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MEEd 10 LISSTe 3 Maw
Fosition

necessan INTOIMATIan 1o
create new position in
FPeopleSoft

Lean's Office approves
new position in
FeopleSoft

¥

See PS5 Step-by-Step
guidehiP-~F

funding

Lepatment approves

in PeopleSoft

See PS5 Step-by-Step
guide MP-AF D

See PS5 Step-by-Step

guideMP-CF

Fosition Created and
FPosition # assigned.

MNOTE:

Check and re-use existing positions before creating a new one.
Lse for both "Other Faculty” and "Other Administrative Faculty"

Boulder Other (Administrative) Faculty - Selection and Offer Letter Approval Process

AR

Dept
End
User

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html

Faor"Other Administrative Faculty" job classes

only

Need to obtain
approval of
selection and offer
letter

Dept should review guidelines for
selection procedures in "Recmitment &
Hiring %uides" of both Caollege,
Campus and Dept by-1amns

DeptfDean should
reviews samples of offer

letters in Recruitment &
Hiring Guides
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2/9



11/6/13

UCB - Other Faculty Business Processes

Aszoc, WC for Faculty
Affairs approves draft -

=]

Callegerfschaal
approves draft offar
letter, as applizable,
nd zends to CU Offer

Line

Fhepatment'ean initiates draft offer
letter and sends to Dean's Liaison (as

DeptDean prepares ariginal offer
letter based on any revisions to

applicable’with required backup
materials.

[

Depts/Dean and AWC for
Faculty Affairs approve and fin-
sign offer letter

Lept/Dean mails offer
letter to candidate

Dean sends copy of signed offer letterto
Lept and original offer letter to WC for =t

Faculty Affairs.

Candidate returns signed
offer letter to Dept.fDrean

*Dean's Office initiates Offer Letters for all positions EXCEPT Assaoc. Chair

Eo=ition

Chair and Associate Chair Positions may require a Faculty vote.
Chair reappointment requires a new review process

Bouidear Other fAdministrativa) Faculty - Termination and Approval Process

T

Dept
End
User

FarUtRer Adrministratve Facdlny” job classes
anly

Meed toterminate Cther
Adrinistrative Faculty

N

Dean's office approves

termination in
FeopleSoft

02/0102

Chair accepts lettar of
resignation from
employeas,

Department processes termination

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html

by entering information into

FeopleSoft
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See PS Step-boe-Step
guide At -5

Termination Processed

Chancellor approves wia
[Delegation Repaort

See PS Step-by-Step
guide - TER M

Boulder Other Faculty - Adding a Concurrent or New Summer

appointments

YES

Use TransferRehire
panel to access
employveea data if record
nas terminated

See PS5 Step-by-Stap
guide:A-TR

-al— Or —fie-

If new position created,
Dean's Office approves in
FeopleSoft

Frewiewm faculty's existing jobs via Job
List Inquiry Panel. Is an employee
recard awailable to re-use™

Use existing Job
data panels to
dooess employes
data

See PS Step-by-Step
guide; A= LD

£

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html

See PS5 Step-by-Step
guide: MP-AF ar hP-2007

MO

Dept enters necessany
information to add
concurrent job into

FeopleSoft

Inf
0gm010z
Lept uses an exidting position or

Need to adrTI 2 s creates a new position by entering

concurrent job neceszary information into PeopleSoftl ] See PeopleSoft SBS
Dep guide:bF-CF

t
End
User ® Offer Letters are required Additional Position
for Administrative available or created

See PS5 Step-by-Step
guide:; A AC
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.|

¥

FAqImonal oD

=

Chancellor approves
hire via Drelegation
Report

Dean's office approwves
=} new appointment in
FeoplaSoft.

See PS Step-bu-Step

guide: A=A

NOTES:

This process is used when an employee already has an existing job in the systerm and is being hired for an
additional job during the AY and far the creation of new summer faculty positions, including teaching and

research,
Departrment must identify a position to be used for the appointment.

Call PB= far help with RehirefTransfer, if necessary.

