8.9 HRMS Step by Step Guide
Spring Semester LOA (LWOP) Contract - Workforce Administration Module
9 Pay 9 and 9 Pay 12

Overview: This guide provides steps to use for setting up contract pay faculty for Spring Semester
Leave of Absence Without Pay (LOA). Leaves of Absence are not entered into the system as part of
the faculty salary upload process.

A contract employee cannot be put on Leave of Absence Without Pay (LOA) in the middle of a pay
period. The effective date of the leave must be equal to the first day of the pay period or must be
entered after payroll is run for the applicable pay period. Likewise, the employee cannot be
returned from LOA in the middle of a pay period.

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.

9 Pay 9

1. Navigate to Job

Data

[J Workforce
Administration

[1 Job Information

[1 Job Data

2.Job Data search
page displays

"1 Enter EmplID number
of faculty member
going on Spring
Semester leave

without pay.

1 Use the faculty
member’s primary
academic year
appointment. (Usually
the zero record.)

Search

"] Click

3/5/2007

Universityy,

U101 aUL

Menu =

Search:
|®
[ hty Favorites
> Reports and Reviews
[ Recruiting
= Workforce Administration
I Personal Infarmation
I Job Information
[ Plan Salaties CU
[ Workforce Reports
> Cormpensation
[ Time Callection
I» Workforce Development
[ Organizational Developrment
[+ Enterprise Learning
[> Reporting Tools

HRBITEST T PPL Home | Wvorklist | Add

Main Menu = Worktorce Administration =

I "/ Job Information

Maintain information about a person tied to & specific job record

== Add Employinent nstance '?—-1' Job Data |—-——-'1 Update Comtract Pay NA
Add Employment Instance or Add HrefRehire LI Enter job information including work location - Add or update contract pay details including

Row and compensation detsils payment type, term, and period,

~ | Contract Administ ation | Review Job Information

Maintain contracts or other written L= Inquiry pages and reports that showve work
agreements with their employees and information for & person

=l Job Summary

Elyork Study

ElJob List

) Job Data Transfer Rehire only
- Job Data Transtfer/Rehire onky

: E] Company Property & | Bepoits
— b Dictionary L Entter the assignments of company property. & Contains reports based on Job data of the
Organization.
mpioyess on Leave of Absence
rary Emplovess
University,s
010IadO Worklist
Menu =]
Search:
Cwiraries | JobData
[» Reports and Reviews Enter any information you have and click Search. Leave fields blank for a list of all values
b Recruiting

= Workforce Administration
b Personal Information
= Job Information
[ Contract Administration
[ Review Job Information

T A e

| Find an Existing Value |

EmpliD: | begins with v |f89250
EmplRcd Nbr: | = v |

> Reports ——
- Add Employment Name (LN.FN): Lbegins with v|
Last Name: | beging with v i
~ Job Data e LRl |
— Update Contract Pay NA Department: @91’"5 with |+ | Q
- Job Data Transfet/Rehirel | oot 4 SSN: | begins with ~ |
only : st )
— Job Approval HR Status: = V| |
— Company Propetty Employee Status:|= "i =

> Plan Salaries CU
I Warkforce Reports
b Compensation
[ Time Collection

[ Workforce Development
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3. Work Location
page displays

1 Click [*]to insert a
row

4. New Row displays

Enter effective date of
the leave. Date must
be equal to first day
of a pay period

7 Enter Action of Pay
Rate Change and
Reason of Contract
Pay Adjustment
(CRG)

3/5/2007

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

E Sawve QReturn to Search

Sense, Less

Work Location
HR Status:
'Effective Date:

Action /Reason:

Position Number:

Regulatory Region:

Company:
Business Unit:
Department:
Location:

Establishment ID:

