8.9 HRMS Step by Step Guide
Termination of 9 Pay 12 Contract - Workforce Administration Module
Plus Additional Info on End of Spring-Semester Terminations

Overview: This guide provides instruction for terminating Contract Pay Faculty on 9 pay 12
contracts who terminate during the course of their contracts. It is a two- part process. The contract
pay must be adjusted since the employee will not be working for the full contract period and should
not receive the full contract pay amount. Also, the termination must be recorded.

This guide also provides information for Contract Pay Faculty on 9 pay 12 contracts who terminate at
the end of the Spring Semester.

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.

Termination of 9 Pay 12 Contract Type

1. Navigate to Job
Data page

f Workforce
Administration
f Job Information

f Job Data

2. Job Data search
page displays

f Enter one or more of
the search fields

f Click Search
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Job Data

HRBATEST T FPL Home

Mewr Window | o,

Enter any information you have and click Search. Leave fields blank for a list of all values.

(“Findan Existing Value |

EmpliD: begins with v |

Empl Red Nbi: = v ‘ ‘

Name (LNFN): | begins with v |

Last Name: begins with + |

Department: begins with v | Q

Last 4 SSN: begins with + |

HR Status: = v ‘ v|
Employee Status:| = v | |

Include History

Search Clear | Basic Search Save Search Criteria
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3. Work Location
page displays

f Click to insert a
row

f Effective Date
defaults to current
date. Change to
effective date of the
change. Date must
be equal to 1°' day
of pay period for
which payroll
deadline has not
passed

f Choose Action “Pay
Rate Change” and
Reason “CRG”

f Click 1o record
comments related to
the termination

4. Calculate New

Compensation

Amount based on

termination date. See
example: —
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university,s

=3

Mew Window | Custornize Page | 5, A

fWork Location Y Job Information ]f Bayrall ]f Compensation ]f Employment [nformation ]

B savel (CiRetunto Search| [4SMNextinlist| (1S Previous inList] | Refresh | <E Update/Display |
Sense, Less EnP ID: 189258 EmplRcd# [

Work Location Find | viewal  Frst L 1eez [ Last
HR Status: Active Empl Status: Active El
‘Effective Date: pam1/2008 [ Sequence: a [j il
Action 1 Reash: | Pay Rate Change v | |CRGQ, Contract Pay Adjustrment

Future

Position Number: ag47770 A e Paosition Entry Date: 030112008

Regulatory Region: USA United States Position Data

Company: cu University of Colorado Appointment End Date:

Business Unit: ucoLo University of Calorado

Department: 10261 School of Education Department Entry Date: 030142008

Location: 1EDUC Education Bldg

Establishment ID: cu University of Colorado

Last Updated by: PRACTO1  PRACTOM Last Upd DITm:  02/20/2007 12:41:21PM  Date Created: 027202007
Savs | QRetunto Search | S netity | & i Nesttah | Refresh JEUpdiateDisplay

Winrk Location | Job Information | Payroll | Compensation | Employrnent Infarration

Example: Academic Year salary = $84,000. Employee terminates effective March 19.
Calculate new total contract amount owed.

Part 1- $84,000/2 = $42,000. Employee worked entire Fall Semester & should receive
full pay.

Part I1- Calculate amount owed for Spring. First, calculate # of days in the semester to
get daily rate. For this example, 90 days in a semester is assumed.
$42,000/90 = $466.67 daily rate.

Part I11-Calculate # of working days in Spring Semester faculty member has worked
& multiply by daily rate. Assume 38 days have been worked. (Note: Official
University holidays for your campus are counted as working days.)
$466.67 x 38 = $17,733.46

Part IV- Add Fall salary & amount owed for Spring for new total salary.
$42,000 (Fall Semester) + $17,733.46 (Spring Semester) = $59,733.46
$59,733.46 = New Total Salary.
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5. Click umiversity,s
Compensation tab | =

Compensation Summary

Ent r new t t | | r Base Compensation Rate: 59,733.4600005 *Frequency: [ @ conract Contract Payi
f e e otal sala y Total Compensation Rate: 58,733.4600005) |
amount In Comp Rate Salary Administration Plan: 110 Grade: 000 standard Hours: 4000
fleld Job Code: 1101 Professor Percent of Time: 100.00 FTE: 1.000000

