CU 8.9 HRMS Step by Step Guide

Fall or Spring Semester Sabbatical or LWP Contract - Workforce Administration

Module

Overview: This guide provides steps for setting up standard one-semester full pay sabbatical. It is
possible to set up two separate Fall and Spring contracts at the same time, but the decision to do so
must be made prior to the start of the Fall Semester. Use SBS for setting up Fall and Spring contract
appointments. Two separate appointments cannot be set up if the faculty member is a 9 pay 12.

Sabbaticals and other Leaves With Pay (LWP) are not part of the faculty salary upload process.

In version 8.9, Oracle/PeopleSoft has changed the name of Administer Workforce to Workforce

Administration.

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

1. Navigate to Job
Information

f Workforce
Administration

f Job Information
f Job Data

2. Job Data search
page displays

f Enter EmplID number
of faculty member
going on Fall or
Spring Semester
leave with pay.

f Use the faculty
member’s primary
academic year
appointment. (Usually
the zero record.)

f Click Search
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Fall or Spring Semester Sabbatical or LWP - Workforce Administration Module

Universityys
~010rado HRESTEST T PPL Home | Wiorkiist | Addto Favorites | Sign
Menu =]
Search: Mezl Menuy = Workforce Administration >
| ® I "/ Job Information

[» My Favorites
[» Reports and Reviews

Mairtain information about a person tied to a specific job record

[» Recruiting === Add Employiment Instance

=== Job Data ’u_-'-—| Update Contract Pay NA
]

|+ Workforce Administration 2 Add Employmert Instance or Add HireRehire 11 Enter job information including work location Add or update contract pay details including
I Personal Information Row and compensation details payment type, term, and petiod.

b Job Information
b Plan Salaries CU

I Workforce Reports Review Job Information

E Job Data Transfer Rehire only T" | Contract Adininistr ation |,: 2
> Compensation = Job Dsta TranzferRehire only |/ Maintain cmtra_cts or other vwritten L Inquiry pages and reports that show work
> Time Collection agreements with their employees and nlmrmanon for & person
b Workforce Development contractors o Summary
[» Organizational Development =Update Confract Pay NA Aok Study
b Enterprise Learning dob List
2 Hengna s E Company Property ~ | Reports
= Wy Dictionary ==/ Enter the assignmerts of company property Contains reports based on Job data of the
Organization

Employees on Leave of Absence
= Temporary Emplovees

Universityys
_.010Tado HREBITEST T PPL Home | Worklist
ED
Mew Window | (&)
Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values
EmpliD: begins with |
EmplRed Nbr: | = v | |
Name (LNFN): | begins with v ||
Last Name: begins with v
Department: begins with | Q
Last 4 SSN: begins with v |
HR Status: = v
Employee Status:| = -

Include History

Search | Cleat | pasic Gearch Save Search Criteria
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3. Work Location Universityys

i

. L 010raco
page displays @
Mew Window | Custamize Page | 5B #
f CI'Ck to |nsert a | “Work Location || Job Information | Payrall | Compensation || Employment Information |
row & 5ave) (QRetumto Search| (4SMextinList] (15 Frevious inList] (% Refresh | 42 UpdatesDisplay| (.2 |
Gone, Haywire EMP ID: 189261 EmplRcd# 0
I rEaion Finel [ View &l First 1ot 1| Last
HR Status: Active Empl Status: Active E
‘Effective Date: 103’31 12006 [ Sequence: | 0 m SIS
Action / Reason: ‘ lice v‘ PIR Q. Mew Hire
Current
- 5 looEzEo24 |
Position Number: {00626934 A broassor Position Entry Date: 08/31/2006
Regulatory Region: USA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: ucoLo University of Colorado
Department: 10261 Sehool of Education Department Entry Date: 08/31/2006
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACT4E PRACT4E Last Upd DtTm: 022172007 1:16:34PM  Date Created:  02/21/2007
B Save | [lReturntoSearch | [Z]Meotify | & Frevions lab | SNexttab | L Refresh FlUpdateDisplay | 2] ncluds History y
7]

Work Location | Job Information | Payroll | Corpensation | Employrment Information
4. New Row displays University,s

3
f Enter effective date of Newwingow | Customize Page | B 4
the leave. Date must ["Work Location || Job n |( Payall |( Compensation | Employment Information |
be |eSS th an OI’ eq u al B save) | ClRetumnto Search) (4B NextinList] [+ Pravious inList) (% Refresh ) UpdataiDisplay |
H Gone, Haywire EMP 10z 189261 EmplRcd = 0
to contract begin date
E Acti f Paid Work Location frd | viewar  Erst 20030 Lagt
f nter Ctlon 0 al HR Status: Active Empl Status: Leave With Pay EI
Leave of Absence Effective Date: 00112006 [ Sequence: 0 (1 Job Notes
. P Paid Leave of Absence ~ SAD O sabbatical
Action /Re.
and appropriate sidici curtent
Reason from look up LastDateWorked: 083112006 Expectedietmpaie: | |8
list Pasition Number: 0525633 5 e Pasition Entry Date: 0940172006
Regulatory Region: usa United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UCOLO University of Colorado
Department: 10261 School of Education Department Entry Date: 09/01/20086
Location: 1EDUC Education Bldg
Establishiment ID: cu University of Colorado
Last Updated by: PRACT46 PRACT46 Last Upd DtTm:  02/21/2007 1:16:34FM  Date Created:  02/21/2007
B save Qm:nms«aamhl [=] mctity J = Pre (= Next tab I L Retresh | Update Display
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5. Enter Job Notes Universityor
regarding the B
Sab bat| Cal/LWP Ilew Window | Customize Page | ne,

f Cl |C k m |~ Instructions |

Listed below are the notes that have been recorded for the selected Employee 1D, Empl Recd, Job

ao

f Job Da‘ta Notepad Effective Date and Job Effective Sequence. Mew notes can be added, and existing notes can be viewed
andfor updated.
dISp|ayS |7 Selection Criteria |
f C“Ck . ‘IID: Gane, Haywire Search
*Empl Redz:
Add a New Nate | Envae:
K ‘Sequence:
to include comments Earliest Note Date | B End el
f Return to job data
addialhiewiote Return To: Job Data Page
page Job Data Pade There are no existing notes for the specified search criteria,

