8.9 HRMS Step by Step Guide
Promotion/Demotion - Workforce Administration Module

Overview: This guide provides instruction on how to promote or demote an employee to another
position.

In version 8.9, Oracle/PeopleSoft has changed the name of Administer Workforce to Workforce
Administration.

Note: The screen shots used in this guide may not be representative of your access.
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2.Job Data search

page displays Job Data

Enter any information you have and click Search. Leave fields hlank far a list of all values.
"1 Enter EmplID or
name [ Find an Existing Value |

Search EmpliD:; begins with V||1IIIEES4

Empl Rcd Nbr:  |= vl |

Name (LN.FNp: | begins with |+ ||

Last Name: baging with ||

Department: hegins with v|| L
Mational ID: hegins with v||

"1 Click

HF. Status: |= v| | v|
Employee 5tatu5:| = W | | " |
Include History

Search | Clear | Basic Search Save SGearch Criteria
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3. Work Location
page displays

] Click to insert a
new row

4. The Effective Date
defaults to the
current date;
change, if
necessary

1 Enter appropriate
Action of Promotion
or Demotion

7 Click <. to select
appropriate Reason

"1 Enter the Position
Number to which the
employee is being
promoted or demoted
to. Fields on the Job
Information page are
automatically
populated

] Click [] Jobrotes to

document reasons for
the promotion or
demotion

| Work Location || Joh Infarmation || Payrall | Compensation || Employment Infarmation |

ﬁ Save QReturn to Search) +E Nextin List) +Z Previous in List) 3 Refresh ) ] UpdateiDisplay

Schneider, Cary R. EMP 1D 105654 EmplRcd# 0
Work Location Find | Wigww &1 First 1af 17 |I| Last
HR Status: Active Empl Status: Aptive El
‘Effective Date: 070172006 [ gequence: 1] ) Job Notes

Action / Reason: Pay Rate Change v| |BLF C_ Begin DPD Lt Project

Current
e o 00508127 .

Position Number: Q General Professional Il Position Entry Date: 05/01/2005
Regulatory Region: LISA United States Fosition Data

Company: cL University of Colorada

Business Unit: UCoLo University of Colorado

Department: £1000 Payroll & Benefit Services Department Entry Date: 0&i01/2005
Location: 1ARCE Admin & Rsch Cir-East Campus

Establishment ID: cL University of Colorado

Date Created: 082772006
B save | SLReturnto Search | [Z] Motify Mexttab |l Refresh F|UpdateDisplay

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

| Work Location || Job Infarmation || Payroll )" Compensation || Ermployment Infarmation |
&) save) (CLRetunto Search| (4 MextinList] |+SFPrevious inList| | Refresh | 2| Update/Display
Schneider, Cary R. EMP 1D: 105654 EmplRed# 0
Work Location Fing | iewe Al First 10of 12 M Last
HR Status: Active Empl Status: Active =
‘Effective Date: 0171172007 E‘] Sequence: 0 % JlD (e
Action / Reason: Promation ~| |PRO Q. Promotion
Current
. o 00508088 .
Position Number: Q General Professional v Position Entry Date: 01/11i2007
Regulatory Region: UsA United States Fosition Data
Company: cu University of Colorado
Business Unit: UCoLoD Lniversity of Colorado
Department: 51000 Payroll & Benefit Services Department Entry Date: 050172005
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cu University of Colorado
Date Created: 0111142007
Bl Save | J[SLReturnto Search | [Z] Motify Mexttab | s Refresh F| UpdateDisplay

Work Location | Job Information | Payroll | Campensation | Employment Infarmation
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5. Job Data Notepad
page displays

[ Click  Add aNew Note |

6. Job Data Notepad
— New Note page
displays

[1 Enter note

[J Click Sawe

[] Click ‘Return to:
Job Data Paoe

Ec] Job Data Notepad
[> Instructions

~ Selection Criteria

'ID: Schneider, Cary R,
‘Empl Redz:
'Eff Date:
‘Sequence:
Earliest Note Date [ End [+
Add a Mew Mote Return To: Job Data Page

There are nao existing notes for the specified search criteria.

