8.9 HRMS Step by Step Guide
Reappointment of Employee - Workforce Administration Module

Overview: This guide provides instruction on how to reappoint an employee to a position.
Reappointment is often the next step after returning an employee from a short work break.

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.

1. Navigate to the Job || Univesite
Data page

Search:

| & |/ Job Information
> My Favorites
D WO rkfo rC e b R:,apnns: Maintain information ot & person tied ta & specific jo recard
I Recruiting = Job Data F== Update Contract Pay NA F== New Employment Instance
Ho H - Viorkforce Administration Enter job information inclsing work locstion end compensation At or update contract pay detsls Inchusing payment type, Create a new employment instance for & person
Administration anal informaon
- Job Information
J b I f t - Workforce Reports
D 0 nrormation I Compensation === Other Pavee = Add Additional Assignment === Job Data Transfer Reliire only
B Tima Colisstioh Add other payee instance in the Job Recorl Creste an addtional assignment record for & person's Job Data TransferiRehire orly
D J O b Data > Warkforce Development organizational instance
> Organizational Development
1> Enterarise Learming = —
b Reporhg Taols [ #] contract Administration [ Review Job Information Company Property
it " Waintain cortracts of oiher wiitien agresments with their 1" Inauiry pages and reparts that show wark informatian for Erter the sssignments of compeny property
emplayees and cantractors person
=] Upsiate Contract Pay NA, =l Job Summary
=] wiork Stuey
] dob List

page displays

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

"1 Enter EmplID or
name [ Find an Existing Value |

0 Click —e=ren | EmpliD: | hegins with v |[163797
Empl Rcd Mbr: |= v |

Name (LNFN): | hegins with + |
Last Hame: | hieqins with |
Department: |begins winith W | '}
Mational ID: |begin5 winith W |

HF. Status: |: v| | v|
Employee 5tatus:| = v | | v |
Include History

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

1 If the employee is on
Short Work Break,
you must return them
first

[] Click to insert a
new row

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

] Effective Date should
be the date the
employee begins
working again

[1 Choose the Action of
Return from Work
Break

[] Click to select

appro =, te Reason
of RWB

[] Click to insert

anothe[+/ow for the
reappointment

3/5/2007

Reappointment of Employee - Workforce Administration Module

|"Work Location | Jok Information || Bayrall | Compensation || Erployment Infarmation |

B save) (CyRetumn to Search| (4 NextinList] [+EPrevious inList] [ Refresh | | Update/Display

Rousseau, Torleif EMP 1D: 163797 EmplRcd# 0
Work Location Find | Wiewe &1 First 10 1 of 14 0] Last
HR Status; Active Empl Status: Shortiork =

Break
‘Effective Date: 09/16/2006 [ Sequence: o m Job hotes
Action / Reason: Short \Work Break L SwWB O Shortwaork Break
Current

Last Date Worked: 0941 472006 Expected Return Date: ki
BositionRumber: 00508048 ! e st Position Entry Date: 0B/01/2006
Regulatory Region: LSA United States Fosition Data

Company: cL University of Colorado

Business Unit: UCoLo University of Colorado

Department: s1000 Payrall & Benefit Services Department Entry Date: 0242972004
Location: 1ARCE Admin & Rsch Ctr-East Campus

Establishment ID: cL University of Colorado

Date Created: 01112007
B Save | S\Returnto Search | [S] Motify Mexttab | 1 Refresh FE| UpdateDisplay

Winrk Location | Joh Information | Payroll | Compensation | Employment Information

| Work Location || Job Infarmation || Payrall )" Compensation || Ermplovment Infarmation |

& s5=ve) (CLRetumto Search] [4ENextinList] (15 Previous inList] [ Refresh | /] Update/Display
Rousszeau, Torleif EMP 1D: 163797 Empl Rcd = i]
Work Location Find | Wigwe Al First 1of 15 [ Last
HR Status: Active Empl Status: Active =
‘Effective Date: 0111142007 B Sequence: 0 m JED (e
Action / Reason: Return fram Wark Break v RWE Q, Return from ShortWork Break
History
Paosition Number: 00508048 Q Prograrn Assistant| Position Entry Date: 0B/01/2006
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: 032872004
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cu University of Colorado
Date Created: 0111142007
Bl Save | J[SLReturnto Search | [Z] Motify Mexttab | ¢l Refresh F|UpdateDisplay

Work Location | Job Information | Payroll | Compensation | Emplovment Infarmation
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5. The Effective Date
defaults to the
current date;
change, if
necessary

1 The Effective Date
should be the date
the employee begins
working again; in this
example, the Return
from SWB and
Reappointment
Effective Dates will be
the same

1 Tab to the Effective
Sequence field and
enter the appropriate
sequence number; in
this example, the
reappointment is
being entered as the
second action,
sequence 1, on the
same date

