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Life Cycle of Other Faculty Member - Lecturer 
 
In this group of exercises we are going to follow the life cycle of a lecturer from position creation through final 
termination. We will work with a Lecturer in LAS – Physics & Energy Science.  Throughout this life cycle 
exercise, all gender references will be for a male lecturer since the example employee is Michael Caine. 

 
The following topics will be covered in this life cycle exercise: 

 
Exercise 1 (Page 4): 

Job Search and Hire of New Lecturer for Spring Semester 2007 
a)  Submit Appropriate Hire Documentation to the HR Office 
b)  Provide Employment Forms to New Lecturer 
c)  Enter/Approve Position, Funding, Hire and Contract Pay in HRMS 

 
Exercise 2 (Page 6): 

Reappoint Lecturer for Summer Semester 2007 
a)  Change Position FTE and Percent of Time 
b)  Change Position Salary Funding Distribution 
c)  Update Lecturer Job Data:  New Semester Begin Date, New Salary, New Contract Pay 

Terms 
 
Exercise 3 (Page 27): 

Put Lecturer on Short Work Break at End of Summer Semester 2007 
 
Exercise 4 (Page 33): 

Reappoint Lecturer for Spring Semester 2008 
a)  Change Position FTE and Percent of Time 
b)  Update Lecturer Job Data:  Return Lecturer from Short Work Break and Reappointment 
c)  Make a Correction Pay Rate Change 

 
Exercise 5 (Page 56): 

Terminate Lecturer at End of Spring Semester 2008 
 
Notes: 
    "Lecturer" is the title given to individuals hired to teach on a course-by-course basis.  Lecturers are qualified 

to teach the particular course or courses for which they have been hired.  They may have graduate degrees 
and/or advanced experience in their profession or field of expertise.  Lecturers are “employees at will” and 
are hired on a part-time basis to teach one or more courses per term. 

    If your lecturer currently pays into PERA for another job (such as Colorado Springs public school system), 
he has an option to pay into PERA for this lecturer job.  See the UCCS benefits counselor for more 
information. 

    These exercises are for use in the HRMS Practice Area database during classroom training only. 
    In order to make the exercises more closely match real situations, we have pre- and post-dated some of the 

records.  For example, this entire life cycle exercise spans more than a year; therefore, we will begin by 
pretending it is December 2006, and end in May 2008. 

    This life cycle exercise is designed for use on the UCCS campus only.  Each campus has different lecturer 
appointment processes.  Always check with your campus’ Dean, Faculty Affairs, and/or Human Resources 
offices for specific processes. 
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Exercise 1:  Job Search and Hire of New Lecturer for Spring 
Semester 2007 

 
 
Scenario:  Your department staff is finishing up their job search for hiring a new lecturer, beginning with the 
Spring Semester, 2007.  Your new lecturer will be teaching two courses for a total of 6 credit hours (20% 
appointment).  The first step in this process is to submit the appropriate hire documentation to the HR Office 
and provide new employment forms to the new employee.  The second step is to send this new employee to HR 
for I-9 submission as well to drop off all his new employee forms.  Once the HR Office receives all the 
necessary new employee/lecturer documentation, they will take care of the third step:  entering and approving 
the position, funding, hire and contract pay in HRMS. 

 
 
 
a) Submit Appropriate Hire Documentation to UCCS HR Office 

 
The UCCS HR Office is responsible for entering the initial position, funding, hire and contract pay data in the 
Human Resources Management System (HRMS).  They are unable to complete this task until they receive all 
the appropriate hire documentation from you.  Therefore, it is the responsibility of the hiring department to 
complete and submit, with appropriate signatures, the Personnel Action Form (PAF), a copy of the Letter of 
Offer (attach to PAF) and the UCCS Personal Data Form (PDF) to the HR Office PRIOR to the UCCS PAF 
due date and before the first monthly payroll deadline after the date of the new hire.  The PAF and PDF 
forms are located on the UCCS HR Office, HR Forms webpage. The UCCS Payroll Calendar, which lists the 
payroll deadlines, is available on both the ES Services website and the UCCS HR Office website  

 
Your classroom instructor will now go over these required forms with you. 

 
 
 
b) Provide Employment Forms to New Lecturer 

 
Per UCCS procedures, it is necessary for you to provide new employment forms to the new lecturer for 
completion; i.e., the UCCS Personal Data Form (PDF), Direct Deposit Form, W-4 Form and Oath Statement 
Form.  Transcripts, vitae, and recommendation letters go to Faculty Records.  You must also inform your new 
hire that within the first three days of starting work, he must go to the HR Office with his Social Security Card 
and a picture ID to verify employment eligibility and to fill out the I-9 Form. 

 
Upon receipt of these new employee forms, HR will enter the new position and hire data in HRMS.  These new 
employee forms must be received PRIOR to the UCCS PAF due date and before the first monthly payroll 
deadline after the date of the new hire.  These due dates are identified on the UCCS Payroll Calendar.  For 
more information/assistance with employment forms, please contact the HR Office. The payroll calendar is 
located on the Employee  Services (ES) website.   



Page5 of 56 07/23/07  

c)  Enter/Approve Lecturer Position, Funding, Hire and Contract Pay in HRMS 
 
After receiving all the necessary forms, the HR Office staff enters into HRMS, the position, funding, hire and 
contract pay data for this new lecturer. It is up to the discretion of HR whether to reuse a vacant position or 
create a new position. 

 
For purposes of this exercise, your classroom instructor will enter this data prior to your training. She will 
provide you with the Position # and EmplID of your ‘practice’ lecturer so you may proceed with this exercise. 
Please be aware that while this written life cycle exercise is documented using Michael Caine as the lecturer, 
the lecturer and position # you will use is the one provided you by the classroom instructor. 

 
Departmental Responsibility After Initial Hire: After HR has recorded all the position, funding, hire and 
contract data in HRMS, it then becomes the responsibility of your department to monitor, manage and update 
his HRMS data until the lecturer terminates from the university.  Examples of upcoming data entry could be: 
changing the Percent of Time for the appointment (increase or decrease in number of credit hours he is 
teaching); placing him on Short Work Break (rather than termination since you know he will be teaching again 
in the near future); changing the funding distribution for his salary; and, eventually, providing termination 
documentation to the HR Office so they may terminate him from the appointment when you know that he will 
no longer be teaching for the university. 

