11/6/13 UCB - Student Faculty Business Processes

HDME/ GENERAL PEDEEEEEE/ CAMPUS SPELCIFIC F'EDEEEEEE/ SITE ASSISTANLCE

'/-"_- .HI_IMAN RESOURLCES
2 BUSINESS PROCESSES

.EAMF‘UE SPELCIFIC PROCESSES

BOULLGER CAMPLS
-Student Faculty

Boulder Student Faculty - Adding a Concurrent { non-summer) Job
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MOTES:
This process is used when an employee already has an existing job in the PeopleSoft system and is
being hired for an additional job.
Departrment must identify an appoved position to be used for the appointment.

It is not necessary to collect the hard copy documents again, but verify and/or update student’s mailing
address and werify student's Direct Deposit Autharization form.

Call PES far help with Transfer/Rehire, if necessary.

Boulder Student Faculty - Create a New or Change an Existing Position

120102
Dept Departments have the authority to
End Need to Create a Hewe or create, change and approve
U Change an Existing *Student Faculty positions. Pleasze
Ser Position checkVacant Position report and
use existing positions first.

Change data Create position
Department enters necessary
infarmation to change position . Dept n_anters MECESIArY
data (including funding) in [p——————— @  information to create a nesw
d d position in PeopleSoft
PeopleSoft.

[ [
See PS Step-by-Step
guicle: MP-CP

See PS Step-by-Step
Guice: MP-CPL

Department apporves postion
data or funding distribution data Department approves the

changes in PeopleSoft Position in PeopleSoft

[ [
See PS Step-by-Step

See PS Step-by-Step
Guicle:MP-2&F

guicle: MP-LP
[
See PS Step-hy-Step
Guidle: MP-AFD
Department set= up funding with
departmertal FOPPS and
¥ approves the Funding

Position (and Funding) Distribution in PeopleSoft

Changes processed [

See PS Step-hy-Step
guicle: MP-AFD

*Student Faculty positions

Academic Appointments: Hew Position Created
T& = Teaching Aszsistant

GPTI=Graduate Part-Time Instructor
GR=Graduate Reader
Ga= Graduste Azsistant

Research Appointment:
RA=FRezearch Assustant
Ua=Undergraduste Assistants

MOTES:
Changes can include such actions as location changes, funding distribution changes, changes in percent of

tirma FTE roanmre tn ankmnintine antharite ote
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Funding end dates for Student Faculty positions are generally unnecessary, unless the source of funding is
frorm grants or gifts. If grant funded, use Funding End Dates, as this will avoid suspense issues.

FPlease use COMMENTS field to nate any changes.

Boulder Student Faculty- Hire and Approval Process and Joh Data Changes

1210102
1stverify student status in SIS, Screen #1191, 2nd- See if
student already existz in PeopleSoft. If 20, use appropriste
process to rehire. anddrd- Read the Grad. School
Appairtment Manual at; bt ey colorado. eduf
graduateschoalFellow shipsrAppointmenthianual podf
E:[ft NEW Student Employes completes Personal
. Data Worksheet, W-4 form, -9 form, Direct
User Hire anl?azﬂﬂ;u:ssl:t?;ﬁtude | Depost Authorizstion form and presents Social
Security Card to Perzonnel Liaizon for
werification.
¥

Dept verifies Social Security card, *retains
a copy and sends W-4 form and Direct |-
Depost Authorization form, to PBS.

Student brings documents for -9
verification to Employment Services

*It is important that department retain copies of all persannel recards.

