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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE
INFORMATION

Similar to Banner, HRFE allows you to access confidential and sensitive information.
Guidelines have been created to help you manage your responsibility.

You are responsible for any activity that occurs using your logon

¢ Do not share your passwords or store them in an unsecured manner.
¢ Do not leave your workstation unattended while logged on to administrative information
systems.

You have access to very sensitive personal information

¢ Do not share confidential and sensitive information with anyone, including colleagues,
unless there is a business reason.

¢ Retrieve printed reports quickly, and do not leave the reports lying around in plain view.

e Secure reports containing confidential and sensitive information (e.g., FERPA,
EEO, or HIPAA protected data).

e Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

Any violation could subject you to disciplinary action.
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Add a Job

HR Front End Add a Job Quick View

e Locate the employee’s record and
initiate an Add a Job transaction

e Complete the Employee Class
Determination screen

e Complete the Job Dates screen

e Select position and complete the
Position Data screen

e Complete the Job Data screen

e Review Employee Record View

* Transaction is routed and applied to
Banner

HR Front End Training 3
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Introduction

This guide will help you understand and process Add a Job transactions in the HR Front
End. It includes an explanation of the Add a Job transaction and gives general
guidelines about when it is appropriate to use the Add a Job transaction type. It also
provides instructions on how to complete Add a Job transactions.

Assumptions

This guide assumes that you have completed the HR Front End Overview and Navigation
online course. This prerequisite helps acquaint you with the general functionality of and
navigation in the HR Front End. Material presented in the HR Front End Overview and
Navigation course is not repeated in this guide.

Before processing an Add a Job transaction, ensure that prior approvals have been
obtained where applicable.

What is an Add a Job Transaction?

Add a Job transactions are used in the HR Front End any time a new job is added to an
existing employee with an active status. Some examples of when the Add a Job
transaction would be used include:

e Adding a secondary job
e Adding a lump sum job
e Adding a stipend job

Note that when you need to add a job previously held by the employee (same Position Number
and Suffix) you must use a Reappointment transaction.

Conventions Used in this Guide

Indicates a Note or Y ar Indicates a Hint such as
additional information \p a tip, shortcut, or

that might be helpful to N additional way to do
you. something.

Indicates a Warning
of an action that you
should not

perform or that might
cause problems in
the application.

[= (i)
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Adding a Job

The Add a Job transaction is completed through a wizard that guides you through a series
of screens. Once all of the screens in the wizard are complete, you are brought back the
Employee Record View to review the proposed change and route the transaction on to be
reviewed and applied to Banner.

Initiating an Add a Job Transaction

To initiate an Add a Job transaction, you must first open the employee’s record.

1. Click Employee Search in the navigation bar at the top of the screen.

The Employee Search screen appears.

Employee Search

Employee Search

UIN: LAST NAME: FIRST NAME: USERID: SSN:

! 2) | | I

COA: COLLEGE:

|9 - University of llinois - Admin v |- al P
DEPARTMENT: ORGANIZATION:

| *_All v | . Al v
CAMPUS: EMPLOYEE GROUP:

| U - UG Urbana f Champaign v = Al pe-

(] INCLUDE TERMINATED EMPLOYEES

Search|  Reset|
_I(T' Query returned 1 rows.
| aLast Name | First Name E-Class Emp Status Home ORG
93?5 432 BA- Acadifro 1ZmthBenElig A U-§-904001 - AVP Human Resources|Shared

Figure 1: Employee Search screen

2. Type or select the search criteria in the available fields and click Search.
The search results appear in a table at the bottom of the screen.
3. Highlight the desired employee in the results list and click Select.

The Employee Record View for the selected employee appears.

6 HR Front End Training
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) HRFE: ERV [Full View:Mo Transaction:Readenly] - Mozilla Firefox

. SETESI 9.904001-AVP Human Resources/Shared ECLS: BA  Tot
Full View:No Transactien:Readonly:BioDemofccess:JobAccess=[U22157 01, LUZ2157 00]

oare: |PICETC I

GEMERAL INFO BIO / DEMO
19 EMPLOYEE GEMERAL INFORMATION

UZ2157.00: VST TRAINING SPEC  ECLS:BA TS ORG: -699008 TYPE:P FTE: 1000 MTHLY: 54, Sepaiation

W2009 BGTPRO:X $I'.lTL'P$:|

Prind Friendly View

Figure 2: Employee Record View

4. From the Transactions menu, select Add a Job.

The Employee Class Determination screen of the Add a Job wizard appears.

