8.9 HRMS Step by Step Guide
Academic Year Sabbatical or LWP Contract - Workforce Administration Module

Overview: This guide provides steps for setting up standard academic year sabbatical or leave with
pay. Salary calculations must be done to determine correct contract salary amount.

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 Universityor
L0loraao HREITEST T PPL Home
D at a Menu [
Search: rce Administration =
"] Workforce |®| [ JobInformation
[ My Favoritas -
Ad m I n IStI’a_tI O n [ Reports and Reviews Maintain information about a person tied to & specific job record
b iti Add Employment Instance Job Data Update Contract Pay NA
D J O b I nfo rm atio n wdministration - Add Employment Instance or Add Hirs/Rehire & Enter job information including work locstion L Ao or update contract pay details including
Information Row and compensation details. payment type, term, and period.
J b D t [> Job Information
D O a. a [» Plan Salaries CU =
[ Warkforce Reports Job Data Transfer Rehire only [/ Contract Administration [/ Review Job Information
[> Compensation - Jok Data TransfernRehire only tl <7 Maintain contracts or other written b © Inguiry pages and reports that show work
[ Tirme Collection agresments with their employees and infarmation for & person
I Warkforee Developrent EoreEtary EM‘L
[ Organizatianal Develapment P e Lomrat PaY N bt
I Enterprige Leamning 1= do List
B haruing luly =] Compan Proverty [~/ Reports
— My Dictionary " Entter the assignments of company property. L Cortains reports based on Job data of the
Organization
ElEmplavees on Leave of Ahsence
ElTemporary Employees
2. Job Data search Univesif

_.0l0rado HRESTEST T _PPL Home t | Addto Favorites | Sign o

page displays =N

New Window | 5

"1 Enter EmplID number | vob paa
Of faculty member Enter any information you have and click Search. Leave fields blank for a list of all values
going on sabbatical or

Find an Existing Value

Ieave Wlth pay (LWP) Emp:lz: . begins with |v|:
mplRcdNbr: | = v
D Use the faCU|ty Mame (LN.FN): hegins with V|
member’s p“mary Last Name: begins with + |
. Department: begins with v || Q
aCademIC yeal’ Last 4 SSN: begins with ||
appointment. (Usually | mwsaws =~ I V}
Employee Status:| = v v
the Z€ero record-) [Flinciude History
D C“Ck ﬂ Bearch | Clear | Basic Search Save Search Griteria
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3. Work Location Universityor
page displays | iy

NewWindow | Custarnize Page | B 4

D C“Ck to Insert a anrk Location V Job Information 1( Eayrall ][’ Compensation W[’ Employment [nformation ]

row B save) (QRetumto Search| (1S MextinList] (15 Previous inList| |2 Refrash | & UpdaterDisplay) (5] 2
Gane, Haywire EMP ID: 189261 EmplRed# 0
Work Location Find | Wigsw All First =0 1af1 Last
HR Status: Active Empl Status: Active =
“Effective Date: !08‘3”2505 B Sequence: ‘ a m doabintes
I = )
Retite Housan: | Hire | [HIR QL NewHire
Current
" ; [ooezEezs
Position Number: {00676354 B dasor Position Entry Date: 08/31/2008
Regulatory Region: UGA 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: 083142006
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colarado
Last Updated by: PRACT4E PRACT4E Last Upd DiTm:  02/21/2007 1:16:34PM  Date Created:  02/21/2007
B save | SLRetuento Search ] [=] natity J (EFrevions teh | @ERNexttab | Refresh Flupdatemisplay | 2 Include Histor

Winrk Location | Job Information | Payroll | Compensation | Ermployrnent Infarrmation