 
You may now proceed to Exercise 2. 
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Exercise 2:  Reappoint Lecturer for Summer Semester 2007 
 
Scenario:  It is nearing the end of the spring semester 2007 and your lecturer has done a fantastic job teaching 
his courses.  It is necessary to end his appointment for the spring semester.  However, a decision has been made 
to reappoint him for the summer term.  In this exercise (and in the order listed below) you need to: 

 
a)  Make changes to your lecturer’s position (change the FTE to .10 and change the Percent of Time to 

10% for the upcoming summer appointment); make changes to your lecturer’s funding distribution 
(the SpeedType to which salary is charged for this upcoming summer appointment). 

b)  Update the lecturer’s job data for the summer term to include recording a new semester begin date, new 
salary and new contract pay terms. 

 
It is important you update the position and funding PRIOR TO reappointing the lecturer for the summer! 

 
a) Change Position FTE and Percent of Time 
Select: Organizational Development / Maintain Positions/Budgets / Add/Update Position Info/ Find an 
Existing Value 

 
Step 1: 
On the Search page, enter the following: 

 
Position #: 

(required) 
Enter the Position # that is assigned to your lecturer 

 

 
Step 2: 
Compare your Add/Update Position Info search page with the one shown below.  Because you are searching for 
your position, the # will differ from the one shown here: 
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Step 3: 
Click  

 

 
Step 4: 
On the Description page enter the following: 

 
Insert a Row: 

(required) 
 
Click to insert a row 

Effective Date: 
(required) 

06/01/2007 (This is the date the FTE and Percent of Time 
changes take effect for the summer term) 

Reason: 
(required) 

FTE (Change FTE) 

Position Notes: 
(required) 

Click  and record any comments relative to 
the FTE change / Percent of Time change for the 
upcoming summer term (Example: Decrease FTE 
and Percent of Time to .10 / 10%) 

 
Click 
Click  to return to the Description 

page 
Job Information Section: Reg/Temp: Leave as is/verify that it shows “Temp” 

Full/Part Time: Leave as is/verify that it shows “<50%” 
Salary Plan Information 
Section: ( required for 
UCCS) 

FTE: Enter .10 (3 credit hour course appointment) 
Percent of Time: Enter 10.00 (3 credit hour course 

appointment) 
Standard Hours: Leave as is/verify that it shows 4.0. Will 

have automatically updated from FTE & Percent of 
Time 

 
Notes: 
    Per UCCS procedures, the effective date will always be the first day of the month. 
    A position should never be Reactivated or Inactivated by the department.  Any questions regarding either of 

these Reason choices should be directed to the UCCS HR Office. 
    Position Notes are required for documenting position data changes. 
    Regular/Temporary and Full/Part Time fields default based on Job Code. Both fields have direct 

relationship to whether or not the position is benefits eligible. For lecturers at UCCS (Job Code 1419-- 
Other Faculty), the position must always be ‘temporary’ and is not eligible for benefits. 

    Percent of Time and Standard Hours fields are linked and used to calculate leave accruals and benefit 
eligibility, when applicable. The fields indicate the lecturer’s current course load. Temporary lecturers are 
not eligible for benefits, including vacation or sick leave. 

    Examples of how to determine FTE and Percent of Time based on # of credit hours of teaching: 
o 3 credit hour course: 3 : 30 = 0.10 FTE or 10% 
o 4 credit hour course: 4 : 30 = 0.13 FTE or 13.33% 
o 5 credit hour course: 5 : 30 = 0.16 FTE or 16.66% 
o 6 credit hour course: 6 : 30 = 0.20 FTE or 20% (example: two 3 credit hour courses) 

    For questions regarding FTE and Percent of Time, contact the UCCS HR Office. 
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Step 5: 
Compare your Description page with the one shown below. Because your data reflects information provided by 
vour instructor, your page may differ from the one shown here: 
J  Descrit tion )( Specific Information )( Position and Incumbent Data ) 

(!iii save)   (Q.ReturntoSearch ) (.&.S:Nextinlist )  (t-Previousinlist ) (Refresh ) (<@ Update/Display)  ("'.g..,.:...._   , 
 

Pos•ionlnformatoi n Find IView All  First  1crl 2 [!) Last 
 

Pos•ionNumber: 
 
00681023  Lecturer Go To Position Funding I±JEJ 

Headcount Status: Filled  Current Head Count:  1 OtR of 

'Effective Date:    /01/200t] 8 @ Position Notes Status:  IActive  l"I 
'Reason: lfrE  '0. Change FTE ActionDate: 

Pos•ion Status:    Proposed  Status Date:   07/11/2007 

!Job Informatoi n 
 

'Business un•:  § oLo'Q.  University of Colorado 

 
07/11/2007 

 
Job Code:    

 
Lecturer   . Matmger Level: INon·Manager l"I 

 
'RegiTemt : ITemporaiY L 'FullPart Time:    =            <50%=...,;-   -- - - - ...., 

 
Regular Shift:  N/A 

 
Ute: 

 
cturer 

 
Shortnte: 

 
cturer 

 
Detailed Position Description 

 
!Work Locato i n  I 

 
'Reg Regi on:  United States 

 
Detmrtment: 

 
Location: 

1§ 066  IO. LAS·Physics & Energy Science 
 
§.,.o-,-H--...,10.  Columbine Hall 

 

Comt lltlf.  cu 
 
University of Colorado 

 
RetlOrtS To: 

 
1 

@!483300 0. 
 
ChairP·  hysics 

 
At tlointing 
AtRhority: 

 
@Q480101   0. 

 
Dean·LAS 

0EssentialServices 
0Stleci alOt tlortunPosn 

0Cl ass Staff Seasonalor Academic Year At tlointment? 
0Pret l acement Physi calRe!tuired     0Cl ass Staff Stlec Quai 
s 

0Sutlet'llises Cl assifei d Staff 
0Off cer Pos•ion 

 
Faculty Exemt t Professi 

onal. Protlosed Costs 
Minimum  Maximum 

Sal aryRange:[ ]  [  J 
StanUtl cost:r=c=------=J=; r=c=------=J=; 

Moving Extlense:[ ] [  ] 

Total: 
 
 

Sal<liY Pal nlnfonnati on 

FTE: [it ooooo' Percent of Time:[iD.Oq] 
 

Sal ary AdminPlan:  140  Grade: 140 

StandardHours: C4.00 Work Period: 0. Weekly 

Mon  Tue  Wed  Thu  Fri  Sat Sun 

[D.8Q] [D.8Q] [D.8Q] [D.8Q] [D.8Q] CJ CJ 
 

USA 
 

FLSA Status: 

 
IExempt 

 
 
 
 

IiiSave I .Q.Return to search I Notify  I S Previous tab I @Next tab  I 
 

Description 1 Specific Information 1 Position and Incumbent Data 

!!+: Add I kdJUpdateiDisplay I Include History 
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Step 6: 
Click  or use Specific Information link at bottom of page. 

