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Life Cycle of a Student Faculty Employee — Teaching Assistant

This exercise follows the life cycle of a Teaching Assistant (TA) from position creation through termination. A
graduate degree student will work part-time while in graduate school by assisting a faculty member in the
classroom. This Teaching Assistant works in the School of Law.

Create and Approve a Position
Hire

Change in Salary

Terminate

Notes:

These exercises are for use in the HRMS Practice Area database during classroom training only.
These exercises do not include any offline processes required on your campus to create or hire a TA. Check
with your appropriate campus office for specific offline process requirements.

Exercise 1 — Create and Approve a Teaching Assistant Position
Scenario: Create and approve the TA position.

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

University,,

=

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

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

Position Number: hegins with

Description: hedgins with

Position Status: = w w
Business Unit: heging with a,
Department: hegins with

Job Code: begins with Q
Reports To Position Number: | begins with »

Include History

Search | Clear ‘ Basic Search Save Search Criteria
Find an Existing Vallé Add a Mew Value )
v
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Step 2:

On the Description page, enter the following:

Effective Date:

Enter date the position becomes available. Date must be on

(required) or prior to the date of hire for your new student employee
Job Code: 1605 (Teaching Assistant)
(required)
Department 10352 (School of Law)
(required)
Location Code 1LAW Defaults from Department. May be changed if
(required) necessary
Reports To: Enter position # of supervisor/evaluator for this position. In
(required for classified the practice area, there may not be an appropriate
employees) position to use for the teaching assistant; pick any

position number from the list

Position Notes:
(optional)

May be entered only after position has been saved

Notes:

Appointing Authority field is not required, use if desired.
The 7 Checkboxes are informational only; use if applicable.
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.
HRMS uses auto-numbering to assign numbers to positions and employees. The system will assign the next
available number upon saving.
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Step 3:

Compare your Description
Universityys =

. 010Tado

| =113

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

page with the one shown below.

Mew Window | Customize Pad

B save) 2 Refresh |

Position Information

Position Status:  Froposed Status Date:  08/01/2007

4 Update/Display |

] Include History |

Finel | ¥iews Al First | 4of 1" Last

Position Number: aoooooon Teaching Assistant 5o To Position Funding El
Headcount Status: Current Head Count; goutof [

\Effective Date: | 08/01/2007 |5 Pasition Notes sStatus: [ Active | Initialize |

SFaneoi INEW QL oy Position ActionDate:  04/0472007

[Job Information

‘Business Unit: EUCOLO S University of Colorado

B Save | [=] Matify | (=8 Mext tab

Description | Specific Information | Position and Incumbent Data

Job Code: [1506 @ Teaching Assistant Manager Level: | Non-Manager v
‘RegTemp: ‘FullPart Time: ‘>_=5_U_% ~ |
Regular Shift: [l
Title: ETeaching Assistant Short Title: ﬁ'each Asst Detailed Pasitian Description
[Work Location
‘Reg Region: UK 2 United States
Department: 1 EISEIZ'—O\ School of Law Company: cu University of Colorado
Location: [tWLaw QU walf Law Building
Reports To: [ & ::’I:::;'r‘:t';u [ [}
[JEssential Services [Iclass staff Seasonal or Academic Year Appointment? [CIsupervises Classified Staff
[Ispecial Opportunity Posn [ Preplacement Physical Required  [_|Class Staff Spec Quals [Clofficer Position
FacultyExempt Professional - Minimum Maximum
Proposed Costs Salary Range: | ‘
Start Up Cost: | \
Moving Expense: ‘ ‘
Total:
Salary Plan Information
FTE: l— Percent of Time: ’m
Salary Admin Plan: 150 Grade: ooo
Standard Hours: 2000 Work Period: ’W—Q Weekly
Mon Tue Wed Thu Fri Sat Sun
[ 400 [ 400 [ 400 [ 400 [ 400
UsA
FLSA Status: | Exernpt v

Eetdd | ElupdateDisplay | & Include Histary

Step 4:
Click [ Specific Information |
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Step 5:
On the 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

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 Description page.

The Calc Group (Flex Ser

Step 6:
Compare your Spe

cific Information page with the one shown below:

vice) and Academic Rank fields are not used at CU at this time.

University,s
B
Mew Window | Customize Pan
Description || Specific nformation || Position and Incumbent Data |
& save 2 Rafrash | A Updaterbisplay] | ] Include History |
Position Number: 00000000 Teaching Assistant Go To Position Funding
Headcount Status: Current Head Count: Dowof 0
Specific Information Find | View Al First ' 1of1 " Last
Effective Date:  08/01/2007 Position Motes Status: Active
v E 1
Max Head Count: ) ] ] = e
- College/ProfiTeach/Clerical w
fbez Come: = [CJupdate Incumbents
‘Pay Group: MONIR, Monthly Employse Include Salary Plan/Grade
‘Employee Type: Salaried v
Background Checks [“Budgeted Position
[“]criminal History Records [“IFinancial History Records [C] confidential Position
[CImotor Vehicle Records [CJother Background Check [[]Job Sharing Permitted
Education and Government
Classified Indicator: Sidt Fac
FTE: 0.000000 Cale Group (Flex Service): Q
Adds to FTE Actual Count Academic Rank: Q
Required HIPAA Access Requirements for Hazardous Materials Handling or Exposure
Cew Orayment Hazardous Chermicals OYes @ No
[T Treatment [Joperations Radinactive Materialslonizing Radiation OYes @& No
[Iresearcn Infectious hatisiHurman Blood or Bodily Oes @ No
& save ‘ [=] matify | (=) Previous tab ‘ (=% Next tab Er Add | #|UpdateDisplay | H Inciude Histary
Descriotion | Snecific Information | Pasition and Incumbent Data
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System assigns new position number
Position Notes may be entered after saving

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

Note:
( Eosition and Incurnbent Data |

Summary information populated when position is filled.

