CU 8.9 HRMS Step by Step Guide
Hire New Student Hourly or Work Study - Workforce Administration Module

Overview: This guide provides instruction on hiring student hourly or work study employees.
Note: The screen shots used in this guide may not be representative of your access.

1. Navigate to Search University,
- . 010racao HRBIMI RO1070 Home | _Addto Favortes 1
for Matching T —

=
Persons ® :, ! Personal Information
b My Favorites g
b R:pms arid Reviaws Add and maintain personal data for persons and empbyees
P Recruiting ’j Add a Person ﬁ Modify a Person [F== Person Organizational Summary
< Worklorce Administration =] add a new person to the system =] odify a persons basic informaton, such es neme and contact [1—] View o summary of al the organizational relatonshps for a
rton person
u Workforce Personal Information

» Blographical

H% H Organizational
Administration
P> Personal Relationships
b Citizenship
[ Disability

= Personal Information o g

Modify 3 Person

h for Matching Persons
people in the database using flexible Searchilatch _J.

“] Organizational Relationships
Cres rganizational relationships that a person

(7] Personal Relationships 7 Gt
L~ o dify the emergency contacts for each person L

-] Disability
* Indicate if 8 worker is disabled and to record detais of the

= To begin, verify that
the Person does not P Saies
already exist in e L
HRMS

= Click on Add a
Person, and then
Search for Matching
Persons (or click on
Search for Matching
Persons in the menu/

navigation bar)

2. Search Criteria page -
displays oy

> Worklosce Administration | =
= Personal Information

earch

P Matct
b Drganizational Enfer any information you have and dick Search, Leave fields blank for 3 list of all values

= Enter as many fields R

& Citizenship

| Find an Existing Value

as available

= Name fields must be
an exact name
match, and are case

Search Type: = & Person

Search Parameter: = [ ADHOC_CU1 Q
Ad Hoe Search ]

Description:

begins with £

Cleat | pasic searcn (B Save Searcn Criteria

sensitive. Correct s BN s i

ex: Sharon (not e i i

Shari), Johnson (not e | ———————

johnson) P i g | ) SN

* Note: If using SSN, e ——

enter numbers only ——
without dashes. it
Using the National ID v (2 a
(SSN) may not Sl -
provide any data for S —
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existing POIs who are
not a Security Access
POI

= Click

. When person does
not already exist in
HRMS, begin the
Add a Person
process

Navigation:

= \Workforce
Administration

= Personal
Information

= Add a Person

Note: When person
already exists in
HRMS, refer to either
the Add Employment
Instance, or
Transfer/Rehire step-
by-step guide.
(Navigation is:
Workforce
Administration / Job
Information / Add
Employment Instance
or Transfer/Rehire)
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Search Criteria

Search Type:

Search Parameter: ADHOC_CIUM

Search Result Rule

Search Result Code:
User Default

Search Criteria

Search Fields

Ferson

AdHoc Search

Microsoft Internet Explorer

' Search Criteria did not return any results {18160,43)
ADHOC_RES L3

Enter new or additional Search Criteria

Clear All Carry ID Reset

PeEran

| Addio Favories 1

Sign out

First Name Begins With |Mmhae| Q
Middle Hame Begins With v | Q
Last Name Begins with |+ |Eluh|e QL
University,,
p
.010Tado HREIMR RO1070 Home
L =
Search:
: ® "/ Personal Information
T e A e P e s e
I Recruiting Add a Person

= Workforce Administration

~ Personal Information

I> Biographical

= Modify 3 Persor
E* Modify a person’s basic information, such as name and contact
nformation.