4. New Row displays Universityor
w.0loraco
3
Enter effectlve date Of Mew Window | Customize Page | &, 2
the |eave Date must | Work Location | Job Infarmation || Payroll || Compensation || Employment nformation |
B save) (CiRetumto Search] | 4SNextinList] (15 PreviousinList] |2 Refresh | & Update/Display) (51 )
be less than or equal - R -
b . d Gone, Haywire EMP D: 188261 EmplRed® 0
to contract begin date o T D
HR Status: Aitive Empl Status: Leave \With Pay =
0 E nter ACtlon Of Pald *Effective Date: 0810172006 50 sequence: [ of I dabNatoe
[ lang :
Action /R - | Paid Leave of Absence v| 1248 CL Sapbatical
Leave of Absence curert
an d ap p o p riate Last Date Worked: vegu0E Expected Return Date: \ Ed
Reason from look up Postion Humber: (05 28034 A e Position Entry Date: 09/01/2006
. Regulatory Region: LUEA United States Position Data
I |St Company: cu University of Colorado Appointment End Date:
Business Unit: UCOLO University of Colorado
Department: 10261 Sehool of Education Department Entry Date: 0910142006
Location: 1EDUC Education Bldg
Establishiment ID: cu University of Colorado
Last Updated by: PRACT468 PRACT4B Last Upd AT 02/2142007 1:16:34FM  Date Created:  0221/2007 1

B save | S\Returnto Search J [=] Motify J =P

=Mexttabh | L Refresh FlUpdateisplay | 2
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5. Enter Job Notes Universityr
regarding the =l £
Sab batl Cal/LWP Mew Window | Customize Pade | o5

U C|ICk m |= Instructions |
Listed below are the notes that have heen recorded for the selected Employee 1D, Empl Recd, Joh
D JOb Data Note pad Effective Date and Job Effective Sequence. New notes can be added, and existing notes can be viewsd
d_ I andior updated.
|Sp ays |~ Selection Criteria |
D Cl |Ck ID: Gone, Haywire Search

Add a Mew Mote | e
. "Sequence:
to include comments Eatost Note D] B ena] 8

1 Return to job data

page:
click Job Data Fage

Add & New Nate Return To: Joh Data Pange

There are no existing notes for the specified search criteria.

Return To: Jub Data Pane
i Universit;
6. Work Location CISIDYof
. wO10Te
page re-displays @
Mew Window | Customize Page | &, 2
D Cl ICk f Work Location ]f Job Information ]r EBayrall ]f Compensation Y Employment Information ]
Compensatlon page (B save) (QRetumto Search) (1S MNextinList) (15 Previous inList) | Refrash | & Update/Display| (5] |

Gane, Havwire EMP ID: 189261 EmplRed# 0

Work Lacation Find | view sl firet U 2.oe3 0 Lagt
HR Status: Active Empl Status: Leave With Pay =
“Effective Date: 090172008 [ sequence: [ o|E] dobiotes
Action / Reason: |Pauj Leave of Absence vl !BAB @ Sabbatical

Current
Last Date Worked: 0843172006 Expected Return Date: ‘ By
pan Ul

Position Number: [D0B26354 R e Paosition Entry Date: 09/01/2006
Regulatory Region: LSA United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UCcoLo University of Calorado
Department: 10261 School of Education Department Entry Date: 09/071/2006
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACT4E PRACT4E Last Upd DITm:  02/21/2007 1:16:34PM  Date Created:  02/21/2007 1

Bl save | SUReturn to Search ] [=] natity J G Previons tah | EhMNexttab | Refresh FlUpdateDisplay | 5 ol
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7. Compensation UV 4
page displays 5 -

Mew Window | Custornize Fage | B 4

] Verlfy Compensatlon [ Wark Location [ Job Information |~ Payrall || Compensation || Employment nformation |

Frequency - ‘C’ B save) (QRetunts Search] | 1EMNestinList] |15 Frevious inList] | % Refresh | {E Upaatesispiay) ()
Gone, Haywire EntP ID: 189261 EmplRcd= 0
1 Enter total contract Seeimssen rmalvewar st o2 (et
Comp rate amount I Effercliv‘e Date: . 09/01/2006 SE(]IIEIIICE: 1] m NJ;ZS Appr Slzfms Propoged 09/0142006
Action /Reason:  LOA Sahbatical AppriReject
Pay Components _ Curent

ilc,",'ﬂl?‘i'!ﬁa?if'ﬂﬁ!"‘!'ﬂﬂ'y
:aseCompensationRate: 120,000.000000@ ‘Frequency: b G, contract Caontract Pay

section or %2 comp

rate depending upgn Tod Compensation Rate: 1200000000007 |

ag reed Salary Salary istration Plan: 110 Grade: 000 Standard Hours: 40.00
. Job Code: \{101 Frofessor Percent of Time: 100.00 FTE: 1.000000

