data |

Step 7:

Click on SoToFosition Funding |ink - Fynding Distribution page displays in new window.

Funding Begin Date
(required)

Enter same date that was entered for position

PCT Radio Button

Distribution Percent:

Defaults to ON: Change to AMT if salary is recorded by
estimated amount instead of percent
100%

(required)

SpeedType: 11022108 (Physics)

(required)

Funding End Date: If left blank, funding is continuous from the SpeedType.
(optional) Check campus requirements for use of this field relative
to EE group
Funding Notes Record any comments relative to the funding for this

(optional) position

Notes:

page is summary information, populated when position is filled.

Funding Begin Date for new positions must match the new position effective date. When funding updates
are made later on, the funding begin date will default to the first day of the current unprocessed pay period
for the pay group (MON or BW).

Funding end date will NOT stop pay. Payroll expense will be recorded in suspense Speed Type instead of

departmental Speed Type if funding end date is exceeded.
When using multiple funding sources, the total of all distribution rows must equal 100% for each funding

begin date.

Funding Distribution can be entered by amount or percent. If using estimated amount field, system
automatically adjusts the percent to match the amount(s) entered.
End users cannot add, delete or correct funding for a pay period that has been closed. Funding changes for
prior pay periods must be done with a Payroll Expense Transfer (PET).
Funding must be created and saved before position can be approved.
Both funding and position require approval.
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Step 8:
Compare your Funding Distribution page with the one shown on the next page. Your page may differ from the

one shown here because Funding Begin and End Dates may differ.
Umversttygf

- Oraaoc

(=

Mew \Window | Customize Pagy

" Funding Distribtion |[” Eosition and Incumbeni Data_|

& save) [ CiRetunto Search| (45 MestinList] |15 Frevious inList | | % Refresh |

GoTo Pogition Data

Funding Find | View &1 First O 4o L) Last

EFHE

Position Number: 00679961
Sequence: 0 Entered Date; 04/03/2007

Find | Wiewy A1 First [ 108 1 15 Last

Funding  [=]
Funding Status: Proposed Notes Status Date: 04/03/2007
*Funding Begin Date 04/30/2007 pmt  @Pet ApprReject:

Distribution | Finc | Tof 1 Last

1=H|E |1on noo |11D221DBQ |05131:200E,| Physics 10150 11976

& Save | SLReturnto Search ] [=] Motify ] s Refresh A Include History =4

Funding Distribution | Position and Incumbent Data

Step 9:
Click 'Esave),

Make a note of the new position number. Your position is created and the position number is assigned

Approve the position and funding. (In the Practice Area, you are an approver. Depending on your
security access in Production, you may or may not be an approver.)
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Step 10:

Select Position Approval from the Navigation box on the left side of the screen — see below

Universityys
Colora

- WL LS

Menu =]

Search:
|®

[+ hly Favorites

[» Reports and Reviews

[» Recruiting

[ Workforce Administration

[» Compensation

[* Time Callection

[ Workforce Development

= Organizational Development
= Position Management

= Maintain
Positions/Budgets
— Addilpdate Pasition

— Funding Distribution
— PociierHranstar onl
— Position Approval
— Funding Approval
S PeTEetTITTE
Funding Change
— Correction PET
— PET Appraval
— PET Approval
(Sponsored Prof)
— PET Cedification
— PET Cancellation

Step 11:
On the Position Approval page select the following:
Position Status: Approved
(required)
Position Notes: Approver may add to position comments entered by end-
(optional) user
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Step 12:
Compare your Position Approval page with the one shown below:

= r

[ Description || Specific Information || Position Approval |

ﬁ Save | QReturn to Search | | +EHextinList | | +Z Pravious inList | ‘H- Refresh | Zl UpdateIDisplay\ ﬂ Inciude Histon:ﬂ
1 )

Paosition Number: Q0679961 Go Ta Position Funding

Headcount Status: Current Head Count: gowmof 0

Find | Yieww Al First 1af 1 Last

Short: Professar Essential Services =
Long |Professaor
Description:
|Approval
Effective Date:  04/30/2007 [Z] Position Motes Reason Code: MEW  MNew Posn it

Status Date:  04/0352007

‘Position Status: | Approved v ApprReject:

B Save | [SLReturnto Search J [=] hlatify I La Refresh

Description | Specific Information | Fasition Approval

Universiv s e —
SO10Tado

Step 13:
Click | & 53‘-“3:'. Position is approved

Note:
A position must be approved before you can hire someone into the position.

Step 14:
Select Funding Approval from the navigation box on the left side of the screen.

