8.9 HRMS Step by Step Guide
Termination of 9 Pay 9 Contract - Workforce Administration Module

Overview: This guide provides instruction for terminating Contract Pay Faculty on 9 pay 9
contracts who terminate during the course of their contracts. It is a two- part process. The contract
pay must be adjusted since the employee will not be working for the full contract period and should
not receive the full contract pay amount. Also, the termination must be recorded.

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.

Termination of 9 Pay 9 Contract Type

1. Navigate to Job RN
wOlulaldy
Data page Monu =
> My Favaries . ilili# Workforce Administration Edit "workforee Administration Fold
D Workforce  Reports and Reviews {'l—;f iorkforce Administration” Folder
. . . Hire employees, add non-employees, msintain personal and job data, sdminister global sssignments, labor relations, shsence and vacation.
Admln |Strat|0n | personal Information 7] Job nformation F “| Global Assignments
. I Job Infarmation L7 Maintain information about & person | = Maintain information about & person tied to a L Track assignment data; Mairtain assignee
D JO b I nform atlo n I Global A " regardless of Jobs. Test descr specific job record gualifications, educational allovances and
b AbD 4 SS\%H\I;nEntS =l £dd & Person =l o Employment Instance cther education related information.
1 Job Data SElsE AN atann Elodify a Persan =l Job Data CTrack Assionment
b Flextbla Senice BG Elperson Organizationsl Summary ElUndate Contract Pay b L Assignes Qualifications
I+ Plan Balaries CU B More .. 27 Mare... [ Educational Alowsances
I Collective Processes
I Gelf Service Transactions 7| Absence and Vacation 7 | Hexible Service EG 7/ Plan Salaries CU
[> Workforce Reports " Identifies absence and vacation, including Maintzin flexible service rules; Calculste and L Plan Salaries CU
[ Benefits specific types of lzave. Aleo allowes working prirt employee service data [1Salary Processes CLU
[ Cormpensation time: monitoring = Define Service Rules. [ Salary Reports €U
[ Time Callection 1Track Ahsence Histary ElFlexible Service [CIEmployes Review History
&> Payrall for North Ametica CiCreate Yacation Schedule | Zervice History
& Payroll Interface [ Absence Reports 7 More
& Workforce Develaprnant [iDefine AbsenceiVork Schedules
b Organizational Development 7] Collective Processes 7 | Self Senvice Transactions [~ | Workforce Reports
[» Enterprise Leaming " Processes that affect muttiple people | = Administer Self Service workflow L7 GeneralWorkiorce Reporting
i anknicaManitag fresh Compensation transactions ElEmployes Turnaver Analysis
b SetUp HRMS SALARY INCREASE = worktlow Inquiry. = Pending Future: Actions
I Enterprise Camponents jpelate Employee Status ElFull Time/Part Time Chanes I Primary Job Avet
[ Windstar 4 More.., =|Emploves Address Changes 50 More...
[ Application Diagnostics SMore...
[ Tree Manager
[» Reporting Tools —
[ PeopleTools
' Job Data
page displays Enter any information you have and click Search. Leave fislds blank for 3 list of all values.

[] Enter one or more of | Find an Existing Value |

the search fields
EmpliD: hegins with |h 3aza3
Soarch Empl Rcd Nbr: = A |
[1 Click Mame {LMN,FN): begins with |
Last Name: hegins with |

Department: hedins with | Q
Last 4 SSN; begins with + |

HR Status: |= v| | v|
Employee Status:| = v| | v|
[¥]Include History

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

1 Click to insert a
row

] Effective Date
defaults to current
date. Change to
effective date of the
change. Date must
be equal to 1°' day
of pay period for
which payroll
deadline has not
passed

] Choose Action “Pay
Rate Change” and
Reason “CRG”

[] Click 0 to record
comments related to
the termination

4. Calculate New
Compensation
Amount based on

termination date. See
example: —

3/5/2007

University,,

B

Mew Window | Custornize Page | 5, A

fWork Location Y Job Information ]f Bayrall ]f Compensation ]f Employment [nformation ]