Last Updated by: PRACTOM

Bl save | ELReturn to Search | [=] mctify |

+EHextinList| |t Previous inList | | 5 Refrash 2] Update/Display
EMP [[1] 189258 EmplRed # 0
Find | iz Al First 1aof2 |I| Last
Active Empl Status: Active =l
081012007 5 Sequence: o [ Jobhotes
Hire ~ HR C, Mew Hire
Future
00647770 -
Q Frofessor Posttion Entry Date: 09:01:2007
LS4 United States Fasition Data
cL University of Calorado Appointment End Date:
JCOLO University of Colarada
10261 School of Education Department Entry Date: 09:01s2007
1EDUC Education Bldg
cu University of Colorado
PRACTO1 Last Upd DtTm: 022072007 12:41:21PM  Date Created: 022272007
| (=% Next tab | L Refresh | £ UpdsteDisplay

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

ﬁ Sawve QReturn to Search

Sense, Less

Work Location
HR. Status:
‘Effective Date:

Action / Reason:

Position Number:
Regulatory Region:
Company:
Business Unit:
Department:
Location:

Establishment ID:

Last Updated by: PRACTOM

& save

£\ Returnto Search

+E Nextin List| [+ZPrevious inList | |2 Refresh 2] Update/Display
EMP 1D: 188258 EmplRcd & 0
Find | Wi Al First 1mam@
Active Empl Status: Active (=
01012008 B gequence: o [ JokMotes
FPay Rate Change w CRG Q. Caontract Pay Adjustment
Future
00647770 -
Q Professar Pasition Entry Date: 01/01/2008
ISA nited States Position Data
cl University of Colarado Appointment End Date:
UCOLo University of Colorado
10261 Schoal of Education Department Entry Date: 01/01/2008
TEDUC Education Bldg
cL University of Colarado
PRACTO1 LastUpd DtTm:  02/20/2007 12:41:21FM  Date Created: 0212352007
[=] mctify =i Nexttab |l Refresh F|Upcate/Display

Spring Semester LOA (LWOP) Contract - Workforce Administration Module
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5. Enter Job Notes -
regarding the g Job Data Notepad
LOA/LWOP [ Instructions

I Click m < Selection Criteria
71 Job Data Notepad ‘ID: Sense, Less Search |
displays ‘Empl Rcd=:
] Click ‘Eff Date:
Add a Mew Mote | ‘Sequence: B
Earliest Note Date = End 2l

to include comments
1 Return to job data
page Job Data Page Add a New Note Return To: Job Data Page

There are no exsting notes for the specified search critena

Return To: Job Data Page

6. Work Location Universityor

. L.010Traco
page re-displays i
Mew Window | Customize Page | B,
D C“Ck | Work Location || Job Infarmation |~ Payroll || Compensation || Employment Information |
Com pensatlon page B save) (QiRetumto Search| (45 NextinList) | +2 Frevious inList] |4 Refresh | 78 Update/Display| [, 1

Snowy, Wieather EmP D 137234 EmplRcd = 0
Work Location

Find | Wiew &1l First 1of 10 E Last

HR Status: Active Empl Status: Active Calculate Status and Dates =

*Effective Date: 01172008 [ sequence: [o] (- on Hotes
Nciion tRasEn: [ Pay Rate change v| [ERG @ contrast Pay Adjusiment
Future

Paosition Number: [pog40sss R Position Entry Date: 0140142001

Regulatory Region: LA United States Position Data

Company: cu University of Colorado Appointment End Date:

Business Unit: UCOLD University of Colorado

Department: 10261 School of Education Department Entry Date: 01i01/2001

Location: 1EDUC Education Bldg

Establishment ID: cl University of Colorado

Last Updated by: pay581cusgr Last Upd DtTm:  02i04/2006 9:1 35940 Date Created: 02152007
[ save | L\Returnto Search I [=] Matity ] =\ Pre o | SMexttab | Refresh | fElUpdstedDisplay [E# Correct History

Work Location | Job Information | Payroll | Compensation | Employment Infarmation
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7. Compensation
page displays

1 Verify Compensation
Frequency = ‘'C’

] Calculate new total
compensation
amount based on
employee’s leave
date

1 Example: employee’s
academic year salary
is $70,710. Divide AY
salary by 2 and enter
in Comp Rate field.
This is the new total
contract amount

"1 Click

Calculate Compensation

1 Click
Contract Pay

8. 9 Pay 9 Contract
Pay page displays

] Page may already
have data

"1 Insert arow and
enter effective date
equal to 1% day of
contract period.