HR Front End Training 7
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Determining the Job Employee Class

Use the Employee Class Determination screen to establish the Employee Class for
the job being added. The screen automatically refreshes and populates questions
based on the Employee Group selected and the previous questions answered.

* ) HRFE: Add a Job - Mozilla Firefox =

Add aJeb Wizard

Add a Job Transaction (10: 1);
Salary: $46,816.88

E-Class

987654321 1570000 Special Education ECLS: AA Total FTE: 1.000 Base Salery: $46816.88 Total .

EMPLOYEE GROUP
IA- Faculty and Other Academics % @

Please answer the questions below.

Does the Employee hold a J1, J2, F1, or F2 Viga?

OYOS
Eino

TOTAL % EMPLOYED
100

Whal is the length of the academic contracl?

| Greater than or gqual 10 3 months ¥

What is the pay basis?

anz2 »

You have chosen to Add a Mew Job. This section will help determine the appropnate employee class. Please complete the required information and chick Continue

Select the appropnate Employee Group from the list below.

m@

Save| (Closa | Delste Transaction |

Figure 3: Employee Class Determination screen

5. Select the appropriate Employee Group for the job you are adding.

6. Complete the fields displayed based on the Employee Group selected.

Group.

7. Click Continue.

NOTE: Refer to Table 1: Employee Group Determination Questions for
— more information on the questions that appear for each Employee

The Job Dates screen of the wizard appears.

HR Front End Training
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Employee Group

Determination Questions

A - Faculty
B - Academics
G - Grads / Pre-Doc Fellows

P — Post-Doc Fellows, Research
Associates, and Interns

R - Residents

Does the Employee hold a J1, ]2, F1, or F2 Visa?
Total % Employed
Length of Academic Contract

Service Begin and End Dates (Contracts less than
9 months)

Pay Basis (Contracts 9 months or greater)

C - Civil Service Web Dept
Time Entry D - Civil Service
Time Report Feeder

Does the Employee hold a J1, J2, F1, or F2 Visa?
Total % Employed

Work Week Hours

Status (Exempt or Non-Exempt)

Exempt Type (if exempt)

Is this person a Flex year or Seasonal employee?

Non-work period begin and end dates (Flex
year or seasonal employees only)

E - Civil Service Extra Help

Is this position seasonal?

H - Academic Hourly / Grad
Hourly

Is the employee an Academic or a Grad Hourly?

S - Students

T - Retiree /

Annuitant U -
Unpaid

V -- Virtual

No Additional Information Required

Table 1: Employee Group Determination Questions

HR Front End Training
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Entering Job Dates

The Job Dates screen of the Add a Job wizard confirms the employee class for the new
job and allows you to enter the date the new job record begins and ends (if applicable).
Note that some employee classes require a job end date, while this field is optional for
others. If the Job End Date field is left blank when it is required, an error message
appears.

Add a Job Transaction (1D: 1207 ): 987654321 1570000 -Special Education ECLS: AA Total FTE: 1.000 Base Salary:

$46,816.88 Total Salary: $46,816.88

E-Clags »> Job Dates

You have chosen to Add a New Job. Please complete the information below.

JOB EMPLOYEE CLASS: JOB BEGINDATE:  JOB END DATE:

[an-AcadanmaminBenElig  |nsnenone 0511512010

Click Continue to select position information.

"Required field.
*Raquimd for certain employee classes.

Figure 4: Job Dates Screen
8. Verify that the correct employee class appears in the Job Employee Class field.

NOTE: If the Job Employee Class is incorrect, click the E-Class link in
= the breadcrumb to navigate back the Employee Class
Determination screen.

9. Enter the Job Begin Date and the Job End Date (if applicable).
10. Click Continue.

The Position Selection screen of the wizard appears.

10 HR Front End Training
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Selecting the Position

The next step in the Add a Job Wizard is the Position Selection screen. This screen

offers one to three methods of specifying a position number depending on the Employee
Class and your permissions:

e Directly enter a position humber
e Search for a position
o Create a new position

Add a Job Wizard

Add a Job Transaction (1D: 1237 ):

987654321 1570000 Special Education ECLS: AA  Total FTE: 1.000 Bese Salary: $46,81688 Tolal
Salary: $46.816 88

E-Class »>> Job Dates >> Pasition Selection

Position Selection

If you know the position number, enter that number below and chick Continue. If you do not know the position number, you may
search for a list of possible position numbers below,

Employee Class: AA - Acad 91 2mih Ben Elg

G:) THAVE A POSITION NUMBER:
I
L]

ontivs|

Possible postion numbers

You can search for any vacant or pooled position that malches the Employee Class chosen based on any budget
chart (COA) and Organizations for which you have permissions

If you want 1o reuse a position, click Search’, select from the list of positions retumed, and click Continue. If you
wan 1o create a new position, click the Create New Position button

COA  ORG

@ [17~ [570000 - Special Education -

Search may take some time, please wai.