Step 8:
Click on EoToFosition Funding |iny - Fynding Distribution page displays in new window.
Funding Begin Date: Enter same date that was entered for position
(required)
PCT Radio Button: Defaults to ON: Change to AMT if salary is recorded by
estimated amount instead of percent
Percent 100%
SpeedType 11023198 (Trial Advocacy Prgms)
(required) FOPPS will display after tabbing
Funding End Date Enter appropriate semester end date for student position
(required for student
employees)
Funding Notes Record comments relative to funding for position
(optional)
Notes:

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.

Funding Distribution may be entered by amount or percent. If using estimated amount field, system
automatically adjusts percent to match amount(s) entered.

When using multiple funding sources, total of all distributions for each funding begin date must equal
100%.

End-users cannot add, delete or correct funding for a closed pay period. Funding changes for prior pay
periods must be done using Payroll Expense Transfer (PET).

Funding must be created and saved before position can be approved.
Both funding and position require approval.

Page 7 of 29 04/25/07



Step 9:
Compare Funding Distribution Page with one shown below:

Umversttyof

- orado

=l

Mews Window | Custornize Page

| Funding Distribution || Position and Incumbent Data |
& save) (QLReturn to Search| (+ENextinList] |15 Frevious inList) | Refresh |

GoTo Position Drata

Funding Fincl | Wiew Al First -/ 10f 1 "/ Last

F5
Position Number: 00870962 -

Sequence: [ Entered Date: 04/0452007
Findd | Wiews &1 First 0 4of 40 Last

] Funding =

Figtas Status Date: pa/0452007

Funding Status:

*Funding Begin Dat 08/01/2007  famt @ pct ApprReject:

Distribution | Find | First | 1cf 1 " Last

1/[#] |[=] [100.000 11023188 @_[0&31/200:0 |T”3‘M"°°a°" |1u ‘10352 14875
I I | I |

Frgms

& Save i {ELReturn to Search ! [=] Metity ] 4 Refresh i Fl Inchude Histary =44

Funding Distribution | Position and Incumbent Data

Click 2.5

Approve Position and Funding: In Practice Area, you are the approver. Access to Approval depends on level
of security. You may or may not be an approver in Production.

Step 10:
Select Position Approval from the Navigation box on the left side of the screen.

University G

s .J I’ r r [
Menu =]
Search;
b My Favorites | | Funding Distribution || Position and Incumbent Data_|
[ Reports and Reviews B Sa\.rs) (3 Return to Search) +E Hextin List) +Z Previous in Lid
[ Recruiting

[ Warkforce Administration
[+ Compensation
[» Time Collection Funding
[ Workforce Development
= Qrganizational Development
= Position Management
= Maintain
FPositions/Budgets
— #dd/Update Paosition Funding
Infa Funding Status:

Position Number: 00679962

Motes
*Funding Begin Dat 08/01/2007 |[Oamt @ Ppel
ol Distribution |Find | £ First |1 cr 1" Last

a3l

= F'ETIRetroactnre ‘Percent |*Speed Type
Funding Ghanoe

— Carrection PET ‘ ' | 100.000 (11023198 O, [08/311200 |T
— PET Approval T El I I X ” &

— PET Appraval
iSponsored Proj)

— PET Ceification

— PET Cancellation

[+ Review Position/Budget & Save ] L Returnto Search] [=] Motity | s Refresh i

Lt
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Step 11:

On the Position Approval page select the following:

Position Status: Approved
(required)
Position Notes: Approver may add to position notes entered by end-user
(optional)
Step 12:

Compare your Position Approval page with the one shown below. If you have entered Position Notes, your
page may differ from the one shown here:

(Sl

Universit

[ Description || Specific Infarmation || Position Approval |
E Sa\.re_] QRetum to Search | | +EMextinList| |+ Prewious inList| |4 Refresh | & Update."DispIa;_r_] ﬁlnclude History |

Position Number: 0067962

Headcount Status:

Go To Position Funding)

Current Head Count: gouwof 0

Find [ View & First | 1ot 1" Last

‘Position Status: i%pprnved W

Bl Save | E\Return to Search | [=] Motify

Short: Teach Asst Essential Services =
Long :—Teaching Assistant .!
Description: |
[Approval
Effiective Date:  0am1/2007 (2] Position Notes Reason Code: MEW  Mew Posn i

Status Date:  04/04/2007

ApprReject:  Ruiz-Corchado Julia

% Refresh

Cescription | Specific Information | Fosition Approval

Step 13:

Click @ Position is approved

Note:

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:

University,s
y { al

_010rado

Menu =

Search:

@

[> My Favarites
[> Reparts and Reviews
[ Recruiting
[ Waorkforce Administration
[> Compensation
[ Time Collection
[ Workforce Development
= Organizational Development
= Pogition Management
= Maintain
PositionsBudgets
— AddiUpdate Position
Infa
— Funding Distribution
— Pogsition Transfer anly
— Position Approval
— Fundin
— PET/Retroactive
Funding Change
— Correction PET
— PET Approval
— BET Approval
{Sponsored Pro
— PET Cedification
— PET Cancellation
[» Review Position/Budget
Info
[> Position Reporis
[ Enterprise Learning

