8.9 HRMS Step by Step Guide
Percent of Time Change (Short term) - Workforce Administration Module

Overview: This guide provides instruction on how to change an employee’s percent of time on a

short term basis. Changing percent of time may affect benefits eligibility, as well as sick and vacation
accruals.

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 the Job
Data page

University,s
Colorado

' Job Information

I I
D WO rkfo rC e b Reporls Mairtain information akout @ person tied 1o a specific joh record

1> My Favorites
1> Recruiting = Joh Data F== Update Contract Pay NA == New Emplovinent Instance
H%. H [~ Workiorce Adrministration Enter job infaormetion inchiwing work locstion and compensation Acie or update contract pay details inchwing payment type, Creste a nevy employment instance for a person
ministration > Personal Information et ferm, arl oo
1> Job Information
D J b | f t I Warkforce Reports
(0] nrormation I Compensation Other Payee Job Data Transfer Rehire onl

> Time Collection B i other payee instance i the Jok Record record for a person's B Joh Deta TransferRehire only

D Job Data 1> Warkforce Development
I> Organizational Development
> Enterprise Leaming =
I Reporiing Tools [ e | Review Job Information Company Property
— My Dictionary ~ iy pages and reports that shovy work infarmation for & Enter the assignments of company property.
e — an

page displays

Enter arny infarmation you hawve and click Search. Leave fields blank for a list of all walues.

"1 Enter EmplID or
name [ Find an Existing Value |

L Click  goaren EmpliD: |begins with + ||[163797

Empl Red Nbr: |: v |

Mame {LM,FN): hieqins with |

Last Hame: |begin5 winith W |

Drepartment: |begin5 with W | Q
Mational ID: |begins with |

HR Status: [= v| | v
Employee Status:| = W | | W |
Include History

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

] Click to insert a
new row

4. The Effective Date
defaults to the
current date;
change, if
necessary

[1 Enter Action of Data
Change

[1 Enter Reason of PCT

[ Click [J JobNotes g
document reasons for
the percent of time
change
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|“Work Location || Joh Infarmation || Eayrall || Compensation || Ermployment Infarmation |

ﬁ Save QReturn to Search) +E Nextin List) +Z Previous in List) 3 Refresh ) ] UpdateiDisplay
Rousseau,Torleif EmPF 10: 163797 EmplRed# 0
Work Location Fing | Wigwne Al First 1of 18 [ Last
HR Status: Active Empl Status: ShortWork Calculate Status and Dates| =]
Break
‘Effective Date: 011142007 [ gequence: 1 [ Jow Notes
Action / Reason: Data Change v | |RAP Q. Reappointrent
Current
Last Date Worked: 081 42006 Expected Return Date: E‘]
Position Number: 00508048 aQ Program Assistant | Position Entry Date: 0B/01/2006
Regulatory Region: USA United States Pasition Data
Company: cL University of Colorado
Business Unit: UCOLD University of Colorado
Department: 51000 Payroll & Benefit Serices Department Entry Date: 03i28r2004
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cL University of Colorado
Date Created: 011152007
Bl save | SiReturnto Search | [=] Motify Mexttab | s Refresh FUpdateDisplay
Work Location | Job Information | Payrall | Compensation | Emplovment Infarmation
| Work Location || Job Information || Fayroll || Compensation || Employment Information |
B save] (ClReturnto Search] [4EMNextinList] [+EPrevious inList] [ Refresh | 2 Update.Display
Rousseau Tatleif EmP 1D: 163797 EmplRcd= 0
Work Location Find | e &l First 1 af 17 [+ Last
HR Status: Active Empl Status: ShortWark Calculate Status and Dates| =
Break
‘Effective Date: 0111212007 [3i Sequence: 0 % JEBDREEE
Action / Reason: Diata Change w PCT Q. Change Percent’Std Hours
Future
Last Date Worked: 091452006 Expected Return Date: E!'J
Position Number: WL Q Program Assistant | Position Entry Date: 060172006
Regulatory Region: LISA United States Position Data
Company: cu University of Colorado
Business Unit: LCOLo University of Colorado
Department: s1000 Payrall & Benefit Services Department Entry Date: 032872004
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: (o] University of Colorado
Date Created: o1i1r2007
B save | SAReturnto Search | [Z] Motify Mexttab | L Refresh | UpdateiDisplay