Search|
CLIN ASST | BACFA - OTHAC 1 = University of | 570001 - SPED
U0116D PROE 0 :,:alﬂh&n 8/16/2005 5 - Urbans

@ For Campus | C - UIC Chicago ~  Creste New Posiion

Contitne | Save| Close|

Figure 5: Position Selection screen

HR Front End Training 11
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Option 1: Entering a Position Number

If you know the position number, you can enter it directly in the I Have a Position
Number field (see Figure 5).

1. Enter the position number in the I Have a Position Number field
2. Click Continue.

The Position Data screen of the wizard appears.

Option 2: Searching for a Position

If you do not have a position number, you can search for possible positions. This search
returns any vacant or pooled positions that match the employee’s job employee group,
as well as all available Lump Sum positions, within a specified organization. Position
searches are restricted to the chart of accounts and organizations within your security
permissions.

F\w NOTE: The Search option is not available for Civil Service and

Extra-Help employee groups.

1. Select the COA and ORG in which you want to search (see Figure 5).
2. Click Search.

The matching search results are displayed.

Highlight the desired position.
4. Click Continue.

The Position Data screen of the wizard appears.

[ NOTE: Single positions that are currently occupied, but have an end

— date within 30 days of the current date will show in the search results.

Position Selection Option Message

The Position Selection Option Message screen appears if the employee currently
holds or has previously held the position entered or selected.

1. Select the radio button next to one of the following options and click Continue.
a. Go to the Reappointment Wizard to reactivate this job.

The Reappoint/Reactivate Job Wizard appears. Refer to the Reappointment
guide for more information on this transaction type.

b. Return to Position Selection Page
Returns you to the Position Selection screen to enter a different position number.
c. Add a new job with this Position Number and a new Suffix

Continues to the Position Data screen of the wizard.

12 HR Front End Training
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) HRFE: Add a Job/Position Select - Mozilla Firefox

Add a Job Wizard

Add a Job Transaction (ID: 1207 ): 987654321 1.570000-Special Education ECLS: AA  Total FTE: 1.000 Base Salary:
$46,816.88  Total Salary: $46,816.88

E-Class »» Job Dates »> Position Selection

Position Selection Option Message

You have selected a position previously held by this employee. You may aither go through the Reappointmant wazard to
reactivate or extend this job, return to the Position Selection page to select a different position, or continue to add a job
with this Position Number and a new Suffix

O Goto Reappointment Wizard to reactivate this job.
Q Return ta Pasition Selection Page.
i Add a new job wath this Position Number and a new Suffix.

Select one of the above actions and chick Continue,

Contirws | Save | Closs | Detete Tranzaction

Figure 6: Position Selection Option Message

Option 3: Creating a New Position

If you cannot find a position that meets your needs using the search, you also
can create a new position.

NOTE: The Create New Position option is not available for Civil
= Service and Extra-Help employee groups.

1. Select the Campus for the new position (see Figure 5).
2. Click Create New Position.
The Position Data screen of the wizard appears.

3. Complete the necessary fields on the Position Data screen.

_GL NOTE: For more information on Creating New Positions, see the
— Position Creation and Maintenance guide.

Editing Position Data

Once you select a position, the next step in the Add a Job Wizard is the Position Data
screen. This screen allows you to edit existing data for a Single position or create a new
position. (For information on editing Pooled positions see the Position Creation and
Maintenance guide.) Fields that can be edited for an existing position include: Position
Class, Position Title, Position Employee Class, Type, PAPE Number, Job Progression,
Position Descriptors, Budget Profile, Budget COA, Budget ORG, and Position Labor
Distribution. The ability to edit Position Data is based onthe

Employee Group your permissions.