I» Reporting Tools

| Funding Approval || Eunding Distribution |~ Position and Incumbent Data_|

B save)l (QURetumto Search) | 4= MestinList) (1 Frevious inList] | Retrash |

Funding Find | Wiesww &1

Position Number: 00679362 Sedquence:

Eind | Wiew &1

‘Funding Status: } Approved w

| Update/Display] | 20 Include History |

Go To Position Data
First  1af1 " Last

1] Entered Date:  04i04/2007
First "0 1of 1 Last

Status Date: 04/04/2007

Funding BeginDatd  08/01/2007 [t Pct  ApprReject: RuizCorchadoJulia

Distribution

Percent |Speed Type ;I.TEJM
| | | Trial

1| 100.000 11023198 |05i31/2008 (Advocacy 10 110352
| | |Prams

| 14675

B save | [SLRsturnto Search ] [=] Moty ] s Refresh

Funding Approval | Eunding Distribution | Position and Incumbent Data

Step 16:

Click 2

Position funding is approved.

Creating and Approving a Student Position completed.
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Exercise 2 — Hiring and Approving a Student Faculty Employee

Scenario: A candidate for this teaching assistant 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

Universit
conel
L-010Tado LCT46 Home ites | Sign out
»
Mew Window | Customize Page | w5
Add Person

Person ID: MEW Search for Matching Persons

Add the Person

Step 2:

On Search Criteria page provide as many fields as available:
First Name
Middle Name
Last name
Date of Birth
National ID

Note:
Name fields are Case Sensitive.

Step 3:
Compare Search Criteria page with the one shown below:

Universityys
L0l0raqac

=13

Mewy Window | 15

Search Criteria
Search Type: FPerson Ad Hoc Search
Search Parameter: ADHOC_clM ADHOC_CU1
|Search Result Rule

Search Result Code: |apHOC_RES_CU ) Adhoc Results CU
User Default Search Clear All Carry 1D Reset J

Search Criteria

Search Fields Operand Value

First Mame Beging With ~ | | a
Middle Mame | Begins with ~| | a
LastMame |Eeg|ns with | | Q
Date af Birth |Equals ~| | B

Mational Id Begins With ~| | a
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Click  Search_|

Step 4:
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: Workforce Administration; Personal Information; Add a Person

Click: Add the Person

University,s

HREGSPRAC PRACTAS Home | Worklist | Add to Favorites | _Sign ou

=
Mew vindow | Custornize Pane | o5

Add Person
Person ID: HEWY Seatch for Matching Persons
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.
Click &ddMarne Required: First Name, Middle Name, Last Name
Optional: Prefix, Suffix
The name must be entered as it appears on the new
Employee’s Social Security Card

Click Ok Returns to Biographical Details page
Required Fields Date of Birth

Gender

Home Department

Campus Box

SSN/National 1D

Note:
The Effective Date for Name in Personal Data and the Hire Date in Job Data cannot be prior to the date you
have created your position.
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Step 6:
Compare your Biographical Details page with the one shown below:

Universit
Co y;ojurl do

=0

[lenne Wi ooy

| Biographical Details ||~ ContactInformation || Identit/Diversity | Qroanizational Relationships |

PersonID: MEW

Primary Name Eind | “iew & First [ 1cf 1 [ Last
'Eff Date for Name: [08/20/2007 [5) =
“Format Type: English v
Display Name: Teacher, Student Edit Mame

Biographic Information
“Diate of Birth: 042471982 [ 24 Years 11 Months

Biographical History Fine | View &l First 1ot 10 Last
‘Effective Date for OEr20/2007 EI
PERSONAL DATA:

Gender:
“Highest Education Level; | #-Mot Indicated v

Language Code: English ¥ [IFERPA Flag
Military Status ~

Previous Non-Employee T-

(13

Home Department 10352 Q School of Law

Campus Box 401 UCH Q School of Law
= Mational ID Custorize | Find | View A1 | 28 First (4 4 of 1 [ Last
Country *Hational ID Type National ID Primary ID
LISA Sacial Security Mumber s 521-65-4578

[E Save I [=] Matify I (& Pravious tab | (=% M tab | i Refresh |

S UpdateDisplay I Hll Include History

Step 7:

Click [ Eontactinformation | or yse the Contact Information link at the bottom of the page

Click Home AddAddress Detail

Contact Information page

Umvgr}s.‘ ityor
Colorado

Eir

[ Biographical Details || Contact Information || IdentityDiversity | Oroanizational Relationships |

A

Emplic: MEWY

Cl it Adid i ! i ﬂ =[] [¥]

urre resses Customize | Find | Wiewe Al | First =~ 12cf2 . Last
Address Type As Of Date Status |Address

Home 09/01s2007 ¢udd Address DetaiD

i T ot

Mailing Add Address Detail

Ph Inf ati ; : HH o [ (¥
one fniormation Customize | Eind | First "' 4af 1" Last

‘Phone Type Telephone Extension Preferred

Campus 1 v | | & =]
Email Add ize |Find [ B First 14 [H]

mail resses Customize | Find | First 101 of 1 2] Last
*Email Type *Email Address Preferred
| Campus v|| O El

Bl save | [=] Matify | &= Previous tab | (=% Mexd tab i s Refresh | FUpdate/Displ

Bingraphical Details | Contact Information | JdentityDiversity | Organizational Relationships
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Step 8:

Address History page displays

Click Add Address

University,
Co yﬁf do

B3

Address History

HRSIPRAC PRACTET Home

e Window

Address Type: Horme
Address History Find  First " 4of 1 " Last
‘Effective Date  Country ‘Status Address: E|
Lisa O Add Address
Qk | Cancel | Refrash |
Step 9:

Edit Address page displays

Enter Address and click L and then click L again.

