CU 8.9 HRMS Step by Step Guide
Academic Year, Fall or Spring Semester Contracts - Workforce Administration

Overview: This guide provides instruction on establishing contract information for new hires. Most
regular faculty will have new academic year appointments automatically entered into the system
through the annual merit salary upload process.

When hiring a new regular contract faculty, begin in Workforce Administration, Personal Information,
Add a Person.
Once new person is entered & saved as an emplovee, system will automatically transfer to
Job Data component, Work Location page to add job data to academic year, fall semester, or
spring semester contracts.

Once new person is entered & saved as a person of interest (POI) (example POI Type —

Pre-Employment) and now ready to hire, begin navigation in Workforce Administration, Add
Employment Instance component using POI's ID# for the search. Starting with the Work
Location page, add job data to academic year, fall semester, or spring semester contracts.

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

Steps 1. and 2. are for Employee (contract faculty hire) — Add a Person
Step 3. is for POI (ex: pre-employment contract faculty hire) — Add Employment Instance
All: continue @ Step 4.

1. Add a Person University,
(Employee) =
Mews Window | Custamize Page |,E,
Navigation: [ AaPersan |

[1 Workforce

. w . Person ID: Search for Matching Persans
Administration = —
(1 Personal Information B
. Add the Person
1 Click
2. The Biographical
Details page [ Biographical Details || Contact Information || IdentityDiversity || Organizational Relationships
dis P | ays Person ID: NEW

| Enter all required Choose Org Relationship to Add

data on each page: CJEmployee
0 I" Biographical Details \| CIperson of nterest

L[ Contact Information |
L[ IdentityDiversity |

B On the Bl save | [=] matify | (& Prewious tab ty Refresh ZUpdateiDisplay | 2 Include Histary

Add JOBRelationship Data |

I’ Qrganizational Relationships W Biographical Details | Contact Information | dentityDiversity | Qrganizational Relationships
page, click the
Employee
checkbox
] Click @ save | or

Add JOB/Relationship Data |
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3. Add Employment
Instance (POI)

Navigation:

] Workforce
Administration

[ Job Information

"1 Add Employment
Instance

1 Enter employee ID
1 Enter effective date
(start date) for the

job

Add
I Click 4

4. The Work Location
page in Job Data
displays

"1 For Employee, enter
date of hire; Action
defaults to Hire

[J For POI, date defaults
from the Add
Employment Instance
search page; Action
defaults to Hire,
Rehire or Additional
Job

[ Enter Reason from
Look Up list

1 Enter position

number*
1 Job Notes may be
added on any page

by clicking icon
1 Click on

[ Job Infarmation |

Add Employment Instance

| Add an Additional Job |

EmpliD: Q,
Effective Date: [#]

Add

Universityy,

Menu =

Search: )
|®

New Window | Custorrize Pade | s

[ My Favorites

["Work Location |[ Job Information ||~ Payroll || Compensation || Employment Information |

I Reports
[ Recruiting
= Workforce Administration
= Personal Infarmation
[ Biographical
[ Crganizational
Relatiohships

Test DH, Name

Work Location
HR Status:

‘Effective Date:
I Personhal Relationships

I Citizenship Action / Reason:

— Add a Person

~ Miodify & Person

— Person Organizational
Surnmary

— Search for Peaple

Position Number:

Regulatory Region:

b Jab Informatian COMPBATY;
[ Plan Salaries CU Business Unit:
[ Warkforce Reports
I Compensation Department:
[ Tirne Collection Location:

[ Wiorkforce Development

[> Organizational Development
[> Enterprise Learning

[ Set Up HRMS

I Reporting Tools

— My Dictionary

Establishment ID:

[ save ‘ [ Mty I %

Active

|nosag022

UsA
cu
UcoLo
102681
1EDUC
cu

EMP

Mext tak

Empl Status:

Sequence:

a

ID:

Active

HIR © pMew Hire

Professar
United States

University of Colarado
University of Colorado
School of Education
Education Bldg

University of Colarado

L Retresh

Wtk Location | Job Information | Payroll | Compensation | Emalovment Information

[™] Job Notes

185068 EmplRcd# 0

Find | Yiew All First

Calculate Status and Dates

Future
Position Entry Date: 09i01r2007
Position Data
Department Entry Date: 08012007
Date Created: 01/0952007