B savel (CiRetunto Search| [4SMNextinlist| (1S Previous inList] | Refresh | <] Update/Display| |75
Sense, Less EMP ID: 189258 EmplRcd# 0
Work Lacation Find | view sl Fret L 1oe2 [ Last
HR Status: Active Empl Status: Active E
‘Effective Date: p3m1j2008 [ Sequence: a [j il
Action /Reason: | Pay Rale Change v| |CRGQ Contract Pay Adjustrment
Future
Postion Number: LIBATIIY o iresso Position Entry Date: nan1rznng
Regulatory Region: UsA United States Paosition Data
Company: cu University of Colorado Appointment End Date:
Business Unit: ucoLo University of Calorado
Department: 10261 School of Education Department Entry Date: 030172008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACTO1  PRACTDM Last Upd DiTm:  02/20/2007 12:41:21PM  Date Created:  02/20i2007
Save | Q\Returnto Search | [ Moty ‘ T Slesttab | i Refresh JE|UpdateDisplay

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

Example: Academic Year salary = $84,000. Employee terminates effective March 19.
Calculate new total contract amount owed.

Part I- $84,000/2 = $42,000. Employee worked entire Fall Semester & should receive
full pay.

Part I1- Calculate amount owed for Spring. First, calculate # of days in the semester to
get daily rate. For this example, 90 days in a semester is assumed.
$42,000/90 = $466.67 daily rate.

Part I11-Calculate # of working days in Spring Semester faculty member has worked
& multiply by daily rate. Assume 38 days have been worked. (Note: Official
University holidays for your campus are counted as working days.)
$466.67 x 38 = $17,733.46

Part IV- Add Fall salary & amount owed for Spring for new total salary.
$42,000 (Fall Semester) + $17,733.46 (Spring Semester) = $59,733.46
$59,733.46 = New Total Salary.
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5. Click
Compensation tab

1 Enter new total salary
amount in Comp Rate
field

1 Click

Calculate Compensation

- LR Contract Pay

6. Contract Pay page
displays

] Click to insert a
new row

3/5/2007

nversityys

e

=13

Base Compensation Rate: 59,733.460000%5 ‘Frequency:  |C QL contract CumracIPayi

Total Compensation Rate: 59,733 46000_@@

Salary Administration Plan: 110 Grade: 000 Standard Hours: 4000

Job Code: 1101 Professor Percent of Time: 100.00 FTE: 1.000000

.Qﬁmaﬁti\fe Information Ll
Change Amount: -24 766 s40000%]  USD Contract
Change Percent: -26.889

P@Mes
Annual §9,733.460000 USD Daily usD

i Monthly 4,977.788000 USD Hourly _2_8.?18010 _USD . ]l

Pay Components cmumim@ﬂ First /1ot Last
Amounts

*Rate Code |Seq. Comp Rate Currency Frequency
1 |pazEC @ [0 [ se733460000% usD B [=]
@Savai gﬁetumtnSearchj Elmnmfy] Pravinuatah] (Ehlexttab | L Refresh FUpdsteDisplay | & nclude Histo
Winrk | ocation | Job Information | Payroll | Compensation | Ermplovenent Infarration
Contract Pay

Contract Information Find | Wiew & First = 4af 1 2 Last
‘Effective Date: 09/01/2007 [z =]
Contract Pay Type: | Faculty AY Pay Cver 3 Maonths .’ | Wiew Contract Actuals
‘Payment Term: | Pay Over Contract vl
‘Contract Begin Date: 0s/otiz00¥ E‘J *Contract End Date: 0573172008 E‘J

Payment Begin Date:

Actual Start Date:

[0]24 Cancel

Payment End Date:

Actual Contract End
Date:

Refresh
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7. New Contract Pay
row displays

1) Effective date is 1%
day of pay period for
which the payroll
deadline has not
passed

"1 Enter Contract Pay
Type of Pay Over 9
Months & Pay Terms
= Pay Over Contract

1 Override Contract
Begin & End Dates
with new Contract
Begin & End Dates

1 Check your work &

ik 2%

8. Compensation
page re-displays

1 The contract has
been adjusted to
cover the period of
time the employee
actually worked

3/5/2007

Contract Pay

Contract Information Find | Wigw &l First 1of 2 [ Last
*Effective Date: 030172008 B =
Contract Pay Type: |F‘5’CL'IW A Pay Qwer 3 Months V| Wiew Contract Actuals
‘Payment Term: | Pay Ower Caontract “ |
‘Contract Begin Date: 09/01/2007 [+ ‘Contract End Date:  |13/31/2008 El
Payment Begin Date: Payment End Date;