Comparative Information

Change Amount: -24 266.54000052  USD Contract ‘

f Click
Change Percent: -28.889

L Calculate Compensation Pay Rates

beICK Contract Pay Annual 50,733.460000 USD Daily UsD ‘

Monthly 4,977.788000 USD Hourly 28.718010 USD
Pay Components custonize [Finet | B Fiest a1 ] Lamt
Amaurits
"Rate Code |Seq Comp Rate Currency Frequency
1 [pAsEC O [0 [ 597334600005 usD c =
Calculate Compensation
Bl save i L\ Return to Search ] [=] motity ] @ Previous tah J = Mexttab | Refresh FUpdsteDisplay | 2L nciude History

Waork Location | Job Information | Payroll | Compensation | Emplovment Information

6. Contract Pay page ~
displays ‘Effective Date: 08/01/2007 [+ LTy

Contract Pay Type: | Faculty &Y Paid Over 12 Months v |

f Click to insert a
new row

‘Payment Term: | Pay Ower 12 Months A |

‘Contract Begin Date; |U9/01/2007 il ‘Contract End Date:  |05/31/2008 [

Payment Begin Date: 08/m1/2007 Eﬂ Payment End Date:
Actual Start Date: Actual Contract End
Date:
Ok Cancel ‘ Refresh ‘
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7. New Contract Pay
row displays

f Effective date is 1%
day of pay period for
which the payroll
deadline has not
passed

f Enter Contract Pay
Type of Pay Over 12
Months & Pay Terms
= Pay Over Contract

f Override Contract
End Date with new
Contract End Date &
Begin Date if needed

f Check your work &

) 0K
click

8. Compensation
page re-displays

f Click D s

f The contract has
been adjusted to
cover the period of
time the employee
actually worked

f The system will
automatically pay
the employee back
any summer accrual
as of the
termination date

3/5/2007

Contract Pay

Payment Begin Date: Payment End Date:

Actual Start Date: Actual Contract End

Date:
Ok Cancel Refresh
Universityys
'S A
0101d4U0 HRBATEST T PPL Home
3
o Motes .
Action /Reason:  Pay Rt Chy Confract Pay Adjustment ApprReject
Future
Base Compensation Rate: 59,733.4600005] ‘Frequency:  |© L Contract Contract Pay
Total Compensation Rate: 59,733 450000@
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
Job Code:r 1102 Associate Professor Percent of Time: 100.00 FTE: 1.000000
Comparative Information
Change Amount: -10,703 54000050 USD Contract
Change Percent: -15.196
[Pay Rates
Annual 58,733.460000 USD Daily 218.804000 USD
Monthily 4977.788000 USD Hourly 28.718010 UsD
Pay Components customize |Fing | B2 First (01011 2 Last
Amounts

1|BAsEC @

[0 [ sa733460000%

Calculate Compensation J

B save I ELReturnto Searchl +[=] Previous in List | 4[] Mext in List I [=] Motify I = Previous tab | (= Mext tab J 2 Refresh J F|UpdateDisplay

Contract Information Fing | Wigwe Sl First
‘Effective Date: 09/01/2007 [+
Contract Pay Type: |Facu|t\,fAY FPaid Over 12 Months v| View Contract Actuals
‘Payment Term: | Fay Over Contract w |
‘Contract Begin Date: |03/01/2007 [ ‘Contract End Date:  |03/31/2008 [

1af2|I|@

[+ [=]

‘Work Location | Job Infarmation | Payroll | Compensation | Employment Information
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9. Employee must
still be Terminated

f Termination
transaction row
cannot be added until
payroll has processed
for the month the
employee is receiving
his/her final pay.
Employee must be in
Active status to
receive the final pay

f Wait until payroll has
been processed and
then enter termination
row

f Example: employee’s
last working day is
3/19. Payroll
processes on 3/22.
Termination row must
be entered after 3/22.

f Because termination
date is 1% day the
employee no longer
works for the
university, in this
example, the
effective date of
termination is 3/20.

