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8.9 HRMS Step by Step Guide

Summer Session Teaching Contract - Workforce Administration Module

Overview: This guide provides instruction for setting up Summer Session Teaching Contract
appointments for regular, student, and other faculty. Existing terminated employee records should be
used. Always use employee records from previous summer appointments if available.

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

1. Typical Examples
of when to use Add
Employee Instance

2. Begin Add
Employment
Instance by
reviewing Job List

Navigation
"1 Reports and
Reviews
[ Job Information
1 Job List

3. Job List Search
page displays

'] Enter one or more of
the search fields

. S h
7 Click =52
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Summer Session Teaching Contract - Workforce Administration Module

] Hiring a student with more than one job
71 Hiring a student for a summer position as well as academic year position
1 Hiring a faculty as chair in addition to academic year position
1 Hiring a faculty for a summer position as well as academic year position
1 Hiring a classified or professional exempt as an instructor as well
1 Hiring a retired employee
Univ-?_rsityqf.
Menu ———— E

Search:

|/ Reports and Reviews

Reports and Revisws
P “] Auditing
L Auditing
Elpersonnel Actions Audt

teports and
[ Auditing
[ Funding and Suspense
[> Joh Information

"';’ Funding and Suspense >~ _," Job Information
Funding and Suspense { = Jok Information

ElEmployee Job Data - Fund Dist ElBenefts with No Earnincs

[> Payroll and Time =] Time Entry Audit FEIFunding Cistribution - Deptil: =l Contract Pay
Collection EIFunding Distribution - Pashia EEmployees on Leave of Absence
I> Personal Information 7 More... 12 Mare...
[> Position 2 I : P . z i
b Recniting |/ Payroll and Time Collection | Personal Information “ | Position
b Training ~ Payroll and Time Collzction Personal Infarmation Position
& Recruiling ElEmployes Compengation ElCampus Box Table = #cfivednactive Positions

=lEmergency Contacts

[ Warkforce Administration Leave Balancs - Termed EE =] ctive Position History

I Compensation F?:ﬂemme -_ﬁgr;ﬂgloyee Birthdlays ?mgmbem Histary
& Time Collection e g HE

I Workfo_rcg Development [ 'f Recruiting “ 1 Training

[ Organizational nge\opmem !.: “" Recruiting Training

[> Enterprise Learning =l Candidate Listing = Admin Training

I Reporting Tools =lJok Reguistion Information = Stuclent Training History
— My Dictionary =

Eeview Training Summary.

university,s
. 010Tadc

HRESTEST T _PPL Home
3

Mew Window | 5

Job List
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

EmpliD:
Name:

baging with |+

Last Hame:| begins with

\
begins with + |
\
\

National ID: | beging with +

Search Clear | pasic Search Save Search Criteria
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4.Job List page
displays

(] Review basic
information for all of
employee’s records

[ Determine if there is
terminated record (T)
that will likely be re-
used for Add
Employment
Instance

5. Continue to Add
Employment
Instance

Navigation:
] Workforce
Administration
71 Job Information
1 Add Employment
Instance

6. Add Employment
Instance page
displays

1 Enter employee ID
"1 Enter effective date
(start date) for the
Summer Session
Teaching Contract

Add
I Click —l

5/4/2007

Universit
Crsilyof

wolorado

B
Mewwindow | Customize Pace |
Job List
Chang,Lei ID: 137234

5
Custorize | Fing | View all | B2 First 15065 0 Last

Description

0 09/01/2006 1103 |Asst Professor R 100.00 MON 1.000000 A 10261 | School of Education [+ 00640858
1.05/01/2004 1103 |AsstProfessor R 5.00 MO T 10261 | School of Education C 00602088
2 DA/25/2005 1103 |Asst Professor R 10.08 MON T 06f24/2006 102681 | School of Education [+ 00630236
3 08/01/2006 1103 |AsstProfessor R 100.00 MON T 10261 | School of Education c 00632403
4 0B/0A/2005 1103 |AsstProfessor R 100.00 MON T 10261 | Schoaol of Education [+ O0BETETS

L\ Return to Search | [=] motity I

Universit
LO10Tadc ST T PEL Home
Menu
Search:

& E’J/// Job Information

I My Favorites = = = =
Mairtain information sbowt & person tied to & specific job record

[ Repaorts and Reviews
b Recruiting = Add Employiment Instance Job Data

= Warkforce Administration Add Employment Instance or Add Hire/Rehire Enter job information including work location
Row and compensation details

