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Life Cycle of a Student Hourly Employee — Student Assistant 11

This is the life cycle of a student employee (in this case, a Student Assistant 11 in the College of Music) from
position creation through termination.

Create and Approve a Position
Hire

Record Time Collection
Terminate

Notes:

These exercises are for use in the HRMS Practice Area database during classroom training only. In order to
complete the recording of hours worked in Time Collection, you will need to date the position and the
hire prior to the biweekly Time Collection pay period end date that is pre-set in this practice area
database. Ask your instructor for the pay period end date and date your position and hire accordingly.

Exercise 1 — Create and Approve a Student Position

Scenario: Create and approve the student position.

Step 1: Navigation: Home; Organizational Development; Position Management; Maintain Positions/Budgets;
Add/Update Position Information; Add a New Value

University,,

=

AddUpdate Position Info
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value |

Position Number: hegins with

Description: hedgins with

Position Status: = w w
Business Unit: heging with a,
Department: hegins with

Job Code: begins with Q
Reports To Position Number: | begins with »

Include History

Search | Clear ‘Elasic gearch B gave Search Criteria

Find an Existing Vah@ | 2dd & Mew Value >

R —
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Step 2:

On the Description page, enter the following:

Effective Date:

Enter date the position becomes available. Date must be on

(required) or prior to the date of hire for your new student employee
Job Code: 4102 (Student Asst I1)
(required)
Department 10362 (College of Music)
(required)
Location Code 1MUS Defaults from Department. May be changed if
(required) necessary
Reports To: Enter position # of supervisor/evaluator for this position. In
(required for classified the practice area, there may not be an appropriate
employees) position to use for the student assistant; pick any

position number from the list

Position Notes:
(optional)

May be entered only after position has been saved

Notes:

Appointing Authority field is not required, use if desired.
The 7 Checkboxes are informational only; use if applicable.
The Faculty/Exempt Professional — Proposed Costs section is informational only; use if desired.

The Regular/Temporary and Full/Part Time fields default based on the Job Code. Both fields have a direct

relationship to whether or not this is a benefit eligible position.
The Percent of Time and Standard Hours fields are linked and are used to calculate leave accruals and
benefit eligibility, when applicable.
Salary Plan Information values default from Job Code. A change to either one updates the other.
FLSA defaults based on job code.

HRMS uses auto-numbering to assign numbers to positions and employees. The system will assign the next

available number upon saving.
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Step 3:

Compare your Description page with the one shown below:

University,s
=3
e |
| Description || Specific Information | Position and Incumbent Data_|
B save) 4 Refrash | ] UpdatesDisplay| | 2l Include History |
Position Information Fingl | g & First 1ef1 Last
Position Number: 00000000 Student Asstll Ga To Position Funding =]
Headcount Status: Current Head Count: Dowtof
‘Effective Date: |02/0112007 [ Pasitian Nates sStatus: [ Active v/ Initialize |
‘Reason: rNEW Q Mewy Position Action Date: 0202007
Position Status:  Proposed Status Date:  02/01/2007
[Job Information
‘Business Unit: IUEGL—CEO\ Liniversity of Colorado
Job Code: ;W S studentAsstil Manager Level: | b
‘RegTemp: ‘Full/Part Time: |<_EE% =
Regular Shift: A
Title: |Student Asst Short Title: [sa e
[Work Location
*Reg Region: 'm 2 United States
Department: 'I 036z Q Cuollege of Music Company: cu University of Colorado
Location: [fmus Irmig Music Bldg
Reports To: | [ Appointing i Q
Authority:
[lEssential Services [Iciass staff Seasonal or Academic Year Appointment? [Isupendses Classified Staff
[Ispecial Opportunity Posn [ Preplacement Physical Required [ Class Staff Spec Quals [Clofficer Position
Faculty Exempt Professional - Minimum Maximum
Proposed Costs Salary Range: | |
Start Up Cost: | |
Moving Expense: | |
Total:
Salary Plan Information
FTE: l— Percent of Time: m
Salary Admin Plan: 410 Grade: 512
Standard Hours: ’W Work Period: IW— Q Weekly
Mon Tue Wed Thu Fri Sat Sun
[ 020 [ oz20 [ 020 | 020 [ p2o |
UsA
FLSA Status: | Monexernpt v |
B Save | [=] matify hext tab Eradd | FUpdateDisplay | 4 Include Hi
Description | Specific Information | Position and Incumbent Data
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Step 4:
Click [ Specific Information |

Step 5:

or use Specific Information link at bottom of page

On the Specific Information page, enter the following:

Update Incumbents

Leave as is for position creation. When an employee is
assigned to this position, the system will automatically check
this box “on”

Pay Group and Employee
Type

Leave as is. These two fields default based on the Job Code

Background Checks
(optional)

Select appropriate check boxes, if applicable

HIPPA Access check
boxes

Currently used only for UCDHSC positions. Defaults based
on UCDHSC Department

Requirements for

Hazardous Materials

Handling or Exposure
(required)

Provide Yes or No answer

Notes:

Some information on Specific Information page defaults from Description page.
The Calc Group (Flex Service) and Academic Rank fields are not used at CU at this time.
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Step 6:

Compare Specific Information page with the one shown below:
University,s 8

513

Diescription Specific Information |f Position and Incumbent Data |

B gave) @ Refresh | <2 Updaterbisplay | | Alinclude History|

Pasition Number: 00000000 Student Asstll Go Ta Position Funding

Headcount Status: Current Head Count: goutof 0
Specific Information Fired | igww All First

Effective Date:  02/01/2007 Position Motes Status: Active

: [ 1
Wheri Hesd Count: pm— I -l Incumbernts
Wrkrs Comp: | CollegeiProfiTeachiClerical W |