Return To: Job Data Page

6. Work Location University,
page re-displays =

Mew window | Customize Page | B, 4

f C“Ck Compensat|0n |[“WWork Location || Jok Infarmation | Pawoll | Compensation || Employment Information |

page (B save) (QLRetunto Search) (JSHextinList] (15 Previous inList] |4 Refresh | ) Update/Display) (.51 ]
Gaone, Haywire EMP ID: 189261 EmplRed # 0
Work Location Fine |view a1 First [ 2or3 [ Last
HR Status: Active Empl Status: Leave With Pay EI
“Effective Date: 0910172006 B sequence: [ of B dahiintes
Action | Reason: ‘Pald Leave of Absence v| EBAE C, Sabhatical
Current
Last Date Worked: 08/31/2006 Expected RetunDate: | &
Eollc L
Position Number: [00526934, R ot Pasttion Entry Date: 09/01/2006
Regulatory Region: Usa United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UcoLo University of Colorado
Department; 10261 School of Education Department Entry Date: 090172006
Location: 1EDUC Education Bldg
Establishment ID: cy University of Colorado
Last Updated by: PRACT4E PRACT4E Last Upd DtTo:  02/21/2007 1:16:34FM  Date Created:  02r21/2007 |
B save | SLiReturnto Search | [S]notity | oo Fevions tal Mesttsh | L Refresh AFUpdateDisplay | 2] 0ol
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7. Compensation univesiher o
page displays B

Mew window | Custornize Page | B, 4

f Venfy Compensat|on | Wiork Location | Job Information ||~ Payroll|[” Cempensation || Employment Information |

o y & save) [CiRetumto Search| | +ENextinList] 1S Frevious inList] |2 Refrash | 2] Update/Display | [/ ]
Frequency - C Gone, Haywire EMP 10z 189261 EmplRcd # [
Compensation Finel | Wiewe &1 First | 10f 3 [ Last
f Enter AY, Fall or o
) Effective Date: 090142007 Sequence: 1] G Appr Status  Proposed 02r2442007
S p rn g Se meste r Action /Reason:  Returm-LOA Return From Leave Appr Reject
. Future
comp rate amount in = =
Pay ComponentS Base Compensation Rate: £0,000.000000%] *Frequency: E '@ contract Confract Pay
1 H Total Compensation Rate: EQDDD.DDUUDD@
section & then click S
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
; Job Code: 1101 Professor Percent of Time: 100.00 FTE: 1.000000
Calculate Compensation Forparei o
Change Amount; 00000005 USD Gontract
. ﬁ Save Change Percent: 0.000
f Review & 4 Pay Rates
Annual 60,000.000000 USD Daily UED
Monthly 5,000.000000 USD Hourly ,?B a46154 L,JE |
Pay Components Customize | Find | B prst o [ et
Amounts
‘Rate Code Currency Frequency
1 [BASEC @ [0 | &0,000.000000F usD & =
Calculate Compensation
B save ] L\ Return to Search I [=] Moty I Previoustab | (@Nexttab | L Refresh J UpdateiDisplay
8. Process to return Universityyr
-
- 010rado
employee from i
Sabbatlcal/LWP New Window | Customize Pace | 15 4
| Work Location || Job Information |~ Payroll )" Compensation | Employment Information |
f Insert row on WOTk @ save) (O Retunto Search ) (4E NextinList) |t Previous inList| | Refresh 48 Upaate/Display |
Location page with Gane, Haywire En 0 1aaz61 EmplRed® 0
H Work Locati 0|
effective date of sl b [vewar it 103 Lt
t HR Status: Active EmplStatus:  Active SEIBEEGEE R R E S =
return ‘Effective Date: 0110172007 3 gequence: [ PO naiate
f Action is Return from e fRaasine Retum from Leave v [RFL @ Retum From Leave
. Current
Leave and Reason is R
Position Number: Professor Position Entry Date: 08/01/2006
R F L Regulatory Region: LB, United States Position Data
f Th IS row Of data may Company: cu University of Colorado Appointment End Date:
b t d t th Business Unit: UcoLo University of Colorado
e e n e re a e Department: 10261 School of Education Department Entry Date: 0900172008
same time Location: 1EDUC Education Bldg
H H Establishment ID: cu University of Colorado
sabbatical/LWP is
Last Updated hy: PRACT46 PRACT46 LastUpd DtTox:  02/21/2007 1:16:34PW  Date Created:  02/21/2007
entered or later,
I h & save | L\Return to Search | [&] Motify | &) (i Nexttab | f}s Refresh ZlUpdeteDisplay | 5] Ine
C Oser to t e Work Location | Job Information | Payroll | Compensation | Employment Information a

employee’s return
date
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