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Life Cycle of a Research Faculty Member — Professional Research Assistant

This group of exercises will follow the life cycle of a Professional Research Assistant (PRA) from position
creation through termination. We will work with a PRA in the School of Medicine — Adult Clinical Research
Center.

Create and Approve a Position

Record Open Position in Jobs at CU

Hire

Record Sick Leave in Time Collection

Terminate

Notes:

These exercises are for use in the HRMS Practice Area database during classroom training only. In order to
complete the sick leave entry in Time Collection, you will need to date the position and the hire prior to
the monthly Time Collection pay period end date that is pre-set in this practice area database. Ask
your instructor for the pay period end date and date your position and hire accordingly. If you choose not to
do the time collection exercise, you may date the position and hire date with any date.

Exercise 1 — Create and Approve a Professional Research Assistant
(PRA) Position

Scenario: Create and approve the PRA 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 information you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value || Add a New Value |

Paosition Number:

Include History

hegins with w

Description: hegins with »

Position Status: = W “
Business Unit: hedins with QL
Department: hedins with

Job Code: hegins with QL

Reports To Position Number: | begins with

Search ‘ Clear | Basic Search Save Search Criteria

Find an Existing Valu(ﬁdd a Mew Walue )
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Step 2:
On the Description page, enter the following:

Effective Date: Enter the date you want the position available. Date must be
(required) on or prior to the date of hire for the new PRA

Job Code: 1310 (Professional Research Assistant)
(required)

Department: 20234 (SOM-Adult Clinical Rsrch Cntr)
(required)

Location Code 2UD Defaults from Department. May be changed if necessary

(required)

Reports To: Select the position # of the supervisor/evaluator for this PRA
(required position. In the practice area, there may not be an
for classified appropriate position to use for your PRA, just pick a
employees) position of your choice from the list

Position Notes: Comments 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 upon saving.

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:

| Description | Specific Infarmation ||~ Position and Incumbent Data |

B save % Refresh 2 UpdaterDisplay | | Include History |

Position Information Find | Wiews Al First 1of 1 Lasg
Position Number: 00000000 Professional Research Agst GoTo Posifion Funding 1
Headcount Status: Current Head Count: Qoutof 0

‘Effective Date:  |03/01/2007 ] Position Motes ‘Status: Active v M

‘Reason: MEWS  New Paosition Action Date: 03062007

Position Status: Proposed Status Date:  02/01/2007

[Job Information

‘Business Unit:  \UCOLO . University of Colorado

Joh Code: 1310 QU Professional Research Asst Manager Level: | Mon-Manager v
‘RegTemp: Regular v *Full’Part Time: == 50% A

Regular Shift: IMiA

Title: Frofessional Research Asst Short Title: FRA Oees] Prskinm Bresisieg

[Work Location

‘Reg Region: Usa QL United States

Department: 20234 Q. SOM-Adult Clinical Rsrch Crir Company: cu University of Colorado
Location: 2UH QL University Hospital
Reports To: Q Appointing Q
Authority:
[“Essential Services [T class Staff Seasonal or Academic Year Appointment? [[]Supervises Classified Staff
[T special 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 Inforimation
FTE: Percent of Time: | 100.00
Salary Admin Plan: 130 Grade: 130
Standar d Hours: 40.00  Work Period: L Q. wee kdy
Mon Tue Wed Thu Fri Sat Sun

8.00 8.00 B.00 8.00 8.00

USA
FLSA Status: Exempt -
B save Matify Mexxt tab Esoad | FUpdateDisplay | 4] In

Diescription | Specific Information | Position and Incumbent Data
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Step 4:
Click [ Specific Information |

or use Specific Information link at bottom of 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
(required)

Leave as is. These two fields default based on the Job Code.
Most PRAs are paid on a monthly, salaried basis, but can
be changed if needed

Background Checks
(optional)

Select appropriate check boxes, if applicable

HIPPA Access check
boxes

Currently used only for UCDHSC positions. Defaults based
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

=13

HREGSPEAC PRACTE] Home

Description Specific Information ][ Fosition and Incumbent Data ]

E_gg_\_.r_;:‘ () Return to Search | | +SMextinList| (+SFPrevious inList| | % Refresh | <] UpdatesDisplay| | /=
Position Number: 00679661  Professional Research Asst o To Position Fundin
Headcount Status: Filled Current Head Count: 1outof 1

Specific Information

Effective Date:  02/01/2007 (£] Position Motes Status: Active
3 1
Max Head Count: ncianberis
. CollegelProfiTeachiClerical -
Wikrs Com: : o |:|U|)(Iale Incumbents
‘Pay Group: _MON Q lflonthly Employee Include Salary Plan/Grade
‘Employee Type: Salaried v
Background Checks Budgeted Position
[ criminal History Records I Financial History Recor ds [CIconfidential Position
[IMotor Vehicle Records [CJ other Background Check [C1Job Sharing Permitied
Education and Government
Classified Indicator: Rsrch Fac
FTE: 0.000000 Calc Group (Flex Service): | a
Adds to FTE Actual Count Academic Rank: Q
Required HIPAA Access Requirements for Hazardous Materials Handling or Exposure
CIpHi [CIPayment Hazardous Chemicals OYes @ No
I Treatment [Cloperations Radioactive Materialsflonizing Radiation OYes @ No
[JResearch Infectious MatlsfHuman Blood or Bodily OYes & No

B Save ‘ [=] hatity | (&) Previous tab | (= Mext tab

Description | Specific Information | Position and Incurnbent Data

Eind | Wi Al First 1of 1 Last

S ‘ F|UpdateDisplay | A2 Include History
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Step 6:

Click; B save System assigns new position number; make note of position number

Notes:

Position notes (comments) may be entered after saving.

( Position and Incurnbent Data |

Step 7:

Click on &oToFosition Fundind |ink - Fynding Distribution page displays in new window.

Funding Begin Date
(required)

Enter same date that was entered for position

PCT Radio Button

Distribution Row 1
Percent:
(required)

SpeedType:
(required)

Funding End Date:

(optional)
Distribution Row 2

Percent:
(required)
SpeedType:
(required)

Funding End Date:

Defaults to ON” Change to AMT if salary is recorded by
estimated amount instead of percent

75.00

61011113 (SOM Stdnt Divrst Fund)

If left blank, funding is continuous. Check campus
requirements for use of this field relative to EE group
Click to insert a new distribution row. Be sure to click

the sign that is located in the Distribution section,
not the Funding section
25.00

61023985 (Admissions Gen Exp)

If left blank, funding is continuous. Check campus

(optional) 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 does NOT stop pay. Payroll expense will be recorded in Suspense SpeedType instead
of departmental SpeedType 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 below. Your page may differ from the one shown
here because Funding Begin and End Dates may differ.