On the Funding Approval page select the following:

Funding Status: Approved
(required)

Funding Notes: Approver may add to funding comments entered by end-
(optional) user
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Step 15:
Compare your Funding Approval page with the one shown below:

Universit
ity
>
Mews Window | Custornize Page
| Funding Approval || Eunding Distribution |{” Position and Incumbent Data |
B save) [C3Return to Search | |45 Mestin List)| |45 Preaious in List | | % Refrash | B UpdatesDisplay| | llinchide History |

5o To Position Data
First L or s [ Last

Funding Find | iew Al
Position Number: 00673961 Sequence: 0  Entered Date: 040372007
Find | view Al First | 1et1 | Last

‘Funding Status: | #pproved bt Status Date: 04/03/2007

Amt Pct  ApprReject: Ruiz-Corchado,Julia
First [ 10p1 1] Laet

W
Customize | Find | i

Funding Begin Dat| 04/30/2007
Distributi
| | i

| 1| 100000 11022108 DS/312008  |Physics

10 10180 11978

Step 16:
Click | & s=ve). position funding is approved

Creating and approving a regular faculty position completed
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Exercise 2 — Jobs at CU—Recruiting

Scenario: Jobs at CU is the university’s online recruiting system for managing job searches, and is independent
of HRMS. The system is used by Department Recruiting Liaisons (DRLs) and campus HR offices to enter and
track posting specific information and manage applications. Postings are created in Jobs at CU based on
approved positions in HRMS which have been assigned the action of “REC”. Applicants use Jobs at CU to
view and apply to University of Colorado job postings.

Note:

Check campus requirements for use of Jobs at CU and visit https://www.cusys.edu/jobs/training.html for
more information.

Step 1:

Navigation: Organizational Development; Position Management; Maintain Positions/Budgets; Add/Update
Positions; Eind Existing Value

University,s

HRSSPRAC PRACTE] Home | Wiorklist

=3

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

| Find an Existing Value || Add a MNew Yalue |

Position Number: hegins with « ||679961

Description: hedins with

Position Status: = - v
Business Unit: begins with Q
Department: hegins with

Job Code: heging with Q
Reports To Position Number:| hegins with

Include History

Search Clear | pasic Search Save Search Criteria

Find an Existing Value | Add a Mew Walue

Enter position number and click ~ S&arch

Step 2:
Fields to populate:

Insert Row
(required) Click *! to insert row

Effective Date defaults Leave as is or change as necessary
(required)

Choose Reason - REC REC is Recruitment

Click & save)

REC Must Be Approved Once approved, position will feed to Jobs and CU
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https://www.cusys.edu/jobs/training.html

Step 3:

Compare Position Description page with one shown below.

University,s

. 010Tado

E»

Regular Shift: [MiA,

Title: iProfessor

ey Wi
| Description || Specific Infarmation | Position and Incumbent Data |
& szve) [CiRetumn to Search | |+ NextinList] +EPrevious inList| |9 Refresh | 2] Update/Display| | ]
Paosition Information Fing | Wiew Al First \° 4 af 1 " Last
Position Number: 00679861  Professor Go To Position Funding =
Headcount Status: Current Head Count: powof 0
‘Effective Date: 1430/2007 [#] Pasition Notes ‘Status: ‘@
‘Reason: lE QU Recruitment Action Date: D4i0zizaar
Position Status:  Proposed Status Date:  04/03/2007 Ruiz-Carchado,Julia
[Job mformation
‘Business Unit: iDb—O—L—dQ University of Colorado
Job Code: IW Q. Professor Manager Level: | v
‘RegTemp: Regula ‘FullPart Time:

v

Short Title: Professor Detailed Position Description
[Woark Location
‘RegRegion:  |USA U United States
Department: 10180 Q FPhysics Company: cL University of Colorado

Jobs at CU Information Complete
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Exercise 3 — Hiring and Approving a Regular Faculty Employee

Scenario: A candidate for the position has been selected and must now be hired.

Note:

Campus processes are to be followed for actual dates of employment for Faculty (especially Contract

Faculty). In most cases, academic and summer appointments have specific dates that are defined by each

campus.

There are two different compensation frequencies used by the University for faculty. For payroll purposes

both are paid on a monthly basis, but they are set up differently in the Hire/Job Data pages. They are:

a) Contract Pay: This pay frequency is commonly used for academic year faculty and is the one used for
this exercise. For this pay frequency, the compensation amount entered is the total amount to be paid to
the faculty member over a specified period of time, e.g. over the 9-month academic year. Contract pay

is an effective way to pay an employee a pre-determined amount over a specified period of time.
b) Monthly Pay: This pay frequency is used for faculty members that work on a 12-month basis. For
example, faculty in the Libraries and Medical School work year-round. Their work schedule is not

necessarily tied to specific semester or academic year dates. The compensation amount is the monthly
pay amount for the faculty member.

Step 1:

Navigation: Home; Workforce Administration; Personal Information; Add a Person; Search for Matching

Persons

University,r

Menu =

Search:
[ My Favorites

[ Reports and Reviews
[> Recruiting
= Waorkforce Administration

= Personal Infarmation
[- Biographical
[» Organizational
Relationships
[» Personal Relationships
[> Citizenship

— Add a Persan
— Modify a Person
— Person Organizational

= Search for Matching
Persons

Add Person

Person ID:

MEWY

Add the Persaon

Search for Watching Persans

Mews\Window | Custornize Page |
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Step 2:

Search Criteria Page displays
Enter as many fields as available
Name fields are Case Sensitive

Click Search

Universityy,
Colotrado
Menu [=]
Search: )
| &

[ My Favorites

[» Repors and Reviews

[> Recruiting

= Workforce Administration

= Persanal Infarmation
I» Biographical
I» Organizational
Relationships

[- Personal Relationships
I Citizenship

— Add a Person

— Modify a Person

— Person Organizational

[> Joh Informal
[ Plan Salaries CU
[ Workforce Reports
> Compensation
[> Time Collection
[= Wiorkforce Development
[» Organizational Development
[> Enterprise Learning
[> Reporting Toals

