@]l University of Colorado
Bowioer | Coioraco Spengs | Dewer | Anschurz Messcal Campus
EMPLOYEE SERVICES

HCM Step-by-Step Guide

Human Capital Management: Step-by-Step Guide

Creating a Step-by-Step Procedure - sMART Forms — POI New Hire

How to Create a New Hire for POI's using SMART Forms

1. Navigation: Main Menu>Smart Solutions>Document Framework>Document Collection
2. Select the “Smart ePAR Non-Pay Actions” Tab.
3. Select “Add” under ePAR POI.

Document Collection

Smart ePAR Mon-Pay Actions Smart ePAR Pay Actions

/  ePAR Job Change /  ePAR Contract Pay
k Make changes to non-pay related fields ﬁ Contract Pay
Add Modify Add Modify
Inquiry Inquiry
/  ePAR Group Change /  ePAR Group Termination
k ePAR Employee Group Change ﬁ ePAR Employee Group Termination
Add Modify Add Modify
Inquiry Inquiry

< ePARPOI ePAR Leave
Add or Maintain POl's

Leave of Absensce, Paid Leave or Return from Leave

Add Modify Add Modify
Inquiry Inquiry
X ePAR Separation
Retire or Terminate an Employee
Add Modify
Inquiry
H i ”
4. Click on “Add New POI” button.
Colfab;vrare Aftach Pm;:sss"
I
Create ePAR POI Request
Step1 of 3: ePAR -POI Search Inforraation
Transaction Details
PAR Action: Person of Interest Action: Document ID: ePAR POI
Request ID: MNEXT Reason Code: Document Instance: 0
ePAR Status:  Initial Effective Date: 08/31/2015 Document Status: Initial / Add Entry

Effective Seq: ¢

Select POl Areas

@ Maintain POI {9:add New POI © Add Existing Empl ID as POI
Next
Audit Details
Entered By: Updated By:
Entered On: Updated On:
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5. Click the button.

6. Complete all the required fields marked by an (*) and any other information you want to

include.

Process ™~

Create ePAR POI Request

Step2 of 3: ePAR Create POI - Personal Information
ransaction Details

— \
Collaborate  Attach

PAR Action: Person of Interest Action:
Request ID: MEXT Reason Code:
ePAR Status:  |nitial Effective Date: 03/31/2015

Effective Seq: 0
Employee Details

Name: Empl ID:

Historical ePARS Pending ePARS

Biographical Information

*First Name:
*Last Name:

Personal Information
*Date of Birth:

Gender:
*Mational ID:

A

Home Address Information
Address 1:
Address 2
Address 3:
County:

Home Phone Information
Telephone:

Mobile Phone Information
Telephone:

Business Phone Information

Telephone:

Comments:

Cl Save

Fext

7. Click the button.

Document ID:
Document Instance:

Document Status:

POI Type:

Last Personnel Action:

Last Transaction Date:

Name Prefix:
Middle Name:

City:
State: Q,
Postal Code:

Country: USA

Preferred ]

Preferred [

Preferred [

Previous Mext

ePAR POI
2
Initial / Add Entry

United States
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8. Complete all the required fields marked by an (*).

Save Collaborate Attach Process™
Create ePAR POI Request
Step3 of 3: ePAR POI - Create New POI

Transaction Details

PAR Action: Person of Interest Action:

Document ID: ePAR POI
Request ID: MNEXT Reason Code: Document Instance: 0
ePAR Status:  |nitial Effective Date: 08/31/2015 Document Status: Initial / Add Entry
Effective Seq: 0
iEmployee Details
Name: Empl ID: POl Type:
Historical ePARs Pending ePARS Last Personnel Action:
Last Transaction Date:
*Person of Interest Type: h
Planned Exit: 08312016 |
Data Personalize | Find | & B First @ 12012 ) Last
Security Access Type Enabled Value
BUSINESS UNIT Q e
DEPARTMENT Department Q H=H|=
Previous

B ¢

9. Click the “Save” Save Colaborats Aftach Frocess~

Button at the top of the page.
10.You will receive this message with your ePAR POI number. Click OK.

ePAR POID0000T7Y9 has been saved successfully

Click OK to return to the transaction

OK

11.Click “Submit” for Approval.

e . . ? )
vt Y A Lfocycls  * @ o~
Collaborate Attach  Print  Prewview  Submit Viewer Process~ Withdraw FPreview

Message

System Updated Successfully (0,0)

OK

12.Then click “OK” again to bring you back to your transaction page. It will be in Display Only
view mode.

i

v

OK

Approval Map
ePARApproval

Request ID=-Approved
Path 1
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13. After you click “OK” it returns you to a (Display Only) screen that identifies the Empl ID number
for your POI.

* o i
(s & AL v i
Collaborate Aitach  Print _ Workflow Process™  Audit

ePAR POl ReadOnly

Step 1 of 2: ePAR Create POl - Personal Information (Display Only)
[¥] Transaction Details

PAR Action: Person of Inferesi Action: Docwment i eFAR POI
Fequest ID: - Reason Code: Docwment instapce: 138
[ ePAR Status:  Approved Efective Date: 0092015 ocument Ststus: System Update | Completed
EMfective Seq: 0 GaTa: ] [*

+ Employee Details

Hame; Tesd, Tesd Empl 1D 1154 PO Type: DOoil

Histoncal eFARS Fanding erins Last Personnel Action:

Last Transaction Date:
+ Biographical Information
“Fiirst Namw: Test Mame Profix: i]
*Lasi Narme: Tast Middie Name:

+ Parsonal Information

“Date of Birih: DRmss 1 B
Gendor Female 1]
National 1Dz HXH-NR-1202
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