HR Front End Training 13
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New Hire Wizard

Merwt Hisie Confrmatecn >» Poslion Selection >> Positien Data

Fosition Data
Rt (B2 posilion dals Edb 1he Felds as necessany.
POSITION =~ POSITION CLASS: ™ POAITHON TITLE: ™ POSITHON EMPLOYEE CLASS: ™
VAT SAMSEA - SPEC ITITSEC Kl DATA SECURITY ANALYST B - AcadPro 12mih Ber Elig [~
TPE: " POSITHH BEGIMDATE:"  PAPES:"
5. Singe [ | 92007 2950 - SPECIALIST [+]
[ SALARY  SALART RANGE

GO TABLE:  GRADE: STER: | LOWE: MEPOINT:  HEGH:

[208 = [aa = [wrn = [ = |[10 10 Fanmma0

ARG AMING LT PO PROB PERIOD:  ACCRUE SENIORITY: J0B PROGRESSION:
[NONE - NONE M. No [#o Jub Progression

[ POSIMION DESCRIFTORE:

BLANK - [Renove

AEDRS - Has Budgel responsily 18]

BUDGET PROFILE: ©  BUDGET COA:™ BUDGET R *
R-Recumng  d|[= 9G04 - AITS ES [~

FOSITION LABOR DISTRIBUTION

COR: 9. Urivarsity of linois - Admin 5

e
Fumndt:
it atisee

B
<< <0< 0 < W <0 <

Ao LD | Upetate LD

Raguired fields *

Lacdin | Sove | Gote Delele Transtion

Figure 7: Position Data screen

11. Review the Position Data screen.

12. Make any necessary changes in the editable fields. If creating a new position,
complete all required fields.

13. Click Continue.

The Job Data screen of the wizard appears.

N NOTE: For more information on Creating New Positions, see the
= Position Creation and Maintenance guide.

A NOTE: Position Data is not editable for Civil Service, Extra Help, and
— Student positions.

14 HR Front End Training
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Editing Job Data

The final step in the Add a Job Wizard is the Job Data screen. This screen is used to
capture the most important information related to an employee’s job. The majority of
the fields on this screen populate based on the Position Data screen. Fields that can

be edited for Job Data are dependent on the E-Class and may include: Suffix, Job Title,

Job FTE, Pay Rate, Job Change Reason, Timesheet COA and ORG, Time Entry Method,

Leave Category, Accrue Leave, job Labor Distributions, and Job Comments.

Add 5 Job Wizard

| Kdd & Jod Tomnmaciies @0: 1271 ): SETESIA 1570000 Speciel Educatien ECLS:AA  Tebal FTE: 1000 Bass Salan: MESEEN Teasd
| Salary: HENTE B8

E-Class >> Job Diales »> Posdon Selecton > Pasdion [ia 3> Jab Dala

Job Data

Plussigron tha joby ot Edd the Suldy o3 recety

PoiaTeoee SUFFDC  JOBBEGE DATE 500 BND DATE:  LAST P BATE:

woiTa- o [mroen [ [
ProeiaToN CLASE: 0 TILE: 201 TP
| BAEAF - OThAC GW80 LETUR WETH |VETLECTURER |5 - Secosdary =
PRt RATE
PAYEE FACTOR: SORFTE: APPTW: | HOURLY: BT AHBIAL: O STATIRS:
[T, [F; | = T 550 Pl | $2Ea183 TRt ] A - Actvw
Taf 45aEET
0 CHANGE RERSOHR OOk R TIME ENTEY ME THEOE
| JB001 - Add Job * ([1 2 [=n0001 - SPED Admin * ([P Paywl
o) EMPLCVEE CLASS: LERVE CATEGORT: ACCRIUE LENVE:

[ A - Acwd 12t Ben Ebg w K303 mo 2 PR CRERT

SALAEY PRCETIOR DY
GRUHPT TREE GRADE SIE PERNE (BEG DATE: END DA TE: SCFEASE MBIDEr  AHNEY DATE:

[ = [aa = [0s¥D - [0-0 - ||| [ [ | |

BUDGET PROFILE CODE: BAR ARG 1T HOARS PER Y. SERRCH HUBBER:

1% - Mot Budgeted [ e [em |

LABDE DESTREAUTIONS

COA  ndex Fund Qrganizatien Asceunt Pregram Activity Logation Eff Date Ferceni Salary

I ) O I 0 I ST T S T

TOTALS
€0 [[1 - Uiniversty of Bunsis - Urbana =
e[ [
bt [ %
e
e[ [
lelil_u
o
tecatoc [ [ %
[ [P e

Ak Gt |

i) g e Lo ]

Figure 8: Job Data Screen
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1. Review the Job Data screen.
2. Edit any fields that require changes.
3. Click Continue.

The Employee Record View appears.