'l Enter Contract Pay
Type of pay over 9
months

'] Payment Term
defaults to Pay Over
Contract

1 Override Contract
Begin and End
Dates

"1 Begin Date will be
9/1/XX

1 End Date will be last
day of pay period
for which you're
entering the
change

1 Click — 2%

3/5/2007

UNIVETSIYpf

Elr

Mew indow | Customize Page | 5, ¢

[ Work Lacation || Job Information || Payroll

" Compensation || Employment Infarmation |

&) save] (CiRetunto Search| (4SMextinList] | 15 Previous inList] | % Refresh | < Update/Display | : :
Sniowy, Weather EMP D: 137234 EmplRcd# 0
Compensation Fine | view sl First |10 10 0] Last
Effective Date: 010112008 Seduence: 1] E] I\ljotb Appr Status  Proposed 02Mar2007
ote
Action /Reason:  Pay RiChg Caontract Pay Adjustment ApprReject
Future
Compensation Summary
Base Compensation Rate: 70,710.000000%] ‘Frequency: c QU contract Contract Pay
Total Compensation Rate: 70,710 UDDDDUE
Salary Administration Plan: 110 Grade: 000 Standard Hours: 4000
Job Code: 1103 Asst Professor Percent of Time: 100.00 FTE: 1.000000
Comparative Information
Change Amount: 00000005 USD Contract
Change Percent: 0.000
Pay Rates
Annual 70,710.000000 UsSD Daily ush
Monthly 5,882.500000 USD Hourly 33995182 UsD
Pay Components Customize | Find | B Fiest [ 11 0 Lot
1|BASEC QO i 36,356.000000 uso & I
Calculate Cornpensation
Bl save | LiRetumtoSearch | [Z]Matify | @Previoustsh | SiNesttan | fuRefresh | S UpcsteDispiay | comect History

Contract Pay

Contract Information

‘Effective Date:
Comtract Pay Type:

‘Payment Term:

‘Contract Begin Date:

Payment Begin Date;

Actual Start Date:

Ok Cancel

014012008 [

Faculty Av Pay Over 9 Months w

09012007 [

Find | igww Al First 1af 1 Last

[#[=]

Wiew Contract Actuals

Pay Over Cantract w

‘Contract End Date: 0173172008 E‘j

ctual Contract End
Date:

Spring Semester LOA (LWOP) Contract - Workforce Administration Module
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9. System returns to
Compensation
page

1 Review and Save

1 Contract has been
adjusted to cover
only the period
employee has
actually worked

"1 Leave of Absence
must still be
recorded

10. Leave of Absence
Without Pay row
cannot be entered
until payroll has
been processed for
the month in which
employee is
receiving his/her
final pay

1 Example: payroll
processes on
January 22. Leave
Without Pay row
may be entered
anytime after
January 23 but not
before. A future
dated row, entered
prior to monthly
payroll processing,
will not prevent the
employee from
being paid in full
for that month

3/5/2007

Spring Semester LOA (LWOP) Contract - Workforce Administration Module

UNIVETSIYpf

Elr

Mew indow | Customize Page | 5, ¢

[ Work Location |[” Job Information |~ Payroll |/ Compensation || Employment Information |

&) save] (CiRetunto Search| (4SMextinList] | 15 Previous inList] | % Refresh | 2] Update/Display| [ = ¢ |
Sniowy, Weather EMP D: 137234 EmplRcd# 0
Compensation Fine | view sl First |10 10 0] Last
Effective Date: 010112008 Sequence: 1] E] I\ljotb Appr Status  Proposed 02Mar2007
otes
Action /Reason:  Pay RiChg Contract Pay Adjustment ApprReject
Future

Compensation Summary

Base Compensation Rate: 70,710 0000005 Frequency: |G <L Contract Contract Pay
Total Compensation Rate: 70,710 UDDDDUE
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
Job Code: 1103 Asst Professor Percent of Time: 100.00 FTE: 1.000000
Comparative Information
Change Amount: 00000005 USD Contract
Change Percent: 0.000
Pay Rates
Annual 70,710.000000 USD Daily usD
Monthly 5,882.500000 USD Hourly 33995182 UsD
Pay Components Customize | Find | B Fiest [ 11 0 Lot
(s |

|

1|BASEC @ 0

Calculate Cornpensation

"-:«.