 
 
Step 7: 
On Specific Information page, enter or select the following: 

 
Required HIPAA Access 
Section: 

(optional) 

Select the appropriate HIPAA Access checkboxes for this 
position 

Hazardous Materials 
Handling/Exposure Section: 

(required) 

Select Yes or No for all 3 radio buttons (Will the employee 
in this position be working with, or be in contact 
with any of these hazardous materials?) 

 
Step 8: 
Compare your Specific Information page with the one shown below.  Because your data reflects information 
provided you by your instructor, your page may differ from the one shown here: 
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Step 9: 
Click  

 

 
Step 10: 
At this time, if the appointment is still active, you should get a pop-up message stating that the incumbent’s job 
data record will be updated to reflect the position FTE changes.  If you do not receive this message, contact 
your instructor and she will walk you through manually updating the incumbent’s job data. 

 
 
 
 

191695 
 
 
 
 
 
 
 
Step 11: 
Click OK and then use link. (Or, navigate to: Organizational Development / Position 
Management / Maintain Positions/Budgets / Funding Distribution) 
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Step 12: 
New window opens in Funding Distribution: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 13: 
On Funding Distribution page, to change/modify position salary funding information, enter or select the following: 

 
Insert a Row In Funding 
section: 

(required) 

System automatically copies the previous distribution row. 
You may write over the information in that row, 
delete it or insert additional distribution rows 

Funding Begin Date: 
(required) 

Your choice (Enter the date funding for the SpeedType [ST] is 
to begin.  Generally, this date should be the first day of 
the month for the new semester) 

Distribution Percent: 
(required) 

100% 

SpeedType: 
(required) 

41015974 (or your choice) 

Funding End Date: 
(optional) 

Your choice (Funding End Date is not a required field and may 
be left blank implying continuous funding from this ST 
or if a Funding End Date is not currently known ) 

/ Comments: 
(optional) 

Record any comments relative to the funding change 

Return to Funding 
Distribution page: 

Use link: 

 
Notes: 
    Funding Distribution changes must be approved. 
    Funding End Date does not stop pay.  This means that if the funding end date is exceeded, the employee will 

continue to be paid, but his salary will be charged to a suspense FOPPS (SpeedType) and not the 
departmental FOPPS (SpeedType). 
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    The system will not permit end-users to add, delete or correct funding for a pay period that has been closed. 
This ensures that the funding distribution pages will always reflect what the distribution was at the time the 
payroll was processed.  Funding changes for prior pay periods must be done with a Payroll Expense 
Transfer (PET). 

    When using multiple funding sources, the sum total of all distributions for each fund begin date must equal 
100%. Example: using a funding begin date of 06/01/2007:  50% of the salary is to be charged to ST “xx,” 
30% of the salary is to be charged to ST “yy,” and 20% of the salary is to be charged to ST “zz.” 50% + 
30% + 20% = 100% of the employee’s salary will be charged proportionately beginning on 06/01/2007. 

    End-users have the ability to enter funding by amount or by percent.  The system uses the percent field to 
calculate the actual funding.  If using the estimated amount field, the system will automatically adjust the 
percent to match the estimated amounts entered.  If there are multiple funding sources, the total percentages 
must equal 100%. 

 
Step 14: 

Click  
 
Step 15: 
Compare your Funding Distribution page with the one shown below.  Because your data reflects information 
provided by your instructor, your page may differ from the one shown here: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: This SpeedType is not a valid ST 
for Dept 40066; just being used for this 
practice exercise. 
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Step 16: 
Without canceling out of the current page, select: Funding Approval  (Or, navigate to:  Organizational 
Development / Position Management / Maintain Positions/Budgets / Funding Approval) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 17: 
On Funding Approval page, approve the funding.  (In the Practice Area, you are the approver. In Production, the 
UCCS HR Office is the approver.) 

 
 

Funding Status: 
(required) 

Approved 

/ Comments: 
(optional) 

Record any additional comments relative to the funding 
change 

Save  
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Compare your Funding approval page with the one shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, we are going to approve the FTE and Percent of Time change in Maintain 
Positions/Budgets. (In the Practice Area, you are the approver. In Production, the UCCS HR Office is the 
approver.) 

 
 
 
Step 18: 
Without canceling out of the current page select: Position Approval (Or, navigate to:  Organizational 
Development / Position Management / Maintain Positions/Budgets / Position Approval) 

 
Remember: Job Data changes cannot be saved until Position has been approved 
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Step 19: 
On Position Approval page, enter or select the following: 

 
Approval Status: 

(required) 
Approved 

/ Comments: 
(optional) 

Your choice (Approver may add to position comments entered 
by end-user) 

 
Step 20: 
Compare your Position Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 21: 
Click  
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b) Update Lecturer Job Data: New Semester Begin Date, New Salary, New Contract Pay 
Terms 

 
Step 1: 
Select:  Workforce Administration/Job Information/Job Data 

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

 
EmplID: 

(required) 
Enter the EmplID of your lecturer (You may also search by 

Name or Last Name) 
 
 
 
Note: 
    Searching by Name requires data to be entered as:  Last Name, (space) First Name or 

Last Name, (space) First Initial.  Example:  Caine, Michael or Caine, M 
 
 
Step 3: 
Compare your Job Data – Find an Existing Value search page with the one shown below.  Because you are 
searching for your employee, your EmplID will differ from the one shown here: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: 
Click  
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Step 5: 
First, confirm that the automatic Update Incumbents functionality has inserted a row for the position FTE and 
Percent of Time changes. 

 
a)  On the Work Location page, confirm that the position data change of “Change FTE” * is recorded as 

follows: 
Effective Date: 