Rate fields have calculated correctly. Under certain circumstances,

g WARNING: When adding 9/12 jobs, be sure to validate that all Pay

these fields will need to be manually calculated and entered.

Adding Job Comments

Comments entered in the Job Comments section will feed to Banner and become a

permanent part of the employee job record.

1. Enter comments in the Job Comments field.

2. Click Add Comment.
The Job Comment is saved.

3. Click Continue.

The Employee Record View appears.

JOB COMMENTS

Comments

UseriD

Added Lecturer job. Signed offer letter received 1/5/2009

Add Comment |

trishak

|01-18-2000 14:56

Figure 9: Adding Job Comments

16
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Completing the Add a Job

After the last screen of the wizard is completed, the Employee Record View displays
the state of the employee as of the Job Begin Date entered into the wizard.

JHIEL: BT [F bl Wi fumt:!bi.{ﬂ‘" 1T DO l!ii Tl:Editabls] - bosilla Figefox
]
I SR SHP T SRRPEN WSS ST

iy

Emplayses Record View B C omomessscn B mounons B osmacron B panivase Qe @iocon

SEFRSIN 1 SI0000 Special Edwcation ECLS:AA Tolal FTE: 1.000  Basa Salary: HENIEES  Total Salany: HEBE

Tull Wiew Taaraction (1778308} ADDASDE (517); Owner=You firiwhak) Ka1 Comploted:Fditabie Bislemeoficcomfoblicoma= [UBEITE S0, LOFITY 00, LFSEX4 0D,
UG5035, Step: DEPT:Delaultindisie A L3N 570570000 (127 1:3781)

Joby Chamge Reazon Change Type
1570001 SPED Agmin LIE

GEMERLL D 1B N N [T AITACHME W] S ALEN] THAR

| EMPLOVEE GEMEPUAL B ORIMATHE

o S| G| s i o o S 1] o Ty i

UPSET 00 VT LECTURER LS Aa TS ORG: 1-5T0000 TvPE: P FTIE: 0500 WITHLY: §0001 41 BGEE 00 B0006  DWD; Bn00s)  DGT Pide 0 STATUR A
-

: i3 UeaFT300: VAT LECTURER DELS:AA TS ORME 1570001 TYPES FUE 0500 MTHLY S25518) BEGBE 201000 BOT MR x STATUS:A

Figure 10: Employee Record View after Add a Job Wizard

Routing the Transaction

To move the transaction to the next stop on the route path:
1. Click Route.

Any informational or error messages are displayed in the yellow message area in
the Employee Record View. If transaction is routed successfully, message will
display showing the routing destination.

HR Front End Training 17
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Employes Record View

* Success routing to Systern Send-To Stop: DEPT: Default: Review A L1-KN-S70-" {1271.3315)

S3TES321 1.570000.-Special Education ECLS: AA  Total FTE: 1.000 Hase Salary: $46,816.88 Total Salary: $46,816.68

Full View:Transaction {1271:3315) ADDAJOB 3917):0wner=Ne (None):Not Completed:Readonly:BioDemofccess:JobAccess~[UBEET5.50, U02273.00, UT5874-00,
UB5032-50], Stop: System Send-To Stop: DEPT:Default:Review A U-1.KN-570-° [1271:3315)

L s | Ve

Job Job Change Reasen Change Type
U02273-00 VST LECTURER 1-570001 SPED Admin  |JB001, Add Job A

GEMERAL INFO BIO | DEMO ATTACHMENTS ALDIT TRAIL
L) EMPLOYEE GENERAL INFORMATION

p UT5874-00: VST LECTURER ECLS:AA TS ORG: 1-570000 TYPE:P FTE: Q. END: 81157200 I

TLECTLN ECLS : 0001 TYPE:S FIE

Take Ovwnership | Prit Friendty View |

Figure 11: Success Routing Message — Add a Job Transaction
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Appendix A: Screenshots from HRFE Video

[FCoems e Add a Job Transaction - HR Front End INTROS R4

Welcome to the:

Add a Job

course

Click the Next button
to continue

&) | ) i ADOBE“CAPTIVATE

20 HR Front End Training



< Course Menu

Add a Job Transaction - HR Front End

INTRO -P.2/4

This course will help to equip you when working with Add a Job transactions in the

HR Front End Application.