F'ﬁl Person Organizational Summary
IE==]View a summary of allthe organizational relationships for &
person

Add a new person fo the systeq,

&> Organizational - 21
R?\aﬁmsm s C r = Search for Matching Persons [7"] Biographical ] Organizational Relationships
bP erE lionsh =] Search for people in the database using flexble SearchMatch |~ Maintain biographic information for a person including names, .~ Creats or modify the organizational relationships that a person
Skl o criteria addresses, drivers licenses, et can have
b Citzenship = Add o POI Relgtionship
i = Maintain 8 Person's POI Rain

~ Person Organizational
Summary

- Search for Matching
Persons

(7] Citizenship (7] Disability
[~ Citizenship and Visa information for & person L~ Indicate if a worker is disabled and to record details of the
disabiity

=] Personal Relationships
L/ Create or modify the emergency contacts for sach person

=) Emergency Contact

b Job Information
[ Plan Salaries CU
b Workforce Reports

Hire Student

= igentification Data
=] ncs

= Disabities
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4. Add Person page

6.

09-

displays

. Add the Person
Click ——————

. Biographical Details

page displays

Effective date
defaults to current
date; date you are
entering data. Leave
as is or change to
hire date or other
appropriate date.
This date cannot be
future-dated.
(Generally, this date
is the date of hire;
however, the official
date of hire will be
recorded in Job

Data.)
Click Add MName

Edit Name page
displays

Enter name
information as it
appears on SS card

Click —%
return to
Biographical Details

page

to

07-10

Univgr_sitygf

L0l0raqao

=3

Mew Window | Customize Page |

Add Person

Person ID: HEW Search far Matching Persans

Add the Person

| Biographical Details || Contact Information ||~ Regional |~ Dept Information/Verificati

Person ID: NEW

Primary Name 4
*Effective Date:
*Format Type:

Display Name:

l1or1 2 Last

F[E=

Find | View Al First
[o801/2010 5

English v/

|Biographic Information
‘Dateof Birth: | o
BithCountry:  |USA Q United States
Birth State: [ Q

Birth Location: |
Biographical History
*Effective Date:

*Gender:
*Highest Education Level:

*Marital Status:

Years

0 Months

Waive Data Protection []

First [l 10f1 2 Last

EHE

Eind | View Al
pe12010 5
T -
A-Mot Indicated ]
Single ] Asor | B
Language Code: v

Alternate ID:

[ Full-Time Student

= National ID Customize | Find [ View Al E2Z  First 1011 " Last
*Country Hational ID Type MNational ID Primary 10
usa  Q Social Security Number [

E =2
& save | =] Motify | = # Update/Display | Z] Include History I [& Correct History

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships

i (=% Next tab |

Edit Name

[English Name Format

Prefix: @

First Name: |J0nath0n Middle Hame: o
Last Name: |Nap0|itano
Suffix: @

%, Display Name:
Formal Name:

Name:

0K Cancel
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7. Biographical Details
page re-displays

= Enter Date of Birth

= Enter Gender

= Enter SSN/National
ID — numbers only,
without dashes

= Other info on this
page is optional;
enter if known

|| Contact Infarmation |

= Click

8. Contact Information
page displays

= Click Add Address Detail

The Home address is
the employee’s
permanent address.
Ex: Colorado,
France, India, etc.

9. Address History
page displays

= Change Country, if
applicable
. Add Address
= Click

| Biographical Details | Contact Information | Regional ||” Deptinformation/Verifications | [»)

Person ID: NEW

Primary Name Find | View &l First [/ 10£1 "] Last
*Effective Date: ~ (08/01/2010 [3] b ; )
e [Egmer — | Circled fields required
Display Name: Edit Name

Biographic Informatiog —

*Date of Birth: 40 Years 7 Months
Birth Country: USA | Q United States
Birth State: ' Q
Birth Location: Waive Data Protection []
Biographical History Fing | View A1 First [ 101 ] Last
*Effective Date: =
*Gender: / _
*Highest Education Level: | A-NotIndicated v

*Marital Status: Single ﬁ Asof: | 5
Language Code: ﬁ
Alternate ID: [

[ Full-Time Student

& save | =] Notify

& Pre | &.Memub| Updatemisplay| Z nclude History | [E Correct History

Biographical Details | Contact Information | Reaional | Dept Information/Verifications | Oraanizational Relationships