(Cam pUS bUSII’]eSS |Comparative Infqrmation

Change Amount: nonooonfE  USD Gontract

process). If ¥z salary

is entered, Percent of \| _“mwereess 0000
Time needs to be . = ——— - B
reduced to 50% and | Honthy e oy o camine o

Pay Components T EE T

Standard Hours
reduced to 20%. A
change to either one
updates the other

1[BASEC O 0 120,000.000000 5 UsD

alculate Compensation

B save

Ll Return to Search I [=] mctiy I =i Previoustab | (SiMNexttah | L Refresh FlupdsteDisplay | 2

1 Click

Calculate Compensation |

New window | Custarnize Page | (B, #

D ReVIeW & ﬁ Sa-.-e f Wark Location ][’ gnﬁ\lm’nrmalinn ][’ Payroll W Compensation ]f Employment [nformation ]
(B savel [CQiRetunto Se\(chJ +EMextinList] (15 Previsus inList] | & Refresh | E Update/Display | 1
Gohe, Haywire EMP ID: 189261 EmplRcd # @
Compensation Find | Wiew &l First ' 1of2 [] Last
Effective Date: 09401006 Sequence: i} NJ;ZS Appr Status  Proposed 090142008
Action /Reason:  LOA Sabbatical ApprReject
Current
imgensa{ibﬁgummaw \ |
iBase Compensation Rate: kﬂ,uuu.uuuuuuﬂ | ‘Frequency: |© L Contract Cantract Pay
|Total Compensation Rate: 0,000.00000075]
Salary Administration Plan: 110 rade: 000 Standard Hours: 40.00
Job Code: 11071 Professor Percent of Time: 100.00 FTE: 1.000000
|Comparative Information
Change Amount; -60,000. o00000%  USD Gontract
Change Percent: -50.000
Annual 60,000.000008 USD Daily UsD
Mollthl! E,FIUU oooooo \UsD mly 28.846154 USD |
Pay Components custoize [ Fine | B0 First (41 D Lamt

1)pasEc @ [0 | eo000000000% usD c [=]

Calculate Compensation

Save E\Return to Search Motity &= Previous tab | =0 Mext tab 4 Refresh | UpdatesDisplay F Inciude Histo
v
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8. Process to return
employee from
sabbatical/LWP

T Insert row on Work
Location page with
effective date of
return

[l Action is Return from
Leave and Reason is
RFL

71 This row of data may
be entered at the
same time
sabbatical/LWP is
set up or later, closer
to the employee’s
return date

Universityy,
L 0101ad0

(=3

[ Work Location || Job Information |~ Payroll )" Gampensation ||~ Employment information |

ave) etum to Search| | 45 Nextin Lis S Frevious in List | | 4 Refresh | 3 Update/Display | | 2] ]
save) Retum to Search | |45 NextinList] [1SP List| | Refresh Z UpdaterDisplay) (21

Gone, Haywire EMP ID: 189361 EmplRcd# 0
Work Location Finet | view &1 First | 1ora [P Last
HR Status: Active Empl Status: Active EI
‘Effective Date: UQ.'_UHEEIUT_ E‘t] Sequence: i_U m Sk
Action | Reason: } Return from Leave v| [RFL @ Return From Leave
Future
Position Number: |D0626934 % Professor Pasition Entry Date: 09/01/2008
Regulatory Region: LSA United States Position Data
Company: U University of Colorado Appointment End Date:
Business Unit: UCOLO University of Colorado
Department: 10261 School of Education Department Entry Date: 090112006
Location: 1EDUC Education Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACT46 PRACT4E Last Upd DfTm:  02/21/2007 1:16:34PM  Date Created:  0221/2007
B save | SUReturn to Search ] [=] natify J =i (= Mexttab | L Refresh FUpateDisplay

st | Acd to Favs S

Mew Window | Customize Page | B, #

winrk Location | Job Information | Pavroll | Compensation | Ermployrment Information

Academic Year Sabbatical or LWP Contract complete
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