CHAPTER YOU WILLLEARN ABOUT

1- Common Terminology

Commeon Terminology
What an Add a Job transaction is
Add a Job Quick View

2 —Initiating and Navigating the
Add a Job Wizard

How to initiate an Add a Job transaction
How to enterthe Add a Job Wizard
How to determine the Employee Class
How to enterthe Job Dates

How to select and update a position
Howto add a job

How to entera Comment

3 —Reviewingthe Add a Job
Transaction in Employee Record
View

About the proposed changes accordion
How to Route

4 - Course Review

You will participate in activities that will assessyour
understanding of the content covered in this course

|Click the Next button

GE300

(O Tock X Fi |

to continue.

ADOB E"[AFTN.ITE'"/



[ Courme ean Add a Job Transaction - HR Front End INTROSEAA

< Appropriate Use and Security of Confidential and Sensitive .y
, Information Q

Users are responsible for any activity that occurs during their logon. The HR Front
End Application allows users to access confidential and sensitive information.
Guidelines have been created to help users manage their responsibility.

Do NOT share passwords or store them in an unsecured manner

Do NOT leave workstation unattended while logged on to administrative
information systems

Do NOT share confidential and sensitive information with anyone, including
colleagues, unless there is a business reason

Retrieve printed reports quickly, and do not leave the reports lying around in
plain view

Secure reports containing confidential and sensitive information (e.g. FERPA,
EEOQ, or HIPAA protected data)

Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

Click the Next button
to continue

hid Ead ADOBE CAPTIVATE
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[Foess seems Add a Job Transaction - HR Front End CHISEAS

Chapter 1

Common Terminology

In this Chapter, you will learn:

¢ Common Terminology
* YWhat an Add a Job transaction is

e Add a Job Quick View

Click the Next button
to continue.

LJ a ) _J s | X ADOBE“CAPTIVATE



— Add a Job Transaction - HR Front End giiret

Add a Job Transaction - Button Functionality

FUNCTIONALITY

The Apply feature completes the transaction and applies the data to Banner.
The User must have Apply permissions for this button to be active

The Close button enables the user to exit the transaction.

The Continue button is used to proceed through the screens of a Wizard

The Delete Transaction button is used to delete atransaction from the
system.

The Print Friendly View button opens a separate window that will align the
datafromthe currentscreenin a format that can be easily printed.

The Route feature sends the transaction on to the next stopin the
predetermined routing for the transaction.

The Save button is used to save the transaction to be worked on at a time in
the future. Saved transactions can be accessed in the User’s Inbox (My Inbox)

The Send To feature allows the transaction to be sentto a userthat is notin
the predetermined routing for the transaction.

'Click the Next button
to continue.

UNIY

Q @ E:,j Q & L:B @ E, ADOBE"CAPTIVATE
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% Course Menu

Add a Job Transaction - HR Front End

What is an Add a Job
Transaction?

Add a Job transactions are used in the HR Front End any time a new job
is added to an existing employee with an active status. Some examples
of when the Add a Job transaction would be used include:

* Adding a secondary job

* Adding a lump sum job

* Adding a stipend job

Note that when you need to add a job previously held by the employee

(same Position Number and Suffix) you must use a Reappointment
transaction.

CH.A-P.3/5

Click the Next button
to continue

ADOBE“CAPTIVATE



- Add a Job Transaction - HR Front End kb

Add a Job Quick View

* Locate the employee’s record and
initiate an Add a Job transaction

* Complete the Employee Class
Determination screen

Complete the Job Dates screen

Select position and complete the
Position Data screen

Complete the Job Data screen

Review Employee Record View

* Transaction is routed and applied to e
Banner |Click the Next button
to continue.

G Q @ @ E, E ADOBE CAPTIVATE
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Chapter 1 Review

In this Chapter, you have learned:

¢ Common Terminology
* \What an Add a Job transaction is

e Add a Job Quick View

Click the Next button
to continue
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Chapter 2

Initiating and Navigating
the Add a Job Wizard

In this Chapter, you will learn:

+ How to initiate an Add a Job transaction
* How to enter the Add a Job Wizard

* How to determine the Employee Class
* How to enter the Job Dates

* How to select and update a position

* How to add a job

* How to enter a Comment
Click the Next bunon‘
to continue.

\ | ADOBE“CAPTIVATE "
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3 O = {2
@ HOME C EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ —> ADMIN TOOLS ¥ 0 HELP @ LOGOUT
Navigation Sectio

327/.00 Total Salary:

Employee Record View

Doe, Jane 651234567 4.740000-Liberal & Integrafive Studies ECLS:BA T
$47,927.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess—[S99658 00, S9840500, S996

A= 12172009 view |

GENERAL INFO BIO | DEMO ATTACHMENTS AUDIT TRAI
Historical Job Change
DEMPLGYEE GENERAL INFORMATION

Sepatation
cmployee Data
Job End Date
9392 BEGIN: 12116/2003 BGTPRO:R STATUS:A

To initiate the transaction click Add a
D $99658-00: FRGM INFO COORD ECIJob from the Transactions Menu.