Biographical Details || Contact

[ Regional || Dept Information/Verificatio

|[Organizational Relationships |

Person ID: NEW

Current Addresses Customize | Find | View AN] B8 First [¥] 1 or4 [¥] Last
Address
Tine As Of Date |Status |Address
Home 08/01/2010 =
Phone Information Customize | Find | B8 First [0 1 or1 (%] Last
“Phone Type Telephone Extension Preferred

Vi ! O =
Email Addresses m|m|m First [l 1061 ] Last
*Email Type ‘Email Address Preferred
‘Campus | O =

@ Save | [ notity | @ revious tab | &5 Nexttab | Hupdateispiay | ] incluge History | [ Correct History

Biographical Details | Contact Information | Reagional | Dept Information/Verifications | Organizational Relationships

Address History
Address Type: Home
Address History Find First /1001 2/ Last
*Effective Date Country *Status  Address: =
pero12010 51 jusa @ [a Q@ Add Address

ok | cancel |
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10. Edit Address page
displays

= Enter address
0K

11. Contact
Information page
re-displays

» If Mailing address is
different than Home
address, click + by

EditView Address
= to

Detail

add a record.

= Select “Mailing” from
the dropdown menu
and then

Add Address
D etail

» Select the appropriate
Phone Type and
enter telephone #

- Click on [*lto add
additional phone

numbers; Indicate the
Preferred telephone
contact by selecting the
appropriate checkbox

= Select the appropriate
Email Type and enter
the email address

Click on Eto add
additional email

addresses; Indicate the
Preferred email contact by
selecting the appropriate
checkbox

09-07-10

Edit Address
Country: United States
Address1: |72 North Pine
Address 2: |
City: |Lafayette State: [CO &, Colorado Postal:’w
County: |
Ok | Cancel |

Campus

& Seve | []
Biographical

[ Biographical Details ||” ContactInformation ||~ Regional || Deptinformation/Verifications |(” Organizational Relationships |

Person ID: NEW

Customize | Find | View Al| Bl First (] 1 o1 [ Last

72 North Pine

0SI1R010 A\ payetie, CO 80026 USA

[~ O =
Emadl Addresses Customize |Fnd | B8 Frst (1001 Y] Last
‘Email Type |"Emapdl Address Preferred |
Campus | O ==

W@ save | [ netty | @@ Previustan | i esuan | EUMWlﬂnmm&L

lipgraphical Details | Contact information | Regional | Dept informationenfications | Organizational Relationships
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Biographical Details ||~ Contact Information || Regional || DeptInformation/Verifications || Organizational Relationships |

|
Regional

s Click ——— Person ID: NEW
Current Addresses Customize | Find | View Al B First (1 1 074 (2] Last
ol As Of Date |Status |(Address
Type

72 North Pine EditView Address

AT LI | Lafayette, CO 80026 USA Detail =l
Phone Information Customize | Find | £ First [\ 1 0f1 "] Last

*Phone Type Telephone Extension Preferred

Campus 1 [303/233-9999 | =
Email Addresses Customize [Find | B8 First (4] 1 or1 (] Last

*Email Type *Email Address Preferred

|mary.weather@cusys.edu El

& save | [=] Motify | Previous tab | Mext tab | UpdatefDispIayl H Include History | E

Biographical Details | Contact Information | Regional | Dept Information®Verifications | Organizational Relationships

12 R.egional page { Blographical Details (" Contactinformation || Regional || Deptinformation/Verficaions | Qrganizalional Refalionships |
dlsplays Person ID: NEW

» B usa

. . Ethaic Group

. EthnlC GrOUp IS Regulatory Region: USA L United States Ethnic Group:

required. Primary

box will be checked ':“:m _ —

automatically for first DaoEntodtotlogcare: |ty Stows:
H Citizenship {Proof 1 | Citizenship (Proof 2): |

Ch0|ce ’ [¥] Eligible to Work in U.S. ’

; Look Up/Ethnic Grou
= If applicable, enter — "
additional _ethmc. p— . s
groups by inserting a Ethnic Grouff: begins with (1]
rOW 1@ save | T oty | @ Previous tab | 5 ot tab | Descripti ;begins - |