Actual Contract End

Actual Start Date:
Date:
(0124 Cancel Refresh
Universityy,
Colorado HRBITEST T _PPL Hoim
3
Action / Reason: Pay Rt Chy Contract Pay Adjustment ApprReject
Future
Base Compensation Rate: 59,733.4600005] ‘Frequency: & QL Contract Contract Pay
Total Compensation Rate: 59,733 4600005
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
Job Code: 1102 Associate Professor Percent of Time: 100.00 FIE: 1.000000

|Comparative Information

Change Amount: -10,703.540000%  USD  Contract

Change Percent: -15.196
[Pay Rates
Annual 59,733.460000 USD Daily 218.804000 USD
Monthily 4,977.788000 USD Hourly 28718010 USD
Pay Components Custorize |Fine | B2 First | 4 ope | Last

Amourts

56,733.460000 5 usD (&} Details =

1|pasEc @ [T

Calculate Compensation J

B Save | S\Returnto Search | tE|PreviousinList | +E MextinList | [=] Motify Previous tab Mexttsh | s Refresh | EUpdsteDisplay
1l

‘Work Location | Job Infarmation | Payroll | Compensation | Employment Information
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9. Employee must
still be Terminated

1 Termination
transaction row
cannot be added until
payroll has processed
for the month the
employee is receiving
his/her final pay.
Employee must be in
Active status to
receive the final pay

1 Wait until payroll has
been processed and
then enter termination
row

1 Example: employee’s
actual termination
date is 3/19. Payroll
processes on 3/22.
Termination row must
be entered after
3/22.

| Because termination
date is 1% day the
employee no longer
works for the
university, in this
example, the
effective date of the
termination is 3/20

10. Complete
Termination

1 click Uto enter
notes relevant to
the termination

] When notes have
been added, review
and Save

'] Contract has been
adjusted to cover
period employee
actually worked,
and employee has
been terminated

| Work Location || Job Infarmation |~ Payroll |(” Gompensation | Employmentinformation |
B save) [iRetun to Search | [+ENextinlList| (45 Previous inList| |4 Refresh &2 Update/Display
Sense, Less EMP (13 189258 EmplRcd # 0
Work Location Find | “igwe Al First 1af 3 [ Last
HR Status: Inactive Empl Status: Terminated =
‘Effective Date: 03/20/2008 [+ Sequence: a U JeD RITiEE
Action / Reason: Termination v| |RES QU Resignation
Future
Last Date Worked: 031972008
BeeilionHumber; 0uB47rTO Q professor Position Entry Date: 03/0142008
Regulatory Region: USA United States Fosition Data
Company: cu University of Calorada Appointment End Date:
Business Unit: UCoLO University of Colarada
Department: 10261 School of Education Department Entry Date: 03/01/2008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACTO1T  PRACTOM Last Upd ItTm: 022002007 12:41:21FM  Date Created: 022252007
Bl Save | SLReturnto Search | [ Motify Mexttah | i Refresh FlUpdateDisplay
| Work Location || Job Infarmation |~ Payroll |(” Gompensation | Employmentinformation |
B save) [iRetun to Search | [+ENextinlList| (45 Previous inList| |4 Refresh &2 Update/Display
Sense, Less EMP (13 189258 EmplRcd 0
Work Location Fird | i &)1 First 1cf3 D] Lazt
HR Status: Inactive Empl Status: Terminated =
‘Effective Date: 03/20/2008 [+ Sequence: a U JeD RITiEE
Action / Reason: Termination v| |RES O Resignation
Future
Last Date Worked: 031 9/2008
besilionHumber: 0ne47rTo Q Professar Position Entry Date: 03i01/2008
Regulatory Region: USA United States Fosition Data
Company: cu University of Colarada Appointment End Date:
Business Unit: UCoLo University of Colarada
Department: 10261 School of Education Department Entry Date: 03/01/2008
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: FRACTOT  PRACTM Last Upd DtTm:  02/20/2007 12:41:21Fm  Date Created: 02222007

&l save | L Return to Search | [=] mctity

Mexttah | i Refresh FlUpdateDisplay

Termination of 9 Pay 9 Contract complete
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