Umversttyof

L 010Tado RB9PRAC PRACTE] Home | Workiist | Addto Favorites

Elr
e Window | Customize Page |

Funding Distribution || Position and Incurnbent Data |
(B Save) (CiRetumto Search) (45 NextinList) (15 Pravious inList) [ Rafresh |

o To Position Data
GoTo Fundlng Histary
Funding Find | iewe &I First era 2 Last

#[=]

Position Number: 00B79681
Sequence: 0 Entered Date: (02/06/2007
Find | Wiew 21 First | 1of1 "l Last
Funding

Funding St; H Moteg =1 Status Date: 03/062007
‘Funding BeginDatd  03/01/2007 [PAmt & Pet ApprReject:
Distribution | Find | Frat iz | Last

1I- E|| 75.000 | 61011113 Ql H | g?\f’;’;tsgﬂ?]d 10 20031 o
[ S
. 2!-IE|!| 26,000 i}61023985 er B e e |10 20021 !19199 . | . |

B save ] L\ Return to Search 1 [=] Matify J i Retresh ] Fl Inchude Histaory B

Evnding Dictribygion | Docition and lnenrabont Dot

Step 9:
Click B savel

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.)

Step 10:
Select Position Approval from the Navigation box on the left side of the screen — see below

Universit
ety
_010Taco
Menu [=]
Search: e Window | Customize Page |m,

e ———

I My Favorites

| Funding Distribution |[” Fosition and Incurnbent Dals |

[ Repors and Reviews B save) (CLRetumto Search| |4S NesttinList] |15 Previous inList | |§Refresh |
[- Recruiting
[+ Warkforce Administration
[ Compensation GoTo Position Data
[> Time Collection Go To Funding History
D yspudaree Heve Qpmant Funding Find | View sl First |1 of 1 5] Last
< Organizational Development
<= Position Management BEE

Position Number: 00679651

= Maintain

1 Sequence: 0 Entered Date: 03/06/2007
Positions/Budgets - z
— AddiUpdate Position Eind | Wiew Al First 1/ 1of 117 Last
Info. [ Funing =
— Funding Distribution Funding St: Motes Status Date: (03/06/2007
Frsifion Approvs ‘Funding Begin Date: 03/01/2007 |amt  @Pct ApprReject:
. Fundm A roval Distribution | Eind | First | 1zof2 | Lagt

Fundmg Change
— Correction PET

— PET Approval |Som Stud
T Hahiontl] 1|[#] E||| 75.000 \51011113 Q| Gl 20031 18198
{Bponsored Proj) [ [
— PET Cancellation 2!- [+ |[=]|| 25.000 i\51023995 Q.| Ex éiTIESXSp‘DnS 10 ;20031 18199
[ Review Position/Budget L L 4 L
Infa
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Step 11:

On the Position Approval page select the following:

Position Status:
(required)

Approved

Position Notes:
(optional)

Approver may add to position comments entered by end-
user

Step 12:

Compare your Position Approval page with the one shown below. If you have entered comments, your page

Universityys

Menu =

may differ from the one shown here:

Mew Window | Customize Page | 5

> My Favorites r

[ Reports and Reviews
[> Recruiting
[-\Workiorce Adminigtration
[> Compensation
[ Time Collection
[ Workforce Development
= Qrganizational Developrment
= Position Managerment
= Maintain

Positions/Budoets

— AddfUpdate Position
Infa

— Funding Distribution

— Position Transfer anly

— Funding Approval
— PETiRetroactive

Funding Change
— Correction PET
— PET Approval

Description || Epecific Infarmatian ||~ Position Approval |

& szve] [CLReturnto Search | |45 NextinList| | +5 Previous inList| | & Refresh | <& Update/Display | | 2l Include History |
Position Number: [ililixg:lst: 30 Ta Posifion Funding
Headcount Status:  Cpen Current Head Count: goutof 0

Fircl | e Al First .\ 1of1 Last

Short: PRA Essential Services [
Long |Professional Research Asst |
Description: > |
|Bpproval
Effective Date:  03/01/2007 Pasition Motes Reason Code: NEW  MewPosn i

Status Date:  03/06/2007

— PET Appraval ‘Position Status: Approved v Appr/Reject:
iSponsored Prof)
— PET Cancellation
[ Review Posilion/Budget
Infa
[» Position Reports Save J £\ Returnto Search I [=] tatify I 4 Refresh
I> Enterprise Learning
[> Reporting Tools Drescription | Specific Infarmation | Position Approval

Step 13:

Click | sawe),

Note:
A position must

Step 14:

Position is approved

be approved before you can hire someone into the position.

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

On the Funding Approval page select the following:

Funding Status:
(required)

Approved

Funding Notes:
(optional)

Approver may add to position comments entered by end-
user
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Step 15:

Compare your Funding Approval page with the one shown below:

Universityys

Menu

Search: Mew Window | Customize Page | [,

& Wy Favoritas [ Funding Appreval ||~ Funding Distibution | Easition and Incombent Data |

&> Reports and Reviews B save) [QRetunto Search| (4EHextinList) (tEPrevious inList) |2 Refresh | Bl Updaterizplay | | Al include Histary

[ Recruiting
[ Waorkforee Administration
b Campensation M
&> Time Collection Funding Find | View Al First | 1011 [0 Last
[z Warkforce Development
= Organizational Developrment

<= Posgition Management

= Maintain Find [view &1 First 1061 | Last

Positions/Budgets

— Add/Undate Position *Funding Status; | #pproved ! Status Date: 03062007
Info

— Funding Distribution Funding Begin Date} 301 /9007 Amt Pct ppprReject:

— Position Transfer anly

— Position Approval

Fundir
— PETiREetroactive
Funding Change
— Correclion PET 1 75.000) 61011113
— FET Approval L il I I
— EET Aoiraval 2| 25.000 51023085 armisions |10 20031 |18199
Sponsared Pro | s | | Gen Exp | | | | |
— PET Cancellation

| Bom Stud
‘DIWST Fund

120031 18188

[» Review Position/Budaet
Info
[» Position Reparts
[ Enterprize Learning
> Reporting Toals

Position Number: 00673581 Sequence: 0 Entered Date:  03/08/2007

First -

F]

Distribution i

Bl save | S\Returnto Search | [=] Motify % Refresh
v

Funding Approval | Funding Distribution | Position and Incumbent Data

Step 16:
Click B save] position funding is approved

Creating and approving a research 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 for more information.

