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UCB - Regular Faculty Business Processes
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Bouider Reguiar Facuity - Adding a Concurrent Job (inciuding spiit

apnaintmants]

Need to add an
additional job

Feview faculty's existing jobs
wid Job List Inquing Fanel. 1=
an employes record available th

See PS Step-by-Step
guide AUNETR

See PS Step-by-Step
guide: M- LI

Additional Job

Added

¥

re-use?
YES ez ar Mo WO —
¥
Uze TransferRehire Uzedob data panels D‘%F‘t E"'tEfS_ neceszan;
e— o —je] information to add
panel to aocess to aocess employes L
employee data data concurrent job into
e FeopleSoft

020102

See PS5 Step-by-Step
guide:Ai-Ac

Lean's office

approves new job in
FeoplaSaoft.

See PS5 Step-bu-Step
guide A A0
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MOTES:
This process is used when an emplovee already has an existing job in the system and is
being hired for an additional job during the AY.
Department must identify a position to be used for the appaintment.
Call PBS for help with RehirefTransfer, if necessary.

Boulder Regular Faculty - Change and Approve Encumbered Position

022102

Need to Changs Lept has received D_ept ente_rS appropriate
", approval to change - infarmation to make a

Fosition Data L "
position data as needed change to the position

See PS5 Step-by-Step
guide: MP-CFPL

¥

Position Change
Created

¥

Dean's Office approves position
change
in PeopleSoft

See PS Step-by-Step
guide: WMP-AP or hiP-A00

MOTES:
"LIpdate encumbents” will update job data.
Only chanoes to the position that do not involve changes in job code (faculty
https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html
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ranlzj should be dnne'using this process. See Reclassification rap far prn:u;ess

to change job code.
llsed to reactivate a position after a failed job search.

Boulder Regular Faculty - Change and Approve Unoccupied Position

Lept has received

Needto Changs approval to change

L4

FPaosition Data

position data.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html

Department enters necessany
changes to position (with
comments) into PeopleSoft

Fas=ition Change
Created

02421002

See PeopleSoft SBS
guide MP-CRD
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'

Dean's Office approwves
position change in
FPeoplesoft

See PeopleSoft SBES

guide hiP- 2
MNOTES:

Cnly changes to the position that do not involve changes in job

code (faculty rank) should be done using this process. See

Reclassification map for process to change job code.

Lsed to reactivate a position after a failed job search.
Boulder Regular Faculty - Create and Approve New Position

08/21/02
Lean sends out Lept prepares Lrean's Office

Meedto
Creste @ MNews
FPasition

requests for
Recruitmeant Flan to
depts (if applicable)

zends to Dean for

Recruitment Plan and

approves Recruitment

approval (if applizable))

Flan and fanwards to
Frovost for Approwal

ANE for Fac, Affs, sends signed
Faculty Recruitmemt

&

Authorization Form to Drean

¥

Dean's Office notifies dept of
approval and sends copy of signed

Leptlrean prepares Faculty
Recruitmemt Authorization

¥

If approved, Provost's
office notifies Dean and

Form and send to AWC for
Faculty Affairs.

Faculty Recruitmemt Authorization
Form (if applicable)

Dean's Office creates new
position, and approves the

returns Recruitment Plan

new position, and its
funding, in PeopleSoft

Position Created and
Position # assigned.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html

See PS5 Step-boy-Step
guide MP-CP

See PS Step-by-Step
guide MF-AF

See PS Step-by-Step
guide MP-AFD
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MOTE:

The Department can check the status and funding of the position on-line.
Positions are not re-used. If a search was unsuccessful, the Position #

will be de-activated and rmust be re-activated for a new search.

* Comments must identify what position is for, i.e., rank, sub-discipling, and source of funding

Boulder Regular Faculty - Create New Summer Position, Hire, and Approve

Meed to Creste =
Mews Surmmmer
Faosition

Cept creates new position by
antering necessany information
into PeopleSoft

SurnrerPosition
Created

¥

Dean's Office approwes new

¥

Meedto Hire into
Surnmer Position

h 4

Rewview faculty's existing

jobswia Job List Inquiny

Fanel. Iz an employee

recard awailable to re-
use’”?

position in PeopleSoft

See PeopleSoft 5BS
guide: MP-CP

See PS5 Step-by-Step
guide: MP-AF or WP-A7

Use job data panelsto aceess

employee information

See PS5 Step-by-Step
guide; Au- LI

Y

OF Use RehiredTransfer panel
to access employes data.

See PS Step-by-Step
guide: AUTHRE

NN —————

Dept enters neceszany

¥

information to add concurrant

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html

Y

0Ss21002
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- job into FeopleSoft See PS Step-bw-Step
guide:Aut-Acd

Dean's office approves
new job in PeopleSoft.

See PS Step-toe-Step
guide: A= A0

NOTE:
This process is necessary for the creation of new summerfaculty positions, which
can include teaching, research, or administration.

Descriptions and comments must include: "Summer Appointment Teaching™ ar
"Summer Appointment Research”

Fefer to Summmer Session Memo for details.

https://Ammw.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html 6/46
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Boulder Regular Faculty - Hire and Approval Process

An offer for a Faculty position
has been offered and accepted

Employae completes Lovalty Oath
Pearsanal [ata Wiodsheet, Wid,
and direct depasit form.