Ty
L 010Tado
=
Edit Address
Country: United States
Address 1: |1 11 98th 5t
Address 2: |
City: |Langmont State: |CO Q. Colorado Postal:| 20501
County: |
Ok | Cancel |
Step 10:

Contact Information page re-displays

If Mailing address is different than Home address, click Mailing £dd Address Detail and repeat steps

10 and 11

Contact Information Fields:
Phone Type:

Select the appropriate phone type; Enter the telephone
number
(Click *! to add rows for additional phone #s)

Select the appropriate email Address type; Enter the email
address

(Click ™/to add additional email addresses)

Email Address(es):
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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.
The University uses the mailing address to send information regarding employment related issues, including
payroll advices, benefits information, W-2’s, etc.

Step 11:

mvgs.tt?/ﬂf. .
Uil aldy

B

Compare Contact Information

page with the one shown below.

t | Add to Favorites

Mew Windme | Customize Page

Biographical Details ||~ Contact Information || dentit/Diversity || Organizational Relafionships |

Emplid: NEW
Current Addresses Customize | Find [ Vieweall | B8 First [ 1002 ] Last
|Address Type (As Of Date Status ddress
111 98th 5t EdittView Address
Eume Hel L2l & Longrmont, GO 80501 USA Detail
Mailing 08/20/2007 A If Mailing Addr differs fram Home Addr 41 s cs petail

Phone Information

Click ADD Address Detail

o, b
Customize | Fined | B4 First | qefq | Last

Carnpus 1 | [3031482-0000

Email Adidresses
*Email

+ L
Customize | Find | i First 1of 1 Last

I & =

T
Campus v | [studentteacherg@eolorada.edu

B save 1 [=] ratity I &) Previous tab ] @ Mexttab | 7l Refresh I FUpdateDisplay | ] Include History

O F E

Biographical Details | Contact Information | ldentitDiversity | Organizational Relationships

Step 12:

Click [ ldenfituDiversity " or yse the link at the bottom of the page

Ethnic Group:
(required)

Select the appropriate ethnicity. Indicate which ethnic group
is Primary

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

Background Checks
(optional)

Select checkboxes/enter dates that appropriate background
checks were completed for this new hire

Umvc?_lf?lt?bj: o
Lolorado

=

Meve Windaws | Customize Page

[ Biographical Details || Contact Infarmation || entityDiversity || Organizational Relationships |

Ethnig8roup
EtNpic Group: <

Employiment Eligibility Proof
Soc. Sec. Card Copy Received
1-9 Effective Date
1-9 Expiration Date

1-9 Verifier Name

Emplid: MEW

Findl | View &l First [ 108 1 2] Last
=

Background checks

[ criminal History Records ,7 @
[ Financial History Records ,7 @
I Motor Vehicle Records [ m
[] other Background Check ,7 [
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Step 13:
Clickr Organizational Relationships "|

Organizational Relationships page displays.

Check Employee box
. i i Save
Click Add JOBRelationship Data |0r =]
University,s

AU HRESPRAC PRACTE] Home i [ _Add to Favorites

»
e Window | Custornize Paod
[ Biographical Details || ContactInformation || ldentityDiversity ||~ Organizational Relationships
Person IDx: MEW
Choose Org Relationship to Add
Employee Add JOB/Relationship Data |
Empl Rcd Nbr: 0
[CIPerson of Interest
Bl save | [=] Moty ‘ (&) Previous tak %) Refresh FUpdateDisplay | 2] Include History

Biographical Details | Contact Infarmation | [dentiteDiversity | Organizational Relationships

Step 14:
Work Location page displays
New Employee ID number is now assigned

Effective Date Enter Date of Hire
Action Defaults to Hire; leave as is
(required)
Reason Enter appropriate reason for hire
(required)
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 = 18h Nates jeon
(optional) Notepad page displays
Click: At New Nate |
Enter note/comments
Click: Save |

Click: dobData Pane tg return to Work Location Page
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Step 15:

Compare your Work Location page with the one shown below:
T

Step 16:

Umv?_rsny{,f
-010Tadl HRS3IFRAC PRACTE1 Home
B
Me
|| Work Location || Job Information | Payroll || Compensation || Employment Infarmation |
Teacher, Student EmP D 190076 EmpIRcd = 0
Work Location Find | Wiesse &I First | 4of 1 [° Last
HR Status: Active Empl Status: Active Calculate Status and Dates
'Effective Date: 0202007 31 Sequence: m Job hotes
Action / Reason: HIR QU new Hire
Future
Position Number: (0673962 Q Teaching Assistant Position Entry Date: 08/20/2007
Regulatory Region: LIGA United States Fosition Data
Company: cl University of Colorado Appointment End Date:
Business Unit: LzOLo University of Colorado
Department: 10352 School of Law Department Entry Date: 08r20/2007
Location: LA Walf Lawy Building
Establishment ID: cl University of Colarado
Last Updated hy: Last Upd DdTm:  04/04/2007 12:44:30PM  Date Created:  04/0452007
B Save | [=] hctity | =hexttab | L Refresh B tacled
Liwgorke | oeation | Iob Information | Paveoll | Compensation | Emoloumentinfraation

Click [ 4obInformation | o yise the Job Information link at the bottom of the page

Employee Class
(required)

Required for Student Position. Choose “J” (Student
Faculty—No Student Retirement) for this position.

