8.9 HRMS Step by Step Guide
Transfer or Rehire Employee - Workforce Administration Module

Overview: This guide provides instruction for transferring an employee from one position to another
within the same department or between departments. The guide also covers rehiring a terminated
employee and reusing a terminated employee record. DO NOT use this guide to rehire retirees; refer
to the Hiring a Retiree step by step guide.

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

1. Navigate to Search Univerier
fOI’ MatChlng Menu =]
Persons ‘
\@ "/ Personal Information

K

I My Favorites

I> Reparts and Reviews Addd and mairtain personal data for persons and employees

NAVI GATI O N iy == Add a Person Modify a Person Person Organizational Summar
= Wi e Administration Add & neww person to the system. hodify a person's basic informstion, suchas = Wiewy a summary of all the organizational
D WO rkfo rce « Personal Information name and cortact information. relationzhips for & person
3 graphical
Administration " Relatonshins o s R —
Relationships ﬁ Search for Matching Persons ~~ | Bioaraphical [~/ Qraanizational Relationships
. > Personal Relationships Search for people inthe database using L7 Maintain biographic infarmation for & person L Create or madity the organizational
D P e rso n al | nfo rm atl O n [+ Citizenship flexible SearchMatch criteria including names, addresses, drivers licenses, relstionships thet & person can have
. —Add a Person elc. =] Add & POI Relationship
D C“Ck on — Modify 2 Person i Heksin, I=iMsintain & Person's POI Reftn
. — Person Organizational ;W_Vm

Search far Matching Surmmary = Driver's License Dats

Perzons — Search for Matching ) 2Mare..

—_— Persons # | personal Relationships | citizenship

[ Job Information " Create or macify the emergency cortacts for | Citizenship and Visa information for & person
[ Verify the person > Warkdotcs Repots il Mgeouin s
i I=/Emploves Presence Test USA

> Compensation

eX'StS |n HRMS' and I Time Collection

[= Workforce Developrment

determlne Wthh Job [> Organizational Development

[» Enterprise Learning
record to use for the | | faec™
transfer or rehire P

2. Search Criteria
page displays

Search Criteria

Search Type: Persan Ad Hoc Search
" Enter _as many fleldS Search Parameter: ADHOC_CLM ADHOC_CLN
as available
Search Result Rule

0 Name fle'dS are Search Result Code: |xpHoc RES cl) @ Adhoc Results CU

Case Sensitive User Default Search | ClearAl | CanyiDReset |

Search Criteria
H ClICk Search Search Fields Operand Value

First Name Begins With v | |Rachel Q

Middle Marrie BeginsWith v | | Q

Last Name Begins With v | |Paddock Q

Date of Birth Equals v | ]

Mational Id Begins With + | | Q
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3. Search Results Search Results
page displays

Search Type: Ferson Ad Hoc Search
0 CIICk the ShOW a" Search Parameter: ADHOC_CU1 ADHOC_CLM
Columns icon ) Result Code: ADHOC_RES_CU Adhot Results CU
tO ShOW SearCh = Search Results Summary Returt to Search Critetia
results from both the Mot of s Found
ReSU|tS tab and the umber of ID's Found: 2
Additional Information Search Order Number: 10 CS_AdHot Search
tab Search Results Customize | Find | Yiew &I First U 12 of 2 L Last

f Results Additional Information

1 If the person does not [Empip  [FirstMame ~ [MiddieName  [LastMame [Dateof Birth
exist, exit this step- 1 CamylD| 110122 Rachel Mark Faddock 0910511973 S )
by-step guide and
refer to the
appropriate Hire step-
by-step guide

1 If the person exists as
a POI (not an
employee), exit this
step-by-step guide
and refer to the Add
Employment Instance
step-by-step guide

4. All columns of

search data Search Results
displays
Search Type: Persan Ad Hoc Search
7] Click on the Search Parameter: ADHOC_CU1 ADHOC_CU1
Person
Organizational Result Code: ADHOC_RES_CU Adhoc Results CU
Summary link to see = Search Results Summary Eeturn to Search Criteria
more data abOUt the Number of ID's Found: 2

person, to include

- Search Order Number: 10 CS_AdHoc Search
the employee’s job
Search Results Customize | Find | Yigw Al Firat " 42of2 " Last
record #(s Fin
()
First Name i Date of Birth Hational 1D
Person
1 Cary D] 110122 Rachel Mark Paddock 09/091973 123 Organizatiohal