Return To: Job Data Page

=| Job Data Notepad - New Note

[+ Instructions

Selected Note

D: 105654 Schneider, Cary R.
Empl Rcd#: 0

Search |

= Selected Note(s)

Created: 0171172007 10:48AM
Creator:

Eff Date: 2007-01-11 Last Update:
Sequence: 0 by:
Subject: |Promation
Note Text: |Enter information regarding employee's promotionfdemotion here...| @

Save Undo Changes

Return To: Mote Selection Page
Job Diata Page

3/5/2007 Promotion/Demotion - Workforce Administration Module

I

Select All Mates
Clear Selections

Page 3 of 5



7. Work Location
page displays

"1 Promotions or
demotions usually
result in a pay rate
change

] Click [*] to insert a
new row

8. The Effective Date
defaults to the
current date
[l The Effective Date
should be the date
the pay rate change
takes effect. In this
example, the
promotion and pay
rate change Effective
Dates will be the
same. Enter same
effective date as the
Promotion

1 Tab to the Effective
Sequence field and
enter the appropriate
sequence number. In
this example, the pay
rate change is being
entered as the
second action,
sequence 1, on the
same date
1 Enter Action of Pay
Rate Change

1 Enter appropriate
Reason — PRO or
DEM

7 Click the
(Gompensaion) tab

3/5/2007

| Work Location || Job Infarmation | Payroll | Compensation || Employment Information |
ﬁ Sawve QReturn to Search) +E Next in List) +Z Previous in List] ‘3 Refresh ) 2 UpdateiDisplay
Schneider, Gary R. EMP ID: 105654 EmplRed# 0
Work Location Fin | i &1l First [ 1 of 18 0] Last
HR Status: Active Empl Status: Active El
‘Effective Date: 011142007 B Sequence: | B JEbiEEE
Action / Reason: Promation v [PRO QL Promotion
Current
. 0 00508088 .
Position Number: Q General Professional [V Position Entry Date: 0141112007
Regulatory Region: USA United States Pasition Data
Company: cu University of Colorado
Business Unit: UCoLo University of Colorado
Department: 51000 Payroll & Benefit Services Department Emry Date: 050142005
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cu University of Colorado
Date Created: 011152007
Bl save |  JS\Returnto Search | [Z] Matify Mexttab | 1 Refresh FUpdateDisplay

WWork Location | Job Information | Payroll | Compensation | Employment Information

| Waork Location || Job Information |~ Eayroll

| Compensation || Employment Information |

& save) [ Retumto Search| [+EMextinList] (5 Pravious inList] |4 Refresh | 2] Update/Display

Schneider, Cary R. EMP ID: 105654 EmplRed # 0

Work Location Fimgl | “igsae A1 First 1of 19 [ Last

HR: Status: Active Empl Status: Active El

‘Effective Date: 0111142007 B sequence: 1 [E] Job Notes

Action / Reason: Fay Rate Change ¥| |PRO S Promotion

Current
i . 00508088 .

Position Number: Q General Professional v Paosition Entry Date: 0141142007

Regulatory Region: LISA United States Position Data

Company: cu University of Colorado

Business Unit: LCoLo University of Colarada

Department: 51000 Payroll & Benefit Senvices Department Entry Date: 05/01/2005

Location: 1ARCE Admin & Rsch Cir-East Campus

Establishment ID: cu University of Colorado

Date Created: 011172007

Bl save | CAReturnto Search | [=] Notify Mexttah | ¢l Refresh A Update/Display

Work Location | Job Information | Payrall | Compensation | Employment Information
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9. Compensatlon [“Wark Location || Jok Infarmation | Payroll || Compensation || Employment Information |

page d|3p|ay5 B 5sve) [ClRetunte Search | [4EHextinList] (45 Prewious inList] [ Refrash | & Update/Display) [ 2]
Schneider, Cary R. EMP 10: 105654 EmplRcd# 0
1 Enter a new salary for _
. Compensation Find | Wiewe A First U0 4 of 19 m@
the employee inthe | -
. Effective Date: o1Mz2007 Sequence: 1 Appr Status  Proposed 011172007
Comp Rate field o _ Notes _
Action / Reason: Pay Rt Chg Pramation ApprReject
Current
1 Calculate Compensation
1 Click 5 | Compensation Rate: 6,330.80000052] ‘Frequency: Mo Q Monthly Contract Pay
. Salary Administration Plan: 960  Grade: H45 Standard Hours: 40.00
] Review your work Job Code: HBG4}<  General Professional v Percent of Time: 100.00  FTE: 1.000000

Comparative Information

i Save Change Amount: 74500000052 USD Montht Manthly Hrly Rate
0 Click 25| ; y

Change Percent: 13.337
[] A" Pay Rates
actions/reasons Annual 75,869.600000 USD Daily 292190768 USD
entered for this Monthly £,330.200000 USD Hourly 16.523846 USD
promotion or s 1 7 T
demotion require “Rate Code |—|7|c7|7 Percent
approva| Y [ 0 [ &3308000005 usD =

Calculate Compensation |

Bl Save | SLReturnto Search | [S] Motity | #iPrevioustab | SMNexttah | Refresh FUpdateDisplay
]

Work Lacation | Job Infarmation | Payroll | Compensation | Employment Infarmation

Promotion/Demotion complete
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