Use “4 to choose correct code.

Percent of Time
Standard Hours

and Defaults from position data and can be updated. A change
to either one updates the other
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Compare your Job Information page with the one shown below:

Universityys
e ade

loraqc

=3

e Window |

Work Location | Job nformation || Bayroll | Compensation || Employment [nformation |

Teacher, Student EMP 1D: 190076 Empl Red #: 1}
Job Information Fin | Wiewn &1l First 1of1 | Last
Effective Date: 0202007 Sequence: o D NJDIb Appr Status  Proposed 02202007
otes
Action / Reason: Hire MNew Hire Appr Reject
Future
Job Code: 1506 Teaching Assistant Entry Date: ogf20/2007
Reports To:
FullPart: == 50%

Regular Temporary: Termpoarary
Empl Class: [0 @ stdtFac-Mo Stot Retirement “Officer Code: | Mone i

Percent of Time:| 5000

Regular Shift: A
Classified Indc: Stdt Fac
‘Standard Hours
Standard Hours: | 2000
FTE: 0.000000 Adds to FTE Actual Count?
> E=ysa

FLSA Status: Exempt

Save | [Z]Motify | @ Previous tab Mexttab | rhe Refresh S 2eld

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

Step 17:

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:

Universityys
Colorado
| El13
ey Wiinog
[ Vork Location || Job Information |~ Payroll || Compensation || Employment Information |
Teacher, Student EMP Io: 190076 Empl Red =: i}
Payroll Information Find |Wiews &1 First | 1of 1 Last
Effective Date: 082002007 Sequence: 1] [j NJDtb Appr Status  Proposed 08s20/2007
ote
Action / Reason: Hire Mew Hire ApprReject
Future
‘Payroll System:
le?'ayrolllufbr North America
Pay Group: [l Lali} ionthly Emploves
Employee Type: 5 Salaried Holiday Schedule: MONE Mo Hol Sch
Tax Location Code: (MO LOCAL Q MONE FICA Status: Subject w
B save J [Z] Matify ‘ &1 Previous tab ‘ (= Mext tah ] iy Refresh [ Aol
Wiark Location | Job Infarmation | Payroll | Compensation | Employiment Infarrmation
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Step 18:
Click [ Compensation |
Compensation page displays

Frequency Verify that M (monthly has defaulted)
Pay Components section | Enter Rate Code - BASEM
(required) Enter Monthly Comp Rate (dollar amount of monthly pay)
Click
Calculate Compensation | MUST click Calculate Compensation before proceeding
(required)
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.

Step 19:

Compare your Compensation

University,y

=03

page with the one shown below:

Mews Window | Customize Pa

Teacher, Student EmMP

Compensation

Compensation Summary
Base Compensation Rate:

Total Compensation Rate:

[“work Location | Job nformation ||~ Payroll [ Compensation || Employment Information |

Effective Date: Qaz0s2007 Sequence: 0 fﬁ Job Appr Status  Proposed 08/2002007

Action / Reason: Hire Mew Hire ApprReject

1,250.0000005]
1,250.00000053]

D: 190076 Empl Rcd 2 1]

Finl | Wiews Al First " 1af1 | Last

Motes

Future

‘Frequency: M L Manthly

Salary Administration Plan: 150 Grade: 000 Standard Hours: 20.00
Job Code: 1506 Teaching Assistant Percent of Time: A0.00 FTE:
Comparative Information
Change Amount: 0.0000005E  USD Monthly Marthly Hrly Rate
Change Percent: 0.000
Pay Rates
Annual 14,000.000000 WSD Daily 57692308 USD
Monthly 1,250.000000 UWSD Hourly 14.423077 USD
Pay Components Cuztomize | Find | i First 1of 1 Last
J Ammourts
1 |BasEM @ [0 1,250.000000 5 UsD = =
Calculate Campensation |
Bl save | [=] Motity | (5 Previous tak | i Mexttab | 4 Refresh B add \
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Step 20:

Click [ Employmentinfarmation | s the Employment Information link at the bottom of the page

Employment Information page displays

Appointment End Date | Date the teaching assistant appointment ends.
(Required for Student
employees)

Notes:

Funding for the position must cover the full length of the 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.

Step 21:

Compare your Employment Information page with the one shown below:
University,s k.

=3
Mew Window | Customize Pag|

[ Work Location |( ok Information || Payroll | Compensation || Employment Information |

Teacher, Student EmMP 1D: 190076 EmplRcd 0
Empl Rcd: a Univ Employment Date:
Last Start Date:

Termination Date: Service Dt:

Empl Record
Class Staff Seniority Date:

LT
o
o
o

Class Staff Save Pay End Date:
C ified S 0s:
Business:Title: lassified Staff LOS:
Job Code Entry Date:

Classified Staff Certification Date:

usA
12 Month Facutty [] ) o
Appointment End Date: [osr32008 54 Contract Length: Mot Applict v |

Accrue Tenure Services [ ] FTE for Tenure Accrual:
. 3 T I .
Service Calculation Group: Q + FTE for Flex Service Accrual:
Save | [Z] Matify | Previous tak | | 4y Refresh Es Add

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

Step 22:

Click: @5+

Make note of the teaching assistant’s employee ID (EmplID) number

For new hires, system automatically transfers to Emergency Contact page.
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Step 23:
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:
l__]n|\,'¢_]"s[]_yqf' e

=3

Mew Window | Customize Paoe

| Contact AddressPhone || Dther Phone Murnbers |

Teacher, Student Emplid: 180076
Emergency Contact Fircl | g &l First 1 af 1 Last
‘Contact Name: [Mary Miles =
‘Relationship to Employee: Mother it Primary Contact )
Same Address as Employee  pddress Type: | o
Eeturn to Personal Diata Same Phone as Employee  phone Type: :_63"1_!3“3"1 |
Employee’s Current Address
Country:
Address:
Employee’s Phone
Phone: 302r492-0000

B save ‘ ELReturn to Search | [=] matify ‘

Contact AddressiPhone | Other Phone Mutribers

Make a note of the employee ID (EmplID) number, if not done so already.