To begin an Add a Job Transaction, you *
must first open the employee’s record.
Once you have selected a UIN that you
have permissions to, you will be taken to
the Employee Record View.
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Add a Job Wizard

Add a Job Transacti
§47,927.00 Total Salary: $47,927.00

E-Class

You have chosen to Add a New Job. This section will help determine the appropriate employee class. Please complete the required information and click Continue.

Select the appropriate Employee Group from the list below

EMPLOYEE GROUP
Select One

| C - Civil Sevice Web/Dpt Tm E| Save Chsel Deuemadiun]

| D - Civil Service Time Rpt Feedi

E - Civil Sevice Extra Help | Select A - Faculty and Other

G - Grads aljd Predoc Fellows Academics

H - Academic Hourly & Grad H : Use the Employee Class Determination

b%mﬁniu,m screen to establish the Employee Class for

P - Postdac Fellow/ResAssoc/intm the job being added. The screen

g ; gfs'den's automatically refreshes and populates
- Student 3

U - Unpaid questions based on the Employee Group

W - Virlual selected and the previous questions

answered.

Q G m D G G G E ADOBE CAPTIVATE" )
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Add a Job Wizard OHELP @ LOGOUT

.Add a Job Transa ik
$47,927.00 Total Salary: $47,927.00

E-Class

Doe, Jane 651234567 4-740000-Liberal & Integrative Studies ECLS: BA Total FTE: 1.000 Base Salary:

You have chosen to Add a New Job. This section will help determine the appropriate employee class. Please complete the required information and click Continue

Select the appropriate Employee Group from the list below.

EMPLOYEE GROUP

| A~ Faculty and Other Academics The Employee Group you select
determines the questions that are asked.

Please answer the questions below

Note that the highlighted fields have been
Does the Employee hold a J1, J2, F1, or F2 Visa? answered for you.

Oves

O For a complete list of questions that will
TOTAL % EMPLOYED appear according to Employee Group click
100 the Employee Group button below.

What is the length of the academic contract?
| Greater than or equal to 3 months + (Employee Group Question List)

What is the pay basis?

92 b s

| Click the Next button
to continue.
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Employee Group Determination Questions

Employee Group

Determination Questions

A—Faculty
B— Academics
G - Grads / Pre-Doc Fellows

P - Post-Doc Fellows, Research
Associates, and Interns

R - Residents

s Doesthe Employee holdaJ1, J2, F1, or F2 Visa?
Total % Employed
Length of Academic Contract
Service Begin and End Dates {Contracts less than 9 months)
Pay Basis (Contracts 9 months or greater)

C— Civil Service Web Dept Time Entry
D - Civil Service Time Report Feeder

Does the Employee holdaJ1, J2, F1, or F2 Visa?
Total % Employed

Work Week Hours

Status (Exempt or Non-Exempt)

Exempt Type (if exempt)

Is this person a Flex year or Seasonal employee?

Non-work period begin and end dates (Flex year or seasonal
employees only)

E~ Civil Service Exira Help

Is this position seasonal?

H- Academic Hourly/ Grad Hourly

Is the employee an Academic or a Grad Hourly?

S— Studenis

T- Retiree / Annuitant
U- Unpaid

V- Virtual

No Additional Information Required

Click the Next button
to continue.
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Add a Job Wizard B HELP @ LOGOUT

Add a Job Transaction (ID: -1): Doe, Jane 651234567 4.740000-Liberal & Integrative Studies ECLS: BA Total FTE: 1.000 Base Salary:
§47,927.00 Total Salary: $47,927.00

E-Class

You have chosen to Add a New Job. This section will help determine the a x [dinformation and click Continue.

Select the appropriate Employee Group from the list below Once all of the quesﬁons are
EMPLOYEE GROUP answered you are ready to continue.

[A-Facuity and Other Academics v

Please answer the questions below.

Does the Employee hold a J1, J2, F1, or F2 Visa?

OYGS
©no

TOTAL % |

100

What is the length of the academic contract?

I Greater than or equal to 9 months

What | |

g Click Continue.