(required) 
06/01/2007 

Effective Sequence: 
(required) 

0 (First action/reason on 06/01/2007) 

Action: 
(required) 

Position Change 

Reason: 
(required) 

Change FTE 

 

 
 

b)  Compare your Work Location page with the one shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c)  Click or use the Job Information link at bottom of page to confirm changes to  FTE* 
and Percent of Time* are recorded as follows: 

 
 

Regular/Temporary: 
(required) 

Temporary 

Percent of Time: 
(required) 

10.00 

FTE: 
(required for UCCS) 

0.10 

Standard Hours: 
(required) 

4.00 
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d)  Compare your Job Information page with the one shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*If the Work Location and Job Information pages do not show the position data updates, contact: 
    Your instructor if you are doing this life cycle exercise in a classroom setting in the Practice Area 

database.  She will walk you through the process of updating your incumbent’s job data based on the 
changes made to the position 

    UCCS HR Office if you are updating information from your office in the Production database. 
Someone in the HR office will walk you through the process of updating your incumbent’s job data 
based on the changes made to the position. 

 
 
 
 

Once it has been confirmed that the position data updates have been recorded 
in the job data pages, you may proceed with this exercise: 
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Step 6: 
Now return to the Work Location page and enter or select the following to reappoint your lecturer: 

 
Insert a Row: 

(required) 
 
Click to insert a row 

Effective Date: 
(required) 

06/01/2007 (The first day of the Summer Term) 

Effective Sequence: 
(required) 

Enter 1 (Change the 0 to 1) (Second action/reason on 
06/01/2007) 

Action: 
(required) 

Data Change 

Reason: 
(required) 

Reappointment 

/ Comments: 
(required) 

Enter comments relative the reappointment.  Include what 
classes/sections are being taught, total credit hours, and 
total salary. Example: Summer 2007; PES 106, Section 
2; 3 credit hours; $1000. 

 
Click 

 

Click Return To: 
 
Notes: 
    This exercise is an example of a lecturer moving from a spring to a summer appointment with no break in 

service.  Because of this, there is no need for an official record in HRMS of the end of the spring 
appointment.  Online documentation of the new summer term contract/appointment is documentation 
enough.  However, if there is a break in service, like taking the summer off and returning in the fall, this 
would need to be recorded in HRMS.  Later on in this life cycle exercise, we are going to show how to 
record a break in service using the action/reason of Short Work Break. 

    UCCS has Lecturer step-by-step guides that will assist you with all these different processes.  They are 
located in your handouts and/or you may contact HR to request copies. http://www.uccs.edu/~hr/. 

http://www.uccs.edu/~hr/
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Step 7: 
Compare your Work Location page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 8: 
Click  or use the Compensation link at the bottom of the page 

 
*Frequency: 

(required) 
Leave as is / Verify that it is ‘C’ 

*Rate Code: 
(required) 

Leave as is / Verify that it is ‘BASEC’ 

Contract Pay: 
(required) 

 
Insert a Row: 

 
*Effective Date: 

Contract Pay Type: 

*Payment Term: 
 

*Contract Begin Date: 
 

*End Date: 

 

Click the button 
 

Click  to insert a row 
 
06/01/2007 

 
Sumr Cntrt (Summer Contract) 

 
Leave as is / Verify that it is Pay Over Contract 

 
06/01/2007 

 
08/31/2007 

 
Click  to return to the Compensation page 
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Comp Rate: 
(required) 

Your Choice (Change the Comp Rate from the old salary to 
the new summer contract salary amount) 

Calculate Compensation: 
(required) 

 

Click the button 

 
Note: 
    Lecturers on the UCCS campus are set up using the Contract Pay compensation frequency.  It is important 

to note that changing employee contract pay types, making salary changes, and/or terminating anytime prior 
to the contract end date has a direct and immediate impact on the employee’s pay.  When changes are made, 
a contract pay adjustment must be made in order to ensure the employee is paid correctly.  For more 
information about Contract Pay and making changes to existing contracts, contact your HR Office with 
questions/concerns/assistance. 

 
 
Step 9: 
Confirm that your Contract Pay page and Compensation page show the following data: 

 
a)  Contract Pay Page: 
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b)  Compensation page: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 10: 
Click  or use the Employment Data link at the bottom of the page 

 

 
Appointment End Date: 

(required) 
Your choice (Enter the appointment end date, such as 08/31/07 

for the end of the summer term) 
 
 
 
Notes: 
    The Appointment End Date is the last day of the last month that the employee will be working for the 

semester. 
    Remember! Contract End Date will always override Appointment End Date for paying the employee! 
    Funding for the position must cover the full length of the lecturer’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. 
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Step 11: 
Compare your Employment Data page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 12: 
Click  

 
Step 13: 
Run the Job Status report (Navigation:  Reports and Reviews / Job Information / Job Status): Your UCCS 
HR Office is your approver.  In order for them to approve your job data updates (and subsequently your position 
and funding changes), you need to run the Job Status report in HRMS. Print a copy of this report and obtain 
the three necessary signatures (your signature, your departmental chair and the dean). Send the original (with 
original signatures) to HR and send a copy (showing signatures) to the Vice Chancellor’s office. Every time 
updates are made to your lecturer appointment(s), this report must be sent to HR.  In addition, HR must 
have this report prior to the upcoming payroll deadline so that your updates can be approved before 
payroll is processed!  The step-by-step guide for running HRMS reports is located on the ES website.  
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Example of Job Status report: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There is another report that is important to run periodically and specifically before actually entering 
appointments into HRMS.  It is the Incumbent History report (Navigation:  Reports and Reviews / Position / 
Incumbent History).  The data listed on this report can be valuable when departments need to check who is or 
who was in a position at the beginning of each semester (e.g. who the current incumbent is), and/or to see if 
there is more than one incumbent in the position, and finally to see if the position status is active or inactive. 
UCCS has a specific step-by-step guide for running the Incumbent History report which is in your handouts. 
Also, you can access a general step-by-step for running reports. 

 
 
 
Example of Incumbent History report: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, we are going to approve the job data updates in Workforce Administration. (In the 
Practice Area, you are the approver. In Production, the UCCS HR Office is the approver.) 