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 24:

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

Step 25:

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)
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Step 26:

Compare your Job Approval page with the one shown below:

Universityys
Colorado
Menu =

Search:

[: My Favorites
[» Reports and Reviews
[ Recruiting
< Workforce Administration
[ Persanal Infarmation
= Job Infarmation
[ Caontract Administration
[» Review Joh Information
I» Repons
— Add Employment
Instance
—Job Data

— Undate Contract Pay MA
— Job Data TransfarRehire
only

— Company Property

[> Plan Salaries CU

[ \Workforce Reports
[ Cormpensation
[ Time Callection
[ Workforce Development
[ Organizational Development
[ Enterprise Learning
[ Reporting Tools

ews Window | Custamize Pags

[ Wiork Location || Job Infarmation ||

Payroll || Compensation || Employment Infarmation ||~ Job Approval Cu

B save) (QRetumto Search) (45 NetinList) (18 Previous inList) (@ Refrash |

Approval
Effective Date:
Action: HIR Hire
Department: 10342
Job Code: 1506

Position Number: 00675862

Comp Freq: M Manthly

[Pay Rate Data | |compensation Summary
Annual Rate: 15000.000 Base Compensation Rate: 1,250.0000005]
Monthly Rate: 1250.000
Hourly Rate: 14.423077 Total Compensation Rate: 1,260 0000005

‘Approval Status:I Approved v

B save | CUReturnto Search I [=] natity I &= Previoustab | (=5 et e s Refresh

02i2002007 Sequence: 0 Ej Joh Notes  Payroll Status:  Active

ID: 130076 [Appoint End Dt _05/31/2008

Find  First - 1cf1 | Last

Reason: HIR MNew Hire
Action Date: 04/04/2007

Teaching Assistant %TIME:  50.00
Std HrsWk: 20,00

Schoal of Law

Teaching Assistant

Status Date: 04/04/2007  AppriReject: Ruiz-CorchadoJulia

‘work Location | Job Information | Paytoll | Compensation | Emploviment information | Job Approval Cu

Step 27:

Click % The Teaching Assistant has been hired

Hiring a student faculty employee and approving the hire completed
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Exercise 3 — Entering a Pay Rate Change for a Student Faculty
Employee

Scenario: The Dean of the School of Law has researched all the teaching assistant salaries in the department
and has made a decision to increase the pay for their newest TA to match the salaries of the other TA’s. Now,
acting as the PPL for the department, you are going to enter the TA’s pay rate change.

Step 1:
Navigate: Workforce Administration; Job Information; Job Data / Find an Existing Value
Step 2:
On the Job Data — Find an Existing Value search page, enter the following:
EmplID: Enter the TA’s EmplID. You can also search by Name or
(required) Last Name
Step 3:

Compare your Job Data — Find an Existing Value search page with the one shown below.

Universityys
( ) Orace
Menu =
Search: M Wind o
I My Favorites Job Data
[ Reports and Reviews Enter any information vou have and click Search. Leave fields blank far a list of all values.

I> Recruiting

= Warkforce Administration [ Find an Existing Value |

[» Personal Information
= Jah Infarmation

I Contract Administration EmpliD: heging with % | 190076
I» Review Job Information Empl Red Nbr: - 2
[ Repoarts
— Add Employment Name: hegins with »
nctance Last Name: begins with v
—.Job Data
— Update Contract Pay hA Department: hegins with QL
— Job Data TransfarRehire Last 4 SSN: bEging With | v
anly
—Job Approval HR Status: = v v
— Cormpany Propery — Status:[=
Ei atus:| = v v
I Plan Salaries CU o
I Warkforce Repaorts Include History

[- Compensation

[- Time Collection
1> Waorkforce Development Search Cleat | Basic Search Save Search Criteria

[> Organizational Development
[+ Enterprise Leaming
[> Reporting Tools

Step 4:
Click

Step 5:
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On the Work Location page page, enter or select the following:

Insert a Row:
(required) Click to insert a row

Effective Date: 01/05/08 This is the date you want the pay rate change to
(required) take effect

Action: Pay Rate Change
(required)

Reason: MAT (Matching Pay)
(required)

Comments: Record any comments relative to the termination
(optional)

Note:

When a row is inserted on the page where the effective date field is (for this exercise in Job Data, the effective
date field is on the Work Location page), the system copies all of the data on all of the pages in the Job Data
group, thus retaining the former effective dated information for historical purposes. The new row of data
that we have just inserted is now available for us to make any changes to, e.g. the new effective date, the
action and reason, and finally the TA’s salary change amount. The former row of data is now a “history’
row and the newly inserted row becomes the “current’ row of data.