020102

)

Send copy of Social Security card

documents to PBS

The Human Resources Director's

Wi and Direct Deposit i, folu?e ,ar Flelna_gated Deptl'Dea_n. il |
prowide guidelines for completing th

B Form

Y

Lept enters all necessany
information into

PeopleSoft
See PS5 Step-by-Step
Guide-HREF
¥
Hire
Complete
¥

Lean's Office approves
hire in PeopleSoft

See PS Step-boy-Step

Guide: S-S0

MNOTE:

The name entered on the Mame/&ddress panel must be exactly the same as on
the new employee's saocial security card.
WERIFY FUNDING. System will automatically take you to Funding Distribution
panel if an Appt. End Date is entered.

Academic Year (AY) is 8 manths long, fram 941 to 531,
Flease complete the Emergency Contact panel.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html
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Boulder Regular Faculty - One Time Payment and Approval Process

0zm10z

Lept entars necessa [Lept prepares both

Meedto process P . n F1prep .
One Time Pay pages of One Time

faculy's One Time . L
information into

Fayment form and
Pay FPeopleSoft highlights batch #

See PS5 Step-by-Step
Guide: TC-OTF

¥

Farms are sent to
Lean's Office for
Approval

[ean's Office approwves
forms and fonuards to
AVE for Fac. Affairs

Ore Tirme Payment
Processed

¥

ANE for Fac, Affs. approves
One Tme Payment forms
and enters approval of batch

into PeopleSoft See P35 Step-by-Step
Guide: TC-A00

MIOTE:
This process is for non-base building one time payments.
See Campus policy at httpAseeee cu edu/pbsfhr_forms/One_Time_Payment.xls

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html 21/46



11/6/13 UCB - Regular Faculty Business Processes

Boulder Reguiar Faculty - Permanent Change in Position FTE and
Approval

o=r2102

] ep Lept enters

t Mzedto Change in::r:iiannr: ta Ermployss FTE Change
End FTE of Employes shange FTE in Frocessed
User FeopleSatt

See PS Step-by-Step
guide MF-CFL

Dept enters necessany Dean's Office

Lean's Office approves

job data in F'e-:-pleS-:-ft_

changesto job data in -
FPeopleSoft

See PS5 Step-by-Step
guide A=A

See PS5 Step-by-Stap
guide Ai- L0

approves changes to
FTE

See PS Step-by-Step
guidehF-AF or kP-A

NOTES:
This process is OMLY used at the pastion level, and OMLY for a
permanant change in FTE for an employee in their current position.
Make this change on the 1st day of pay period

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html
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Boulder Regular Facuity - Promotion, Tenure and Approval Process

UCB - Regular Faculty Business Processes

Mzed to Change
Encumberad Position

Dean's
Office

Prowost rewiems

Lept completes WCALC
Chediist and sends with

Lean's Review Committes
reviens documentation and

required documentation to
Lean's Office

recommendations and (4
makes decision

L

Lept and Dean are
notified by Provost of

WEAL reviewms documentation
and makes recommendation to
Frovost

makes recommendation to
Cean

¥

decision

Dean's Office enters new
Caontract Pay information intos

Dean's Office enters
effective date of change,
academic rank, and new job
code into PeopleSoft

[ 3

Lean reviewms dept and Dean's

Committes info, adds additiona

documentation as required and
sends to Frovost

Fosition Reclassification
Processed

See PS5 Step-by-Step guide
MP-CPD

FPeapleSoft, if applicable

See PS5 Step-by-Step guide
CP-2A0 ar CP-CC

¥

Faculty Promation DI’\

Dean's Office verifies"update
encumbent' data, enters
neceszans changes into

FeopleSoft, and approwves.

0s/2102

Dean's Office approves

See PS5 Step-by-Step guide
AAEPRO AN D S aine At

reclassification of position

See PS5 Step-by-Step
guide MP-AF ar biP- 2

F

Tenure Processed

Fromotion and Tenure actions
sentto Chancellor for approwal wia
[Lelegation Report

Motes:

This process is used to make position changes for faculty undergoing promotion or tenure.
These position changes will not be approved until the Yice Chancellor has made a decision
regarding the faculty member's case.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html

32/46



11/6/13 UCB - Regular Faculty Business Processes

Boulder Reguiar Facuity - Reappointment and Approval Process

08r21002

Lept completes WCAC Dean's Review Committee
Heed to Change Chechlizt and sends with | reviews documentation and
Encurnbered Position required documentation "1 makes recommendation to
to Dean's Office Cean
¥
Frowvast rewiems WEAL reviews documentation Dean's Office re.men.n.n.s dept and
. . Dean's Committes info, adds
recommendations and 4 and makes recommendation to " .
L additional documentation as
makes decision P rowost

required and sends to Prowost

h 4

Dean's Office enters
effective date of change,

Dept and Dean are Position Reclassification

notmejei!{s::wﬁ of " academic rank, and new job Processed
code into PeopleSoft
See PS5 Step-by-Step
guide MP-CFL
Dean's Office verifies "update
Action iz sent to encumbent".data. enters necessany Dean'js.lzlffilce apprmr.e.s
Chancellor for approval changes into PeopleSoft, and reclaszification of position
Approves.
. See PS5 Step-by-Step guide See PS5 Step-by-Step
Rezppoint rment i
Processed AP RO AN LD S s A quide WP-AF ar hiP-2i

Motes:
This process is used to make position changes for faculty undergoing reappointment. This position
change will not be appraved until the Provost has made a decision regarding the faculty member's case.