Page25 of 56 07/23/07  

 
 

 
 

Step 14: 
Without canceling out of the current page, select: Job Approval  (Or, navigate to:  Workforce Administration / 
Job Information / Job Approval) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 15: 
On the Job Approval page, enter the following: 

 
*Approval Status: 

(required) 
Approved 

 

/ Comments: 
(optional) 

Your choice (Approver may add to job notes entered by end- 
user) 

 
Note: 
    As an approver, be sure ALL rows of data are approved. 
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Step 16: 
Compare your Job Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 17: 
Click  
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Exercise 3:  Put Lecturer on Short Work Break at End of Summer 
Semester 2007 

 
Scenario:  It is now mid-August and the summer term will be ending on August 31st. Your lecturer’s 
appointment is coming to a close.  It has been determined that your department will not have any courses for 
this lecturer to teach for the fall 2007 semester.  However, there will be a need for his services again in the 
spring of 2008, and he has agreed to return at that time. Therefore, your job is to put him on a “short work 
break” for the fall semester, rather than terminate him. Recording his break in service as a Short Work Break 
(SWB) allows you to keep his position in a ‘filled’ status so that when he returns in January you can simply 
update the same position he has had in the past and update his job data records with new spring 2008 data. 

 
 
Step 1: 
Select:  Workforce Administration/Job Information/Job Data 

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

 
EmplID: 

(required) 
Enter the EmplID of your lecturer (You can also search by 

Name or Last Name) 
 
 
 
Note: 
    Searching by Name requires data to be entered as:  Last Name, (space) First Name, or 
    Last Name, (space) First Initial.  Example:  Caine, Michael or Caine, M 

 
Step 3: 
Compare your Job Data – Find an Existing Value search page with the one shown below: 
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Step 4: 
Click  

 

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

 
Insert a Row: 

(required) 
 
Click to insert a row 

Effective Date: 
(required) 

09/01/2007 (The last day of summer contract is 08/31/07; 
therefore, the effective date of the short work break is 
09/01/2007) 

Action: 
(required) 

Short Work Break 

Reason: 
(required) 

SWB 

 
Note: 
    Placing the lecturer on short work break should be used when you know that the lecturer will be returning to 

work in the near future, like in the spring or next fall. Putting this employee on short work break rather than 
terminating him allows you to keep him assigned to the same position during the course of his work life in 
your department as a lecturer.  There is no need to terminate him, then rehire him, then terminate him, then 
rehire him each semester. The purpose of ‘termination’ is to ‘permanently’ severe the work relationship ties 
with the employee and the job. 

    There are some lecturer employees that have permanent PERA eligible appointments in jobs outside of the 
university.  If such an employee arranges (with a UCCS Benefit counselor) to have his temporary lecturer 
appointment pay included for PERA purposes, placing him on Short Work Break keeps his job data ‘active’ 
in HRMS and PERA. If the employee were to be terminated and rehired each time, the PERA setup would 
have to be arranged each time as well. 

    The effective date of the short work break is the first day the employee is no longer on contract.  For 
example:  the appointment ends on 08/31/2007; therefore, the SWB effective date will be 09/01/2007. 



Page29 of 56 07/23/07  

 
 

 
 

Step 6: 
Compare your Work Location page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7: 
Click  

 

 
 

/ Comments: 
(required) 

Record comments relative to the lecturer’s SWB status 
(Example:  Placing EE on SWB for Fall 2007; EE will 
return for Spring 2008 semester) 
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Step 8: 
Compare your Job Notes page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 9: 
Click  and return to Job Data Page  

 
 
 
Step 10: 

Click  on Job Data Page 
 
Step 11: 
Run the Job Status report (Navigation:  Reports and Reviews / Job Information / Job Status): Your UCCS 
HR Office is your approver.  In order for them to approve your job data updates (and subsequently your position 
and funding changes), you need to run the Job Status report in HRMS. Print a copy of this report and obtain 
the three necessary signatures (your signature, your departmental chair and the dean). Send the original copy 
(with original signatures) to HR and send a copy (showing signatures) to the Vice Chancellor’s office. Every 
time updates are made to your lecturer appointment(s), this report must be sent to HR.  In addition, HR 
must have this report prior to the upcoming payroll deadline so that your updates can be approved 
before payroll is processed!  The step-by-step guide for running HRMS reports is located on the ES website.  

 
 
 
 
 
Next, we are going to approve the action of Short Work Break. 
(For purposes of this classroom exercise in the Practice Area, you are the approver.  Please proceed.) 
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Step 12: 
Without canceling out of the current page select: Job Approval   (Or, navigate to:  Workforce Administration / 
Job Information / Job Approval) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 13: 
On the Job Approval page, enter the following: 

 
Approval Status: 

(required) 
Approved 

 

/ Comments: 
(optional) 

Your choice (Approver may add to Short Work Break 
comments entered by end-user) 

 
Note: 
    As an approver, be sure ALL rows of data are approved. 
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Step 14: 
Compare your Job Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 15: 
Click  
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Exercise 4:  Reappoint Lecturer for Spring Semester 2008 
 
Scenario:  The 2007 fall semester is nearing its end and you are ready to reappoint your lecturer for the spring 
2008 semester.  He will be teaching 3 courses of 3 credit hours each (.30 FTE / 30%) for the spring term.  In 
this exercise (and in the order listed below) you need to: 

 
a)  Make changes to your lecturer’s position (change FTE to .30 and change Percent of Time to 30% for the 

upcoming spring appointment) 
b)  Return lecturer from Short Work Break status and reappoint him to include recording a new semester 

begin date, new salary and new contract pay terms 
c)  Make a pay rate change to his contract, due to an error in entering his salary 

 
It is important that you update the position and funding PRIOR TO reappointing the lecturer. 