Summary
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5. Personal Org Person Org Summary |
Summary page

. g Paddock Rachel Emplid: 110122
displays in a new
Wil"ldOW = Employment Instances Find | Wiew 1 First [ 44 of 4 [ Last
. ORG Instance: 0 Last Hire: 08/21/2006 Termination Date:
- Determine HR Status: Active Payroll Status:  Active
approp“ate JOb Assignments Customize | Find | ] First (4] 4 or 1 [¥] Last
record (Empl Rcd#) Empl

to be used for _the 0 Home Active Active 08/21/2006  UCOLO 10175 08/21/2006
transfer or rehire. /‘
(Active = transfer, )
Terminated = rehire) ORG Instance: 1 Last Hire: 08/21/2006 Termination Date:
HR Status: Active Payroll Status:  Active
Assignments Customize |Find | 55 First |/ 10f 1 "] Last
il Last Asgn
Start
/ 1 Home Artive Active 0140972007 UCoLo 10160 08r2112008
/
ORG Instance: 2 Last Hire: 06/05/2006 Termination Date: 07072006
HR Status: Inactive Payroll Status: Tarminated
Assignments Custorize [Find | 5 First  1oi1 ' Last

Payroll Status ([ ——
/ 2 Home Inactive Terminated  07/08/2006 UCoLo 10160 D6/05/2006 07072006
ORG Instance: 3 Last Hire: 07/11/2006  Termination Date: 08M11/2006
HR Status: Inactive Payroll Status: Terminated
Assignments w‘|m|@ Fm:‘ 1d|:'||_ggt
Empl Date Last Business Last Asgn
Red HomeHost HR Status | Payroll Status Change Unit Department Start Term Date
/ 3 Home Inactive Terminated  08/12/2006 UCOLO 10160 07M1/2006 08M1/2006
Person of Interest Instance

. .
Customize |Find | B2 First  1of1 | Last

Person of Interest Type Empl rcd# Status Begin Date/ End Date
6. Review Job List Universityy,

< 010raco

- . enu [=]
' If more job detail R re— -
. — Benefits with Mo
about this employee Earnings ﬁ Job Information

— Contract Pay

|S requ"’ed (ex JOb — Employees on Leave of ODHTTnEth D

Absence = Benefits with No Earnings

= Employees on Leave of Absence

Contract Pay

Code or position #) , :W = Benefts with Mo Earnings Cartract Pay = e e

- — Persannel Actions
refe r to th e \] 0 b LISt History End Of Appointiment E‘ Job Status ﬁ Personnel Actions Histol
. — Personnel Roster End Of &ppoirtment Job Status Personnel Actions Histary
Review: — Balary History by
Department

— Salary History b l’ﬁ Personnel Roster Salary History by Department E Salary History by Employee
Emplovee — Personnel Roster Salary History by Department Vieww each salary change for an employes

NAVI GATI O N : — Temporary Cmplovees during & specified time period.

—dob st

— Job Summary
D ReportS a.nd — Work Study = Temporary Emplovees = Job List =

Job Summary
— Leave Accrual Summary | - rﬁ Viewy & list of all employees marked as E Job List EE Dizplays job information and compensstion

ReVIeWS [ Payroll and Time i temporary rates for an employes

Caollection

[» Personal Information
D JOb | nformatlon [ Position E Work Study E Leave Accrual Sunima
D Job Llst I Recruiting ‘wiork Study Leave Accrual Summary
[ Training
[ Recruiting
I Winrkdnrea Administratinn
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7.Job List search University,,
age displavs Colorado
pag play — o
= .Johk Information
[l Enter one or more — Benefts with Mo

search fields < Eit Job List

— Employees on Leave of Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Search |