10. Complete
Termination

f Click O to enter
notes relevant to the
termination

f When notes have
been added, review

El save
and

f Contract has been
adjusted to cover
period employee
actually worked, and
employee has been
terminated

3/5/2007

| Work Location || Jab Infarmation || Payrall

| Compensation || Employment Information |

&) Szvel [CLReturnto Search| (+EMextinList]| |+EPrevious inList] |4+ Refresh 4] UpdatesDisplay
Sense, Less EmP 1D: 189258 Empl Rcd #: i}

Work Location Find | Wi Al First 1cf 3 [ Last
HR Status: Inactive Empl Status: Terminated El
‘Effective Date: 032002008 [ gequence: o] (3 Jo Notes
Action / Reason: Termination v| |RES @ Resignation

Future
Last Date Worked: 03M 852008
Position Number: 00647770 Q Professar Position Entry Date: 03i01/2008
Regulatory Region: LISA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UCoLo University of Colorada
Department: 10261 Schoal of Education Department Entry Date: 03/01/2008
Location: 1EDLIC Education Bldg
Establishment ID: cL University of Colorada
Last Updated by: PRACTO1  PRACTO1 Last Upd DtTm: 0202002007 12:41:21PW Date Created: 022252007
B Save | S\ReturntoSearch | [=] Motify Mexttab |l Refresh £ UpdateDisplay
| Work Location || Job Infarmation | Payrall [ Cormpensation || Employment Infarmation |

&) Szvel [CLReturnto Search| (+EMextinList]| |+EPrevious inList] |4+ Refresh 4] UpdatesDisplay
Sense, Less EmP 1D: 189258 Empl Rcd #: i}

Work Location Find | Wi Al First 1cf 3 [ Last
HR Status: Inactive Empl Status: Terminated El
‘Effective Date: 032002008 [ gequence: o] (3 Jo Notes
Action / Reason: Termination v| |RES @ Resignation

Future

Last Date Worked: 03M 852008

Position Number: 00647770 Q Professar Position Entry Date: 03i01/2008

Regulatory Region: USA United States Position Data

Company: cu University of Colarada Appointment End Date:

Business Unit: UcoLo University of Calarada

Department: 10261 School of Education Department Entry Date: 03/01/2008

Location: 1EDUC Education Bldg

Establishment ID: cu University of Calarada

Last Updated by: PRACTO1  PRACTO1 Last Upd DtTm: 0202002007 12:41:21PW Date Created: 022252007
B Save | S\ReturntoSearch | [=] Motify Mexttab |l Refresh £ UpdateDisplay
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Additional Info for Terminating 9 pay 12 Contracts in May at End of Spring Semester

11. Contract Pay
Accrual paid out

through summer

f Insert row on Work
Location page

f Effective Date must =
9/1/XX. An effective
date for the
termination cannot
be prior to the
payment end date of
the contract.
Payment end date for
9 pay 12 is always
August 31%,

f Insert appropriate
notes about the
termination and
payout choice by
clicking

f No adjustments need
to be made to any
other page

f Review and Save

3/5/2007

| Work Location || Joh Information ||

Banrall

[ Compensation | Employment Information |

ﬁ Save

Sense, Less

Work Location
HR Status:
‘Effective Date:

Action / Reasom:

Last Date Worked:
Paosition Number:
Regulatory Region:
Company:
Business Unit:
Department:
Location:
Establishment ID:

Last Updated by: PRACTO1

& Save

Q Return to Search

L\ Return to Search

+E Mextin List

EMP

Inactive
0970142008 [

Termination

083172008
00647770

LSA
cu
UCOoLO
10261
TEDUC
cu

PRACTO1

[=] Natify

+Z Previous inList

"! Refrash

(13

Empl Status: Terminated

Sequence: a U JED Rt

w RES € Resighation

Professor
United States

University of Colarada
University of Calarada
School of Education
Education Bldg

University of Colarada

Last Upd DtTm:

Mexttab | s Refresh
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& Update/Display
1892488 EmplRcd 2
Find |Wiew &l First 14 1 0r2 (] Last
=l
Future
Paosition Entry Date: 090142008
Position Diata
Appointment End Date:
Department Entry Date: a9i01r2008
02/20/2007 12:41:21FM  Date Created: 027232007
FUpdateDisplay
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12. Contract Pay
Accrual paid out

end of May

f Insert row on Work
Location page

f Effective date must
be greater than the
payment end date for
the contract. The
effective date of the
termination will be
6/1/XX

f NOTE: This
termination data must
be entered and
approved prior to May
payroll deadline in
order for employee to
be paid in full on
his/her May paycheck

f Enter appropriate
notes

f On Compensation
page, click Contract
Pay button

Contract F'a%;l

13. Contract Pay
page displays

f Insert row

f Enter effective date of
5/1/XX

f Payment Terms
default to Pay Over
12 Months

f Change terms to Pay
Over Contract

f Check Contract Begin
and End dates.
Change to actual
contract Begin & End
dates if necessary