 
 
 
a) Change Position FTE and Percent of Time 
Select: Organizational Development / Maintain Positions/Budgets / Add/Update Position Info / Find an 
Existing Value 

 
Step 1: 
On the Search page, enter or select the following: 

 
Position #: 

(required) 
Enter the Position # that is assigned to the lecturer 

 

 
Step 2: 
Compare your Position Data – Find an Existing Value search page with the one shown below.  Because you are 
searching for your position, the position # on this page will differ from the one shown here: 
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Step 3: 
Click  

 

 
Step 4: 
On the Description page enter the following: 

 
Insert a Row: 

(required) 
 
Click to insert a row 

Effective Date: 
(required) 

01/01/2008 (This is the date FTE and Percent of Time 
changes take effect for the spring term) 

Reason: 
(required) 

FTE (Change FTE) 

/ Comments: 
(required) 

Record any comments relative to FTE change / Percent of 
Time change for the upcoming spring term 
(Example:  Increase FTE and Percent of Time to 
.30 / 30%) 

 
Save    

 
Click  to return to the Description 

page 
Job Information Section: Reg/Temp: Leave as is/verify that it shows “Temp” 

Full/Part Time: Leave as is/verify that it shows “<50%” 
Salary Plan Information 
Section: ( required for 
UCCS) 

FTE: Enter .30 (Three 3 credit hour courses) 
Percent of Time: Enter 30.00 (Three 3 credit hour courses) 
Standard Hours: Leave as is/verify that it shows 12.0. Will 

have automatically updated from FTE & Percent of 
Time 

 
Notes: 
    The Regular/Temporary and the Full/Part Time fields default based on the Job Code entered on Description 

page.  Both of these fields have a direct relationship to whether or not this is a benefit eligible position.  For 
Lecturers (Other Faculty, job code 1419) on the UCCS campus, the position must always be 
‘temporary’ and is not eligible for benefits. 

    The Percent of Time and Standard Hours fields are linked and are used to calculate leave accruals and 
benefits eligibility, when applicable.  These two fields also identify your lecturer’s current course load. 
Temporary Lecturers are not eligible for vacation and sick leave. 

    Examples of how to determine the FTE and Percent of Time based on # of credit hours teaching: 
3 credit hour course:  3 : 30 = 0.10 FTE  /  10% 
4 credit hour course:  4 : 30 = 0.13 FTE  /  13.33% 
5 credit hour course:  5 : 30 = 0.16 FTE  /  16.66% 
6 credit hour course:  6 : 30 = 0.20 FTE  /  20%  (example:  two 3-credit hour courses) 

    For questions regarding FTE and Percent of Time, contact the UCCS HR Office. 



Page35 of 56 07/23/07  

Sal ary AdminPlan: 140 Grade: 140  
 
StandardHours: Cli"2..0 

Mon 
J Work Period 

Tue  Wed 
:  0. 

Tint  F 
Weekly 

ri  Sat 
 

Step 5: 
Compare your Description page with the one shown below.  Because your data reflects information provided 
you by your instructor, your page may differ from the one shown here: 
J  Descri toi n )( Specific Information  )( Position and Incumbent Data  ) 

 
(Save) (Q.Returnto Search ) (.&.SNextinlist )  (t=Previous in list ) (Refresh )  (.@Update/Display)  ("',9":.''...._  , 

 
Pos•ionlnformatoi n 

 
Pos•oi nNumbet·: 

 
 
00681023  Lecturer 

 

Find IView All  First  1of 3 ffi Last 

Go To Position Funding 
 

Headcount Status: Filled  Cunent Head Count:  1 OtR of 

"Effective Date:    @ii01/2008   @ Position Notes status: IActive  lv I 
"Reason:  lfrE  '0.  Change FTE ActionDate: 

Position Status:    Proposed  Status Date:   07112/2007 

!Job Informatoi n 

 
07/12/2007 

 
"Business un•:   oLo'Q. University of Colorado 

Job Code: 0.Lecturer 

 
Manager Level: INon-Manager l"'l ===:;--- 

 
"Reg!Tem1 : ITemporaiY  Lv I "Full/PallTime:    I< 50%  Ivi 

 
Regular Shift:  N/A 

 
Thel : 

 
cturer 

 
Shot1Thel : 

 
cturer 

 
Detailed Position Description 

 
(Work Location 

 
"Reg Regi on:  [Q_SAJo. 

 
De1mt1ment: 066 

 
Location:  OH 

 
 
 
United States 

JO.  LAS-Physics & Energy Science 

JO.  Columbine Hall 

 
 
 
 
 
COmllllllY: cu  University of Colorado 

1 

R&llOtlS To: @ji483300 Q. 
 
ChairP· hysics AllOillting 

AtRhor 
@  ji480101  

'o. 
 
Dean-LAS 

0EssentialServices 

0Slleci al OlllOtlunPosn 
0Cl ass Staff Seasonalor Academic Year  AllOintment? 

0Preplacement Physi cal ReI!Uired  0Cl ass Staff Sllec Qtmsl 
0SUliet'llises Cl assified Staff 

0Off cer Pos•ion 

 
Facu1ty1Exem1 t Pt·ofessi 

onal. PrOilOsed Costs 

Minimum Maximum 

Sal aryRange: [ ]  [  J 
stanu1) cost: r=c=-----=J=; r=c=-----'J=; 

Mo'lling EXIlense: [  ] [  ] 

Total: 
 
 

Sal aryPlanlnfonnati on 

FTE: @)ooooo' Percent of Time:[3D.Oo] 
 

 
 
 

Sun 

[2.4Q] [2.4Q] [J4Q] CJ CJ 
 

USA 
 

FLSA Status: 

 
IExempt 

 

 
 
 
 

IiiSave  I .Q.Return to Search I [;:]Notify  I lBPrevious tab I @Next tab I !!+: Add I kd)UpdateiDisplay I ki]lnclude Hi 
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Step 6: 
Click  or use Specific Information link at bottom of page 

 
 
Step 7: 
On Specific Information page, enter the following: 

 
Required HIPAA Access 
Section: 

(optional) 

Select the appropriate HIPAA Access checkboxes for this 
position 

Hazardous Materials 
Handling/Exposure Section: 

(required) 

Select Yes or No for all 3 radio buttons (Will the employee 
in this position be working with, or be in contact 
with any of these hazardous materials?) 

 
Step 8: 
Compare your Specific Information page with the one shown below.  Because your data reflects information 
provided you by your instructor, your page may differ from the one shown here: 
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Step 9: 
Click  

 
 
 
Next, we’ll approve the FTE and Percent of Time change. (For purposes of this classroom 
exercise in the Practice Area, you are the approver.  Please proceed.) 