1of 1 Last

¥

Note: * If the hire date is prior to the effective date of the position or if the position has not been approved, you will not be able
to save the hire. A position in Proposed status will have to be approved before proceeding. Once position has been
approved, navigate to Add Employment Instance to complete the hire. (Workforce Administration / Job Information / Add
Employment Instance). Refer to Add Employment Instance step-by-step guide for more information.
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5. Job Information
page displays

1 Reports To defaults
from position data

"1 Employee Class will
default from Job
Code upon saving

1 Percent of Time and
Standard Hours
default from position
and can be updated.
A change to either
one updates the other

~ Click

6. Payroll page
displays

1 All fields default

1 Tax Location Code
and FICA Status
default from job code
& location. Update if
needed, but system
sets final FICA status

1 Click Compensation
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Uanﬁl’Sll)fof
B oTac

=13

Mew Window | Customize Page | 5,

Wifark Location | Job Information ||~ Payroll || Compensation || Employment Information |

TestDH, Name EmP 1Dz 184068 Empl Rcd #: 1]
Job Information Find | Wiew &I First " 1of1 " Last
Effective Date: 08/01iz007 Sequence: 0 m NJDtb Appr Status  Proposed os/01/2007
otes
Action { Reason: Hire hew Hire ApprReject
Future
Job Code: o1 Professor Entry Date: 09/01/2007
Reports To:
Regular Temporary: Regular FullPart: == 50%
Empl Class: ‘Officer Code: ‘Er_we Y9
Regular Shift: i, Percent of Time: | 100.00
Classified Indc: Reg Fac
|Standard Hours
Standard Hours: | 40.00
FTE: 1.000000 Adds to FTE Actual Count?
*Eysa
FLSA Status: Exempt

B save I [=] metity I (&) Previoustab | (SiMNexttak | Refresh

Erndd

Witk Location | Job Information | Payroll | Compensation | Employrrent Inforrnation

University,s
Colorac ST T PRL Home | 4

El

e Window | Customize Page | h‘%

[ Work Location |[ Jok Information ||~ Payrell || Compensation || Employment Infarmation |

Test OH, Name EMP ID: 185068 Empl Red #: 1]

Payroll Information Eind | *iew &l First 1ot 1 Last

Effective Date: 03101/2007 Sequence: 0 Rl Appr Status  Proposed 0910112007
Action /Reason:  Hire New Hire AppriReject
Future
‘Payroll Systen:
ﬁ;tymll for North America
Pay Group: MOM Monthly Employee
Employee Type: = Salaried Holiday Schedule: MNOME Mo Hal Sch
| Tax Location Code: MO LOCAL Q. HWOME FICA Status: i Subject B
B save | [=] Hotify Previous tah Mexttab | s Refresh [E Acd

‘Work Location | Job Information | Payroll | Compensation | Employment Infarmation

Page 3 of 5



7. Compensation
page displays

1 Frequency: Verify
that C (contract) has
defaulted

[ In Pay Components
section:

a) Enter contract Rate
Code of BASEC

b) Enter contract
Comp Rate (full
contract amount)

7 Click
Calculate Compensation

" Click Contract Pay

8. Contract Pay page
displays

"1 Enter Effective Date
that is equal to the
begin date of the
contract period:

"1 For academic year
appointments, this is
always 9/1.

"1 For fall semester
appointments, this is
usually 9/1.

1 For spring semester
appointments, this will
be 12/31/XX. The
effective date of the
contract must be in
the previous year for
spring semester
appointments, or
Contract Begin & End
Dates must be
changed

"] Enter Contract Pay
Type

[l Payment terms & pay
begin and end dates
will populate

7 Click @k
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University,,
~0lorado

HREITEST T _PPL Home

B

Mew Window | Customize Page | we

[ Witork Location 7| dok Information | Pawoll )" Compensation || Emplayment Infarmation |

Test DH, Mame EMP D 185068 EmplRcd# D

Compensation Eind | igw: Al First 1of 1 Last

Effective Date: 08i01/2007 Sequence: 1} Notes Appr Status  Proposed 08i01/2007
Action { Reason:  Hire New Hire Appr Reject
Future

Base Compensation Rate: 95,000.00000057] ‘Frequency: [c @ contract Contract Pay
Total Compensation Rate: 95,000,0000005]
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
-Job Code: 1101 Professar Percent of Time: 100.00 FIE: 1.000000
|Comparative Information