Step 6:

Compare your Work Location page with the one shown below:

University,s

(=13

Mews Window | Custornize Pal

| Work Location |[* Joh Information || Eayrall

[ Compensation || Employment Information |

Last Updated by: PRACTE1  FRACTE1

& save | J[S\ReturntoSearch | [=] Notify

B save) CiRetumtoSearch)| (45 NextinList] (5 Previous inList] | £ Refresh | ] Update/Display| |
Teacher, Student EMP 1D: 190076 EmplRcdz 0
‘Work Location Eingl | Wiz A1l First 1oz [P Last
HR Status: Active Empl Status: Active =
‘Effective Date: 01052008 [ sequence: o [ Joo hotes
Action / Reason: :. Ray Rats Change: v MAT (L Matching Pay
Future
Position Number: 00679962 R shingAssistant Position Entry Date: 01/05/2008
Regulatory Region: LISA United States Position Data
Company: cl University of Colorada Appointment End Date: 053142008
Business Unit: UcoLo University of Colorado
Department; 10352 School of Law Department Entry Date: 01/05/2008
Location: LAY Wolf Law Building
Establishment ID: cu University of Colorado

LastUpd DtTm:  04/04/2007 1:51:01PW  Date Created:  04/04/2007

Mext tak 74 Refresh FlUpdateDisplay

Step 7:

Work Location | Job Information | Payroll | Compensation | Emplovment Inform ation

Click [ Sompensation | o ice the Compensation link at the bottom of the page.

Step 8:
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On the Compensation page, enter the following:

Comp Rate:
(optional)

1350.00 (Change the salary of 1250.00 to 1350.00)

Calculate Compensation:
(required)

After entering compensation rate, click on the Calculate
Compensation button

Step 9:

Compare your Compensation page with the one shown here:

Universityys

racle

=3

Acd to Favorites

Mew Window | Customize Pag

[ Work Lacation || Job Information || Payrall || Compensation || Emplayment Information |

B save) (QiRstumto Search| (4SNextinList] |15 Previous inList| |45 Refrash |

Teacher, Student EMP

Compensation

Effective Date:

Calculate Compensation |

01i05/2008 Sequence: . Appr Status  Proposed 04/0452007
Action/Reason:  Pay Rt Chg Matching Pay ApprReject
Future
Compensation Summary
Base Compensation Rate: 1,350.0000005] ‘Frequency: ’M_O‘ Monthly
Total Compensation Rate: 1,350.0000005]
Salary Administration Plan: 150 Grade: 000 Standard Hours: 20.00
Job Code: 1506 Teaching Assistant Percent of Time: 50.00 FTE:
Comparative Information
Change Amount: 10000000050 USD Monthiy Marithly Hrly Rate
Change Percent: 8.000
Pay Rates
Annual 16,200.000000 USD Daily 62.307692 UBD
Monthly 1,350.000000 USD Hourly 16.576923 USD
Pay Components Custornize |Find | 2 First 1061 [ Last
Amounts
*Rate Code ’;’mi g[ Frequency
1 [pasEm QL T o [ 13800000005 UsD M [=]

1D: 190076 EmplRcd = 0

Find | view &l First | 1 o2 [ Last

0 ™ Job

Step 10:

Click 2.5

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

Step 11:

Navigate to the Job Approval page using the menu on the left side of the page.

Step 12:
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On the Job Approval page, enter the following:

Approval Status: Approved

(required)

Job Notes:

(optional)

Approver may add to comments entered by end-user

Step 14:

Compare your Job Approval page with the one shown below:

Universityys

Menu [
Search:
@
[> My Favarites
[ Reports and Reviews
[> Recruiting
= ¥orkforce Administration
[> Personal Information
= Job Information
[» Contract Administration
[» Review Job Infarmation
[ Reporis
— Add Employment
Instance
—Job Data

— Update Contract Pay bA
— Job Data TransferRehire
only

— Company Propery

[> Plan Salaries CU
I Workforce Reparts
> Compensation
[> Time Callection
[ Workforce Development
[> Organizational Development
[+ Enterprise Learning
[> Repaorting Tools

Mew Window | Customize Pan

[“itiork Location || Job Information || Payoll ) Compensation || Employment Information | Job Approval Cu

E Save) | ClReturnto Search| 4EHextinList| | 1S Previous inList| | Refresh |

ID: 190076 Appoint End Dt 05/31/2008
Approval Find. First 12of 2 Last
Effective Date: 01/05/2008 Sequence: 0 [j Joh Motes  Payroll Status:  Active
Action: Par PayRt  Reasom maT Matching Pay
Chu
Department: 10352 School of Law Action Date: 04/04/2007
Job Code: 1506 Teaching Assistant WIIME:  50.00
Position Number: Q0879962 Teaching Assistant StdHrsWk:  20.00
Comp Freq: M Manthly
'Pa_y Rate Data | _'Compen_sation Summary
Annual Rate: 16200.000 Base Compensation Rate: 1,260.000000%]
Monthly Rate: 1350.000
Hourly Rate: 15676023 Total Compensation Rate: 1,350.000000%]

'ﬁpprwalStatus:i'_;\_ppmvea__:_i Status Date: 04/04/2007  AppriReject: Ruiz-Corchado Julia

Effective Date: 08/20i2007 Sequence: 0 ) Job Motes Payroll Status:  Active
Action: HIR Hire Reason: HIR Mew Hire
Department: 10352 School of Law Action Date: 04/04/2007

Entering and approving a pay rate change completed

Exercise 4 — Recording and Approving Student Faculty Employee
Termination
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Scenario: The TA’s job appointment has ended because the academic year has come to a close. His/her last
day to work is May 31, 2008. Your goal is to record the termination, effective June 1, 2008.