Step 1:

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

Universityys
L O10YAaQ(

(=3

ey Wind oy

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

[ Find an Existing Value ||~ Add a Mew Value |

Position Number: begins with » ||679651

Description: begins with

Paosition Status: = “ v
Business Unit: begins with a
Department: begins with »

Job Code: hegins with Q

Reports To Position Humber: | begins with
Include History

Search | Claar | Basic Search Save Search Criteria

Find an Existing Value | Add 3 Mew WYalue

Enter position number and click Search

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
Save
REC Must Be Approved Once approved, position will feed to Jobs and CU
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Step 3:

Compare Position Description page with one shown below.

| Description || Specific Information | Position and Incumbent Data |

Regular Shift: Iid,

Title: Professional Research Asst

B save) (QLRetun to Search| (JENextinList] (+SFrevious inList] |4 Reiresh | A UpdaterDisplay

Position Information Find | Wiewe &1 First 4 af 2 [ Last
Paosition Number: 00679682  Professional Research Asst G0 To Position Funding =]
Headcount Status: Filled Current Head Count: 1ouof 1

‘Effective Date: 020212007 [l [£] Position Mates 'Status: Active v

‘Reason: REC QU Recruitment Action Date: 0311412007

Position Status:  Proposed Status Date: 03142007

[Job Information

‘Business Unit: |\UCOLO QL University of Calorado

Job Code: 1310 & Professional Research Asst Manager Level: | Vice Fresident v

‘RegTemp: Regular v ‘FullPart Time: |==50% v

Short Title: el Detailed Position Description

[Work Location

‘Req Redion: USA QU United States

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

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

Step 1:

First, Search for Matching Persons to determine whether or not candidate already exists in HRMS.
Navigation: Workforce Administration; Personal Information; Add a Person; Search for Matching Persons

University,
Col ;Juf do
Menu =
Search:

®

[ My Favorites

[ Reports and Reviews

[> Recruiting

= Waorkforce Administration

Add Person

Person ID:

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

— Add a Persan
— Modify a Person
— Person Organizational

= Search for Matching
Persons

MEWY

Add the Persaon

Search for Watching Persans

Mews\Window | Custornize Page |

Step 2:

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

Click Search

Universityys
Colorado

Menu =

Search:
[ My Favorites

[ Reports and Reviews

I Rectuiting

= Warkforce Administration

= Personal Infarmation
[» Biographical
[» Organizational
Relationships

I Personal Relationships
[ Citizenship
— Add aPerson

— Modify a Person
— Person QOrganizational

I Plan Salaries CU
I Wiorkiorce Reports
[» Compensation
[> Time Collection
I» Wiorkiorce Development
[ Organizational Development
[» Enterprise Learning
I Reporting Tools

Search Criteria

Search Type: Person

Search Parameter: ADHOC_CLNH

Search Result Rule

User Default

Search Criteria

Ad Hoc Search

ADHOC_CLA

Search

Clear All

e Window | (&

Carry ID Reset J

Search Fields Operand Value

Fitst Name |Begins with s | Q
Middle Narne [Begingwith | | a
Last Name |w | a
Date of Birth | Evuals » | el

National Id | Begins with v | Q

Page 13 of 36

04/25/2007



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
Begin the Add a Person process

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

Step 4: Add a Person page displays

University,s

HREIPRAC PRACTE] Home | Worklist | Add to Favorites | Sign ¢

Bl
Mews indow | Custornize Pace | s

Add Person
Person Ix MNEWY Search for Matching Persons

Add the Persan

Click: Add the Person

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.

Notes:
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.

If you plan to do the time collection exercise in this HRMS practice area database, the hire date must be
prior to the current monthly pay period end date. Check with the classroom instructor for this date.

Step 6
ClICk Add Mame
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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
(optional)

Click ok | to

return to Biographical

Details page
Note:
The First, Middle and Last Name should be entered as it appears on the new employee’s Social Security
card.
Step 7:
Biographical Details page fields:
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:

Universit
oL
UIY
=
| Biographical Details || Contact information || IdentityDiversity | Organizational Relationships |
Person Ilx MNEW
Primary Namme Fing | View All

*Eff Date for Name: |03/01/2007 [5

‘Format Type: English v

Display Name: Meadows, Mary Edit Marre

iBiographic Information |
‘Date of Birth: 0111979 [ 28 Years 2 Months

| Biographical History Eind | wiesw Al First A i) M Last
‘Effective Date for n3i01/2007 =]
PERSONAL DATA:
Gender;
*Highest Education Level: |A—Notlnd|caled "|

Language Code: Engliz o CIFERPA Flag
Military Status b

Previous Non-Employee T-

114

Home Department 20234 U som-Adult Clinical Rereh e

Campus Box B141 HSC Q SOM-Adult Clinical Rsrch Cnir
=~ National ID Customize | Find | Wiew 211 | i First || 1of1 | Last
Country ‘National ID Type Hational ID Primary ID

USA Social Security Nurmber p06-23-0941

& Save l [=] Motify | &= Pre

vious tak Mexttak | ¥ Refresh | UpdateDisplay | Include Histary
7]

Rinnranhiral Mataile | Contact Informatinn | idantivedDivarcibe | Ormaniratinnal Ralatinnchine

Step 9:

Click [ ContactInfarmation | or yse the Contact Information link at the bottom of the page
Click Home Add Address Detail

Universityys
Colorado

=

New Window | Gustamize Pag

Biographical Details || Contact nformation || IdentityDiversity || Croanizational Relafionships |

Emplick: MEW
N Tl Il
Current Addresses Customize | Find | Yiew Al | i First || 1-zof2 | Last
(Address Type (As Of Date Status |Address
Home 030152007 Add Address Detail
Mailing Add Address Detail
= ~: 1
Phone Information Customize |Find | B8 First [ 4 ot 1 [ Last
*Phone Type Telephone Extension Preferred
E | 0
Email Addresses Customize |Find | B First 4]
Came )| 0 =
Bl save 1 [=] Motify | (#1 Previous tab | (=5 Next tab | 4 Refresh | F|UpdateDisplay | 2 Include History