Biographical Details | Contact information | Regional | Dept I8 Lid ]

Look Up Clear | Cancel |Qag|c|_ookup

Search Results

iew All First [{] 1-7of 7 [}] Last
AFRAM African American Afr Amer
AMIND American Indian/Alaska Native Am_Ind
ASIAN Asian Asian
ICAUCASIA  Caucasian Caucasian
HISPA Hispanic/lL atino Hispanic
INSPEC Chose notto Disclose No Dsclosd
IPACIF Native Hawaiian/Other Pacific Islander Hawaii/Pac

» Click Military Status
dropdown menu and
choose status if
known, or “Not
Indicated” if unknown.
This field must be
populated in order to
anchor the effective
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date on this page.
= Click

Dept Information/Verifications ||

13.Dept Information/
Verifications page
displays

» Home Department
and Campus Box are
required.

= Click

( Oraanizational Relationships |

vEysa
Ethnic Group Find | View Al First [ 10r1 %] Last
Regulatory Region: USA . United States Ethnic Group: AMIND U American =l
Indian/Alaska Native
Primary
History Find|View Al First [4] 1 or4 [ Last
Effective Date: ﬁéﬁmu 10 B =
Date Entitled to Medicare: | B military Status:
Citizenship (Proof 1): Citizenship (Proof 2): Athe Hiasaive
Eligible to Work in U.S. Disabled Vet
Disabled Vietnam Era V
Inactive Reserve
No Military Service 31
SETCKREHE Xy Notindicated Last
Smoker As of Other Protected Veteran
1 Yes Retired Military =]
Vietnam Era Veteran =

& save | (=] notity | & Previous tab | =5 et tab |

Updateisplay | ] Include istory | [ Correct History |

Biographical Details | Contact Information | Regional | Dept information/Verifications | Organizational Relationships

[ Biographical Details |( Contactinformation | Regional | DeptInformation/Verifications || Organizational Relationships |

Person ID: NEW

Find | View Al First \*' 1 0f1 " Last

[JFERPA =

Effective Date 08/01/2010 [

Privacy Flag

Payroll & Benefit Services

Payroll & Benefit Services

[Empioymem Eligibility Proof Background checks
Soc. Sec. Card Copy Received [ Criminal History Records
1-9 Effective Date
[Irinancial History Records
I-9 Expiration Date
EmpiID Kane [[J Motor Vehicle Records
EVerify Pass [C] other Background Check
EVerify Completion Date

)

& Save | (=] Notity | @ Previous tab | (@ Next tab

14. Organizational
Relationships page
displays

= Note: Before
saving record, be
sure Pop-up
blockers are off!!!
See below.

= Go to Internet

09-07-10

Hlupssteisplay | ] inciude History | [ Correct History

Rinnranhiral NDataile | Cantact Infarmation | Ranianal | NDant InfarmatianAVerificatinng | Ornaniratianal Ralatinnehing

Hire Student Hourly or Work Study - Workforce Administration Module
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‘Tools’

> Select ‘Pop_up DI R DWEN TLETTE X O ET
Blocker’ GE1 hitps:/ipluto.cusys. edu)psp hr9ga/EMPLOYEE (HRIMS ) TRACK_GLOBAL_ASSIGNMENTS_(1
> | ‘Turn Off
Select Tu O fiews  Fawotites | Tools  Help
Pop-up Blocker i o
Dielete Browsing History,., E Share = @ - Q Sidewiki

Pop-up Blocker Turn OFf Pop-up Blocker
Phishing Filter Pop-up Blocker Settings
Manage Add-ons 4

&dd a Person

= Check Employee SItYof
oloradac ubscribe bo this Feed. ..

box plorado Subscribe ko this Feed
—E| Feed Discovery »

windows Update

= Click & Save :l @ Windows Messenger
Diagnose Connection Problems. .. ct Information ][ Regional