Search Criteria
Search Type: Ferson
Search Parameter: ADHOC_CU1

‘Search Result Rule

Ail Hoc Search

ADHOC_CU1

Search Result Code: apHoc_RES_cU G Adhoc Results CU

User Default

Mew Windgw | 5]

Search Clear All Carny D Reset I
Search Criteria

Search Fields operand Value
First Mame [Benins with | | Q
Middle Name [BeginsWith v| | a
Last Name [Benins With | | Q
Date of Birth Eq_uals ~ |
National Id ‘Begins with | | Q

Step 3:

If person does not already exist in HRMS, begin the Add a Person process
If person does exist in HRMS, go to Add Employment Instance (Navigation: Home; Workforce
Administration; Job Information; Add Employment Instance)

For this exercise, the candidate is NOT in HRMS

Navigation: Home; Workforce Administration; Personal Information; Add a Person

Step 4: Add a Person page displays

Umvgr_s.lty,{. o
LA L0 g-1010

el

Add Person

Person ID: MEW

Search for Matching Persons

Add the Person

i | AddioFavorites [ Signc

Mew Window | Customize Page | ng

Click: Add the Person
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Step 5:
On Biographical Details page, enter or select the following:

Effective Date for Name Date defaults to today’s (system) date. Leave as is or

(required) change to hire date or other appropriate date. This
date cannot be future-dated. Generally, effective
date is the date of hire; however, the official date of
hire will be recorded in Job Data. Having an earlier
(non-hire) date recorded in Personal Information
and the true hire date recorded in Job Data, allows
setting up pre-employment records for future
employees.

Note:

The Effective Date for Name in Personal Information and the Hire Date in Job Data cannot be prior to the
date you have created your position.

Step 6
Click Add Mame

Edit Name page displays:

Prefix: Choose the appropriate value
(optional)

First: New employee’s first name
(required)

Middle: New employee’s middle initial
(required only if on
SS card)

Last: New employee’s last name
(required)

Suffix: Choose the appropriate value (If applicable)
(optional)

Note:

The First, Middle and Last Name should be entered as it appears on the new employee’s Social Security
card.

Click L to return to Biographical Details page
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Step 7:

Biographical Details page fields:

Effective Date for Name: Date of hire
(required)
Format Type: Defaults to English
Date of Birth Enter DOB
(required)
Gender: Select from drop down list
(required)
Highest Education Level:
(optional) Select from drop down list
Language Code: Select from drop down list
(optional)
Military Status: Select from drop down list
(optional)
Home Department: Use search icon if needed <
(required)
Campus Box: Use search icon if needed %
(required)
SSN/National 1D Required for all hires or POI with Security Access
(required)
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Step 8:
Compare your Biographical Details page with the one shown below:

University,s
Col ;JI{,, do
=

| Biographical Details || Contactinformation | IdentityDiversity || Organizational Relationships |

Person ID: [EWY

Primary Name Fing [ view &1l First | 10f1 | Last
*Eff Date for Name: [08/01/2007 |[5) [=]
‘Format Type: English B

Display Name: Faculty, Franklin A EditMarme

-{@grah‘l‘lic-Iﬁfu.rmatiun |
‘Date of Birth: 052411863 [3] 43 Years 10 Months

| Biographical History Find | View A1 First * 1or1 | Last
‘Effective Date for 04 =l
PERSONAL DATA:
Gender:
*Highest Education Level: |A‘NE't Indicated "'|
Language Code: Enclish o CIFERPA Flag
Military Status 2
Previous Non-Employee T-
1D:
Home Department 10180 K Fhysics
)
Campus Box {230 uce Q FPhysics
= National ID ize | Findd | i B st o [
1ona Customize | Find | Wiewe All | First " 1of 1 Last
Country ‘National ID Type Hational 1D Primary ID
UsA Social Security Mumber eei-eins
B save I [=] Motify | (= Previous tak ! (= Ned tab | 4s Refresh | FUpdateDisplay | F Include Histary

Bingraphical Details | Contact Infarmation | IdentitwDiversity | Orianizational Relationships
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Step 9:

Click [ Zentactinformation | o se the Contact Information link at the bottom of the page

Contact Information page:

El»

( Biographical Cetails || Contact Information || IdentityDiversity || Organizational Relationships |

University -
L010Trado .

B Save | [=] Motify | = Previous tak | (=% Met tak i 1) Refresh |

Biographical Details | Contact Infarmation | [dentitgDiversity | Organizational Relationships

Emplid:
Current Addresses Customize | Find | View Al | £ First || 12012 "/ Last
Address Type |As Of Date Status |Address
Home a9mr2007 Add Address Detail
et
Mailing Add Address Detail
Phone Infermation o | Eind | B o 4] ¥
Customize | Find | First 1209 of 4 L2 Last
Telephone
| Campus 1 v|| | O [=]
Email Add ize [Eind (B0 st U [¥]
mai resses Customize | Find | First =/ 1af 4 " Last
*Email Type *Email Address Preferred
| Campus V| | [ =

& UpdsteDispl:

IEWY

Click Home AddAddress Detail

Step 10:

Address History page displays
Click Add Address

Universityys
Colorado

B3

Address History

Address Type: Home

Address History Find First E 1 af 1 m Last

‘Effective Date Country ‘Status  Address: F[E=
paotzoo? | [usal@ [a Add Address

QK | Cancel | Refreshl

e Window

Page 19 of 33

04/25/07



Step 11:
Edit Address page displays

Enter Address and click L and then click % again.