 
 
 
Step 10: 
Without canceling out of the current page select: Position Approval   (Or, navigate to:  Organizational 
Development / Position Management / Maintain Positions/Budget / Position Approval) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11: 
On the Position Approval page, enter or select the following: 

 
Position Status: 

(required) 
Approved 

 

/ Comments: 
(optional) 

Your choice (Approver may add to position comments 
entered by end-user) 
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Step 12: 
Compare your Position Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 13: 
Click  
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b) Update Lecturer Job Data: Return Lecturer from Short Work Break and 
Reappointment 

 
Step 1: 
Select:  Workforce Administration/Job Information/Job Data 

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

 
EmplID: 

(required) 
Enter the EmplID of your lecturer (You can also search by 

Name or Last Name) 
 
 
 
Note: 
    Searching by Name requires data to be entered as:  Last Name, (space) First Name, or 

Last Name, (space) First Initial.  Example:  Caine, Michael or Caine, M 
 
Step 3: 
Compare your Job Data – Find an Existing Value search page with the one shown below.  Because you are 
searching for your employee, the EmplID on this page will differ from yours: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: 
Click  
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Step 5: 
On Work Location page enter the following: 

 
Insert a Row: 

(required) 
 
Click to insert a row 

Effective Date: 
(required) 

01/01/2008 (The first day of the Spring Term) 

Effective Sequence: 
(required) 

0 (First action/reason on 01/01/2008) 

Action: 
(required) 

Return From Work Break 

Reason: 
(required) 

RWB (Return from Short Work Break) 

 
 
 
Step 6: 
Compare your Work Location page with the one shown below: 
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Step 7: 
Click  

 

 
 

/ Comments: 
(optional) 

Record any comments relative to the lecturer’s Return 
From Work Break status. (Example:  EE returning 
for Spring Semester 2008) 

 

 
 
 
 
Step 8: 
Compare your Job Notes page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 9: 
Click  and return to Job Data Page  
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Step 10: 
Now, reappoint your lecturer.  On Work Location page, enter the following: 

 
Insert a Row: 

(required) 
 
Click to insert another row 

Effective Date: 
(required) 

01/01/2008 (First day of Spring Term) 

Effective Sequence: 
(required) 

Enter 1 (Change from 0 to 1)  (Second action/reason on 
01/01/2008) 

Action: 
(required) 

Data Change 

Reason: 
(required) 

RAP (Reappointment) 

Position Number: Follow this 2-step process to update position changes of 
FTE (.30) and Percent of Time (30%): 

 
1)  Delete Position # from this field and tab out 
2)  Re-enter Position # in this field and tab out 

 
(This 2-step process will update the FTE and Percent of 
Time from the position) 

 

 
Step 11: 
Compare your Work Location page with the one shown below: 
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Regularff emiOrmy.  
TemporaiY  

FullPmt: <50% 
EmiliClass:  'Offi - LvJ 
Regular Shift: N/A -  e nt of Time:    3o.o!) 
Classified lndc: Other Fac   

 

Step 12: 
Compare your Job Information page with one shown below to see that the FfE and Percent of Time changed to 
30/30% 

 
( Work Location )( Job Information )(  Payroll  )(  Compensation )(  Employmentjnformation ) 

(liiol save)   (Q.Return to Search ) (.&.5Next inList )  (t=Previous inList ) R( fresh )  (.@ Update/O;splay)   (.9 ) 
 

Caine, Michael  EMP 10: 191695 EnwiRcd #:     0 
 

Job Information Find I View All First 1of 5 ffi Last 

Effective Date:  01/01/2008  Se!1uence: 1  @  Job  Al r Status     Proposed  07/12/2007 
Notes 

Action / Reason:  Data Chg  Reappointment  AllriReject     Tumenbayar,Ruth 
Future 

 
Job Code:  1419  Lecturer  EntryDate:  06/01/2007 

 
 

Repol1s To:  00483300  Chair- Physics  110133 Vaisvii,Matthew 
 
 
 
 
 

aJlllill1rtlom·s -...... 
IStandardHom·s: 

FTE: 0.300000  Adds toFTE ActtmlCount? 
 

.., lli1"'h. ..-' 
 

FLSA Status:     Exempt 
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Step 13: 
Next, enter new compensation for the Spring Semester 2008.  Click  or use the Compensation 
link at the bottom of the page 

 
*Frequency: 

(required) 
Leave as is / Verify that it is ‘C’ 

*Rate Code: 
(required) 

Leave as is / Verify that it is ‘BASEC’ 

Contract Pay: 
(required) 

 
Insert a Row: 

 
*Effective Date: 

Contract Pay Type: 

*Payment Term: 
 

*Contract Begin Date: 
 

*End Date: 

 

Click the button. 
 

Click  to insert a row 
 
12/31/2007 

 
Spring Contract 

 
Leave as is / Verify that it is Pay Over Contract 

 
01/01/2008 

 
05/31/2008 

 
Click  to return to Compensation page 

Comp Rate: 
(required) 

Enter $6000 (Change the Comp Rate from the old salary to 
the new spring contract salary amount) 

Calculate Compensation: 
(required) 

 

Click the button 

 
Note: 
    If the appointment is beginning on a date other that the first day (January 1) of the spring semester (such as 

February 1, 2008), the Contract Pay should start on February 1, 2008 as well. To enter this data on the 
Contract Pay page, record the Effective Date as 02/01/2008; select Spring Contract; override Contract Begin 
Date to 02/01/2008; override the End Date to 05/31/2008. 
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Step 14: 
Compare your Contract Pay page and Compensation page with the ones shown below: 

 
a)  Contract Pay Page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
b)  Compensation page: 
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Step 15: 

Click  
 
 

/ Comments: 
(required) 

Record comments that include what classes/sections are 
being taught, how many credits per course, total 
credits and total salary amount 

 

 
Step 16: 
Compare your Job Notes page to the following: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 17: 
Click  and return to Job Data Page  

 
Step 18: 

Click  or use the Employment Data link at the bottom of the page 
 

 
Appointment End Date: 

(required) 
Your choice (Enter the appointment end date, such as 05/31/08 

for the end of the spring term) 
 
 
 
Notes: 
    The Appointment End Date is the last day of the last month that the employee will be paid that semester. 
    Funding for the position must cover the full length of the lecturer’s appointment. 
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Step 19: 
Compare your Employment Data page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 20: 

Click  
 
Step 21: 
Run the Job Status report (Navigation:  Reports and Reviews / Job Information / Job Status): Your UCCS 
HR Office is your approver.  In order for them to approve your job data updates (and subsequently your position 
and funding changes), you need to run the Job Status report in HRMS. Print a copy of this report and obtain 
the three necessary signatures (your signature, your departmental chair and the dean). Send the original copy 
(with original signatures) to HR and send a copy (showing signatures) to the Vice Chancellor’s office. Every 
time updates are made to your lecturer appointment(s), this report must be sent to HR.  In addition, HR 
must have this report prior to the upcoming payroll deadline so that your updates can be approved 
before payroll is processed!  The step-by-step guide for running HRMS reports is located on the ES website.  