[1 Choose the action of
Data Change

1 Click = to select
appropriate reason of
RAP

i " Joh Motes
[] Click o

document information
for the reappointment

3/5/2007

Reappointment of Employee - Workforce Administration Module

| Work Location || Job Infarmation || Payrall )" Compensation || Employment Infarmation |

B 5=ve) (CLRetunto Search| [4EMextinList] (45 Previous inList] [ Refresh | A Update/Display
Rousseau Totleif EmP 1D: 163797 EmplRcd# 0
Work Location Find | Wigwe Al First 1of 16 [+ Last
HR Status: Active Empl Status: Active El
‘Effective Date: 011142007 [l Sequence: 1 m D I
Action / Reason; Data Change v| [RaP QU Reappointment
Current
Position Number: 00508048 a Program Assistant | Position Entry Date; 0B/01/2006
Regulatory Region: USA United States Position Data
Company: cL Lniversity of Colorado
Business Unit: UCoLO University of Colorado
Department: 51000 Payroll & Benefit Serices Department Entry Date: 03i28r2004
Location: 1ARCE Adrmin & Rsch Cir-East Campus
Establishment 1D: CL University of Colorado
Date Created: 01/152007
Bl Save | [LReturnto Search | [=] Motify | Mexttab |l Refresh | UpdateDisplay

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

[* Instructions
[ C“Ck Add a New Note
= Selection Criteria = Selected Note(s)
'ID: Rousseau, Tarleif Search | |
‘Empl Redz:
*Eff Date:
‘Sequence:
Earliest Note Date F End El Select All Motes
Clear Selections
Add a New Note | Return To: Job Data Page

There are no existing notes far the specified search criteria.

Return To: Job Data Page

7. Job Data Notepad

— New Note page =| Job Data Notepad - New Note
displays
[ Instructions

[0 Enter note
Selected Note

1 Click BED ID: 163737 Rousseau Torleif Created: 0171152007 10:3440
Empl Red# 0 Creator:

[1 Click Return to: Eff Date: 2007-01-11 Updated:
Sequence: 1 by

Job Data Faoe

Subject:
Mote Text: @
Save Undo Changes
Return To: Miote Selection Page

Joh Data Page

3/5/2007 Reappointment of Employee - Workforce Administration Module Page 4 of 5



8. Work Location
page displays

1 Enter the Position
Number to which the
employee is being
reappointed, if
needed - fields on the
Job Information page
are automatically
populated

[] Click the
tab

9. Compensation
page displays

1 Enter a new salary for
the employee in the
Comp Rate field

Calculate Compensation |

I Click

1 Review your work

7 Click @3]

1 All actions/reasons
entered for this
reappointment require
approval

Reappointment of Empl

3/5/2007

| Work Location || Job Information ) Bayrall

|| Compensation || Employment Information |

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

B 5ave) (CLRetumn to Search| [4ENextinList] (15 Previous inList] [ Refresh | /] Update/Display
Rousszeau, Torleif EMP 1D: 163797 Empl Rcd #: u]

Work Location Find | igwe Al First 1of 18 [ Last
HR Status: Active Empl Status: Active =
‘Effective Date: 0171142007 IEJ Sequence: 1 EI JIED (e
Action / Reason: Data Change v| |R&P Q Reappointment

Current
Paosition Number: 00508048 Q Prograr Assistant | Position Entry Date: 0B/01/2006
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: 03i28r2004
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cu University of Colorado
Date Created: 011142007
B Save | JSLReturnto Search | [Z] Motify Mexttab | ¢l Refresh FUpdateDisplay

Comparative Information

Change Amount:

7500000057 USD Monthly

[ Wark Location || Job Information | Payroll || Compensation || Emplaoyment Infarmation |

B save] (ClRetunto Search| [+EMextinList] [+EFrevious inList] (4§ Refrash | ZE UpdaterDisplay

Rousseau,Torleif EMP 10z 163797 EmplRcd = 0

Compensation Find | wiewe Al First 1of 16 [ Last
Effective Date: 011172007 Sequence: 1 m NJthEs Appr Status  Proposed 0151172007
Action / Reason: Data Chy Feappointment ApprReject

Current

Compensation Rate: 3,500.0000005] ‘Frequency: MoQ Manthly M
Salary Administration Plan: 3960 Grade: H2ZG Standard Hours: 40.00
Job Code:  H4R1:¥¥  Program Assistant| Percent of Time: 100.00 FTE: 1.000000

Monthly Hrly Rate

Change Percent: 2190
Pay Rates
Annual 42000000000 USD Daily 161.638462 USD
Monthly 3,800.000000 USD Hourly 20192308 USD
Pay Components Custotmize | Find | i First 10of 1 Last
f Amournts ]f Controlz ]( Changes ]( Corerzion ]
1 [NAANNL Q) 0 3,500.000000 5] gD M =
Calculate Compensation |
B save | L Return to Search | [=] Motity | &= Previous tab | SiMexttab | L Refresh FUpdateDisplay |

DY%&G@MPJL@L%mamn | Bayroll | Compensation | Employment Information
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