Update Contract Pay NA

Add or updats cortract pay details including
payment type, term, and period

[ Contract Administration
I» Review Job Information

Job Data Transfer Rehire on Comtract Adiministration Review .Job Information

[» Reparts Jok Data TransferRehire only Mairtain contracts or other written Inguiry pages and reports that show work
— Add Employrment agreements with their employess and information for & person
Instance contractors =l.Job Sumiery.
— Job Data ElUpiate Contract Pay MA Elyiork Shuchy
— Update Contract Pay M4 ElJob List

= ﬂData TransferRehite CompanyPiope
e BT Erter the assignments of company property
[ Plan Salaries CU
[ Warkforce Reports
[ Compensation
[> Time Collection
I Waorkforee Development
I> Organizational Development
[» Enterprise Learning
[» Reporting Tools
— My Diclionary

ﬁ Repoits
Cortains reports based on Job data of the

Orgganization.
ElEmployees on Leave of Absence
= Temporary Emplovees

Umv?r?ltyof

oraco

Mew windaw: |

Add Employment Instance

Add an Additional Job

EmpliD: Q
Effective Date: [

Add

Summer Session Teaching Contract - Workforce Administration Module

Page 2 of 7



7. If system finds a
terminated job
record available for
reuse, Add Job
Srch Cu page
displays

Ok
[] Click Q to

reuse this employee
record number

1 1f suggested
employee record is
not to be used,
proceed to Step 14.

8. Work Location
page displays

] Action of Rehire
defaults

"] Choose Reason
SUM for summer
teaching

1 Enter position
number for Summer

Session Contract *
[] Click a to enter

notes about the
additional job

71 Click [ Jdoh Infarmation |

University,,
Colorado

RACT01 Home
(=3
Mew Window | Customize Page | &, @

Add Job SrchCu
TERMINATED JOB RECORD FOUND FOR THIS EMPLOYEE:

The following job record will be reused far the regquested
concurrent (additional) job. Please press OK ifyou wish to
continue and allow the systemn ta reuse this emplovee record
number of CAMCEL ifyou don'twant to use the terminated
emplovee record the system has selected

EmpliD: 137234 Chang,Lei
Empl Red Nbr: 1 Pay  Terminated
Status:
0Ok Cancel
UnNIVErsIt
o yr)“f .

—010TauC

Elr

Mew Window | Customize Page |M% G

| Work Location | Job Information | Pawoll | Compensation || Employment [nformation |

B save) | QiReturnto Search] [4SMNextinList] |+ Previous inList] | Refrash | & Update/Display] [}

Chang,Lei EMP ID: 137234 EmplRcd # 1
Work Location Find | Wigw Al First ot 13 [ Last
HR Status: Active Empl Status: Active =
‘Effective Date: Sequence: o) [ Joo hotes
Action / Reason: :SU_MQ gummer Teaching
Current
Last Date Worked: 04i3002004
koskiomNumbeE: TR, R psstpromssor Position Entry Date: 02/01/2007
Regulatory Region: usa United States Position Data
Company: cu University of Colorado Appointment End Date:
Business Unit: UcoLo University of Colarado
Department: 10261 School of Education Department Entry Date: 02/01/2007
Location: TEDUC Education Bldgy
Establishment ID: cu University of Colorado
Last Updated by: pay5G4cu- LastUpd DtTo:  05/18/2004 5:36:18PM  Date Created:  (02/08/2007 1
w05 in HRE
B save I LLReturnto Saarchl [=] Motity I (&) Previols tab I (= Next tab I 4 Refresh J Updmemisp\ay] pz| J [& Corract Histary I

Note: * If the rehire 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 rehire. 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 rehire. (Workforce Administration / Job Information /
Add Employment Instance). Refer to Add Employment Instance step-by-step guide for more information.
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9. Job Information Universityor

Ar

page displays s i
Mew Window | Custormize Page | .5

] Employee CIaSS Wark Location | Job Information || Payroll || Compensafion || Employmentinformation |

defaU|tS for a” but Bl savel |CiRetumto Search| [+EMNextinList] |+5Previous inList| | Refresh | ElUpdate/Display| |2 |

Student faculty (1500 Chang,Lei EMF 1D: 137234 EmplRed# 1

Serles) Job COdeS Job Information Find | View Al First 1) 10113 [ Last

. ! Effective Date: 02/01/2007 Sequence: 0 ik = Appr Status  Proposed

enter approprlate Action /Reason:  Rehire Surmmer Teaching Sl ApprReject & i

Empl CI if o

ap pF|)| Cgb?:s ! Job Code: 1103 Asst Professor Entry Date: 02/01/2007
] Percent of Time and Reports To: 00150855 Dean-Exmpt Prof 128619 Meston, Debra