 
 
 
Next, we are going to approve the job data changes. 
(For purposes of this classroom exercise in the Practice Area, you are the approver.  Please proceed.) 
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Step 22: 
Without canceling out of the current page, select: Job Approval   (Or, navigate to:  Workforce Administration 
/ Job Information / Job Approval) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 23: 
On Job Approval page, enter the following: 

 
*Approval Status: 

(required) 
Approved (Approve all proposed rows) 

 
/ Comments: 

(optional) 

Your choice (Approver may add to job data comments entered 
by end-user) 

 
Note: 
    As an approver, be sure ALL rows of data are approved. 
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Step 24: 
Compare your Job Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 25: 
Click  
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c) Make a Correction to Pay Rate (Error Made in Original Salary Entry) 
 
It is now early February 2008.  When your lecturer received his first paycheck on January 31, he realized the 
compensation he received was less than what his Hire Letter of Offer stated.  Therefore, the university owes 
him some money.  PLUS, his compensation data in HRMS must be updated.  Your lecturer has agreed that he 
can wait until the February pay date for this additional money owed him (meaning he is not requesting a hand- 
drawn check).  You now need to make a pay rate change update in the system. 

 
Step 1: 
Select:  Workforce Administration/Job Information/Job Data 

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

 
EmplID: 

(required) 
Enter the EmplID of your lecturer (You can also search by 

Name or Last Name) 
 
 
 
Note: 
    Searching by Name requires data to be entered as:  Last Name, (space) First Name, or 

Last Name, (space) First Initial.  Example:  Caine, Michael or Caine, M 
 
 
Step 3: 
Compare your Job Data – Find an Existing Value search page with the one shown below.  Because you are 
searching for your employee, the EmplID on this page will differ from yours. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: 
Click  
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Step 5: 
On the Work Location page, enter or select the following: 

 
Insert a Row: 

(required) 
 
Click to insert another row 

Effective Date: 
(required) 

01/01/2008 (This date needs to reflect the begin date of the 
spring contract -- or the date you chose your spring 
contract to begin) 

Effective Sequence: 
(required) 

Enter 2 (Change from 1 to 2)  (Third action/reason on 
01/01/2008 – or the date of your contract example) 

Action: 
(required) 

Pay Rate Change 

Reason: 
(required) 

COR (Correct Pay Rate- Comment Reqd) 

 

 
Note: 
    Making this salary change will affect the February payroll processing by kicking off an automatic contract 

pay process that will self-adjust the salary change over the next four months (February – May).  This is good 
news.  It means that your lecturer’s salary will be automatically updated for the four remaining contract 
months and his pay check will increase proportionately to cover the $3000 that he is owed. 

 
 
Step 6: 
Compare your Work Location page with the one shown below: 
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Step 7: 
Click  or use the Compensation link at the bottom of the page 

 
*Frequency: 

(required) 
Leave as is / Verify that it is ‘C’ 

*Rate Code: 
(required) 

Leave as is / Verify that it is ‘BASEC’ 

Comp Rate: 
(required) 

Enter $9000 (Change incorrect Comp Rate to correct rate) 

Calculate Compensation: 
(required) 

 

Click the button 

 
Note: 

    Do not click the  button for this pay rate change!  The contract is already set up for the spring 
term. The system will take care of the pay rate change in relationship to the contract pay terms and will pay 
the appropriate amount over the remaining months of the contract. 

 
 
Step 8: 
Compare your Compensation page with the one shown below: 
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Step 9: 

Click  
 

 
 
 

/ Comments: 
(required) 

Record comments relative to the lecturer’s pay rate change 

 

 
Step 10: 
Compare your Job Notes page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11: 
Click  and return to Job Data Page  

 

 
Step 12: 
Run the Job Status report (Navigation:  Reports and Reviews / Job Information / Job Status): Your UCCS 
HR Office is your approver.  In order for them to approve your job data updates (and subsequently your position 
and funding changes), you need to run the Job Status report in HRMS. Print a copy of this report and obtain 
the three necessary signatures (your signature, your departmental chair and the dean). Send the original copy 
(with original signatures) to HR and send a copy (showing signatures) to the Vice Chancellor’s office. Every 
time updates are made to your lecturer appointment(s), this report must be sent to HR.  In addition, HR 
must have this report prior to the upcoming payroll deadline so that your updates can be approved 
before payroll is processed!  The step-by-step guide for running HRMS reports is located on the ES website. 



Page54 of 56 07/23/07  

 
 

 
 

Next, we’ll approve the pay rate change. 
(For purposes of this classroom exercise in the Practice Area, you are the approver.  Please proceed.) 

 
 
Step13: 
Without canceling out of the current page, select: Job Approval   (Or, navigate to:  Workforce Administration 
/ Job Information / Job Approval) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 14: 
On the Job Approval page, enter or select the following: 

 
*Approval Status: 

(required) 
Approved 

 

/ Comments: 
(optional) 

Your choice (Approver may add to job data comments entered 
by end-user) 

 
Note: 
    As an approver, be sure ALL rows of data are approved 



Page55 of 56 07/23/07  

 
 

Step 15: 
Compare your Job Approval page with the one shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 16: 
Click  
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Exercise 5 – Recording and Approving Other Faculty Employee 
(Lecturer) Termination at End of Academic Year Contract 

 
Scenario:  Your lecturer has completed his spring contract of January 1 through May 31, 2008.  He has decided 
to resign from CU and travel abroad for a year.  Your goal is to document the termination data on the HR 
Action Form (PAF), attach the resignation letter to the PAF and send these documents to the HR Office.  Your 
HR office will record and approve the termination data in HRMS. 

 
 
Terminating the lecturer completed 

 
 
 
 
 

End of Life Cycle Exercise for a UCCS Other Faculty (Lecturer) Employee 