35,356.000000 5 UsD c (=

B save | [LlReturnto Search Motity Previous tsb | (SiMexttab | L Refresh FUpdateDisplay | 2 5# Correct History
L

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

B s=ve) (CLRetumto Search| (4SMestinList] (45 Previous inList] |2 Refresh | A Update/Display

Sense, Less EMP 1D: 189258 EmplRcd = 0

Work Location Find | view i First () 1 of g (Y] Last
HR Status: Active Empl Status: Leave of =]

Absence

‘Effective Date: 01/24/2008 [ Sequence: 0 m 1D (eiEE

Action / Reason: Leave of Absence v | [FoU Q. Education
Future

Last Date Worked: 012352008 Expected Return Date: e
Position Number: 0047770 Q Professor Position Entry Date: 01/01/2008
Regulatory Region: IJSA United States Position Data
Company: cu University of Calorado Appeointment End Date:
Business Unit: UCoLo University of Colorado
Department: 10261 School of Education Department Entry Date: 01/01/2008
Lacation: 1EDLIC Education Bldg
Establishment ID: cu University of Calorado
Last Updated by: PRACTO1  FPRACTO1 Last Upd DtTn: - Q22002007 12:41:21PW  Date Created:  02r23/2007

B save | [SLReturnto Search | [ hotify Mexttab | ¢L Refresh F|UpdateDisplay
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9 Pay 12

1. System cannot
automatically
calculate
employee’s pay
correctly for 9 pay
12 contracts when
on LOA (LWOP)

"1 Employee
Services (ES) will
manually correct the
employee’s pay
during payroll
processing in
January

2.1f 9 pay 12
employee on
Spring Semester
Leave chooses to
be paid June, July,
and August
accruals:

"1 Enter Spring LOA as
soon as possible

1 Insert row on Work
Location page

1 Enter effective date
of when the leave is
to begin (normally 1%
day of spring
semester)

"1 Enter Action of
Leave of Absence
and appropriate
Reason

1 Enter job notes O
about the leave

3/5/2007

[ Work Location |[_Job Information |

Fayrall

[ Compensation || Employment Information |

E Save

Q Return to Search

Sense, Less

Work Location
HR. Status:
‘Effective Date:

Action /Reason:

Paosition Number:
Regulatory Region:
Company:
Business Unit:
Department:
Location:
Establishment ID:

Last Updated by: PRACTOM

Bl save | L\ Return to Search | Matify |

+EHextinList| |45 Previous inList | | Refresh
EMP 1D
Active Empl Status: Active
001012007 (5 sequence: o [ Job Notes
Hire ¥ |HR Q New Hire
Q0647770
Q Professor

LISA United States
cL University of Calorado
LCoLo University of Calorado
10261 School of Education
1EDUC Education Bldg
[o{W] University of Colorado

PRACTO1 Last Upd DtTm:

02/20/2007 12:41:21PM  Date Created:

| Nex‘ttabl L Refresh |

&2 Update/Display
1892488 EmplRcd
Find | ¥iew &l First 1) 1or2 (] Last
#[=]
Future
Position Entry Date: 09/0152007

Position Data
Appointment End Date:

Department Entry Date: 08/01s2007

02i22i2007

UpdateDizplay

| Work Location || Job Information ||~ Payroll | Compensation )| Employment Information |
& sawe| CiRetun to Search | (4E NestinList| |+ Previous in List | | 4§ Refresh 4] Update/Display
Sense, Less EMP 10: 189258 EmplRcd # 0
Work Location Firued | g A1 Firat 1of 2 E Last
HR Status: Active Empl Status: Leave of (=
Ahsence
‘Effective Date: 01156i2008 5 Sequence: a U ol RIEiEE
Action / Reason: Leave of Ahsence v EDU C Education
Future
Last Date Worked: 01/14/2008 Expected Return Date: | 5
Position Number: 00B4TFTO Q Professar Position Entry Date: 0141 52008
Regulatory Region: USA Linited States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UcoLo University of Colorado
Department: 10261 School of Education Department Entry Date: 01/1145/2008
Location: TEDUC Education Bldg
Establishment ID: cu University of Calorado
Last Updated by: FRACTO1 PRACTOM Last Upd DtTm:  02/2002007 12:41:21FM  Date Created:  02/22/2007
B Save | L\Returnto Search | [=] Motify Mexttab | 7L Refresh F|UpcateDisplay

Spring Semester LOA (LWOP) Contract - Workforce Administration Module
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3. Change no
information on any
other page for this
effective date

1 ES will assume
employee should
receive ¥2 AY salary
unless otherwise
stated in job notes

1 Accrual amount to
be paid over June,
July and August will
be deducted from
January paycheck

"1 Review and Save

4.1f 9 pay 12
employee on leave
Spring Semester
chooses to be paid
summer salary in
January:

1 Use Termination of
9 Pay 12 step-by-
step

1 Choose Action
Leave of Absence
instead of
Termination

5. Process to return 9
pay 12 employee
from Spring

Universityys

(=3

New Window | Custornize Page | &, &

["Werk Lacation | Joh Information |~ Payroll|(” Compensation || Employment [nformation |

& save)] (QRetumto Search| |$ENextinList| |15 Previous inList| | Refresh | &l Update/Display |-

Showy, Weather EMP D: 137234 EmplRcd# 0
Work Location Find | Wiew Al First == 1 of 10 [ Last
HR Status: Active Empl Status: Leave of =
Ahsence
‘Effective Date: 017162008 [ saquence: o] [ aghivics
Action / Reason: Leave of Ahsence i EDU Q, Education
Fulure

[osiotiz008

Last Date Workek: 01/1 442008 Expected Return Date:

Position Number: Dok Asst Professor Position Entry Date: 01/01/2001
Regulatory Region: usa United States Position Data

Company: cu University of Colorado Appointment End Date:

Business Unit: UcoLo University of Colarada

Department: 10261 School of Education Department Entry Date: 010142001
Location: 1EDUC Education Bldy

Establishment ID: cu University of Colorada

Last Updated by: pay531cu.sgr LastUpd DITm:  08/04/2008 9:19:99AM  Date Created: 021152007

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

ﬁ Save QRetum to Sealch:l +E Hextin List) 1E Prawious in List:l ‘:o Refrazh ) 4| Update/Display
Sense, Less EMP ID: 189258 EmplRcd# 0

Sem eSter LOA, Work Location Find | Wiews Al First 1of 3 E Last
Ie_ave of absence HR Status: Active EmplStatus:  Active HE
WlthOUt pay ‘Effective Date: DB/01/2008 [ Sequence: u m Job Notes
[1 Insert row and enter Action | Reason: Return fram Leave ~| |RFL C_ Retum From Leave
effective date of Futre
06/01/XX Position Number: 00647770 ! pigeam Position Entry Date: 01/01/2008
D Enter ACtion Of Regulatory Region: LISA United States Bosition Diata
Retu mn from Leave Company: cL University of Calorado Appointment End Date:
Business Unit: UZOLo University of Calorado
and Reason RFL
Department: 10261 School of Education Department Entry Date: 0150172008
"1 Return from Leave ) .
Location: 1EDUC Education Bldg
data may be lset Up Establishment ID: cu University of Colorado
at the Same tlme as Last Updated by: PRACT0Y  PRACTO Last Upd DtTm:  02/20/2007 12:41:21FPM  Date Created: 027222007
LOA or later, closer
' ot i = [ 3 g
to the em p|0yee s & Save Returnto Search | [=] Notify (=¥ Next tah U Refresh FUpdateDisplay
return date
"1 Review and Save
Spring Semester LOA (LWOP) Contract complete
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