Universityys

=03

Edit Address

Country: United States
Address 1: 456 Booker
Address 2:

City: Boulder State: [CO

County:

QK Cancel

. |

HRESPRAC PRACTE] Home

Mews Window | Custornize Pag

QL Colorado Postal:30302

Step 12:

Contact Information page re-displays
If Mailing address is different than Home address, click Mailing £dd Address Detail gnd repeat steps

10 and 11

Contact Information Fields:

Phone Type:
(optional)

Select the appropriate phone type.
Enter the telephone number

(Click *! to add rows for additional phone #s)

Email Address(es):
(optional)

Select the appropriate email Address type
Enter the email address

(Click '*!'to add additional email addresses)

Notes:

The Campus 1 phone # and the Campus email address are used for the campus phone directories (both

online and hard-copy directories).

When hiring a foreign student or employee, the home address must be the home address of their country of

origin. The mailing address can be a local address.

University uses mailing address for payroll advices, benefit information, W-2s and other employment

related issues.
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Step 13:
Compare Contact Information page with the one shown below.

Umverl_'sttyof

L 010Tado

=»

e Wind owe \ Customize Pagy

Blographical Details ||~ Contact Information || [dentityDiversity || Organizational Relationships |

Emplid: MEYY
Current Addresses Customize | Fing | View A1 | 8 First || 1202 | Last
Address Type |As Of Date  [Status  |Address
456 Booker Editiview Address
RO e Boulder, GO 80303 USA Detail

[T Mailing Addr differs from Home Addr

Maiting D000 Click ADD Address Detail

Add Address Detail

= » |
Phone Information Customize | Find | i First ~ 1.2of2 | Last
“Phone Type Telephone Extension Preferred

Campust ) e | 0 =
[Harme v | [303r444-3210 I El

> u E ..
Email Addresses Customnize |Find | B First [ 4 op 4 (2] Last
“Email Type *Email Address Preferred
Campus | [frank falculty@eolorado edu ] =
B save I [=] Matify I () Previous tab J = Mext tab I % Refresh J JZUpdateDisplay | JE Incluce History

Biographical Details | Contact Information | IdentitwDiversity | Organizational Relationships

Step 14:
Click [ldentiyDiversity o yse the link at the bottom of the page

Ethnic Group: Select the appropriate ethnicity. Indicate which ethnic group
(required) IS Primary
Click ™/ to add additional ethnic groups
Background Checks Select checkboxes/enter dates that appropriate
(optional) background checks were completed for this new hire

Umwrr.?__lt,y}”{_ N

=13

Mews Window | Custarmize Pane |

[ Biographical Details || Cantact Infarmation || IdentityDiversity || Oroanizational Relationships |

Emplid: MEW
Ethnic Group Finct | Wiew &1 First (0 1cf 1 "] Last
Ethnic Group: Q =
[Employment Eligibility Proof | Background checks |
Soc. Sec. Card Copy Received [ criminat History Records Eﬂ
1-9 Effective Date [CIFinancial History Records B
1-9 Expiration Date [IMotor Vehicle Records Ex
19 Verifier Name [ other Background Check [
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Step 15:
Clickr Organizational Relationships "|

Organizational Relationships page displays.

Check Employee box
. i i Save
Click Add JOBIRelationship Data |OI’ =]
Universityys

HREIPRAC PRACTE] Home

3
e Windaws | Customize Paod
[ Bingraphical Details | ContactInformation | IdentityDiversity ||~ Organizational Relationships
Person ID: MNEW
Choose Org Relationship to Add
[“IEmployee Add JOB/Relationship Data |
Empl Rcd Nbr: 1}
[CIperson of Interest
B save | [=] motify ‘ (%) Previous tab i) Refresh FlUpdateDizplay | 2] Include History

Biographical Details | Contact Information | [dentitwDiversity | Organizational Relationships

Step 16:
Work Location page displays
New Employee ID number is now assigned

Effective Date Enter Date of Hire

(required)
Action/Reason:

Action of Hire (required) | Defaults to HIR. Leave as is

Reason (required) Enter hire Reason from Look Up list
Position Enter Position number. Other fields will populate based on
(required) position number created in Exercise 1
Job Notes May be added on any page by clicking =l J28 Motes jeop

Notepad page displays
Add @ New Note |

Click:
Enter note/comments
Click: Save |

Click: <JobData Pade g return to Work Location Page
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Step 17:

Compare your Work Location page with the one shown below:

Universit
esityy
»
New Window | Customize Pag
| wwork Location || Joh Infarration | Payroll | Compensation || Employment infarrnation |
Faculty, Franklin A EMP 1D 190075 Empl Red #: 1]
Work Location Find | igwe &0 First 1of1 L Last
HR Status: Active Empl Status: Active alctlatelSiatusanaibate:
‘Effective Date: 08ia1/2007 E:J Sequence: m D GEDE
Action / Reason: HIR | Q. New Hire
Future
Position Number: 00872361 Q Professor Position Entry Date: 090112007
Regulatory Region: LIsa United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: LICoLS University of Colorado
Department: 10180 Physics Department Entry Date: 09012007
Location: 1DLAR Duane Phy & Astra, Gamow Twr
Establishment ID: cu University of Colorado
Last Updated by: Last Upd DtTm: 04/03/2007 3:41:5T7AM Date Created: 0450372007
B save | [=] Motify Mexttab | 7L Refresh [Er add
Winrk Location | Job Information | Payrall | Compensation | Employment Information

Step 18:
Click [ ok Infarmation |

or use the Job Information link at the bottom of the page

Percent of Time and
Standard Hours

Defaults from position data and can be updated. A change
to either one updates the other

Reports to:

Defaults from Position Data

Employee Class

Defaults from Job Code upon Saving

Compare your Job Information page with the one shown below:

Universityys
Colorado
B
e Window | Customize Pa
\Work Location | Job Information || Payroll | Compensation || Emplovment Information |
Faculty, Franklin A EMP 11 190075 Empl Red = 0
Joh Information Find | Wiew &1 First ' 10f 1 " Last
Effective Date: Qoroti2on7 Sequence: i] D NJDtb Appr Status  Proposed 0g¢01/2007
otes
Action /Reason:  Hire Mew Hire ApprReject
Future
Job Code: 1101 Professor Entry Date: 08012007
Reports To:
RegularTemporary: Regular FullPart: == 60%
Empl Class: ‘Officer Code: | Mone ¥
Regular Shift: [ifs Percent of Time:l 100.00
Classified Indc: Reg Fac
‘Standard Hours
Standard Hours: [ 4000
FTE: 0.000000 Adds to FTE Actual Count?
*Eysa
FLSA Status:  Exempt
Save J [=] Motify I Previous tab Mexttah | s Refresh B
wiork Location | Job Information | Payroll | Compensation | Employment Information
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Step 19:

Click:
Payroll page displays
All fields default
Tax Location Code & FICA Status default from job code and location code. Can be updated if needed,
but system will set the final FICA Status.

Compare your Payroll page with the one shown below:

University,s
U101 CTE1 Home | Worklist
3
e Windowy
[ Work Location || Job Information || Pawroll || Compensation || Employment Information |
Faculty, Franklin A EMP 1D: 190075 Empl Red = i}
Payroll Information Finct | Wiesw & First ©0 1 0f 4 L0 Last
Effective Date: 08ro1r2007 Sequence: ] U r\ijotb Appr Status  Proposed 09/01r2007
otes
Action / Reason: Hire ey Hire Appr Reject
Future
‘Payroll Systeim:
Payroll for North America
Pay Group: [hely] Manthly Employee
Employee Type: = Salaried Holiday Schedule: MIOME Mo Hol Sch
Tax Location Code: |[NOLOCAL Q. NONE FICA Status: ' Suhject v
B save | [=]Motify | @ Previous tab | (=5 Mest tab | iy Refresh S e
Work Location | Jab Information | Payroll | Compensation | Employment Information

Step 20:
Click [ Compensation |
Compensation page displays

Frequency C — defaults to Contract based on job code
(required)
Pay Components section | Enter Rate Code - BASEC
(required)
Enter Comp Rate - total amount paid over contract period
Click
Calculate Compensation MUST click Calculate Compensation before proceeding
Note:

The Comp Frequency is the frequency of pay (contract, monthly, hourly) that the employee was quoted in
the offer and defaults based on the Job Code at the position level. There are a few cases where this may
need to be changed. It is important that this field matches the actual pay (comp) frequency for the employee
and that the Rate Code at the bottom of the page reflects the correct Base Rate Code for the Comp
Frequency.

A reminder that this exercise is for a Contract Pay faculty. For information on a Monthly Pay
faculty, SEE 12 MONTH FACULTY SECTION BEGINNING WITH STEP 28.

Page 24 of 33 04/25/07



Step 21:
Compare your Compensation page with the one shown below:

UnlW?_]‘Sl[ny
~010Tado
=
e Window
[ iork Location ) Job Information || Pawroll | Compensation || Employment Information |
Faculty, Franklin A EMP 1D: 1800745 Empl Rcd #: i}
Compensation Find | Wiewe & First | 1of 1 1 Last
Effective Date: 09/01/2007 Sequence: 1] [ﬁ NJUtb Appr Status  Proposed 0840172007
ote
Action / Reasom:  Hire Mew Hirg AppriReject
Future
::(?."“‘l?‘?.'.‘ﬁ?“.i.?“..5.“.'.‘?'.“?r¥ :
|Base Compensation Rate: g0,000.000000%] ‘Frequency: | A Contract Contract Pay
Total Compensation Rate: _20,000.000000]
Salary Administration Plan: 110 Grade: 110 Standard Hours: 40.00
Job Code: 1101 Frofessor Percent of Time: 100.00 FTE:
|Comparative Information
Change Amount; 00000005 USD Contract
Change Percent: 0.000
[Pay Rates
Annual 90,000.000000 USD Daily UsD
Monthly UsD Hourly 43269231 USD
Pay Components Customize | Find | i First 1af1 Last
Amounts
1 |pasec @ [0 [ a0,000000000% UsD c =
Calculate Compensation ‘
B save ‘ [=] Matity | (&) Previous tab ‘ (FMNexttab | L Refresh Er&dd
. Contract Pay
Click:

Contract Pay page displays.