Biographical Details | Cantact Infarmation | IdentityDiversity | Organizational Relationships
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Step 10:

Address History page displays
Click #ddAddress

Universityys

i .
.0101ado

HRESPRAC PRACTE] Home

Wvorklist | _Add to Favarites

E3

Mew Window | Custarnize Pagd

Address History

Address Type: Haorme
Address History Find First 1af 1 Last
‘Effective Date  Country ‘Status Address: E|
usa Q Add Address
Ok | Cancel | Refresh |

Edit Address page displays

Enter Address and click L and then click % again

Umvgrg.lt?rg{ N
AUV Ay

E»

e WWind o | Customize Fag

Edit Address

Country: United States

[123 15t Street

Address 1

Address 2: |

City: [Denver State: [CO C, Colorado Postal:30223

County: |
ok || cancel |

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

related issues.

Step 13:
Compare your Contact Information page with the one shown below:

[=[[3

Universityys
™ r

_010Tado

Mew Window | Customize Page

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

Emplid: NEW
Current Addresses Customize |Find | view &1 | B8 Frst [ g2 or2 ] Lasr
ddress Type |As Of Date  (Status |Address -
123 15t Street Edittview Address
e MR o Denver, CO 80323 USA Detail
i It ailing Addr differs from Home Addr F

hiailing 030152007 A Click ADD Address Detail Add Address Detail

Phone Information Cusiomize |Find | B Fitst M ot 4 ) ot

*Phone Type Telephone Extension Preferred

| =

Email Addresses custormize [Fra [ B8 First [ 4oy B Last

*Emnail Type ‘Emnail Address Preferred

|mary.meadows @uchsc.edu O =1
B save 1 [=] matity 1 () Previous tab ] (=9 Mext tab 1 4 Refresh ] FUpdateisplay | & Include History

Biographical Details | Contact Information | [dentitwDiversity | Organizational Relationships

Step 14
Click [ ldenfituDiversity * or yse the link at the bottom of the page

Ethnic Group: Select the appropriate ethnicity. Indicate which ethnic group

(required) is Primary
(Use < for options)
(Click [*/to add additional ethnic groups)

Background Checks Select checkboxes/enter dates that appropriate background
(optional) checks were completed for this new hire
Universityr
. LU IO AU

Mew Window | Custornize Page |

[ Biographical Details || Contact Information || 1dentityDiversity || Organizational Relationships |

Ethnic Grou Find | View Al First - 10t 1 | Last
Ethnic Group: Q E|

Emplick: MNEW

[Employment Eligibility Proof | |Background checks |
Soc. Sec. Card Copy Received [CIcriminal History Records [
I-9 Effective Date [CIFinancial History Records Bl
1-9 Expiration Date [Imoter Vehicle Records [
1-9 Verifier Name [Clother 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
[“]Employee Add JOBfRelationship 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 a New ote |

Click:
Enter note/comments
Click: S |

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

Compare your Work Location
Universityys

page with the one shown below:

yracdo

=3

| Work Location || Job Information || Payrall || Compensation ||~ Employment Information |

Meadows, Mary EMP 1D: 189343 EmplRed # 0

Work Location Fincl | iews &1 First " 1of 1| Last
HR Status: Active Empl Status: Active Calculate Status and Dates

*Effective Date: 0300172007 B sequence: 1l febbize

Action / Reason: ’W QU New Hire

Current

Position Number: CLEEE Q Professional Research Asst Position Entry Date: 03/01/2007
Regulatory Region: USA United States Fosition Data

Company: cl University of Colorado Appointment End Date:

Business Unit: UcoLo University of Colarada

Department: 20234 SOM-Adult Clinical Rsreh Cntr Department Entry Date: 03/01/2007
Location: 2UH University Hospital

Establishment ID: cu University of Colorado

Last Updated by: Last Upd DtTm:  03/07/2007 10:58:37AM  Date Created: 03072007

0K | Cancel | Apply S MNexttab | L Refresh

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

Mew Window | Custornize Pand

Step 18:

Click [ Jablnfomation | 5 s the Job Information link at the bottom of the page

Percent of Time and

Standard Hours to either one updates the other

Defaults from position data and can be updated. A change

Reports to: Defaults from Position Data

Employee Class Defaults from Job Code upon Saving

Compare your Job Information page with the one shown below:

Mews Window | Customize Page

Universityy,
Colorado
=13
Work Location Job Information ]( Fayraoll ]( Compensation Y Employment Information ]
Meadows, Mary Emp 1D: 189348 Empl Rcd & 0

Job Information

Eind | iz All First 1of1 Last

Effective Date: 03rm1r2007 Sequence: o NJDth Appr Status  Proposed 03i01r2007
otes
Action / Reason:  Hire Mews Hire ApprReject
Current
Job Code: 1310 Prafessional Research Asst Entry Date: 03012007
Reports To:
RegularTemporary: Regular FullPart: == A%
Empl Class: ‘Officer Code: _Mone B
Regular Shift: MIA Percent of Time; | 100.00
Classified Indc:; Rsrech Fac
Standard Hours
Standard Hours: | _46_0_0.
FTE: 0.000000 Adds to FTE Actual Count?
vEysa
FLSA Status: Exempt
QK I Cance| I Anply (= Previous tab | =9 Mext tab hs Refresh

Witk Location | Job Information | Payroll | Compensation | Employment Inforrmation
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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

it CT61 Home | Worklist | _Add to Favorites

[E3

Mew Window | Customize Page

(“Wiork Location || Job Information ||~ Payrell || Compensation || Employment Information |

Meadows, Mary EMP 1D: 189348 EmplRcd#: 0

Payroll Information Finct | Wiewe & First " 10f 1" Last

Effective Date: 030152007 Sequence: i) 5] Job Appr Status  Proposed 03/0152007

Action / Reason: Hire ey Hire ApprReject
Current
‘Payroll System:

Payroll for Horth America

Pay Group: MON Monthly Employee
Employee Type: 5 Salaried Holiday Schedule: NOME Mo Hol Sch
Tax Location Code:  |DENVER L DEMVER Tax FICA Status: Subject ¥