[Jupdate Incumbents

‘Pay Group: EW Q Siweekly Emplovee Include Salary PlaniGrade
'Employee Type: g_'_'_'_q_L.'_r.!}f &
Background Checks Budgeted Position
[ criminal History Records [IFinancial History Records [ confidential Position
[IMotor Vehicle Records ] other Background Check [[1Job Sharing Permitted

Education and Government

Classified Indicator: Stdt Hrly

FTE: [0.000000 Calc Group (Flex Service): | aQ

Adds to FTE Actual Count Academic Rank: | Q

Required HIPAA Access Requirements for Hazardous Materials Handling or Exposure
ClpHi [ IPayment Hazardous Chemicals OYes & No
] Treatment E Operations Fadioactive Materialsflonizing Radiation OYes & No
[IResearch Infectious MatlsfHuman Blood or Bodily CiYes ®Ne
B save | [=] Matify | Prewious tak | Ilext tab Ebsad | FEupdateDisplay

1cf 1 Last

o Include Histp

Cescription | Specific Infarmation | Position and Incurmbent Data

System assigns new position number
Position Notes may be entered after saving

Make a note of the new position number. Your position is created and the position number is assigned.

Note:
( Eosition and Incurnbent Data |
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Step 8:
Click on EoToFosition Funding |ink  Funding Distribution page displays in new window.

Funding Begin Date: Enter same date that was entered for position
(required)

PCT Radio Button: Defaults to ON: Change to AMT if salary is recorded by

estimated amount instead of percent

Percent 100%

SpeedType 11043600( Performance Internship)
(required) FOPPS will display after tabbing

Funding End Date Enter appropriate semester end date for student position

(required for student
employees)

Funding Notes Record comments relative to funding for position

(optional)
Notes:

Funding Begin Date for new positions must match the new position effective date. When funding updates
are made later on, the funding begin date will default to the first day of the current unprocessed pay period
for the pay group (MON or BW).

Funding end date does NOT stop pay. Payroll expense will be recorded in Suspense SpeedType instead
of departmental SpeedType if funding end date is exceeded.

Funding Distribution may be entered by amount or percent. If using estimated amount field, system
automatically adjusts percent to match amount(s) entered.

When using multiple funding sources, total of all distributions for each fund begin date must equal 100%.

End-users cannot add, delete or correct funding for a closed pay period. Funding changes for prior pay
periods must be done using Payroll Expense Transfer (PET).

Funding must be created and saved before position can be approved.
Both funding and position require approval.

Step 9:

Compare Funding Distribution Page with one shown below:
University,s

(=3

e Yind g | Customize Page

|~ Funding Distribution ||~ Position and Incumbent Data |

[& savel | CiRetun to Search| |45 NextinList| |15 Frevious inList| | Refresh |

GoTo Position Data

Funding Find | Wigw All First 1af1 Last
Position Number: 00679869 L
Sequence: 0 Entered Date: 02/20/2007
Find | Yiew All First 1af 1 Last
[E] Funding =
Funding Status: Proposed Motes Status Date: 0272002007
*Funding Begin Date; (02/01/2007 [ Oamt @ Pet ApprReject:

St X
Distribution | Find | 0 Fist qore L Last

Fund (Org  |Program |Project
rmance

1= |[=] [1o0.000 |[11043600 @ |[0&r31i200 s 10 10262 28388

ave | L4 Return to Searc iy eftes Include History
=t L\ Return to S h Potif: L Refresh Include Hist:

Funding Distribution | Position and Incumbent Data
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Click 2.5

Approve Position and Funding:

of security. You may or may not be an approver in Production.

Step 10:

I_Select Position Approval from the Navigation box on the left side of the screen.

Univc;rsityqf
orado

=

Menu

Search:

|®

[> My Favorites
[> Reports and Reviews
[ Recruiting
[ Warkforce Administration
[» Compengation
[> Time Collection
[ Warkforce Development
= Organizational Development
= Position Management
< Maintain
Positions/Budyets
— AddiUpdate Position
Info
= Fundlru Distribution

TR AT |
— PET/Retroactive
Funding Change
— Correction PET
— PET Approval
— PET Approval
{Bponsared Prof}
— PET Certification
— PET Cancellation

Newe Windaw | Custamize Page | 5

| Funding Distribution || Fosition and Incumbent Data |
& save) (QRetunto Search| (4ENextinList] (+Z Frevious inList) |2 Refiesh |

Go To Position Data

Funding Find | Wiews &l First | 1ot1 " Last
Position Number: 00673869 L
Sequence: [ Entered Date: 03/20/2007
Find | Wiews & First 41" Last

Funding
MNotes

=

Funding Status: Proposed

Status Date: 0352012007
Appr Reject:

Distribution | Finc | BE F\rs‘t 1of 1" Last

e B e e B

1[# | E| |100 000 (11043800 O |05r1alr200Ei;| BETOITANE

Internship-10 i

10362 | 28388

Step 11:

On the Position Approval page select the following:

Position Status:

(required)

Approved

Position Notes:
(optional)

Approver may add to position comments entered by end-
user
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Step 12:

Compare your Position Approval page with the one shown below. If you have entered Position Notes, your
page may differ from the one shown here:
Univgrsity,,f

AV AV

otr ACTE] Home | 4
»

ey Window

[ Description || Epecific Information ||~ Position Approval |
Eiaiej 1 Return to Search:l A4S MesctinList| |+ Previous in List) 2 Refrash |

ZlUpdate/Display| | ] Include History |

Position Number: 006798649 Go To Position Funding

Headcount Status: Open Current Head Count: Doutof 0

Find | Wiew A First 101 " Last

Short: sl Essential Services =l
Long [ Student Asstll |
Description: |
|Approval
Effective Date:  (2/01/2007 (S| Position Motes Reason Code: NEWY  Mew Posn i

Status Date:  03/20r2007

'Position Status: | Appraved [

AppriReject:  Tung,Julianne

Save | JAReturnto Search | [E] Motify rt; Refresh
]

Description | Specific Information | Position Approval

Step 13:

Click =)= Position is approved

Note:
Position must be approved before you can hire someone into the position.