Effective Date Enter date that is equal to the begin date of the contract

(required) period
Contract Pay Type Select appropriate Contract Pay Type from drop down
(required) menu.

Payment Terms
Pay begin & end dates

Fields will populate based on Contract Pay Type

Step 23:

Compare your Contract Pay page to the one shown below:
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Contract Pay

Contract Information Find | “wiesw Al Fir=t 1 of 1 Last
‘Effective Date: 08/01/2007 [ [+ [=]
Contract Pay Type: Faculty &% Pay Cver 9 Maonths W
‘Payment Tern: Pay Cver Contract w
‘Contract Begin Date: |09/01/2007 [ ‘Contract End Date;  05/31/2008 [
Payment Begin Date: Payment End Date:
Actual Start Date: Actual Contract End

Date:
] 24 | Cancel | Refresh

Click |

Step 24:
Click [ Employmentinfarmation | o \\se the Employment Information link at the bottom of the page

Employment Information page displays

Appointment End Date Enter appointment end date, if applicable
(optional)

Notes:
Funding for the position must cover the full length of the Faculty appointment. If you enter an Appointment
End Date, check to make sure the Funding End Date is equal to, or exceeds the length of the appointment.
Review your campus processes regarding whether to record a date in the Appointment End Date field. Itis
required on all campuses for student job codes. For student employees, the appointment end date is
frequently the same as the semester end date.
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Step 25:

Compare your Employment Information page with the one shown below:
Universityys

1U1aldL

B3

Mew yWindaw |

[“shiork Location || Job Information || Payroll || Compensation || Employment Information |
Faculty, Franklin A EWP 1D: 150075

Empl Rcd = 1]

Empl Red: o Univ Employment Date:
Last Start Date:

Termination Date: Service Dt:

Empl Record

Class Staff Seniority Date:

o Y
=
o )
o )

Class Staff Save Pay End Date:
Blisines= Title: Em— Classified Staff LOS:
Job Code Entry Date:
Classified Staff Certification Date:
usa
12 Month Facutty []
Appointment End Date:

=

L

Contract Length: i Mot Applice v

Accrue Tenure Services [ FTE for Tenure Accrual:

o O

Service Calculation Group: . Q FTE for Flex Service Accrual: .

Save ‘ [=] Motify

Previoustab‘ =1 | 4 Refresh B Acdl

Step 26:

Click: @ Make note of the new employee’s ID number, if not done so already.

For new hires, system automatically transfers to Emergency Contact page.

Step 27

Enter Contact Name & Relationship to Employee
Identify Primary Contact

If contact has same address and phone number as employee, check those boxes
If contact has other address, click [*! to insert a new row and then click EditAddress
Note that multiple emergency contacts can be designated by inserting rows.

Additional phone numbers can be entered on [ Other Phone Nurnbers | page.

Emergency Contact Information Page:
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Universityys

iz Add to Favorites

L 0101ado
El»
| Contact AddressPhone | Gther Phone Numbers |
Faculty, Franklin & Emplid: 189955
Emergency Contact Find |view a1 First [l qor1 (] Last
‘Contact Name: !Fredrick Faculty =]
‘Relationship to Employee: ’Elrmher7~t| [“IPrimary Contact

Same Address as Emplovee  pqdress Type: | HOME v |
Retum ta Personal Data Same Phone as Employee  phone Type: Campus 1 v

mepIuy\ee's Current Address
Country: LIGA United States
Address: 456 Booker

Boulder, 0O 80302

'Employee’s Phone

Phone: 3037492-6543

B save ‘ CLReturn to Search ] [=] Motity ]

Contact Address/Phone | Other Phone Mumbers

*For Contract faculty, skip to Step 29.

*Step 28:

* Twelve month appointments for faculty (typically for HSC faculty at UCDHSC or library faculty):
Twelve month faculty employees are NOT set up for contract Pay in HRMS because they have no academic

year.

On the Contract Pay page:
Frequency Change the frequency to “M”
(required)
Rate Code Choose BASEM from drop down menu.
(required)
Comp Rate Enter monthly salary
(required)
Click Calculate Compensation

Compensation Page:
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Universityy,

f

_010Trado
(=3
Compensation S v | -
Base Compensation Rate: 7,500.0000005 ‘Frequency: M QU Monthly
Total Compensation Rate: ?,SDD.DDDDDDE
Salary Administration Plan: 110 Grade: 110 Standard Hours: 40.00
Job Code: 1101 Frofessar Percent of Time: 100.00 FTE:
\Compar ative Informati
Change Amount: 000000050 USD Manthly Morthly Hrly Rate |
Change Percent: 0.000
Pay Rates
Annual 90,000.000000 USD Daily 346153846 USD
Monthly 7.500.000000 WsD Hourly 43269231 USD
Pay Components Customize |Find | B8 First (0 404 2] Lot
Amounts
*‘Rate Code Seq rrency Freguency
1 |pASEM QL [ o | 7,500.000000 5 UsD M =
Calculate Compensation I
B save ’ ELReturn to Search l [=] Metify ] & Previous tab | (SiNexttab | L Refresh J FUpdateDisplay | 2 0

Wiork Location | Joh Information | Payrall | Compensation | Employment Information

Click [ Emelayment Information | o se the Employment Information link at the bottom of the page

Employment Information page displays

Click the 12 Month Faculty checkbox - required. This will allow HRMS to add sick/vacation accruals
each month. Exception reporting will be entered by the department PPL.