0K Cancel Apply | Previous takb Mexttab | i Refresh

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

Step 20:
Click [ Compensation |
Compensation page displays

Frequency Verify that M (monthly) has defaulted
Pay Components section | Enter: Rate Code BASEM
Enter: Monthly Comp Rate (dollar amount of monthly pay)

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

Universityys

01078

=3

[ Work Location | Job Information |~ Bayall )" Compensation || Employment Information |

Meadows, Mary EmP 1D: 1802348 Empl Red # 0
Compensation Find | Yiew & First 0 qof 1 L0 Last
Effectve Date:  03/01/2007 Sequence: [ NJDtb BpprStatus Proposed  03(01/2007

otes
Action / Reason: Hire Mew Hire ApprReject
Current

_'Comhensation Summary

|Base Compensation Rate: 3,500.000000] ‘Frequency: I @ Manthly

| Total Compensation Rate: 3,500.000000@

Salary Administration Plan: 130  Grade: 130 Standard Hours: 40.00
Job Code: 1310 Professional Research Asst  Percent of Time: 100.00 FTE:

[comparative Information

Change Amount: 0.000000%  USD Monthly MonhinERate

Change Percent: 0.000
|Pay Rates
Annual 42 .000.000000 USD Daily 161.538462 USD
Meonthly 3,500.000000 USD Hourly 20.192308 USD
Pay Components Customize | Find | B Aret W ora [ Last

Amourits

000000 &

| Calculate Compensation |

Bl save | [=] notify | (# Previous tab ‘ SiNexttab | s Refresh E Add

; n on|p - ion | E N G

Step 22:

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

Employment Information page displays

Appointment End Date | Date the PRA’s appointment ends
(optional)

Notes:
Funding for the position must cover the full length of the PRA’s 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. It is
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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Employment Information page:

Compare your Employment Information page with the one shown below:
Univgrsityof =

101200

=13

Mew Window | Custornize P4

[ ork Location | Job Information | Payroll || Compensaiion || Employment Information |

B savel |ClRetunto Search| |45 MextinList] |+ Frevious inList| | Refresh 1 4E] UpdaterDisplay | \:_‘ Include Histor
Meadows, Mary EMP 1D: 18093449 EmplRcd # 0
Empl Red: 1] Univ Employment Date: 030172007
Last Start Date: 030152007
Termination Date: Service Dt 030152007
Empl Record Vaars Days
Class Staff Seniority Date: © i o 1]
*
Class Staff Save Pay End Date: A ] o 12
i £ Classified Staff LOS:
Business Title: Professional Research Asst Assiied St !
Job Code Entry Date:
USA
12 Month Facutty [ -
e — |
Appointment End Date: El Contract Length: !_N.Et..’i\f_pl_'{‘.l!

Accrue Tenure Services [ ':a FTE for Tenure Accrual:
o

Service Calculation Group: | Q FTEfor Flex Service Accrual: |

B save | [SLReturnto Search ‘ [=] mMatify I (= Previous tab

4 Refresh FUpdateiDisplay

MWiorke | ocation [ Job nformation | Poyrall | 1Co tion | Ermanlowment Infornation

Step 23:

Review and Save
For new hires, system automatically transfers to Emergency Contact page.
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 [_2her Phone Numbers | yaq0
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Emergency Contact
Universityys

- 010rado

=3

Mew Windaw | Customize Pag

|| Contact Address/Phone | Other Phone Humbers |

Meadows, Mary Emplid: 180348
Emergency Contact Find | Wiew Al First "/ 4of 4 " Last
‘Contact Name: |Mudicly Meadows =
‘Relationship to Employee: L?E_USE o i Primary Contact
Same Address as Employee  pqdress Type: lHome—vl
Retumn to Personal Data []same Phone as Employee

EI'El-np'ld:n."mé's''(fur'reii{ Address
Country: LIgA United States

Address: 123 1st Street
Denver, CO 80223

Contact Phone
Phone: [3031465-8792

Bl save J S\ Return to Search I [=] motity I

Contact AddressiPhone | Other Phone Mumbers

Step 24:
Review and & save),
Make a note of the PRA’s employee ID (EmplID) number

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 25:

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

Universityyy
L0ol1ora
Menu
Search: Mew Mindow | Customize Page
b Wy Favorites = [ Contact Address/Phone || Gther Fhiane Nurmbers |
[> Reports and Reviews s
I Recruting Meadows, Mary Emplid: 189348
= Wiorkforce Administration Emergency Contact Find | view &l First [ qopq 2 Last
[> Personal Information
I +
= Job Infarmation *Contact Name: Muddy Meadows E
[» Contract Administration eidaheR St B . ‘Spouse B [l Primary Contact

[- Review Joh Information 1
[> Reports Same Address as Employee  pqgress Type: | Home w|

- Return lo Personal Data [Isame Phone as Employee

— Job Data [Employee’s Current Address
— Update Contract Pay M2 .
— Joh Data TransfenRehire Country: UsA United States

)il

Address: 123 15t Street

u Denver, CO 80223

[> Plan Salaries CU

I> Workforce Reparts
[» Compensation
[ Time Callection
[ Workforce Development
[> Organizational Development
[+ Enterprise Learning
[> Reporting Tools

Contact Phone
Phone: aﬁérih 5-§?§§

B save | SLReturnto Search I [=] notity I

Contact AddressiPhone | Other Phone Mumbers

Page 24 of 36

04/25/2007



Step 26:
This will bring up the Job Approval search page:

. Search
Enter Employee ID and click

Umvc;rs.lt?r,{ N
LA LA p-L0L0

A

Mesw Wind o

Job Approval
Enter any information you have and click Search. Leave fields blankfor a list of all values.