Step 14:
Select Funding Approval from the navigation box on the left side of the screen.

On the Funding Approval page select the following:

Funding Status: Approved
(required)
Funding Notes: Approver may add to funding comments entered by end-
(optional) user
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Step 15:

Compare your Funding Approval page with the one shown below:

Umvgrsttygf

010rado

Menu =

Search:

[+ My Favorites

[- Reports and Reviews

[» Recruiting

[ workforce Administration

[> Compensation

[> Time Collection

[ Workforce Development

= Organizational Development
= Pogition Management

= Maintain
PositionsBudgets
— AddiUpdate Position
Infa
— Funding Distribution
— Position Transfer anly

— PET/Retroactive
Funding Change

— Correction PET

— PET Approval

— PET Approval
iSpansored Pro

— PET Cedification

— PET Cancellation

[» Review PositionfBudget
Info
[ Pasition Repors
[» Enterprise Learning
I» Reporting Tools

Blew Window | Custornize Page | B

| Funding Approval || Eunding Distribution |~ Eosition and Incurmbent Data |
B 5ave) (QRetunto Search| (1S NextinList) [+ Previous inList) | Refresh |

<l Update/Display| | 25 Include History

Go To Position Data
Funding Find | wiesw & First - 1of 1 Last

Paosition Number: 00679869 Sequence: 0 Entered Date:  03/20/2007

Eind | Wiew &1 First 1of 1 Last
*Funding Status: | ARproved b

Funding Begin Date: 02/01/2007 Amt Pct ApprReject: Tung.Julianne

Status Date: 03/20/2007

Distribution

1| 100,000 11043600 05/18/2007 perormance |y, g3; 20388
Internship-10

[§ Save | JS\Returnto Search | [S]hdtify | s Refresh

Funding Approval | Funding Distribution | Position and Incumbent Data

Step 16:

Click M Position funding is approved.

Creating and Approving a Student Position completed.
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Exercise 2 — Hiring and Approving a Student Hourly Employee

Scenario: A candidate for this student position has been selected and must now be hired.

Step 1:
First, Search for Matching Persons to determine whether or not candidate already exists in HRMS.
Navigation: Home; Workforce Administration; Personal Information; Add a Person; Search for Matching

Persons

Universityys

U101 a4l

HREIPRAC PRACTAE Home | Worklis

(=3
Mewy yindow | Customize Pade | nkh

Add Person

Person ID: HEWY Search for Matching Persons

Add the Person

Step 2:
On Search Criteria page provide as many fields as available:

First Name
Middle Name
Last name
Date of Birth
National ID

Click Search

Note:
Name fields are Case Sensitive.
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Step 3:
Compare Search Criteria page with the one shown below:

University,r
el
-010Iado
E»
Mew Window | B
Search Criteria
Search Type: Person Ad Hoc Search
Search Parameter: ADHOC_CILM ADHOC_CU1
Search Resuit Rule
Search Result Code: apHoc RES cU ©  Adhoc Results CU
S by Search Clear All Carry ID Reset ‘
Search Criteria
Search Fields Operand Value
FirstMame Begins With | | Q
Middile Narme Begins With v | | Q
Last Marmme Begins With + | | Q
Date of Birth |Equ_a|s ~| | El
Mational Id Beains With | | Q
Step 4:

If person does not already exist in HRMS, begin the Add a Person process
If person does exist in HRMS, go to Add Employment Instance (Navigation: Home; Workforce
Administration; Job Information; Add Employment Instance)
For this exercise, the candidate is NOT in HRMS
Navigation: Home; Workforce Administration; Personal Information; Add a Person

Click: Add the Person

University,s
N Y. -
.010Tado HRES9PRAC PRACTAE Home | \Worklist | _Addto Favorites | Sign out
3
) )
Mew window | Customize Paoe | ne
Add Person
Person ID: MIEWY Search for Matching Persons
Add the Person
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Step 5:
On Biographical Details page, enter the following:

Effective Date for Name Date defaults to today’s (system) date. Leave as is or
(required) change to hire date or other appropriate date. This
date cannot be future-dated. Generally, effective
date is the date of hire; however, the official date of
hire will be recorded in Job Data. Having an earlier
(non-hire) date recorded in Personal Information
and the true hire date recorded in Job Data, allows
setting up pre-employment records for future
employees.
Click AddMame Required: First Name, Last Name
Optional: Prefix, Middle Name, Suffix
The name must be entered as it appears on the new
employee’s Social Security Card

Click QK ’ Returns to Biographical Details page
Click K| again
Required Fields Date of Birth

Gender

Home Department

Campus Box

SSN/National ID

Notes:
The Effective Date for Name in Personal Information and the Hire Date in Job Data cannot be prior to the
date you have created your position.
If you plan to do the time collection exercise in this HRMS practice area database, the hire date must be
prior to the current monthly pay period end date. Check with the classroom instructor for this date.
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Step 6:
Compare Blograp ical Details page with the followmg

Umversttyﬂj

- orklist | Add to Favorites

=
Mew YWindow | Custamize Pag

[ Biographical Details ||~ ContactInformation || IdentitdDiversity | Organizational Relationships |

Person Il; MEW
Primary Name Einel | Wiesw All First 14 ot 1 0 Last
“Eff Date for Name: DQI 212007 el =
| P |
*Format Type: |English o |
Display Name: Student, Susan Edit Mare