Standard Hours Regular Temporary: Regular FullPart:

- Empl Class: *Officer Code: [Mone [

defaU|t frOm pOSItlon Regular Shift: NiA Percent of Time: I_

data and can be _;Ias:iﬁt::lmlc: Reg Fat

updated A Change Standard Hours: \ 403 Combined Std Howrs / FTE: 403 ! 0100000

to elther One updates FTE: 0.000000 o Adds to FTE Actual Coumt?

the other

Eusa

D CIle r Eal!'frl:lll -\”a FLSA Status: Exempt

all fields default

B save | ARetuntoSearch | [S]Motify | @ Previoustab | GiNesttab |l Refresh | EUpdateDisplay | 2 7 Hist [EF Correct History

- Click [ Compensation |

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

10. Compensation UnersT,
page d|Sp|ayS s . 0101r8do

Mew Window | Customnize Page | [ A

D Frequency' Verlfy r \Waork Location }r Job Infarmation }r Bayroll ]f Compensation ]r Employment Information }

that C (Contract) haS B 5ave) (QRstunto Suarch| (4E NexdtinList) | 15 Previous inList | | Refresh | EUpdatesDisplay) [ ]

Chang,Lei EMP (1 137234 EmplRed # 1
defaulted

Compensation Find | view &1 First | 10t 12 2] Last

“J In Pay Components

. Effective Date: 02i0142007 Sequence: i NJ Dtb Appr Status  Proposed
. ote
section: Action /Reasen:  Rehire Summer Teaching ApprReject
Current
a) Enter contract :
|Compensation Summary .
Rate Code of |Base Compensation Rate: 1,000.000000F ‘Frequency:  [© L Contract Contract Pay
BAS EC | Total Compensation Rate: 1, 0000000005
b E Salary Administration Plan: 110  Grade: (00 Standard Hours: 4.03
) nter summer Jobh Code: 1103 Asst Professor Percent of Time: 10.08 FTE:
contract Com p [Comparative Information
Change Amount: 0.000000% USD Contract
Rate
Change Percent: 0.000
. ;P%_n_r Rates
11 Click _
Annual UsD Daily UsD
Calculate Compensation | | Aah sk LeR . i
Pay Components customize [Fing | B2 First (1 1074 (2] Last

[] Click

Amaurits

Contract Pay

Calculate Compensation

& Save | [S\ReturntoSearch | [S]Ndtify | @& Previoustab | SiNexttsh | sRefresh | JElUpdateDisplay | 2 nclude Histo [## Correct History
]
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11. Contract Pay
page displays

Contract Pay

"1 Enter Effective Date Contract Information Find | view Al First - 10r5 ) Last

PSS | e [ B -

contract period Contract Pay Type: | v|
1 Enter Contract Pay *Payment Term: | v
Type
"I Enter Payment Term
1 Enter Contract Begin
and End Dates

1 Enter Payment Begin
and End Dates ‘Contract Begin Date: bl ‘Contract End Date: Bl

[1 Click QK Payment Begin Date: ! Payment End Date: [

Actual Start Date: Actual Contract End
Date:
Ok Cancel | Refresh ‘
i University,,
12. Compensation o
. Lolorado
page re-displays =
New Window | Custornize Page | o5, 4
D C“Ck r Work Location }r Joh Infarmation }r Bayrall ]f Compensation ]r Employment Information }
|f E mpll:l'y'mE Mt 1nf|:| rrmation *I B save) (CLRetunto Search | [4SMextinList) | +5Frevious inList) (4 Refrash | ] UpdateiDisplay | ] History)
Chang,Lei EMP (13 137234 EmplRed # 1
Compensation Find | view &1 First 1] 4 ot 13 (] Last
Effective Date: 02101i2007 Sequence; 0 £ il Appr Status  Froposed
Notes
Action / Reason; Rehire Sumrmer Teaching ApprReject
Current
i'.i.:".!“l??.!'s.“‘.i.‘?“ Summary
|Base Compensation Rate: 1,000.0000005] ‘Frequency: e contract Contract Fay
| Total Compensation Rate: 1,000 onoonnsz
Salary Administration Plan: 110 Grade: (000 Standard Hours: 4.03
Job Code: 1103 Agst Professar Percent of Time: 10.08 FTE:
|Comparative Information
Change Amount: 0.000000% USD Contract
| Change Percent: 0.000
P_ay Rates
Annual UsD Daily UsD
| Monthly usD Hourly usD
Pay Components Customize [Fine | B2 First *4oft  Last
Amounts