Descriptions and comments must include "Summer Appointment Teaching” ar Summer Appointment Research”,
Refer to surnmer session memao at http:fewwcuedu/pbs/pbs_documents/UCB-SummerSession_04-15-2002. doc

Boulder Other Faculty - Hire and Approval Process

am

Dept
End
User

has been acocepted

An offer for an Other Faculty position

0sM0102

Dept sends copy of Social
Security card, W4 and Direct
Leposit documents to PES

Employee completes Personal
[rata Woksheet, Loyalty Oath, Wi
4 farm, and Direct Ceposit form.

¥

¥

Lept enters all necessany
infarmation for Hire into
FeopleSoft

The Human Resources Directar's

Office , or delegated DeptDean,

completes the 19 Form

Lean's Office approves
hire in PeopleSoft

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html

See PS5 Step-boy-Step
Guidei-HRF

See PS Step-by-Step

Gruid e A AT
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'

Chancellor approves
hire wia Delegation
Repart

MNOTE:

To determine benifits elegibility, please contact PBS i@ Y35-6300 and check PBS
weabsite hitp /A, cu.edufpbsi/pbs documents/EligibilityMatrix_ 03-20-2002 xls

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

YERIFY FURMDIMG. Systermn will automatically take you to Funding Distribution panel if
an Appt. End Date is entered.

Please complete the Emergency Contact panel.

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html 6/9
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Boulder Other Faculty - One Time Payment and Approval

Process

Fras

o=m010z

e
t
End Need to process Other Lept enter.s necessan Lept prepares I:-::-th
Use E Itz One Ti One Time Pay pages of One Time
r EDUP]'HS ne fime information into FPayment farm and
et PeopleSoft highlights batch #
See PS Step-by-Step
Guide: TC-OTP
Forms are sent to
Dean's Office for
Approval
AT for Fae, Affairs approwves Dean's Office approves
One Tme Fayment forms and
t | of bateh int - forms and fonwards to
eniers appraval at hatch Inta AVC for Fac. Affais
FPeopleSoft
See PS5 Step-by-Step
Guide: TC-Au00
MOTE!

This process is for non-base building one time payments.
See Campus policy at http:Mfvaee cu edufpbsihr_forms/One_Time_FPayment.xls
If a Handdrawn check is included with the One Time Payment, it is MOT to be

entered into PeopleSoft. This is to avaid duplicate payments.

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html
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Boulder Other Faculty - Permanent Change in Position FTE and
Approval

0102

Lrep [ept enters
Meed to permanently necessan "
t
End Change FTE of Other information to Pnsmsn FTE Chdange
" Faculty change FTE in rocesse
User PeopleSoft

See PS5 Step-by-Step
guide MP-CFPD

Lean's Office approves
job datain PeoplaSoft

Lept enters necessany
changesto job data in -

¥

Dean's Office

FeoplaSoft

See PS5 Step-by-Step
guide AU A

See PS5 Step-by-Step
guide A= LI

approves changes to
FTE

See PS Step-by-Step
guidehtP-AF ar hiP-Aud

MOTES:
This process is OMLY used at the postion level, and OMLY for a
permanent change in FTE for an employee in their current position.
hake this change on the 1st day of pay period

Boulder Other Faculty - Seiection and Offer Letter Approval Process

I For"Other Faculty” job classes only 020102 I

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html
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End

User
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Crept should review schoolf

Need to obtain spproval of college guidelines for selection

=selection and offer letter

procedures.
¥
Depatment initiates draft offer letter and
Caollegefschaal zendsto Dean's Liaison (as applicable) with
approves draft offer  =a required backup materials. If Joint Hire, a
letter. Mlemaorandum of Understanding is prepared

and approwed

¥
Hiring unit prepares ariginal offer Lean approves and signs
letter based on any revisions to e  Offer Letter and returns to
draft letter hiring unit

Candidate returns signed offer
letter to Hiring unit/Crean's Office.
If Hiring unit not Dean, copy Offer -4
Letter and send original to Dean's

Oiffice.

Hiring unit'Crean mails
offer letter to candidate

https://mmw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-other_faculty/ucb-other_faculty.html

9/9