Biouraphic Information

‘Date of Birth: [oznanasy el 20 Years 1 Months
Biographical History Fine | ¥iew &I First ' 1of 1 "/ Last
‘Effective Date for =
PERSONAL DATA: Bl
Female |
Gender: e ;
‘Highest Education Level: | A-Mot Indicated |
Language Code: ILT\Q [CIFERPA Flag
Military Status M)
Previous Non-Employee T-
ID: -
Home Department |10363 Q College of Music
Campus Box |301 UCB Q Caollege of Music

7 National ID

w
iow Al | B First Last

LISA iSociaI Security Mumber vi :146-50-?403

Save | [=] motify | =y Lz 1 = Mexttab | i Refresh F| UpdateDisplay 1 J Include History

Biographical Details | Contact Infarmation | 1dentitgDiversity

Step 7:

Click [_Contactinformation | o jse the Contact Information link at the bottom of the page

Click Home

Add Address Detail

Home Address page Enter Address and click - °¢_| and then click ¢
again

Enter Mailing Address IF different than Home Address. Click Mailing
add Address Detail ; enter mailing address, click OK and
click OK

Phone Number(s) Multiple numbers may be added by inserting rows.
Primary number must be indicated

Email Address(es) Multiple addresses may be added by inserting rows
Primary address must be indicated

Notes:

When hiring foreign students or employees, home address must be home address in their country of origin.
Mailing address will be local address.

The Campus 1 phone # and the Campus email address are used for the campus phone directories (both
online and hard-copy directories).

University uses mailing address for payroll advices, benefit information, W-2s, other employment related
issues.
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Step 8:
Compare Contact Information page with following:

niversi
U ?_ t'}?{r:f {

(=3

Mews Window | Customize Pac

Eiographical Details || Contact nformation || IdenfityDiversity || Craanizational Relationships |

Emplid: MEWY

Current Addresses customize | Find | view a1 | 22 First | 202 | Last

Address Type (As Of Date  (Status |Address

678 Boulder YWay Editt/iew Address
=S Ul Lafayelte, CO 80026 USA Detail
Mailing 02022007 A I Mailing Addr differs from Home Addr » 44 s yress Detail

Click ADD Address Detail

= * - =
Phone Information Customize | Find | B First g orn [ Last
‘Phone Type Telephone Extension Preferred

| S

~:
Cuztomize | Fing | 2]

Email Addresses First | o1 | Last
*Email Type ‘Email Address Preferred

Campus w |susan studentigealorado.edu E|

Save Motify Previous tak (=% Mext tab s Refresh
“

FUpdateDisplay | 2 Include History J

Biographical Details | Contact Information | |dentityDiversity | Organizational Relationships

Step 9:
Click [ldentiyDiversity " or yse the link at the bottom of the page

Ethnic Group:
(required) is Primary
(Use < for options)

(Click [+]to add additional ethnic groups)

Select the appropriate ethnicity. Indicate which ethnic group

Background Checks
(optional)

checks were completed for this new hire

Select checkboxes/enter dates that appropriate background

Identity/Diversity Page

Umwrr.?__lt,y}”{_ N

=13

Mews Window | Custarmize Pane |

[ Biographical Details || Cantact Infarmation || IdentityDiversity || Oroanizational Relationships |

Emplid: MEW

Ethnic Group
Ethnic Group: Q

Finct | Wiew &1 First (0 1cf 1 "] Last
FHE=

[Employment Eligibility Proof | Background checks |
Soc. Sec. Card Copy Received [ criminal History Records B
1-9 Effective Date [Irinancial History Records Ex
1-9 Expiration Date [CIMotor Vehicle Records [5]
1-9 Verifier Name [[J other Background Check [
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Step 10:
Clickr Organizational Relationships "|

Organizational Relationships page displays.
Check Employee box

. i i El save
Click Add JOBIRelationship Data |0|’

Universityys
olors

¢
U IV Ay

Add to Favorites
3

e Windaws | Customize Paod

[ Bingraphical Details | ContactInformation | IdentityDiversity ||~ Organizational Relationships
Person ID: MNEW
Choose Org Relationship to Add
[“IEmployee Add JOB/Relationship Data |
Empl Rcd Nbr: 1}
[CIperson of Interest
B save | [=] motify ‘ (%) Previous tab i) Refresh FUpdateDisplay | JE] Include Histary

Biographical Details | Contact Information | [dentitwDiversity | Organizational Relationships

Step 11:
Work Location page in Job Data now displays
New Employee ID number is now assigned

Effective Date Defaults from the Biographical Details page

Action Defaults to Hire. Leave as is
(required)

Reason Enter Reason from Look Up list 4
(required)

Position Number Enter Position number. Other fields will populate based on
(required) position number created in Exercise 1
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Compare Work Location page with the one below:

University,s

3
Mew indow | Customize Pags

| Work Location || Job Information | Payrall | Compensation || Employment Information |

Student, Susan EmP 1D: 189923 EmplRcd &

Work Location Find | wiew &l First 1af 1 Last

HR Status: Active Empl Status: Active Calculate Status and Dates

‘Effective Date: 021022007 [ sequence: (3 Job Notes

Action / Reason: HIR (S New Hire

Current

Paosition Number: 006739869 Q Sturdent Asst Il Paosition Entry Date: 02/M02/2007

Regulatory Region: IJSA United States FPosition Data

Company: cL University of Colorado Appointment End Date:

Business Unit: JCOLD University of Colorado

Department: 10362 College of Music Department Entry Date: 0222007

Location: TMUS Imig Music Bldg

Establishiment ID: 0] University of Colorado

Last Updated by: Last Upd IMTm: 0372002007 11:52:064M  Date Created: Q32002007

B Save | [=] Motify Mexttal |l Refresh [E et

Work Location | Joh Infarmation | Pavroll | Compensation | Employment Infarmation

Step 12:

Click [ dablnformation | o iqe the Job Information link at the bottom of the page. Most fields populate based on
Position Number and Job Code.

Employee Class Required for Student Position. Choose “N” (Work Study—
No Student Retirement) for this position. Use 2 to
choose correct code.