Mew Window | Custormize Pad)

[ Work Location | Job Information ||~ Payroll || Compensation || Empleyment Information |

Faculty, Franklin A EMP D: 189955 EmplRcd # [
Empl Red: 0 Univ Employment Date:

Last Start Date:

Termination Date: Service Dt:

Empl Record Years Months Days

Class Staff Seniority Date: k2 o 1) [t}

Class Staff Save Pay End Date: T o o ]

Business Title: Prafessar Classified Staff LOS:

Job Code Entry Date:

usA
12 Month Facuity
Appointment End Date: ’— El Contract Length:
Accrue Tenure Services [ L] FTE for Tenure Accrual: ’7
Senvice Calculation Group: l— @ o FTE for Flex Service Accrual: ,_
B save | [=] Matity | (@) Previous tab I = Mext tab | Ls Refresh Erod I

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

B save

Make a note of the professor’s employee ID (EmplID) number

Click:
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Approving the Hire. (In the Practice Area, you are the approver. Depending on your security access in
Production, you may or may not be an approver.)

Step 29:
Navigate to the Job Approval page using the navigation window on the left.

Step 30:
On the Job Approval page, enter or select the following:

Approval Status: Approved
(required)

Job Notes: Approver may add to hire comments entered by end-user
(optional)

Step 31:

Compare your Job Approval page with the one shown below:
Universit .
Poltrad:
Menu [E]
Search: Mews Window | Custamize Pag
DWyFavores f ﬂqk Locati.o.n | Job Infarmation ||~ Payrall | Compensation || Emgloyment Infarmation || Job Approval Cu |
> Reports and Reviews B save) (QiReturn to Search | (4 NexctinList] |45 Previous inList| |4 Refresh |
> Recruiting -
= \Warkforce Administration ID: 190075 Appoint End Dt
[ Personal Infqrmatlon Approval Find o e e
= Jab Infarmation
[» Caontract Administration = = = = .
b Review Job Infarrmation Effective Date: 09/01/2007 Sequence: [ [i] Job Notes  Payroll Status:  Active
P Reparts Action: Reason:
K e A" HIF Hire HIE  Mew Hire
Instance Department: 10180 Physics Action Date: 04/03/2007
—Job Data ; .
— Update Contract Pay Ma Job Code: 1101 Professar “%TIME: 100.00
—Job Data TransferiRehire Position Number: 00679961 Professar Std HrsWk:  40.00
ool = Comp Freq: o] Contract AT Pavl
— Company Property Pay Rate Data Compensation Summary |
B> Plan Salaries CL) Annual Rate: 90000.000 Base Compensation Rate; 90,000.000000%]
[ Workforce Repors = '
I» Compensation MonthiyRate:
i Hourly Rate: 43269291 Total Compensation Rate: 90,000.0000005]
[>Warkforce Development = —
[> Organizational Development ‘Approval Status:i Approved vJ Status Date: 04/032007  ApprReject: Ruiz-CorchadoJulia
[» Enterprise Learning —
[> Reporting Tools
Bl save | SLReturn to Search ‘ [Z] motify ‘ = Previous tak | =5 hexd 5 Refresh
Wiork Location | Job Information | Payroll | Compensation | Employment Information | Job Approval Cu

Step 32:
Click | & SEVEJ. The professor has been hired

Hiring a regular faculty employee and approving the hire completed
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Exercise 4 — Recording and Approving Regular Faculty Employee
Termination at End of Academic Year Contract

Scenario: The professor has completed his contract and has decided to resign from CU. Your job is to record
the termination.

Note:
For employees using Contract Pay compensation frequency: Changing employee contract pay types,
making salary changes, and/or terminating anytime prior to the contract end date has a direct and immediate
impact on the employee’s pay. When changes are made, a contract pay adjustment must be made in order to
ensure the employee is paid correctly. For more information about Contract Pay and making changes to
existing contracts, refer to the PBS website at http://www.cusys.edu/pbs/hrms/training/resources.html,
Training Resources / Contract Pay Reference Guide and Contract Changes.

