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Boulder Fellowships- Create and Approve New Position

MNOTES:

This process is used when an employee already has an existing job in the system and is

being hired for an additional job.
Department must identify a position to be used for the appointment.
It is not necessary to collect the hard copy documents again.

The approval process is the same as for a new hire.
Call PBS for help with Transfer/Rehire, if necessary.
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MNeed to Create a Mew
Position

Dept enters necessary
infarmation to creste
postion in People=oft

See PS Step-by-Step
guide MP-CP

2113



11/6/13

UCB - Student Fellowships Business Processes

¥

Dept approves funding
infarmation in PeopleSoft

See PS Step-by-Step
guide MP-LAFD

k

Hew Position Created

h J

Dept approves position
in PeopleSoft

See PSS Step-by-Step
guice: biP- A

Motes:

Departments are responsible for creating and approving

Student Faculty positions.

see Graduate Schoaol Appointment Manual for FTE, %
time, and other important details.

Please check “acant Position Report and use available
position before creating a new one.

Boulder Fellowships - Funding Changes and Approval Process  o3us02

Heed to Change
Position Funding

Dept enters necessary
infarmation for funding
changes into

People=oft.

h

! Position Funding Chang&
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|, Created - I|

h

Department approves

funding change See PS Step-hy-Step

guice MP-LAFD

MOTES:

Please use the "Comments" field to describe action being taken.
Fund 30 and 34 (restricted funds) positions must have funding

end date.
Boulder Fellowships - Hire and Job Approval Process 03/05/02
) Dept enters necessary

Dept E:.ln? an e information for Hire into

End ploye PeopleSoft See PS Step-by-Step
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Hire
Complete

Grad School enters
tuition waiver data into
BRS, it applicakle

h

Graduate Schoal erters
tuition waiver data into BRS, if | Graduate School post
applicahle il audits Hire

MNOTE:

The name entered on the Mame/Address panel must be exactly the same as on the new
employee's social security card.

Information regarding eligibility, pay rates, job descriptions and other policies for Student

Faculty appointments are published annually by the Graduate School in the Appointrment
hanual.

Undergraduate Assistants do not receive tuition waivers

* If Hire is a non-resident alien, refer employes to PES.
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Boulder Fellowships- Job Changes 03405/
02

Review student's existing jobs
Student needs job via Job List Inguire Panel. |=s
change there an available empl record to
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e Yes ar Mo Mo
¥
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Goto "Add
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Jokb" wearkflowve

changes into People=oft

- See appropriate PS Step-by-Step
guides in Adminizter Workfarce
Section

Job Change
Completed

¥

Department approves
jok changes in
PeopleSoft | — See PS Step-by-Step guides
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MNOTES!

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

Reappointments can consist of appointing a student fram a Fall to a Spring appt., a
new A% appt. for a student who had previous appts., andfar changing a student
frorm an RAto a TA when the student has one active job at a time.

When possible, make all changes at one time. Refer ta the Graduate School
Manual for further details,
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030502

Dep

End
User

Heed to change
position data

Dept enters all necessary

position data changes into
PeopleSoft —

See PS Step-by-Step guides
MP-ZPD

Position Change
created: will update
encumbent

¥

Dept approves all position data
changes in People=oft

See PS Step-by-Step guides

WP &Y ar MP- AP

MOTES:

Changes can include such actions as changes in percent of time, FTE, etc.
Departments are responsible for appraving changes to Student Faculty

positions.

Please use the "Comments” field to describe action being taken.
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Boulder Fellowships - Separation Process

030502

Meead to terminate
an employes

If Employee isto be terminated for
causze, Dept. must notify Graduate
School priorto any action.

Employes resigns or
end of appt. occurs

Dept entars
g termination action

into PeopleSoft

See PS5 Step-by-Step
guide A0 TER

Termination

Froceszed

tarmination

Lepatment approves

MNOTE!

All terminations for cause require GraduateSchoaol
approval. Motify Graduate School PRIOR to action.
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Boulder Feliowships - Summer Appointments
2

0305/

*=et up Summer Academic ar
Research appointment for
Graduate Student

r c

Academi

Dept enters necessary
job data changes into
PeopleSoft

Reviesy student's existing
jobz via Job List Inguire
Panel. Iz there an
available empl recaord to
re-use’?

YES

!

Type of
Appointment

See "Add
MO ——» Concurrent Job"
W afcflow

Researc
h
Dept enters necessary

job data changes into
PeopleSoft

See appropriste PS Step-by-Step guides
n Administer Workforce Section

h 4

Dept enters necessary
changes to COMTRACT
pay panel in PeoplesSott

Summer

See PS Step-hy-
Step guides : CP-

SUMEC

Academic Appointments:
T& = Teaching Aszistant
GPRTI=Graduste Part-Time
Instructor
GR=CGraduste Reader
Ga= Graduate Assistant

Research Appointment:
R&=Rezearch A=zzustant

Ua=Undergraduste Assistants

Appointment Createf

Department approves
job data in Peoplesoft

See PS Step-by-Step
guicdes © &0-A or A4S
Ly

NOTES:

summer appts MUST be separate from AY appts.

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

Yfou can not have two contracts w/ overlapping dates on the same empl. record,
nor can you have contracts with beginning and end dates in the same pay period
on the same record, i.e., you can not have an & and B term on the same record.
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