Percent of Time and Defaults from position data and can be updated. A change
Standard Hours to either one updates the other
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Compare Job Information Page to this one:

Universityys
Color: HREBIPRAC PRACTE] Home t | Addio Favorites
=13
Mew Window | Custamize Pade |
Winrk Location Job Information ]f Eayroll ]f Compensation W Employment Information |
B save) CiReturnto Search | (+SNextinList| (1S Previous inList | (4% Refrash | Bl Updatesbisplay] =
Student, Susan EMP (13 189923 EmplRcd# [
Job Information Eind | Wi All First | o2 [F] Last
Effective Date: 03r21i2007 Sequence: 1 [j rjotb Appr Status  Proposed 03i21/2007
Action { Reason: Hire Mew Hire i ApprReject
Current
Job Code: 4102 Student Asstl Entry Date: 02/02r2007
Reports To:
RegularTemporary: Temporary FullPart: = a0%
Empl Class: N |Q ‘Wiork Study-Mo Stdt Retirement "Officer Code: :Nohe” )
Regular Shift: [rA Percent of Time: 250
Classified Indc: Stadt Hrly
standard Hours
Standard Hours: 1.00
FTE: 0.000000 Adds to FTE Actual Count?
vE= ysp
FLSA Status: Monexermpt
Save | SLReturnto Search | [=] mMatify I = Previous tab | (=R Mexttsk | s Refresh F|UpdateDisplay
Wark Location | Job Infarmation | Payroll | Compensation | Emplayment Information
Step 13:
. Payroll
All fields on - page default.
. Compensation
Click [ 1
Step 14:
On the Compensation Page:
Frequency Verify that H (Hourly) has defaulted
Pay Components section Enter: Rate Code BASEH
(required) Enter: Hourly Comp Rate (dollar amount of monthly pay)
Click
Calculate Compensation | MUST click Calculate Compensation before proceeding
(required)
Job Enter relevant comments
Click Motes
(optional)
Note:

The Comp Frequency is the frequency of pay (contract, monthly, hourly) that the employee was quoted in
the offer and defaults based on the Job Code at the position level. There are a few cases where this may
need to be changed. It is important that this field matches the actual pay (comp) frequency for the employee
and that the Rate Code at the bottom of the page reflects the correct Base Rate Code for the Comp

Frequency.
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Step 15:
Compare your Compensation page with the one shown below:

University,s

~010Tado

=13

Mews Window | Customize Page |

[ Work Location | Job Information || Payoll || Compensation ||” Employment Information |

Student, Susan EmMF |14 189923 Empl Rcd 2 1]
Compensation Find | “iew &l First '..1of1 Last
Effective Date: o2/0zi2007 Sequence: i] m NJoot:s Appr Status  Froposed 02/02i2007

Action / Reason: Hire Mew Hire AppriReject
Current
[compensation Summary 1

ettt S
iBase Compensation Rate: 8.790000%] *Frequency: [H Q. Hourly

L 87900007

Salary Administration Plan: 410 Grade: 312 Standard Hours: 1.00

Job Code: 4102 StudentAsst Il Percent of Time: 2480 FTE:
[comparative information.

Change Amount: 0.0000005  USD Hourly tanthly Hrly Rate

Change Percent: 0.000
|PayRates
Annual 457.080000 USD Daily 1.788000 USD
| Monthly 38.090000 USD Hourly  &790000 USD |
Pay Components Customize | Find | i First 1 4 of 4 . Last
Amaurts
‘Rate Code Seq (] Currency Freguency
1 [BASEH |Q [0 g.780000 5 usD H =
| Calculate Compensation |
B save ] [=] Matity ‘ Frevious tab ] Mexttah | L Refresh B Acd

Step 16:
Click [ Employment Information |

Step 17:
Employment Information page displays

Appointment End Date: Enter Last day of Semester for Student Hourly
(optional)
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Step 18:

Compare your Employment Information with following:

University,s

=

[ Work Location || Jo Information |~ Fayroll || Compensation || Employment Information |

Mew Window | Customize Page

Student, Susan EMP (13 189923 Empl Rcd =
Empl Red: 0 Univ Employment Date:
Last Start Date:
Termination Date: Service Dt:
Empl Record

Years Months Days

Class Staff Seniority Date:
Class Staff Save Pay End Date:

Business Title: Student Asst |

USA
12 Month Facutty []

Appointment End Date: 0511 872007 5

0 0 0
0 0 0
Classified Staff LOS:

& ¢

Job Code Entry Date:

Contract Length: | ~|

Accrue Tenure Services [ [+ FTE for Tenure Accrual:
Service Calculation Group: Q ':’ FTE for Flex Service Accrual:
Save | [=]hotity | @ Previous tab J L | iy Refresh

Wark Location | Job Information | Payroll | Compensation | Employrment Information

[Eradd

Step 19:

Click =53

Emergency Contact, Contract Address Phone page displays

Step 20:
Provide following information:

Contact Name First Name Last Name

(required)
Relationship to Employee | Indicate [¥IPrimary Contact

(required) Multiple contacts may be entered
Provide contact If contact information is same as employee, use check boxes
information and data will populate:

(required) Same Address as Employee
Same Phone as Employee

Save

Make note of the student employee’s ID (EmplID) number
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Step 21:
Compare Contact Information page with the following:

University/ ﬂ
= 010rado

| Contact AddressPhone || Dther Fhone Numbers |

(=

Student, Susan Emplid: 189523
Emergency Contact Find | iewe Al First 1of 1 Last
“Contact Name: E'Samual Student =
‘Relationship to Employee: | Father e i Primary Contact
Same Address as Employee  pqress Type: |Home v
Retum to Personal Data Same Phone as Employee  ppone Type: | Home v

E.E'!?_I!'QY%#'S Current Address
Country: LISA lUnited States

Address: G673 Boulder Way
Lafayette, ©O 80026

Employee’s Phone

Phone: 3036E6-9876

& Save J L Return to Search I [=] Motity J

Step 22:

Click 25

Hiring Student Hourly Employee Complete

Approve the hire. (In the Practice Area, you are the approver. Depending on your security access in
Production, you may or may not be an approver.)