Ok,
f Click Q to

return to
Compensation page
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universityys

= 010rado

3
Mew Window | Custorize Page | 15
| "Work Location ||” Job Information ||~ Payroll |[” Compensation |[” Employment Infarmation |
Bl savel (CiRetunto Search] | +SNextinList) |12 Frevious inList| | & Refresh | 2 update/Display| (2]
Sense, Less EMP D: 189253 EmplRcd®
Work Location Finel [ View &1 First || 1or2 ] Lot
HR Status: Inactive Empl Status: Terminated Calculate Status and Date: =l
*Effective Date: 060172008 [ sequence: [ O Jonnotes
ActiGhTReason: | Termination v| |RES @ Resignation
Future
Position Number: [00847770 B e Position Entry Date: 09/01/2007
Regulatory Region: usa, United States Pasition Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UcoLo University of Colorado
Department: 10261 Sehool of Education Department Entry Date: 09/01/2007
Location: 1EDUC Education Bldg
Establishment IDx: cu University of Colorada
Last Updated by: PRACTO1T  FPRACTO1 LastUpd DiTm: 022002007 12:41:21PM Date Created:  02/20/2007
E save | JLiReturnto Search | [E]Notity | &001= Mextiab | 4 Refresh F|UpdateDisplay
‘Wark Lacation | Job Information | Pavtoll | Compensation | Employment Infarmation

Uan(";‘._I‘Sl[yﬂf
10T%

Viorklist | Acdd to Favortes | Sig

(=3

Mew Window | Customize Page | &,

Contract Pay

Contract Information Find | %igwwe All First 1of3 [ Last
‘Effective Date: [os/01/2008 5 =
| |
Contract Pay Type: | Faculty Y Paid Qver 12 Manths | “iew Contract Actuals
‘Payment Term: | Pay Over contract v

/

‘Contract Begin Date: EUQID”QUU-" EJ

4

*Contract End Date: 053142008 [

Payment Begin Date: Payment End Date:

Actual Contract End
Date:

Actual Start Date:

Ok Cancel Refresh
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14. Compensation
page re-displays

f Review and Save

f Employee will receive
all funds paid into
his/her accrual
account in May pay

f Employee will be
terminated effective
6/1/XX

Termination of 9 Pay 12

3/5/2007

Universityys

wU10I¢

B
e e e e e i
(B 5avel (QlRetumto Search | (1S NesctinList] |15 Prewious inList] |2 Rafrash | & Update/Display] | Bl
Sense, Less EMPF D: 189258 EmplRcd =
Compensation Eind | wisw &l First [ 102 0| Last
Effective Date: 0B/01/2008 Sequence: 1 M NJ°1” Appr Status  Proposed 0212012007
ole
Action / Reason; Terminatn Resignation ApprReject
Future
[Compensation Summary
iBase Compensation Rate: 50,733 4600005 ‘Frequency: G Q. Contract Contract Pay
iTotaI Compensation Rate: 69,733 46000053
Salary Administration Plan: 110 Grade: Qo0 Standard Hours: 40.00
Job Code: 1101 Professor Percent of Time: 100.00 FIE: 1.000000
|Comparative Information
Change Amount: -24266.540000@ Ush Contract
Change Percent: -28.888
[pay Rates |
Annual 68,733.460000 USD Daily usD
Monthly 4877788000 USD Hourly 28.718010 USD
Pay Components Custormize |Finel | B2 First | 1oF1 L Last
Amounts
] Code
1|BAsEC @ | o | 58,733.460000 5 [=1

Calculate Compensation

Bl Save I £LReturn to Search I [=] Motify ] =i Previous tab | (= Mexttab | s Refresh

\tiork Location | Job Information | Bayroll | Compensation | Emploviment inforrmation

Contract complete

FUpdateDisplay | 2 nclude History
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