Flease enter appointment end date on the "Employee Data" panel in Administer Workforce for all tenure
track faculty.

Mew position data will be updated to employee's job data via the update encumbants process.

Fasition changes may not be needed for reappointments. They are only needed if there is a change in
Job Code.

If the effective date of a praposed change is future dated, the compensation rate must be verified.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html 33/46
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Boulder Regular Faculty - Sabbatical and Other Leave
Process

Lept obtains written request

from employee for leawe

Chair approves
leave

Lept enters leave information
into Peoplesoft and furnishes

020102

hard copy to Dean's Office

See PS Step-boy-Step
guides: A-LOA
CP-CPD or AW LUID

&

Lean approves
request in PeopleSoft

Mon-Sabbatical

Sabbatical

AOWC for Fac Affs. concurs with
-t leawe request, files hard copy,

¥

Lean approves hard

and sends copy to Dean's office

See PS5 Step-boy-Step

guide: A0S A

copy leawve request.

Faculty
requests Leawve

Faculty member completes

zabbatical plan and submits to Dept

for approval

Chancellor approves leawve
o= request wvia Regent
Lelegation Report

Facultylezwe
Processed

Lept approves sabbatical

WCA for Fac. Affs. informs
Lean of approwval

Ml request and fonwards to

Dean for approwval

¥

Board of Regents approwves

Lean fonmards zabbatical
request to Prowost for
approval

¥

zabbatical far faculty -t
member

request and fonwards to Board of

Frowast approwves sabbatical

Regents for approwal

Dean informs Faculty membear

of Approval

Faculty Sabbatical

¥

Dept enters necessany Faculty
infarmation into Peoplesoft

See PS5 Step-by-Step guide
A-LOA, CP-AYSC, CPFSE,
or CRSSC

¥

Frocessed

Dean approwves [eave an
FeopleSoft

See P5S Step-by-Step
guide S-S
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Boulder Regular Faculty - Selection and Offer Letter Approval Process

Meed to obtain
approval of
selection and
offer letter

Aszzoc, WC for Faculty

Lept should review guidelines faor
zelection procedurasin
"Recruitment & Hiring Guides" of
both College and Campus.

Caollegesschaal
approves draft offar

Affairs approves draft -
offer letter

Dept'lean preparas ariginal offer
letter based on any revisions to

020102

Lept/Dean should
review samples of offer

letters in Recruitment &
Hiring Guides
¥

letter, as applicable, =
and sends to CU Offer
Line

DeptsDean and AWC for

Lepatment initiates draft offer letter an

sendsto Dean's Liaison (as applicable)

with required backup materials. If Joint

Hire, a3 Memorandum of Understanding
is preparad and approwved

Lept/Dean mails offar

M| Faculty Affairs approve and

draft letter ) letter to candidate
sign offer letter
¥

Lean sends copy of signed offer letter to

Lept and original offer letter to WC for Candidate returns signed
Academic Affairs along with completed offer letter to Dept.fDean

Recruitment Authorizatiopn Form.
MOTE!

These processes occur outside of PeopleSoft
Additional appravals and documentation may be required for specific

situtations, e.qg., spousal hires, salaries over $50,000, start-up commitments,
hires with tenure, etc.

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html
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Boulder Regular Faculty - Separation and Approval Process

Meed to terminate an
employes

Chair accepts lettar of
resignation fram employe

and fonwards to Dean

Dean Accepts lettar
and fonwards 3 copy to
AN for Fac., Affs,

See PS5 Step-by-Step
guide A= TER M

Department processes
termination by entering
infarmation into
FPeopleSoft

¥

See PS5 Step-by-Step
guide Aht-A

Dean approves
termination in
FeopleSoft

Termination

Frocessed

Chancellor approves via
Regent's Delegation
Report

020102

https://mww.cu.edu/pbs/hrbp/Campus_Specific/ucb/ucb-fac-regular/ucb-fac-regular.html

44/46



11/6/13 UCB - Regular Faculty Business Processes

Boulder Regular Faculty - Time Entry for 12 Month Facuity

020102

Meed to enter ti me for an Dept obtains signed and
amployes i
Dept Pl e authorized leave record
End from employee.
User
Li

Lepartment enters

leawe information into
FPeapleSoft See PS Step-by-Step

guide: TC-LEAB

Time recorded for

employes

Cept retains signed copy of
leawe record then prints and
keeps Time Entry Roster
Feport

MOTE:
The authorized individual who signs the time entry roster report should
not be the same individual who entered the data into the system.
This process does not take the place of the Employee Woaork Record.
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