Step 23:
Navigate to the Job Approval page using the navigation window on the left.
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Job Approval Page:

University,s
f . .
O101adl
Menu &
Search:
> My Favarites Job Approval
[> Repors and Reviews Enter any information vou have and click Search. Leave fields hlank for a list of all values.

I* Rectuiting

= Wiorkforce Administration [ Find an Existing Value

[ Personal Infarmation
= Joh Information

I Contract Administration EmpliD: | begins with « [189923
[+ Revigw Job Infarrmation Empl Red Nbr: |: v| |
[* Reports
— Add Emplovment Name: | begins with ||
Instance ; :
Last Name: hegins with
— Job Data begins with | |
— Update Contract Pay MA Department: | hegins with s || Q
— Job Data TransfarRehire Last 4 SSN: begins with v“
HR Status: = v|
e PO D ey AT
& Plan Salaries CU Employee Status: v|

[> Warkforce Reparts
[ Compensation Search
[> Time Collection
[> Warkforce Development
[ Crganizational Development
[ Enterprise Learning
[» Reparting Toals

Clear ‘ Basic Search Bl Save Search Criteria

Step 24
On Job Approval search page:

Enter Employee ID and click Searth

Step 25:
On the Job Approval page, enter the following:

Approval Status: Approved
(required)

Job Notes: Approver may add to hire comments entered by end-user
(optional)
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Step 26:
Compare your Job Approval page with the one shown below:

e WWINO oY | LU STOMIZE Fad

[ Work Location ) Job Information )| Payoll )| Compensation || Emplovment Infarmatian | Job Approval Cu
B save) QL Retum to Search] +E Hextin List] +E Previous in List:] 2 Refresh )

Student Susan ID: 1299723 Appoint End Dt 05/18/2007
Approval Find  First = 1cf1 . Last
Effective Date: 02/02/2007 Sequence: 0 U Job Maotes  Payroll Status:  Active
Action: HIR Hire Reasom: HIR Mew Hire
Department: 10362 College of Music Action Date: 0372152007
Job Code: 4102 Student Asstll Y TIME: 280
Position Number: 00679269 Student Asstll StdHrsWk: - 1.00
Comp Freq: H Haurly
Pay Rate Data Compensation Summary
Annual Rate: 457.080 Base Compensation Rate: g.7900005
Monthly Rate: 38,090
Hourly Rate: 8790000 Total Compensation Rate: g.780000%2

‘Approval Status: | Approved |+ |  Status Date: 03/21/2007  ApprReject: TungJulianne

El save | 2 Return to Search | [=] motity Previous tab L Refresh

Work Location | Job Information | Payroll | Compensation | Employment Information | Jokb Approsal Cu

The student hire has been approved.

Hiring a student employee and approving the hire completed
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Exercise 4 — Entering and Approving Time for a Student Hourly

Scenario: Student employee has turned in biweekly timesheet to department payroll personnel liaison (PPL).
Now, acting as the PPL, enter employee’s time into Time Collection.

Step 1:
Navigation: Home; Time Collection; Batches; Batch Header
Step 2:
On Batch Header (Header Control) search page, click [ Add & New Value | and enter the following:
Pay Group: BW (Bi-Weekly Pay Group)
(required)
Batch ID: Three alpha/numeric characters to identify the batch
(required)
Note:

Batch IDs may be reused from pay period to pay period
Different Batch 1Ds must be used to create multiple batches in the same pay group and within the same pay
period

Step 3:

Compare your Batch Header (Header Control) page - Add a New Value search page with the one shown below:
University,s

Menu =]

Search:
®

Header Control

[+ Wty Favorites
I- Reports and Reviews
I Recruiting [ Eind an Existing Value || Add a New Value |
[ Workforce Administration
[ Compensation
= Time Collection Pay Group: [pin | O

<~ Batches BatchlID: |ppl

— Batch Header

— EE Data - Current
Appointrment Add

— EE Data - Expirad

Appointrient ) -
! Eind an Existing Yalue
—EE Data - One Time Find an Existing Yalue | Add a Mew Yalue

Step 5:
On the Batch Header, enter the following:

Description: Enter something that will remind you of this batch

(optional)

Batch Status Defaults to Open; leave as is
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Step 6:

Compare your Batch Header page with the one shown below:
University,,

Menu =

Search: Mew Windd]

|@

B My Favarites

[» Reports and Reviews
[ Recruiting

I Workforee Administration Pay Group: B Biweekly Emplayee Batch Source: O Cnline
[ Compengation

= Time Collection Pay End Date:  03/24/2007

Company: cLU University of Colorado Batch ID: PPL

~ Batches

— Batch Header Created By: 187638 Tung,Julianne
— EE Data - Current
Appointrment e
— EE Data - Expired . Description: Batch Totals
Appointrment |Practice Student Time Entrf
— EE Data - One Time "
Favrment [Jone Time Payment Only?
— EE Diata - Entered in
Batch Batch Status
— Approve Tirre Entryho = Approved Totals
aTP (21 Open Approved
— Approve One Time Crcancelled DrEcosea
Pavments CReady Addl Amt:  §0.00 Howrs:  0.00
[ Time Entry Reports
[> Find Batches
[ Workforce Development

[> Organizational Development Save | [=] Motify Eradd | EUpdateDisplay

[ Enterprise Learning

EE Count: 0 Pay Amt:  §0.00

Addl Amt:  §0.00 Hours: .00

EE Count: 0 Pay Amt:  §0.00

Step 7:

Click =53

Navigate to: EE Data — Current Appointment using the navigation panel on the left.