Add the Relationship send to Cnehote

Reviews
Inkternet Cplions
MnStston T Current Addresses Customize | Fing
formahan pddrese | | | |
{1] (" Contactinformation |[~ Regional | Deptinformation/Verifications || Organizational Relationships
Person ID: NEW
Choose Org Relationship to Add

Employee ( Add the Relationship 2

[Jcontingent Worker Empl Red Nbr:

[Iperson of Interest O r

Checklist Code: V] Go to Person Checklist

[=] Notify | (@& Previous tab | (=) Hex ZUpdate/Dispiay | ] Include History | [E# Correct History
T

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships

15.Work Location page

| "Work Lacation |("Job information_|(— Fayroll (" Compensation |(” Emplayment nformation |

displays
MNapolitano, Jonathon G. EMP ID: 185368 EmplRed= 0
= Enter date of hire P . R ;,:d[,;w:f' —
= Hire action defaults ey ot e
; . , W gec .
» Enter Reason for the Effective Date: W Sequence RO, Newnie
. . Action | Re: s -
hire (click X to e Current
search) Position Number: AL R sydentassti Pasition Entry Date: 0811512010
Regulatory Region: usa United States Fosition Data
= Enter Position Company: cu University of Colorado
Number * Business Unit: UCOLO University of Colorado
Department: 51000 Payroll & Benefit Semices Department Entry Date: 08/15/2010
Location: 1ARCE Admin & Rsch Cir-East Campus
= Click m to enter Job Establishiment ID: cu University of Colorado
Notes on any page Date Created:  08/15:2010
oK cancel |  Apply =Y, o | ENesttad | 7 Retresn

n Cllck r Jaob Infarmation \I Work Location | Job Information | Payroll | Compensation | Emplgyment information

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 the position has been
09-07-10 Hire Student Hourly or Work Study - Workforce Administration Module Page 8 of 11



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.

16. Job Information
page displays

= Click “* to search for
appropriate Empl
Class

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

= Click Fayrall

17. Payroll page
displays

= All fields default

» Tax Location Code
and FICA Status
default from job code
and location code.
Update if needed, but
system will set the
final FICA Status

= Click | Compensation |

09-07-10

[ Work Location )" Job Infotmation | Payroll | Compensation |[ Employment nformation |
Mapolitano, Jonathon G EMP n: 185368 EmplRcd = 0
Job Information Eirl | View A1 First " 1001 " Last
Effective Date: 08/15/2010 Sequence: 0 O ’:Dh Appr Status  Proposed
otes
Action ' Reason: Hire Mew Hire Appr Reject
Current
Job Code: 4101 Student Asst| Entiy Date: 08/15/2010
Reports To: 00508243 Admin Assistant i 140635 Thieme, Theodore
Regular Temporamy:  Temporary Full Pawt: < 50%
Empl Class: L @ StdtHriy-No Stdt Retirement ‘Officer Code: Mone b
Regular Shift: NIA Percent of Time; 250
Classified Indc: Stat Hrly
‘Standard Hours
Standard Howrs: 1.00
FIE: 0.000000 Adds to FTE Actual Count?
v ® lusa
FLSA Status:  Nonexermnpt
OK I Cancel | Apply (# Prervious tab [ EaNexdtab | 7 Refresh J
Work Location | Job Information | Pawoll | Compbensation | Emoloyment Information
| Work Location |( Job Information || Pawroll || Compensation || Employment Information |
Mapolitano, Jonathon G, EMP o 185368 EmplRcd 2 0
Payroll Information Find | View A1 First . 408 1 "/ Last
Effective Date: 08/15/2010 Sequence; 0 EJ l‘-;mtz Appr Status  Proposed
otes
Action /Reason:  Hire MNew Hire ApprReject
Current
‘Payroll System:
Pawolfnr MNorth America
Pay Group: B Biweekly Employee
Einployee Type: H Hourty Holiday Schedule: MNOME Mo Hol Sch
Tax Location Code:  NO LOCAL Q. NOME FICA Status: | Subject ||

ok Cancel
Wrk Location | Job Information | Payrall | Compensation | Employment Inforrmation