Calculate Compensation

& Save I E\Returnto Search I [=] matify I = Previous tab | SMNexttah | “aRefresh | ElUpdateDisplay | 2 nclude Histon [ Correct History

5/4/2007 Summer Session Teaching Contract - Workforce Administration Module Page 5 of 7



13. Employment
Information page
displays

1 Appointment End
Date & Contract
Length fields are not
required

] Review and _=.5%"

=3

Mew Window | Custornize Page | [,

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

TestDH, Mame EMP D:

185068 EmplRcd % ¢
Empl Red: 1] Univ Employment Date: Cloverride
Last Start Date:
Termination Date: Service Dt:
Empl Record Years Months Days
Class Staff Seniority Date: Cloverride # g 0 0
Benefits Service Date: CJoverride it a 1] 1]
Class Staff Save Pay End Date: Classified Staff LOS:
Business Title: Job Code Entry Date:
USA
12 Month Facutty [ -
Appointment End Date: [ 8 Contracti ength; L e Appm‘
Accrue Tenure Services [] s FTEfor Tenure Accrual: |7
Service Calculation Group: | Q 0 FTEfor Flex Service Accrual: |

& save J [=] hotity I =1 Previous tak I (= et el I %) Refresh

[Es el

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

Note: * If the rehire 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 rehire. 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 rehire. (Workforce Administration / Job Information /
Add Employment Instance). Refer to Add Employment Instance step-by-step guide for more information.

14. If suggested
employee record
number is not to be
used:

- Gk

5/4/2007

Summer Session Teaching Contract - Workforce Administration Module

Universit;
Crsilyo/
.oloraaoc
=3
Mew Window | Customize Page | 5, @
Add Job Srch Cu

TERMINATED JOB RECORD FOUND FOR THIS EMPLOYEE:

The following job record will be reused for the regquested
concurrent (additional) job. Please press OK ifyou wish to
continue and allow the system ta reuse this employee record
number or CANCEL ifyou dontwant to use the terminated
ernployee recard the system has selected.

EmpliD: 137234 Chang,Lei
Empl Red Nbr: 1 Pay  Terminated
Status:
oK cancel |
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15. Add
Employment
Instance page re-
displays with this
message

1 Click

16. Summer
contract must be
done by:

1 Accessing
employee record
directly in Workforce
Administration, Job
Data

OR

"1 Workforce
Administration,
Transfer/Rehire

Summary Session Teac

5/4/2007

Universityys
Colorado

(=g

Add an Additional Job

Mew Window | B

Add Employment Instance JOBS

®

I My Favotites
[ Reports and Reviews
[> Recruiting

o
I> Personal Information
[> Job Information

I> Plan Salaries CU

I Workforce Reports

[ Compensation

[ Time Collection

[ Warkforce Development

[> Organizational Development
> Enterprise Learning

[> Reporting Tools

— My Dictionary

Summer Session Teaching Contract - Workforce Administration Module

EmpliD: [
Effective Date: | [+
Add
universit;
& yﬂf
_Oloradc
Menu =
Search:

‘ou can select an individual emplovee record number by doing the Following: (21000,89)

1) Go ko Administer WorkForce-Inguire-Job List page ko review available terminated emplovee job records. Select ane
ta re-use,

2) I vou have row-level security access to the employee record number you wish to re-use, you may access that
record directly via Administer WarkForce-Job Data menu.

3) If wou do not have access o the employee job record you wank ta re-use, go ko Administer
Workforce-Use-Transfer JRehire menu ko access the employee job record you have selected,

0
— )
ﬂa Job Information

Maintain information about & person tied to & specitic job record

E" Add Employment Instance
Add Employment Instance or Add Hire/Rehire

Update Contract Pay NA

E" Job Data
Enter jok information including work locstion &dd or update contract pay details including

Rowy and compensation details payment type, tern, and period
Job Data TransferRehire onl [-/)7 Contract Administration [f/” Review Job Information
Joh Data TransferRehire only 7 Mairtain cortracts or other written L~ Inguiry pages and reports that show work

agreements with their employees and
contractors

Elundate Contract Pay Ny

information for 2 person
[l dob Summary.
work Study

=l Job List
Company Property li‘? Reports
Enter the assignments of company property L Contains reports based on Job data of the
Organization

ElEmployees on Leave of Absence
emporary Employees

ning Contract complete
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