Step 8:
EE Data - Current Appointment search page displays. Pay group and Batch ID default from batch header

Four Methods to search
by: (at least one required)

1. Department ID 5 digit department # associated with employee
2. Empl ID Employee’s ID #

3. Name and Department | Search by Last Name; or  Last Name,<space>First Name;
or Last Name and Department ID

4. % and Department ID | Accesses complete alphabetical list of all employees in
specified department. Enter % sign in Last Name field
along with Department ID

Note:
Department number must be entered when searching by Name, Last Name or % Sign. In case you do time

collection for more than one department, remember that data can only be entered for one department at a
time.
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Step 9:
Compare your EE Data — Current Appointment search page with the one shown below. Because of your search
choice, your page may differ from the one shown here:

Universit
L 01017800

EE Data - Current Appeintment
Enter any information you have and click Search. Leave fields blank for a list of all values.

=

| Find an Existing Value |

Pay Group: hegins with |EIW

Batch ID: heging with |PF'L &)
Department: | begins with | (&'}
EmpliD: heging with |189923
Empl Rcd Nbr: |
Name: heging with |
Last Name: | hegins with |%

Search | Clear | Basic Gearch B Save Search Criteria

Step 10:
Click Search |
Step 11:
On the EE Data — Current Appointment page, enter the following:
Earnings Code: STH (Student Hourly)
(required)
Hours: 24: Indicates employee worked 24 hours in the 2-week pay
(required) period
Step 12:

Compare your EE Data — Current Appointment page with the one shown below:

Umversttyﬂf

- Or

=»

Mew Window | Customize P

Time Entry Data
B save) (QRetunto Search) (1S MextinList] |+5PrewiousinlList |
Company: cl University of Colorado Batch ID: PPL Open
PayGroup:  Bw  Biweekly Employee Pay End Date:  03/24/2007
— [Employee TE Status ]
mpliD: 139923 0 Students i
f HEReLaan O cancelled Approved
Pay A Active Joh Code: 4102 (O Ready Processed
Status: Leave |
Rate: $8.79 Position: 00579869 | Sick: Vacation:

Cusium.za|F.nd|v.ewAlmﬁ First | 1ot1 " Last

24.00 30.00 5210.98)
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Step 13:
Click 252

Note:
To access other employees when using a search list, use icons:

o [SARetum to Search, roryms 1o search page

o |4ENextinlList] displays next employee in list

- [|1SFreviousinlist, gisplays previous employee in list

Step 14:
Navigate to Batch Header using the navigation panel on the left side of the screen.

Step 15:
On the Batch Header page, enter the following:

Batch Status: Change status from Open to Ready

(required)

Step 16:

Compare your Header Control page with the one shown below:
University,s

 10Yado

ACTE] Home

Menu =
Search: Mew Window | Customize Page

[ | D)

B My Favorites
[ Reports and Reviews
[» Recruiting
I Wiorkfarce Administration Pay Group: By Biweekly Emplayae Batch Source: O Cnline
[» Compensation
= Time Collection Pay End Date:  03f24/2007
= Batches
— Batch Header Created By: 187639 Tung,Julianne
— EE Data - Current
Appointment i
— EE Data - Expired ~ Description: Batch Totals
Appaintment fFractice Student Time Entry
— EE Data- One Time .
Payrrent [Jone Time Payment Only?
— EE Data - Entered in —_—
Bateh Batch Status
Approve Tirme Entrgho
TProve Tirme Entryo Q Open Ahproved
— ApDIOVE T O cancelled T
Payments (@ Ready Addl Amit: 0,00 Hours:  0.00
[> Time Entry Reports
[» Find Batches
[ Warkforce Development
[» Organizational Development B save ‘ L\ Returnta Search‘ [=] Matity ‘ S &cd
[» Enterprise Learning
[ Beporing Taal

Add to Favorites

Company: cL University of Colorado Batch ID: FPL

EE Count: 1 Pay Amt: §$210.96

Addl Amt:  $0.00 Hours: 24.00

Approved Totals

EECount: 1 Pay Amt: §0.00

Step 17:
Click B33

Approve the batch: In Practice Area, you are the approver. Access to Approval depends on level of
security. You may or may not be an approver in Production.

Step 18:
Navigate to Approve Time Entry/No OTP using the panel on the left
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Step 19:
On the Approve Time Entry/No OTP page, enter the following:

TE Magnifying Glass: Click “ to see Time Entry (TE) details for each employee
(optional) in the batch
Approved By Checkbox: | Click ® =% after confirming accuracy of EE data
(required)
Step 20:

Compare your Approve Time Entry/No OTP page with the one shown below:

Universityps

L010Taqao

3
Wewe Window | Customize Page
| Time Entry Approve |
Company: cl University of Colorado Description: Fractice Student Time Entry
| Pay Group: B Biweekly Employee Pay End Date:  03/24/2007
BatchID:  PPL  BatchSource: Onling Batch Status: _ Ready
Batch Added By:  Tung,Julianne 187638 Approved By Tung,Julianne

u
Customize | Find | Wiew All | i Firat 1 of 1 Last

L studentSusan 0 2400 $0.00 $210.95
Batch Ready Totals: 1 Employees 24.00 $0.00 $210.96
Batch Approved Totals: 1 Employees 24.00 $0.00 $210.96

B save I L Return to Search I [=] Moty |

Note:

After you have approved and saved your batch, the checkbox for each employee will change from

unchecked to checked, indicating that each employee in this batch is approved.

Step 21:

Click =53

Creating and approving a biweekly time collection batch completed
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Exercise 5 — Recording and Approving Student Employee
Termination

Scenario: Your student employee has given notice that he/she is quitting. His/her last day to work is (Your
Choice). Your goal is to record the termination.