Apply | 2 Previous tabs &;Ne-x‘ttan| ¢, Refresh
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18. Compensation [ Work Location || Job Information | Payroll || Compensation |(” Employment Information |

page displays Mapalitana, Jonathon G. EWP n: 185368 EmplRcd# [
Compensation Find | View A0 First " dof1 " Last
u Frequency: Venfy Effective Date: 08M5/2010 Sequence: [1} D rj;;h Appr Status  Proposed
13
that H (hour‘ly) has Action /Reason:  Hire Mew Hire Appr Reject .
urren
defaulted Base Compensation Rate: 8.5000005 ‘Frequency: |H Q. Hourly
Total Cunpensation Rate: B.SUUUUUE
= |n Pay Components Salary Administration Plan: 410 Grade: S11 Standard Hours: 1.00
section: Job Code: 4101 Student Asst | Percent of Time: 2.50 FTE:

[Comparative Information

Change Amount: 0.00000055] USD Hourly Monthly Hrly Rate

a)Enter hourly Rate
Code of BASEH

b)Enter hourly Comp pa::;:'f: P S
Rate '
Annual 442.000000 USD Daily 1.700000 USD
. Menthly 36.833333 USD Hourly 8.500000 USD
= Click Pay Components Customize |Find | 28 First (] 101 %] Last

Calculate Compensation |

1/BASEH O 0 8.500000 55 usD Q@ H Q Details = =

= Click

[ Employment Infarmation | |

Calculate Compensation |

ok | cancel | Apply | @Previousteb | @iNesttsn | 4 Retresh |

Work Location | Job Infarmation | Payrgll | Compensation | Employment Information

19. Em ploym ent [ Work Location | Job Information | Payroll [ Compensation || Employment Information |
|nf0rmat|0n page Napolitano, Jonathon G. EMP D: 185368 EmplRed 2 0
d IS p l ayS Empl Red: 1] Univ Employment Date: Cloverride
. Last Start Date:
" Enter AppOIntment Termination Date: Senvice Dt:

End Date (required
for student

employees) Empl Record Years Months Days
Class Staff Seniority Date: [Coverride v 1] 0 1]
L] RevieW your Work Benefits Service Date: [l override © 0 0 0
Class Staff Save Pay End Date: Classified Staff LOS:
. EI Save Business Title: Student Asst | Job Code Entry Date:
= Click

oK '
usa
12 Month Facuity [
= FOr new hireS, SyStem Appointment End Date: Contract Length: Mot Applic:
]

automaﬂca"y Accrue Tenure Sendces U FTE for Temune Accruak
transfers to Senvice Calculation Group: Q © FTEfor Flex Sevice Accrual;
Emergency Contact

age
p g QK Cancel Apply | (& Previous tab | 3} k %) Refresh

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

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 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.
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20. Emergency Contact
page displays

= Enter Contact Name
& Relationship to
Employee

= |[dentify Primary
Contact by clicking

v

= |f contact has same
address and/or phone
as employee, check
those boxes

= |f contact has other
address, click
Edit Address

= Click ¥ to insert
row(s) to include
additional Emergency
Contact(s)

= Additional phone
numbers can be
entered on Other
Phone Numbers page

= Review data

- Click #Save

| Contact AddressPhone || Other Phone Numbers |

Mapaolitana, Jonathan G. Emplid:
Emergency Contact Find | Wieww Al
‘Contact Name: Ciane Mapolitano
‘Relationship to Employee: Mather i Primary Contact
Same Address as Employee  pgdress Type: Home
Beturn to Personal Data [C]same Phone as Employee

Employee’s Current Address
Country: USA nited States

Address: 7249 Holly Street
Louisville, CO 80027

Contact Phone
Phone: A03mMo0-0000

Bl save | SLReturnto Search | Matify |

Contact Address/Phone | Other Phone Mumbers

Hire Student Hourly or Work Study complete

09-07-10
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185368

First 1 af 1 Last

[+ [=]
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