Find an Existing Value

EmpliD: begins with + 189348
EmplRcd Nbr: | = v| [

Name: begins with + |

Last Name: beging with

Department: hegins with | QL
Last 4 SSN: begins with v |
HR Status:

v v

Employee Status: ~ v

Search | Clear | Basic Search B Save Search Criteria

On the Job Approval page, enter the following:

Approval Status: Approved
(required)

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

(optional)

Step 27
Compare your Job Approval page with the one shown below:

University,s
.010Taqo

13

Mew window | Custamize Pg

[ Wiork Location | Job Information ||~ Fayroll | Compensation || Employment Information || Job Approval Cu

& save] [ Retunto Search| 4SMextinList| (1S Previous inList] (% Refresh |

Meadows Mary ID: 123348
Approval Eind. First 1af1 Last

Effective Date; 03i01/2007 Sequence: 0 Joh Maotes  Payroll Status:  Active
Action: HIR Hira Reason: HIR New Hire
Department: 20234 SOM-Adult Clinical Rsrch Cntr Action Date: 03/07/2007
Job Code: 1310 Professional Research Asst %TIME: 100.00
Position Number: 00678621 Profagsional Research Asst StdHrsWk:  40.00
PayRate Data. |

Annual Rate: 42000.000 Comp Freq: I

Monthly Rate: 3500.000

Hourly Rate: 20192308

‘Approval Status: er _V| Status Date: 03/07/2007 ApprReject:

Save LLReturnto Search Motify &= Previous tab =y e tak 1y Refresh
“

Work Location | Job Information | Payroll | Compensation | Employment inforrmation | Job Approval Gu

Step 28:
Click & 53‘-"3:'. The PRA has been hired and approved.

Hire New Research Faculty Member and Approving the Hire completed
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Exercise 4 — Entering and Approving Sick Leave for a Research
Faculty Employee

Scenario: PRA has turned in monthly employee work record to department payroll personnel liaison (PPL).
Now, acting as the PPL, enter employee’s sick leave into Time Collection.

Step 1:
Navigation: Home; Time Collection; Batches; Batch Header

Universityys

. 010raao

Menu (=}

Search: hitgin Menu = Time Collection =

_\ ® |/ Batches

Time: Epfeser =
E Batch Header EE Data - Current Appointiment EE Data - Expired Appointiment
Batch Header - testing trgce L! EE Data - Current Appointment EE Data - Expired Appointment

~ Batches EE Data - One Time Payment E— EE Data - Entered in Batch Approve Time EntryNo OTP

— Batch Headet L] EE Data - One Time Payment EE Data - Ertered in Batch L Approve Time Entryio OTP

— EE Data - Current
Appointrent

— EE Data - Ewpired E Approve One Time Payinents
Appointment Approve One Time Payments

— EE Data - One Time
Payment

— EE Data - Entered in
Batch

— Approve Time Entrgta
oTP

— Approve One Tirne

Payments

_I> ity Favorites
> Reports and Reviews

[» Recruiting

[+ Workforce Administration
[> Compensation

= Time Collection

Step 2:

Batch Header (Header Control) page displays
Click; AddaNew yalue

Pay Group: MON (Monthly Pay Group)
(required)
Batch ID: Three alpha/numeric characters to identify the batch
(required)
Notes:

Batch IDs may be reused from pay period to pay period.

Different Batch IDs must be used to create multiple batches in the same pay group and within the same pay
period.

Ty
y10rac

o p
U0

B

Header Control

[ Eind an Existing Value || Add a New Value |

Pay Group: maon 2,
BatchID:  Ph1

Add

Eind an Existing value | Add & Mew value
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Add

Batch Header page displays

Description:

(optional)

Enter something that will remind you of this batch

Batch Status

Defaults as Open. Leave as is

Click & save)

Step 4:

Compare your Batch Header page with the one shown below:

Company: LU University of Colorado Batch ID: M1
Pay Group: MR Waonthly Emplovee Batch Source: O Online
Pay End Date:  02r28/2007
Created By: 187634
Description: Batch Totals
l EE Count: 0 Pay Amt: §0.00
[] One Time Payment Only?
- v Addl Amt:  §0.00 Hours: Q.00
Batch Status
Approved Totals
(£ Open Approved
O cancelled EE Count: [ Pay Amt:  $0.00
Processed
) Ready Addl Amt:  $0.00 Hours:  0.00
Bl save | [Z] motify | E Add | A UpdateDisplay ‘
Step 5:

Navigate to the EE Data-Current Appointment page using the left-hand navigation menu.

EE Data search page displays

On this EE Data — Current Appointment search page, enter the following:

Pay Group: Defaults to MON. Leave as is
(required)
Batch ID: Defaults to the Batch ID entered
(required)
Employee ID Enter Employee ID #. May also enter Department and any
other search categories
Click Search
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Note:
If you have only a few employees to enter into a batch you should search by Employee ID # (EmplID). If
you search by Name, Last Name or % Sign, you must also enter your department number. If you enter time
records for multiple departments, you can enter data for only one department at a time.

EE Data — Current Appointment Search Page:

University,s
~0101adcC C PRACTE1 Home
Menu =]
Search:
[ 1® :
b Wy Favorites EE Data - Current Appointment
- Reports and Reviews Enter any infarmation vou have and click Search. Leave fields hlank for a list of all values.

[ Recruiting
I Workforce Administration | Find an Existing Value |
[» Compensation
= Time Collection

— Batches Pay Group: _be_glﬁnhv man
Batch ID: beglns W|thv mpi Q
Appointrmen Department: __.bé'gi'ns with | la,
— EE Dala - Expired EmpiID: ‘hegins with v |[18934]
Appointment = e
— EE Data - One Tirme Empl Red Nbr: 5_: ol
Payrnent _— i -
~ EE Data - Entered in Mg L B Wi |
Batch Last Name: | hegins with |
i P— [Peginswith gl
oTP
— Appraove One Time Search Clear | Basic Search Gave Search Criteria
Payments
Step 6:
Time Entry Data page displays
Earnings Code: SCK (Sick Leave)
(required)
Hours: 3: Indicates employee took 3 hours of sick leave
(required)
Notes:

Enter leave hours taken as a positive #
Enter leave balance adjustments as either a positive # (increase accrual balance) or negative # (decrease
accrual balance)

To add additional earnings code(s), click

Click & save)

Note:

In the Practice Area, there are no vacation and sick balances. Therefore, for this exercise and the entry of 3
hours sick leave, the system will, upon saving, convert the leave to a sick leave dock (SDK, -3.0 hours).
For employees with adequate vacation and sick balances in HRMS Production, entries will not convert to
docks.
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Step 7:

Compare your Time Entry Data — EE Current Appointment page with the one shown below:

Bl save | L\ Return to Search | [=] matity |

Time Entry Data
B Save) [CLReturnto Search| (45 NexctinList] [+E Previous inList |
Company: ClU University of Caolorado Batch ID: MP1 Cpen
Pay Group: MO Monthly Employee Pay End Date:  02/28/2007
— [Employee TE Status |
mpliD: 189348 0 Meadows Ma
P —— O cancelled Approved
Pay A Active Job Code: 1310 O Ready Processed
Status: |Leave |
Rate: $20.19 Position: O0G7aE21 Sick: Vacation:
:}
Customize | Find | Wiew: &l | it First 1 of 1 Last
;:E'ﬂ“! Hours |Addl Amt
ode
13Dk @ sickDock | -3.00 | | a, =
=
Totals |
-3.00 §0.00 §-65.63