Step 1:
Navigation: Home; Workforce Administration; Job Information; Job Data; Find an Existing Value

Step 2:
On Find an Existing Value search page, enter the following:

EmplID: Enter EmplID of the Student Assistant
(required)
Additional search methods | Name, Last Name, Department, Last 4 # SSN

Step 3:
Compare your Job Data — Find an Existing Value search page with one shown below. Because you are
searching for your employee, your EmplID will differ from the one shown here:

Unw-.fzﬁrsnyqf
01017400
Menu [=]
Search: I
! &
I My Favarites Job Data
[ Reports and Reviews Enter any information vou have and click Search. Leave fields blank for a list of all values.
[» Recruiting
= Warkforce Administration _|( Find an Existing Value 1
[ Personal Information
= Job Infarmation — =
I Contract Administration EmplID: !_bEQmS with + [[189523
[ Review Job Information Ell'll)l Red Nbr: | = A I
[» Repoarts
- Add Emplovrment Name: | begins with ~ |!
lnstance Last Name: | beging with ||
— Job Data e =
— Update Contract Pay MNA Department: hegins with || Q
— Joh Data TransferRehire Last 4 SSN: hegins with | T
anly |
~ Job Approval HR Status: [= v | v]
— Company Property [
TFian Salaras CU Employee Status:| = v| | v|
[ Warkforce Reports [#linchue History
[» Compensation
&> Time Collection ) - e
b Warkiorce Development Search J Clear | Basic Search [E Save Search Criteria
[= Organizational Development
[+ Enterprise Learning
[» Reparting Tools

Step 4:
Click
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Step 5:
On the Work Location page, enter the following:

Insert a Row:
(required) Click to insert a row

Effective Date: Termination Date, which is first day employee no longer
(required) works for the university in this job

Action: Termination
(required)

Reason: RES (Resignation)
(required)

Job Notes: Record any comments relative to the termination
(optional)

Note:

The effective date of the termination is the first day the employee no longer works for the University.
Example: If the last day to work is Friday, May 04, 2007, then the effective date of the termination is
Saturday, May 05, 2007.

Step 6:
Compare your Work Location page with the one shown below:

Universityy,
~O10Tac( 26 CTE Home | Wi
3
e \Window | Custornize Pag
|[“Work Location || dob information | Eayroll | Compensation | Employment Information |
B savel (QRetunto Search| (4EMNextinList] | tEFrevious inList] |2 Refrash | & Update/Display |
Student, Susan EMP ID: 189923 EmplRed= 0
Work Location Find | Wiew &1 First 1of 2 [+ Last
HR Status: Inactive Empl Status: Terminated El
‘Effective Date: 505;05;2007- Ed Sequence: a m s0H:Blules
Action / Reason; E‘_I'z_:-,_(r_"p_i_r]_a_t_i_o_r]_ " RES Q. Resignation
Future
Last Date Worked: 0570452007
Position Number: 1J067 9863 A Student Asst I Position Entry Date: 05/05/2007
Regulatory Region: LIsA United States Eosition Data
Company: cu University of Colorado Appointment End Date: 051182007
Business Unit: UCOLO University of Colorado
Department: 10362 College of Music Department Entry Date: 05052007
Location: TMUS Imig Music Bldg
Establishment ID: cu University of Colorado
Last Updated by: PRACTE1  PRACTSE1 LastUpd DtTm:  0321/2007 2:21:54PM  Date Created:  03/26/2007
Bl zave |  SUReturnto Search | [=] Matity | = Mexttab | i Refresh JFUndateDisplay
Work Location | Job Information | Payroll | Compensation | Employment Infarmation

Step 7:

Click =53

Approve the Termination. (In the Practice Area, you are an approver. Depending on your security access in
Production, you may or may not be an approver.)
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Notes:

Certain Action/Reason combinations do not require Job Approval for the termination; the system automatically

approves the action/reason.

For purposes of this exercise, let’s assume that Termination/RES requires Job Approval, even though it does not.

Step 8:
Navigate to Job Approval using the left hand navigation menu.

On the Job Approval page, enter the following:

Approval Status: Approved
(required)

Job Notes: Approver may add to termination comments entered by

(optional) end-user

Step 9:

Click =53

Step 10:
Compare your Job Approval page with the one shown below:

Universily,s

=13

blew iWindow | Custamize Page

[ Work Location | Job Information ||~ Bayroll ) Compensation || Employment [nfarmation || Job Approval Cu
[ s=ve] (CiRetunto Search| 4ENextinList) | tSPreviousinList] | Refresh |

Student Susan ID: 158923 Appoimt End Dt 05/18/2007

Approval Find  First 12tz Last

Effective Date: 05/05/2007 Sequence: 0 {1 Job Notes Payroll Status:  Terminated

Action: TER TerminatnReason: RES Resignation
Department: 10362 Callege of Music Action Date: 03i26/2007
Job Code: 40z Student Asst 1l %TIME: 250
Position Number: 00679269 Student Asst 1l StdHrsWk:  1.00
Comp Freq: H Haourly
Pay Rate Data Compensation Summary
Annual Rate: 457 080 Base Compensation Rate: & 700005z
Monthly Rate: 38.080
Hourly Rate: g.790000 Total Compensation Rate: & 7a000052

Status Date: 03/26:2007  ApprReject: Tung.Julianne

'Approval Statu :: A_p_proved _:

Effective Date: 02/02/2007  Sequence: 0 [j Job Motes  Payroll Status:  Active

Action: HIR Hire Reason: HIR New Hire

Department: 10362 College of Music Action Date: 03/21/2007
Job Code: 4102 Student Asstll %TIME: 250
Position Number: 00579869 Student Asst Il StdHrsWk: 100
Comp Freq: H Hourly

Terminating the student assistant completed

End of Life Cycle Exercise for a Student Hourly Employee
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