¥ Delegated DeptiDean offices may be
Department enters and approves all able to verify 1-9. In thiz case, original
See PS Step-by-Step || necessary E;Errll;asii:?fl? for Hire into iz zert to r;a?;;ic;e;nd DeptiDean
Guide: 214 -HRF P By
See PS Step-by-Step
Guide: AU A0 ¥
Hire ", Dept. enters and approves
C let g NECessary job data changes
omplete into People=oft
See PS Step-by-Step Guides:
Dept. enters tuition waiver information APRC, AW-PTC AVNCRAP,
irte BRS via 515, For complete 2 =LA
Graduate Schoal post huziness process, goto: hitpois
audits Hire wewewy cULedulichangesidocumentss
UCH_Grad-Tuttion-Remizzion.doc See PS Step-hy-Step
Guicle: AiN-2.

NOTES!

The name entered into PeapleXoft must be exactly the same as on the new employee's Social Security Card.
Please complete the Emergency Contact panel.

Foreigndlnternational students (non-resident aliens) MUST see a tax specialist in PBS for tax and visa processing
andMUST have a Social Security number.

Direct deposit is MANDATORY for student employees. Complete information can be found at: http: /Y
europa.cusys.edu/pbs/pbs_documents/ _Toc87 19612

oee following for Social Securnty Card policy: http:Adevew. cu edufpbsfres-lib/policies/ssn/ssnveri-uch/ssnveri-uch. html
See following for -9 policy: http:feeeee cuedu/pbsfres-lib/policies/-9/49-uch/i9-uch. htrml

oee following for Student Retirerment information: http: feuropa. cusys. edu/pbs/phs documents/PES-GUIDE_05-
02 doc# TocE7 19744

Job changes can be for % time, pay rate, appointment end date, etc.

Reappointments can consist of appointing a student frorm a Fall to a Spring appt., a new AY appt. for a student who
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had previous appts., andfor changing a student frorm an RA to a TA when the student has one active job at a time.
When possible, make all changes at one time. Refer to the Graduate Schoal Manual for further details.

Bouider Student Faculty - Summer Appointiments

12101002

Review student's existing

*Zet up Summer Academic or job= wia Job List Inguire See "Add
Research appointment for Panel. Iz there an MO ——  Concurrent Job"
Graduate Student available empl record to woarkflow
re-use’y
YE=
. Typeof |
rncademm— Appointment —Research—l
Dept enters necessary job Dept enters neceszary joh
data changes into data changes into
PeopleSoft PeopleSoft

See appropriste P Step-by-Step guides
AMPRC AWCPTC AW-LIPD

¥

Dept enters necessary
changes to CONTRACT pay
panel in PeopleSoft

Summer
Appointment Create

See PS Step-hy-Step
guides | CP-SLMZC

¥
*Academic Appointments: Department approves
TA = Teaching &ssistant job data in PeopleSoft
GPRTI=Graduate Part-Time
Instructor

GR=CGraduate Reader
Ga= Graduate Azsistant

See PS Step-by-Step
Research Appointment: guicdes  AN-AL oF A0
RA=Rezearch Assustant

UA=UUndergraduste Assistants

MNOTES:

summer appts MUST be separate from AY appts.

Refer to Summer Session memo far Policies and Procedures re: comp rates, pos #s,
FOPPZ info, etc. for ACADEMIC appointments.

fou can not have two contracts w/ overlapping dates on the same empl. record, nor can
yau have contracts with beginning and end dates in the same pay period on the same
recard, i.e., you can not have an A and B term on the same recard.
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Bouider Student Facuity - Tennination Process

120102

If Emplovee is to be terminated for

—|  Cause, Department must notify

Graduate School prior to any
action.

Meed to terminate
an employes

Employes gradustes, withdraws,
resigns or end of appointment
falulull )¢

¥
Dept enters necessary
infarmation to terminate

employes, and approves
action in PeopleSoft L1 See PSS Step-by-Step
guicle A0W-TERM

See PSS Step-by-Step
guicle SV- A0

Termination Processed
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MNOTE:
All terminations for cause require GraduateSchoal approval. Motify Graduate School
FRIOR to action.
Student Faculty jobs will automatically be terminated 120 days after the appointment
end date unless department takes some other action.
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