Step 1: Navigation: Home; Workforce Administration; Job Information; Job Data

Universit
con
=10 Al HRESIPREAC PRACTE] H
Menu (=]
Search:
[> My Favorites Job Data
[ Reports and Reviews Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Recruiting
= Warkfarce Administration | Find an Existing Value |
I Personal Infarmation
= Jah Infarmation —
I Contract Administration EmpliD: L with [v][190075
[ Review Job Information Empl Red Nbr: ;: ~
[» Repoarts —
— Add Emplovment Name: beging with » |
Instance Last Name: | beging with ~ |
— Job Data e -
— Update Contract Pay MA Department: | heging with + | (&'}
— Joh Data Transfer/Rehire Last 4 SSN: i_biegins with v|' )
only — =
— Job Approval HR Status: [= ﬂ | vl
— Cormpany Property = =
e Employee Status: | = ¥ | v|
[ Warkforce Reports Include History
[» Compensation
[ Time Collection
b Winrkfarce Developrent Search | Clear ‘ Basic Search Save Search Criteria
[> Organizational Development
[+ Emterprise Learning
[ Repatting Tools

Step 2:
On the Job Data - Find an Existing Value search page, enter the following:
EmplID: Enter the professor’s EmplID. You can also search by
(required) Name or Last Name
Click
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http://www.cusys.edu/pbs/hrms/training/resources.html

Step 3:
On the Work Location page, enter the following:

Insert a Row:
(required) Click to insert a row
Effective Date: 06/01/2008 May 31, 2007 is the professor’s contract end date;
(required) therefore the termination date is June 1, 2007
Action: Termination
(required)
Reason: RES (Resignation)
(required)
Comments: Record any comments relative to the termination
(optional)

Note:
The effective date of the termination is the first day the employee no longer works for the university.

Example: If the last day to work is Friday August 10, 2007, then the effective date of the termination is
Saturday, August 11, 2007.

Step 4:
Compare your Work Location Eage with the one shown below:

Unwersny{,f

(=3

ey Win o | Customize Pag

| Work Location || Joh Infarmation || Payroll || Compensation || Emplayment nfarmation |

_E_?iv_a ) Return to Search] 4EMexctinList| |15 Previous in List | % Refrash | {E_L_IEQEEDEQI_A_[: |28
Faculty, Franklin A EMP ID: 190075 EmplRed# 0
Work Location Find | Wiewy &1 First 1of2 II' Last
HR Status: Inactive Empl Status: Terminated E
‘Effective Date: 060172008 B0 Sequence: i o] (J JobNotes
Action / Reason: Termination _¥| |RES Q@ Resignation
Future
Last Date Worked: 04f3172008 )
Position Number: 200200 Q Professor Position Entry Date: 0B/01/2008
Regulatory Region: LJSA United States Fosition Data
Company: cu University of Colarado Appointment End Date:
Business Unit: LCOLD University of Colorado
Department: 10180 Physics Department Entry Date: 06/01/2008
Location: 1DUAN Duane Phy & Astro, Gamow Twr
Establishment ID: cu University of Colaoradao
Last Updated by: PRACTE1  PRACTE1 Last Upd DtTm:  04/03/2007 10:08:324M  Date Created:  04/03/2007
Save | {ELReturn to Search | [=] Wotify | B\ Pre i Mexttab | s Refresh ] Update Display

Wiork Location | Job Information | Payroll | Compensation | Employment Infarmation

Step 5:
Click B save)
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Approve the termination. (In the Practice Area, you are an approver. Depending on your security access in
Production, you may or may not be an approver.)

Notes:
Certain Action/Reason combinations do not require Job Approval for the termination; the system
automatically approves the action/reason
For purposes of this exercise, let’s assume that Termination/RES requires Job Approval, even though it does
not

Step 6:
Navigate to Job Approval using the left hand navigation menu.

Step 7:
On the Job Approval page, enter the following:

Approval Status: Approved
(required)

Job Notes: Choice (Approver may add to termination comments
(optional) entered by end-user)

Step 8:
Click | save)

Step 9:

Compare your Job Approval page with the one shown below:
Univgrsity{,f

- HRBIPRAC PRACTE] Home Add 1o Favortes
Menu [=]
Search: e Window | Customize Pacg
Wy Favories {“wiork Location | Job nformation ||~ Payroll | Compensation | Employment Information ][ Job Approval Cu
[> Reports and Reviews &) save] [CiReturnto Search| (S MesctinList] | +SPrevious inList] | £ Refresh |
[ Recruiting 7
= iarkfarce Administration I0: 190075 Appoint End Dt
I» Personal Im’qrmatmn Approval Fie Aot e Bl et
= Job Information
[> Contract Adrministration R . : )
b Roview JohiRfarmation Effective Date: 06/01/2008  Sequence: [ D Joh Motes  Payroll Status:  Terminated
?E;;DE? P Action; TER TerminatnReason: RES Resignation
Instance Department: 10180 Physics Action Date:  04/032007
— Job Data ; 3
— Update Cortract Pay NA Job Code: 1101 Professor %TIME: 100.00
— Job Data TransfenRehire, Position Number: 00679961 Professor Std HrsWk:  40.00
~ H s Comp Freq: c Contract ContiEctEsy
— Company Propery Pay Rate Data Compensation Summary
I Plan Salarias CU Annual Rate: 40000000 Base Compensation Rate: a0,000.000000%]
[ Workforce Reports )
[» Compensation Morithly Rate:
e Hourly Rate: 43 269231 Total Compensation Rate: QU,DDD.DDDDDDE
[ Workfarce Development =
[> Organizational Development ‘Approval Status:| Approved v | Status Date: 04032007 ApprReject: Ruiz-CorchadaJulia
[> Enterprise Learning = —
[ Reporting Tools

Terminating the professor completed

End of Life Cycle Exercise for a Regular Faculty Employee
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