Note:
To access other employees when using a search list, use icons:

. QPRetunto Search)

returns to the search page
. [$ENextinList] gicolavs next employee in the list

. [(tEPreviousinList) displays previous employee in the list

Step 8:

Without canceling out of the current page select: Batch Header
University,,
_0101ad0

Menu =]

Search:
|®

TE1 Home

ey Wi

[= My Favorites

[ Reports and Reviews
[ Recruiting

[+ Workforce Administration Pay Group: WM
[ Compensation
= Time Collection Pay End Date:  02/28/2007

=Haiches

— Batch ]
—EEtrata—tmrrent

Created By: 187639

Company: cu University of Colorado Batch ID: hF1

Monthly Employes Batch Sowrce: O Online

Appointment

— EE Data- Expired Description: Batch Totals

ppoi PRA Test
- EE [DJ;:TBCT;E Tirrie | EE Count: 1 Pay Amt:
Payment [ one Time Payment Only?

Addl Amit: ; Hours:
— EE Data - Entered in Al

$-65.63

-3.00

Batch |Batch Status | :
el — il Approved Totals

— Approve Time Entryo
aTpP ) Open Approved

e T e O cancelled EECount: 1 Pay Amt:

Payments ®Ready
[ Time Entry Reports =

Processed |

Addl Amt:  30.00 Hours:

§0.00
n.0o

[> Find Batches
[= Workforce Development
[» Organizational Development B save | L\ Return to Search I =l Notify_l B Add

A Upcl
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Step 9:
On the Batch Header page, enter the following:

Batch Status: Ready (Click the Ready radio button)
(required)

Step 10:
Compare your Batch Header page with the one shown above.

Click B save)

Approve the Batch. (In the Practice Area, you are the approver. Depending on your security access in
Production, you may or may not be an approver.)

Step 11:
Navigate to the Approve Time Entry/No OTP page using the left-hand navigation menu.

Time Entry Approve search page displays:
iversit
-010Tado

Menu [=]

Search:

b My Favarites Approve Time EntryiNo OTP

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

[ Warkforce Administration J’ Find an Existing Value ‘l

[ Compensation
= Time Collection i
= Batches Pay Group: | beging with v | MON

Rirhdedn BatchID: | begins with | MP1

— EE Data - Current = =
Appaintrment

g Search I Clear J Basic Search Bl Save Search Criteria
Appointrment

—EE Data- One Time
Payment

— EE Data- Entered in
Batch

— Approve Time Entrtdo

— Approve One Time
Egvment:

Pay Group and Batch ID default
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Step 12:

On the Approve Time Entry/No OTP page, enter the following:

TE Magnifying Glass: <
(optional)

Click on the magnifying glass (located next to the

employee’s name) to view Employee Time Detail
entered for that employee

Approved By Checkbox:

(required)

Click on the Approved By Checkbox after confirming that
all EE data for your batch is recorded and accurate

Employee Time Detail

De=scription
50K SICK DOCK

-3.00

hdeadaws, Mary

Mewy Window | o

Red=: 0

b}
Customize | Find | wWiew Al | B First Last
Owerride

Spdiy/Acct

1of 1

Owerride Rate

§0.00 41 BERAET $-125.000 =]

Time Entry Approval:

University,s
ol
L_-0107adg ST RO01 64 Home:
53
e Window |
Time Entry Approve
Company: cu University of Colorado Description: Feh PRA
Pay Group: MOk Warithly Employes Pay End Date:  04/30/2007
| Batch ID: PEG Batch Source:  Cnline Batch Status:  Ready
Batch Added By: Miles, 102218 Approved By Miles, Margaret L
Margaret
=
N i Tl
Customize | Find | Wieww All | | First =~ 4of 1| Last
TE Hame: # Hours | AddiAmt |Pay Amount
QL Meadows Mary 0 -3.00 5000 §-12500
Batch Ready Totals: 1 Employees -3.00 $0.00 $-125.00
Batch Approved Totals: 0 Employees 0.00 $0.00 $0.00

Bl save ] ELReturn to Search ] [=] hatify ‘

Notes:

A reminder that in this exercise, the PRA’s sick leave was converted to a sick dock because there is no
accrual balances for employees in the Practice Area.
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After you have approved and saved your batch, the checkbox for each EE will change from unchecked to
checked, indicating that each EE in this batch is approved.

Step 13:
Click |[& 5ave)

Creating and approving a monthly time collection batch completed

Additional Notes:
EE Data-Current Appointment: A current appointment implies the employee status is Active and the
Appointment End Date is later than the beginning date of the current pay period.

EE Data-Expired Appointment: The employee status is Terminated or On Leave and the Appointment End
Date is prior to the beginning date of the current pay period.

Entering data: If you have only a few employees to enter into a batch, search by Employee 1D # (EmplID).
If you search by Name, Last Name, or % Sign, you must also enter your department number. If you enter time
records for multiple departments, you can enter data for only one department at a time.

Active Appointments: If there is only one active empl rcd [employee record] within your row-level security
for the employee, the system will take you directly to that record. If the employee has more than one active
empl rcd within your row-level security, it will display all of them, and you must select the appropriate one for
which you wish to enter leave.

SpeedType: This field is for changing/overriding (for the current pay period only) the SpeedType(s) recorded
on the position’s funding distribution page.

Override Rate: Use this field to enter hours at a different hourly rate to be paid (for the current pay period
only). Offline authorization is required for use of the override rate field.
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Exercise 5 — Recording and Approving Research Faculty Employee
Termination

Scenario: The PRA’s job appointment has ended. His/her last day to work is (Your Choice). Your goal is to
record the termination.