Step 1:

Navigate: Home; Workforce Administration; Job Information; Job Data; Find an Existing Value

Step 2:
On the Find an Existing Value search page, enter the following:

(required) Last Name

EmplID: Enter the TA’s EmplID. You can also search by Name or

Step 3:

Compare your Job Data — Find an Existing Value search page with the one shown below. Because you are

University,s
Lolorad

Menu =

Search:
®

[> Wty Favorites Job Data

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

= Wotkforce Administration [ Find an Existing Value |

searching for your employee, the EmplID on this page will differ from the one shown here:

Mew Windo:

[> Personal Information
= Jah Infarmation

I Contract Administration EmpliD: begins with + | 190076
[» Review Job Information Empl Red Nbr: - 3
[» Repors
— Add Employment Name: hegins with
liiET Last Name: hegins with
—Job Data
— Update Contract Pay MNA Department: beding with Q
—Joh Data TransferiRehire Last 4 SSN: hegins with |+
anky
— Job Approval HR Status: = ~
— Company Property R C
> Plan Salaries CU Employee Status: | = i W
[ YWarkforce Reports Include History

[ Compensation

I> Time Collection
I Waorkforce Development Search Clear | Basic Search Save Search Criteria

[» Crganizational Development
[> Enterprise Learming
[- Reporting Tools

Step 4:
Click LSearch |

Step 5:
On the Work Location page, enter the following:
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Insert a Row:
(required) Click to insert a row

Effective Date: 06/01/2008 — Termination Date, which is first day employee
(required) no longer 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 Saturday, May 31, 2008, then the effective date of the termination is
Sunday, June 1, 2008

Step 6:

Compare your Work Location page with the one shown below:
University,s

HR: ACTE] Home | Wiorklist | Addto
3
Mew Window | Custornize Pag
| Work Location || Job Information || Payroll || Compensation |[” Emplayment Information |
B Save) (QRetumto Search) 4SMextinList] (42 Previous inList) | Refresh | ZE UpdatesDisplay| [
Teacher, Student EmF D: 180076 EmplRcd# 10
Work Location Ein | Wigw Al First 1of 3 ] Last
HR Status: Inactive Empl Status: Terminated =
‘Effective Date: 00112008 Sequence: 0 E] dobiNotes
Action / Reason; [ermination i v [END L End of ppointment
Future
Last Date Worked: 053172008
Position Number: Q0872952 2 Teaching Assistant Paosition Entry Date: 01/05/2008
Regulatory Region: LigA United States Position Data
Company: cu University of Colorado Appointment End Date: 05/31/2008
Business Unit: UCoLo University of Colarado
Department: 10352 School of Law Department Entry Date: 01/05/2008
Location: TWLAIN Wiolf Law Building
Establishment ID: cu University of Colorado
Last Updated by: PRACTE1  PRACTE1 Last Upd DtTm:  04/04/2007 1:51:01PM  Date Created: 040412007
Save | SAReturnto Search | [=] atify £ Pre (FiMexttab | L Refresh | UpdateDisplay
Work Location |Job Information | Pavroll | Compensation | Emplovment Infarmation

Step 7:
Click | B save)

Now we are going to 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
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For purposes of this exercise, let’s assume that Termination/RES requires Job Approval, even though it does

not

Step 8:
Use the navigation menu on the left side of the page to select: Job Approval

Step 9:
On the Job Approval page, enter the following:

Approval Status: Approved
(required)

Comments: Approver may add to termination comments entered by
(optional) end-user

Step 10:

Click 253

Step 11:
Compare your Job Approval page with the one shown below:

University,s

Oraco

CTE1 Home

Menu [=
Search: Mew Window | Custornize Pag
i—|® Wark Locati Jab Infi ti B Il c i Empl t It 1 Job A 1C
b Wy Favorites [ Wark Location || Job Information ||~ Fayroll )| Compensation || Employmentinfarmation ||~ Job Appreval Cu
> Reports and Reviews @ save] [QlRetunto Search| (+ENextinList| [tSFrevious inList| (% Refresh |
[> Recruiting =
= Workforce Administration ID: 190076 Appoint End Dt 05/31/2008
b Personal Infarmation Honroad T s D
= Job Infarmation
I Contract Administration : 5 5 : :
s R R e o Effective Date: 0G/01/2008 Sequence: [ m Job Motes  Payroll Status:  Terminated
I Reports Action: TER TerminatnReason: END End of Appointment
— Add Emplovment
Instance Department: 10352 School of Law Action Date: D4/04/2007
—Joh Data 3 . . . .
_ Update Contract Pay NA Job Code: 1506 Teaching Assistant %WTIME:  50.00
— Job Data Transfer/Rehire| Position Number: 00679962 Teaching Assistant StdHrsWi: - 20.00
Comp Freq: 1] Monthly
\Pay Rate Data | [Compensation Summary
phianSeles U Annual Rate: 16200.000 Base Compensation Rate: 1,350 0000005
I Workforce Repors :
Bt s tion Monthly Rate: 1350.000
b Time Collection Hourly Rate: 15576923 Total Compensation Rate: 1,350 0000005

[ Workforce Development - 1
[» Organizational Development ‘Approval Slalus:} Approved v | Status Date: 04/04/2007 ApprReject: Ruiz-Corchado,Julia
[> Enterprise Learning E—— |

[» Reporting Tools

Terminating the TA completed

End of Life Cycle Exercise for a Student Faculty Employee

Page 29 of 29

04/25/07