Change Amount: 00000005 USD Contract
_Change Percent: 0.000
|Pay Rates

Annual 95,000.000000 USD Daily uso

Monthly uso Hourly . fiS 673077 USD
Pay Components Customize |Find | B Firet [ qap1 7 Last
f Amounts Controls Changes Conwersion

1 |pasec Q@ [ o |

Calculate Compensation

e i revious tal et fal efres)
S Matity =Py tab | (=iNexttab s Refresh

[ET

Wark Location | Job Infarmation | Payroll | Compensation | Employment Infarmation

University,s
Colorado

STEST T PPL Home
B

New Window | Custorize Pae | ie,

Contract Pay
Contract Information Find | Wiewe &1 First " 1of 1/ Last

*Effective Date: (oinanoa7

Contract Pay Type: I8
[ Pay Over 12 Months v

Wiew Contract Actuals

‘Payment Term:

*Contract Begin Date: D2/01/2007 [+ *Contract End Date:  [05/31/2008 54
Payment Begin Date: 190112007 [ Payment End Date:

a7 Actual Contract End |05/31/200
Date:

Actual Start Date:

QK Cancel Refresh I
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9. Compensation
page re-displays

1 Click

[ Employment [nformation |

L] n]VEFSl[ny

- 010Tado

T PPL Home
=L
Mew Window | Customize Page | 5,

10. Employment
Information page
displays

"1 Appointment End
Date & Contract
Length fields are not
required

" Review and ==

1 For new hires, system
automatically
transfers to
Emergency Contact
page. Enter
emergency contact
information and save

Note: If the hire date is prior to

( Wiork Location |[ Job information | Payrall||” Compensation ||~ Employment Infarmation |
Test DH, Name EMP I 185068 Empl Red # i}
= i Fine | iews Al First | 1ot " Last
Effective Date: 0ai1/2007 Sequence: a [j NJDDIES Appr Status  Proposed 08112007
Action / Reason: Hire MNew Hire AppriReject
Future
Base Compensation Rate: 95,000.0000005] ‘Frequency: e & contract
Total Compensation Rate: 95,000.0000005]
Salary Administration Plan: 110 Grade: 000 Standard Hours: 40.00
AJob Code: 1101 Frofessor Percent of Time: 100.00 FTE: 1.000000
|Comparative Information
Change Amount: 00000005 USD Contract
Change Percent: 0.000
|Pay Rates
Annual 95,000.000000 USD Daily usD
Monthly usoD Hourly _45 E?SD??_ usD )
Pay Components Customize | Find | i First "/ 4of 110 Last
f Amournts Controls Changes Conversion

1 BASEC @ [0 [ 950000000007 s ¢ @

Calculate Compensation I

& save I [=] Matity I (& Previous tab I =8 et tab I L Refresh I

[Es Aucied

‘work Location | Job Infarmation | Pavroll | Comnoensation | Emolovment Infarmation

UnIVETSILYyf
'™ nry 71 7
lorad

B

New Window | Custornize Page | (B,

[“Work Location |[ Job Information | Bayioll | Compensation || Employment Information |

TestDH, Name EMP ID: 186063 EmplRcd 0
Empl Red: a Univ Employment Date: Cloverride
Last Start Date:
Termination Date: Service Dt:

Empl Record Years Months Days

Class Staff Seniority Date: [Cloverride i 0 1) 1}

Benefits Service Date: Cloverride @ g 0 0

Class Staff Save Pay End Date: Classified Staff LOS:

Business Title: Job Code Entry Date:

Usa

12 Month Facutty [
Appointment End Date: | [+ Contract Length: [@
Accrue Tenure Services [] 7 FTEfor Tenure Accrual: |
Service Calculation Group: | & U FTEfor Flex Service Accrual: |

B save J [=] Matity I () Previous tab I et I 4 Retresh ]

(YN
Winrk Location | Job Information | Payroll | Compensation | Ermployment Infarmation

the effective date of the position or if the position has not been approved, you will not be able

to save the hire. A position in Proposed status will have to be approved before proceeding. Once the position has been
approved, navigate to Add Employment Instance to complete the hire. (Workforce Administration / Job Information / Add
Employment Instance). Refer to the Add Employment Instance step-by-step guide for more information.

Academic Year, Fall or Spring Semester Contracts complete
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