&

Ahsence
— End Of Appointment fm
—Job Status
— Personnel Actions

History EmpliD: heging with
— Personnel Roster
— Salary History by

Department Last Name:| bhegins with
— Salary History by

Employes
— Temporary Employees

1 Click

| Q

w
Name: begins with + ||

w

A

|Paddock

National ID: | begins with

Search Clear | Basic Search B Save Search Criteria

— Job Summary

8. Job list page Universitior
displays -

Mew Window | Customize Page | (B

[1 Review basic [ JobTi |
information for all B
employee’s records

ID: 110132

Customize | Finel | View 1| B2 First |* 14afa © Last

escription i FTE ! Description

[] Transfer: Look at

i X . 0|08/21/2006 1105 Instructar R 100.00 | MON 1.000000 |A D5/09/2008 10175 |Integrative Physiology C 00677704
]ObS INn active (A) 1 0M/08/2007 1105 Instructor R 25.00 MM 0130000 A 0511143007 10160 |Ecology & Evolutionary Biology G |00BES3TH

. 2|07/08/2006 1419 Lecturer T 67.00 MON 0.330000 |T 07/07/2006 10160 | Ecology & Evalutionary Biology C 00650062
status to determlne 3|0812/2006 1418 Leclurer R 21.00 MON 0110000 |T 031152006 10160 | Ecology & Evolutionary Biology G |ODRBEGST

Record # of position
OUT of which
employee is
transferring; make
note of position
number

"1 Rehire: Look at jobs
in terminated (T)
status to determine
Record # to be
reused for the rehire;
make note of position
number

1 You are now ready to
enter the transfer or
rehire data
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9. Navigate to Job
Data
Transfer/Rehire
only menu

'] Workforce
Administration

[1 Job Information

] Click

~Job Data TransferIRehire|

anly

10. Job Data
Transfer/Rehire
search page
displays

[l Enter one or more
search fields

Search |

1 Click

11. Entire list of
employee’s job
records displays

1 Select Empl Recd
Nbr to be used for
Transfer or Rehire

5/3/2007

Umverrsltyﬂf '

. O10T

Menu

Search:

[= My Favorites

[» Reports and Reviews

[ Recruiting

= Wiorkiorce Administration
[ Personal nfarm ation

* Job Informa
I> Contract

& ﬁ Job Information

Maintain information about & person tied to & specific job record

E Add Employment instance E’ Job Data
Add Employmert Instance or Add Hire/Rehire Erter job informeation including work location
Roewe and compensation details

nistration
[ Review Job Information = Job Data Transfer Rehire only = Job Approval
[- Reports Job Data TransferRehire only hairtain data about & current job
— Add Employment
Instance —
—Jab Data r Review Job Information Company Property
date Contract P& Review pages and reports that showe work Ertter the assigniments of company property

—Jdoh Data TransferfRehire)
only
-15
— Company Propery
[ Plan Salaries CU
& Winrkdnrer Rennrs

information for & person
=l Job Summeary.

= piork Stucy

= Job List

University,,
Colotradoe
Menu (=]
Search:

[ 1®
[» My Favorites
[» Reports and Reviews
[ Recruiting
= Workforce Administration
[» Personal Information

Job Data Transfer/Rehire only
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

=
P
O

Update Contract Pay NA

Add or update contract pay details including
paymert type, term, and period

Contract Ad tration
Maintain cortract pay information

Elupdate Contract Pay MA,

Reports

Contains reports based on Job Data
ElEmplayees on Leave of Shsence
ElTemporary Emplovess

= .Job Information

[+ Contract Administration

[+ Review Job Information

[ Repors

— Add Employment
Instance

—Job Data

— Update Contract Pay NA

Jab Approval
— Company Propery

EmpliD: begins with v |[110122

EmpIRcd NbI: | = v | [

Mame: beging with » |

Last Name: hegins with |

Department: hegins with s |

HR Status: = w -
Employee Status:| = v w

[> Plan Salaries CLU
[ Wiorkforce Reports
[» Compensation

Search I Clear ] Basic Search B Save Search Criteria

Univgrsityof
L 0i0rado
Menu [=]
Search:

[ 1®
[+ by Favarites
[» Reports and Reviews
[» Recruiting
= Workforce Administration
[> Personal Information

Job Data Transfer/Rehire only
Enter any infarmation you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

= Job Information

[» Contract Administration

[» Reviews Job Information

[ Reports

— Add Employment
Instance

—Jdob Data

— Update Contract Pay MA

— Job Approval

— Company Property

[> Plan Salaries CL)
[ Workforce Reports
[> Compensation
[> Time Collection
= Warkforce Development
[» Organizational Development
[» Enterprise Learning
[» Reporting Tools
[ PeapleTools
— Ny Dictionary

EmpiiD: begins with v |[110122
EmplRed Nbr: | = v| [
Naine: hegins with |

Last Name: hegins with |
Department: begins with |

HR Status: = v

Employee Status: | = v

Search I Clear ] Basic Search [E) Save Search Criteria

Search Results

Transfer or Rehire Employee - Workforce Administration Module

Empl Red Hbr [Name
1101220 Paddock Rachel PADDOCK 10175 Active  Active
1101221 Paddock Rachel PADDOCK 10160 Active  Active
110132 2 FPaddock Rachel PADDOCK 10160 Inactive Terminated
110132 3 Faddock.Rachel PADDOCK 10160 Inactive  Terminated
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12. Work Location | Work Location || Job Information ||~ Payroll

| Compensation | Emplayment Infarmation |

p ag e d I S p | ays ﬁ Save QReturn to Search | | 4= HextinList| |2 Previous in List ‘:a Refresh ﬂ Include History
A A Paddock,Rachel EMP 1D: 110122 EmplRed = 1
1 Click toinsert a -
Work Location Find | Wi &l Fir=st 1af 1 Last
row _ _
HR Status: Active Empl Status: Active
‘Effective Date: P1/092007 [ sequence: o E) JobNetes
Action / Reason: Data Change v| |&PT QU change Appointment End Date
Current
Position Number: 00865378 Q Instructor Position Entry Date: 01/09/2007
Regulatory Region: LISA United States Position Data
Company: cu University of Colorado Appointment End Date: 08112007
Business Unit: oL University of Colarada
Department: 10160 Ecology & Evolutionary Biology Department Entry Date: 08/21/2008
Location: 1RAMY Ramaley Biology
Establishment ID: cu University of Colorado
Last Updated by: B01542 Gamwood,Douglas Last Upd DtToe: 12/06/2006 4:51:34PM Date Created:  12/06/2006

B Save | LLReturn to Search | +[E| Previous in List | +E] Mext in List | [=] Metify | La Refrash |

13. Work Location | Work Location |[_Job Information ||

Eayroll || Compensation || Employment Information |

p ag e, C 0 n t . ﬁ Save QReturn to Search | | 4= MextinLizt | | 4= Previous in List ‘3 Refrash 4@ Inzlude History
D Effective date Faddock Rachel EMP 1D: 110122 Empl Red #: 1
defaults to current ot L T Find |view 20 First (10t 2 [ Last
date. Enter effective HR Status: Active Empl Status: Active
date (Start date) Of ‘Effective Date: 02/22i2007 [+ Sequence: a E)I JleD eEe
transfer or rehire Action / Reason: PERIQL Transte
Current
- F\I’Emer approp”ate Position Number: e Q Asst Professar Position Entry Date: 0212212007
eason Regulatory Region: UsA United States Position Data
[J Enter position number|  company: cu University of Colorado Appointment End Date: 081172007
to Wh'Ch employee IS Business Unit: oL University of Colorado
being transferred or Department: 10208 Anthropology Department Entry Date: 0262212007
into which employee Location: THALE Hale Science Bldg
is being rehired * Establishment ID: cu University of Galorado
[1 Enter additional Last Updated by: B01542  Ganwood,Douglas Last Upd DtTm:  12/05/2006 4:51:34PM  Date Created:  02/22i2007
|nf0rmat|0n on & Save | SAReturnto Search | +E|Previous inList | +E Mesxt in List Mty % Refresh