Step 1. Navigation: Home; Workforce Administration; Job Information; Job Data; Find an Existing Value

Uni versityyr
~0101adc ST T PPL Home
Menu [=]
_Search: =
| |® | [ Job Information

> My Faworites : e
I Reparts and Reviews Mairtain information sbout a person tied to a specific job record

[ Recruiting

Add Emplovinent Instance E’ Job Data = Update Contract Pay NA
|~ YWaorkforce Administration = Add Employment Instance or Add HireRehire Ertter job information incipding yeork location

Add or update contract pay details inchuding
> Persanal Information Row paymert type, term, and period
> Joh Information

[> Plan Salaries CL

and compensation defg

L orkfurce Reports Job Data Transfer Rehire only ,’ Contract Administration : | Review Job Information
[ Compensation - Job Data Transfer/Rehire only " Maintain contracts or other written L= Inguiry pages and reports that show work
I* Time Collection agreements with their employees and ilf.ormation for & person
1> Workforee Development cortractors ElJob Summary
[> Organizational Development [ElUpdate Cortract Pay MA ;w
> Enterprise Learning ElJob List
P SetUp HRMS = Company Property 7] Renonts
b Repo_rtl_ng Toals Enter the sssignments of company propery. =" Cortains reports based on Job data of the
|~ MyDictionary | Organization.

EEmplovees on Leave of Abzence
Temporsry Employees

Step 2. Job Data search page displays

Enter one or more of the search fields
EmplID: Enter the PRA’s EmplID (You can also search by Name or
(required) Last Name)
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Compare your Job Data search page with the one shown above

University,s

Menu =]
Search:
e
L 1®
[ My Favarites

> Reports and Reviews

I> Recruiting
< Warkforce Administration
[ Personal Information

= Job Infarmation
[> Contract Administration
[> Review Job Information
> Reparts
— Add Employment
Instance

Job Data

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

Find an Existing Value

Empl Rcd Nbiz =
Name:

EmpliD: beging with vj_W 89348|
v {

Last Name:

. Your page may differ from one shown here:

Department; 0 rﬁ i &
— Joh Data TransferRehirel Last 4 SSN: ‘mtw_ginswilrr_\;qi‘- =]
anly |
— Job Approval HR Status: [= ¥ | v
[ ;I:I?;;I:?ie:rgUe Employee Slatus:j = v1 ‘ v}
[» Wvarkforce Reports [#] nclude History
[ C_ompensati_on
E&?rifgrilfgéigmment Searth Clear | pasic Search B Save Search Criteria
[» Qrganizational Development
[z Enterprize Learning
[ Reporting Tools
Step 3:
. Search
Click
Step 4:
On the Work Location page, enter the following:
Insert a Row:
. . =+ .
(required) Click to insert a row
Effective Date: Termination Date, which is first day employee no longer
(required) works for the university in this job
Action: Termination
(required)
Reason: END (End of Appointment)
(required)
Job Notes: 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, March 16, 2007, then the effective date of the termination is

Saturday, March 17, 2007.
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Step 5:
Compare your Work Location page with the one shown below:

Universityys
=13
Mew Window | Customize Pag
| Work Location ]( Job Information || Payrall }( Compensation || Employment Information }
& savel (QiRetun to Search | (45 NextinList] |15 Previous inList| |4 Refrach | & Update/Display| | .=
Meadows, Mary EMP [ 180348 EmplRcd # 0
Work Location Find |view &1 First |1 1 of 2 [P] Last
HR Status: Inactive Empl Status: Terminated El
‘Effective Date: |DBr01s2007 [E] Sequence: o m SAERRED
Action /R __Termlnatmn _v_; |[EMD T End of Appointment
Future
Last Date Worked; 0573172007
. ] 00679681 o
Position Number; = Professional Regearch Asst Position Entry Date: 0B/0142007
Regulatory Region: usa United States Fosition Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UCoLD University of Colorada
Department: 20234 SOM-Adult Clinical Rsrch Cntr Department Entry Date: 06/01/2007
Location: 2LIH University Hospital
Establishment ID: cu University of Colorada
Last Updated by: PRACTE!T PRACTE1 Last UpdDtTm:  D3/07/2007 12:01:18PM  Date Created: (0301 212007
Save | JSLReturnto Search ‘ [=] Motify ‘ 1 SFihexttab | L Refresh | UpdateDisplay
Work Location | Job Information | Payroll | Compensation | Employment Information

Step 6:
Click | B save)

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/END requires Job Approval, even though it

does not.

Step 7:
Navigate to Job Approval using the left hand navigation menu.

Step 8:
On the Job Approval page, enter the following:

Approval Status: Approved
(required)

Job Notes: Approver may add to termination comments entered by
(optional) end-user
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Step 10:
Click | & sav

Step 11:

J

Compare your Job Approval page with the one shown below:

Universityy,

=113

L 010Tado

Mesy Window | Custormize Pac

[ Work Location || Jab Information ||

Eayroll | Compensation )[ Employment nformation || Job Approval Cu

B s=ve) ICl.Return to Search | (+EHextinList| |45 FreviousinList] | Refresh |

Meadows, Mary
Approval

Effective Date:

Action:
Department:

Job Code:
Position Number:

Pay Rate Data
Annual Rate:
Monthly Rate:
Hourly Rate:

ID: 189348

Find  First ' 1.zof2 | Last

060142007  Sequence: 0 [j Job Motes  Payroll Status:  Terminated

TER TerminatnReason: END End of Appointrment

20234
1310
O0B7T9EE1

SOM-Adult Clinical Rsreh Cntr
Professional Research Asst

Professional Research Asst

Action Date; 03/12/2007

%TIME: 100.00
StdHrsWk:  40.00

42000.000 Comp Freq: Tuf
3500.000
20192308

;*npprwal Status:.répprwed ¥ Status Date: 031122007 ApprReject:

03/0142007 Sequence: 0 [Ej Job Motes  Payroll Status:

Effective Date: Active
Action: HIR  Hire Reasom: HIR Mew Hire
Department: 20234 SOM-Adult Clinical Rsrch Cntr Action Date: 03/07/2007
Job Code: 1310 Professional Research Asst %TIME: 100.00
Position Number: 00679681 Praofessiorial Research Asst Std HrsWk:  40.00
Pay Rate Data

Annual Rate: 42000.000 Comp Freq: Tt

Monthly Rate: 3500.000
Hourly Rate: 20192308

*Approval Status: Approved v | Status Date: 03/07/2007 ApprReject:

B save | LiReturnto Search | [5] Notify | &= Previous tab : ) Refresh
]

Work Location | Job Information | Payroll | Compensation | Employment [nformation | Job Approval Cu

Terminating the PRA completed

End of Life Cycle Exercise for a Research Faculty Employee
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