Wiark Location | Job Informmation | Payroll | Compensation | Employmment Information
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5. Job Data Notepad

page displays

[1 Click Add & New Note

6. Job Data Notepad
— New Note page
displays

[0 Enter note

[] Click Save

] Click ‘Return to:
Job Data Faoe

=| Job Data Notepad
[* Instructions

= Selection Criteria

‘ID: Rousseau Torleif
‘Empl Redz:
‘Eff Date:
'Sequence:
Earliest Note Date F End !
Add a New Mote Return To: Job Data Page

There are no existing notes far the specified search criteria.

Return To: Joh Data Page

%DC] Job Data Notepad - New Note
[+ Instructions

Selected Note

D: 1G37aT Rousseau, Torleif
Empl Redl®: 0

Eff Date: 2007-01-12
Sequence:

Sulject: Percent of time chanoe

= Selected Note(s)
Search | |

Created:

Creator:

Last Update:
by

Note Text: |Enter notes regarding employee's percent oftime change here..|

Sawve Lndo Changes

Return To: Mote Selection Pane
Job Data Page
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Select All Motes
Clear Selections

011172007 3:05FM
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7. Work Location

| Work Location || Joh Infarmation || Payrall | Compensation || Employment Infarmation |

p ag e d I S p | ays ﬁ Save QReturn to Search) += Nextin List) +Z Previous in List) 3 Refresh ) £ Update/Display
M Clle Rousseau,Torleif EMP (1 163797 EmplRcd # 0
the| dobInformation | tab L0l (LT finet | Wizw a First [ 1 of 17 0 Lot
HR Status: Active Empl Status: Short otk Calculate Status and Dates| =]
Break
‘Effective Date: 01122007 5 sequence: o (£ Job hotes
Action / Reason: Data Change v PCT QL Change Percent'Std Hours
Future
Last Date Worked: 0971472006 Expected Return Date: E‘]
Paosition Number: 00808046 Q Program Assistant | Position Entry Date: 06/01/2008
Regulatory Region: LISA United States Fosition Data
Company: cU University of Colorado
Business Unit: UCoLo University of Colorado
Department: 51000 Payroll & Benefit Services Department Entry Date; 032902004
Location: 1ARCE Admin & Rsch Cir-East Campus
Establishment ID: cU University of Colorado
Date Created: 0111172007
B save | S\Returnto Search | [S] Motify Mexttab | s Refresh ZUndateDisplay
Work Location | Job Information | Payroll | Campensation | Employment Infarmation
8. J Ob Inform ation Work Location || Job Infermation ||~ Bayroll | Compensation || Employment Infarmation |
page displays
Rouszseau, Torleif EmF 1D: 1637497 Empl Rcd = 1]
"1 Enter new Percent of

Job Information Eind | e &1 First 1af 17 |I| Last

T| me & save) (CQLRetunto Search| (45 MextinList| (15 Previous inList| [ Refresh | 2| Update/Display
Effective Date: 0151242007 Sequence: 1] % N.Job Appr Status  Proposed 011142007
i otes
'] Review your work Action {Reason:  Data Chy Change PercentiStd Hours ApprReject
Future
= Job Code: H4R 13 Program Assistant | Entry Diate: 060172008
H Save

0 Click 2s=e|
Reports To: 00508127 General Professional [l 105654 Schneider, Cary R.

D A" RegularTemporary:  Regular FullPart: == 50%
aCtlonS/reaSOI’lS Empl Class: ‘Officer Code: Mone b
entered for this Regular Shift: Mis, Percent of Time:| 80.00
perce nt Of t| me Classified Indc: Class Staf

. Standard Hours

change require

Standard Hours: 32.00
approval

FTE: 1.000000 Adds to FTE Actual Count?

*Euysa
FLSA Status:  Monexempt
B save | LU Return to Search | [=] Motify | Previous tab Mesttab | fL Refresh FUpdateDisplay

Wiark Location | Job Infarmation | Payroll | Compensation | Emplayment Information

Percent of Time Change (Short term) complete
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