subsequent pages
such as Percent of
Time, Compensation,
Appointment End
Date

1 Review your work

and El save

Note: * If the transfer/rehire date is prior to the effective date of the position or if the position has not been approved, you will
not be able to save the transfer/rehire. A position in Proposed status will have to be approved before proceeding. Once the

position has been approved, navigate to Transfer/Rehire to complete the transfer/rehire. (Workforce Administration / Job
Information / Transfer/Rehire)
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14. Update Personal Universityy
. Lolorado
Information, to T 5
include new Home | |sewe s &
Personal Information
/
Department and b Wy Favors “ _
. > Reports and Reviews Add and mairtain personal data for persons and employees
Cam us B oX |f [ Recruiting = Add a Person = Modify a Person = Person Organizational Suninar
’ =l =]
A = Workforce Administration Mdd = nevy person to the system. todity a person's basic information, such as Yiewr 2 summary of all the organizational
ap p I I C ab I e P | Information nsme and contact information. relstionships for & person
[> Bingraphical
[> Organizational
Relationships E Search for Matching Persons ﬁ Biographical f Organizational Relationships
D WO rka rce [ Personal Relationships Search for people in the detabaze using Maintain biographic information for & person " Create or maodify the organizational
I . [ Citizenship flexible SearchMatch criteria including names, addresses, drivers licenass, relationships that & person can have
—addap et =l Add & POI Relationship
Ad m I n ISt ratl 0 n i MDUIBD aEFrSeDrQDn Elfdd 5 Person ElMairtain & Person's PO Rettn
H e IModify & Person
"1 Personal Information e Flomers icense Data
. 2 More
— Search for Matehing —
D M Od Ify a Pe rson Eersang Kf‘ Personal Relationships E/’f Citizenship
[> Job Information 7 Create o modlify the emergency contacts for " Ciizenship and Yisa information for & person
[> Plan Salaries CLI each person Elidentification Data
[ Workforce Reports [EEmercency Contact ElEmploves Presence Test USA
> Compensation
b Time Callection
I Winrkfarea Mavelnnment

15. Personal University,s
. . ~ T oy
Information search Lolorado
page displays Menu =
Search:
]
'/ Enter one O_r more of |[> My Favorites | Personal Information
the search fields [» Reports and Reviews Enter any information you have and click Search. Leave fields blank for a list of all values.
[» Recruiting
= Waorkforce Administration | Find an Existing Value || Add a Mew Value |
. Search = Personal Information
[] Click [ Biographical :
[+ Organizational EmpliD: hegins with » |11D122
Relationshins Name (LN,FN): beging with + |

[ Personal Relationships

[+ Citizenship Alternate Employee ID:| hegins with » |
R Last 4 SSN: hegins with v |

— Person Organizational [ Include History
Summary
— Search for Matehing
Search for Matchin ST I
Persong
[> Job Information

I Flan Salaries CU Find an Existing Value | Add a Mew Value
[ Workforce Reports

P mmrmman e atinm

Clear J Basic Search (B Save Search Criteria
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16. Biographical
Details page
displays

Update all
applicable fields such
as Home
Department,

Campus Box,
contact phone #'s,
emails

0

[ Review your work
and Bl save

| Biographical Details || Contact Information || IdentityDiversity |

Transfer or Rehire Employee complete

5/3/2007

Transfer or Rehire Employee - Workforce Administration Module

Person ID: 110122 Paddock,Rachel
EMP Employees
Primary Name Find | wiewy 2 First 1"/ 1of 1 7/ Last
Eff Date for Name: q,01/1qq7 [=]
Format Type: Enalish
Display Name: Paddock Rachel View Marme
Biographic Information
‘Date of Birth: 0Q0S1 873 [* 3 Years 5 Months Date of Death: e
Biographical History Fing | i Al First 1af 2 El Last
‘Effective Date for =1
PERSONAL DATA:
hale W
Gender:
‘Highest Education Level: | -Master's Level Degree b
Language Code: sl . FERPA Flag
Military Status Mot Indic.
Previous Non-Employee T-
10:
Home Department 10173 Q Kinesiology&applied Physiology
Campus Box 354 UCB Q KinesiologyApplied Physialogy
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