IW -
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Add a Job Wizard 0 HELP @ LOGOUT

Add a Job Transaction (ID: 89984 ): Doe, Jane 651234567 4.740000-Liberal & Integrative Studies ECLS: BA Total FTE: 1.000 Base
Salary: §47,927.00 Total Salary: $47,927.00

E-Class >> Job Dates

You have chosen to Add a New Job. Please complete the information below:

JOB EMPLOYEE CLASS: JOB BEGINDATE: _ JOB END DATE: |
| A&~ Acad 9/ 2mth Ben Elig 1/1/2010
Click Continue to select position information. |

“Required field. Enter Job Begin d'fite of
TF\’equired for certain employee classes. 1/1/2010. Then click
Continue.

x

The Job Dates screen of the Add a Job wizard confirms
the employee class for the new job and allows you to
enter the date the new job record begins and ends (if
applicable). Note that some employee classes require a
job end date, while this field is optional for others. If the
Job End Date field is left blank when it is required, an
error message appears.

Q G G G G G ; E ADOBE CAPTIVATE" )
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Add a Job Wizard

Add a Job Transaction (ID: 89984 ): Doe, Jane 651234567 4.740000-Liberal & Integrative Studies ECLS: BA Total FTE: 1.000 Base
Salary: $47,927.00 Total Salary: §47,927.00

E-Class »>> Job Dates >> Position Selection

6

Position Selection

If you know the position number, enter that number below and click Continue. If you d . . .
search for a list of possible position numbers below. ;hei‘:l!ex‘SStTpclg the Add a J_th Wizard is t!r;ee
osiuon <election screen. IS SCreen ofrers

Employee Class: AA - Acad 9/12mth Ben Elig one to three methods of specifying a position
R T RO number depending on the Employee Class and
596331 your permissions:
[cortinue ] + Directly enter a position number
Possible g asition numbers: o semh fOI' a pOSﬂ!?n
You can g . tion that matches the Employee Class c @ Create a new pDSl‘hOﬂ
chart (colEnter Postion Number |have permissions.
If you wan896331 " click H select from the list of positions retumed Norrnally by clicking Continue el would be
iy wﬁonttlnue B oo cn bt taken to the Position Data screen, however in
ext '

this example we want to show you both options

COA  ORG of entering a position number and searching for
4 |8 |74EIEIII - Liberal & Integrative Studies b a posiﬁon number.

Search may take some time, please wait

o To learn more about each option visit the
Position Creation and Maintenance course.

For Campus | C - UIC Chicago ~  Create New Postion = .
Click the Next button
to continue.

Cort | sove | cosel
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Add a Job Wizard

Add a Job Transaction (ID: 89984 ): Doe, Jane 651234567 4740000 Liberal & Integrative Studies ECLS: BA Total FTE: 1.000 Base
Salary: $47,927.00 Total Salary: §47,927.00

E-Class »> Job Dates >> Position Selection

Position Selection

If you know the pasition number, enter that number below and click Continue. If you do not know the position number, you may
search for a list of possible position numbers below.

Employee Class: AA - Acad 912mth Ben Elig For this example’ we are going to

IHAVE A POSITION NUMBER: search for a position.

C:rﬁ'lnl
Possible position numbers:

You can search for any vacant or pooled position that matches the Employee Class chosen based on any budget
chart {COA) and Organizations for which you have permissions

If you want to reuse a position, click 'Search’, select from the list of positions retumed, and click Continue. If you
want to create a new position, click the Create New Peosition button.

COA ORG
IA - I?dDEI]J - Liberal & Integrative Studies ~

Search may take some time, please wait.

Fore™ click Search.

Q E G D G G ; E ADOBE“CAPTIVATE
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If you want to reuse a position, click Search’, select from the list of positions retumned, and cl

you want to create a new position, click the Create New Position button. Allist of available positions is returned. The
positions include vacant single positions, or

COA  ORG those that will become single in the next 30

[47% [484000 - History days, pooled positions, and lump sum
positions.

Search may take some time, please wait.

L Once you have looked through the list of

positions, select the row of the desired position

e = and then click Continue.

LECTURER

ASSTRROF | foon - TETER : S N i 484000 | Erik Freas

For Campus | C - UIC Chicago

[Eertinue] save | cose|

Click Continue.

[: D D C] :J :J CJ D ADUEE"(AFTW&TE';
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Add a Job Wizard

a HELP @ LOGOUT

Add a Job Transaction (ID: 89985): Doe, Jane 651234567 4484000 History ECLS: AA Total FTE: 1.000 Base Salary: $49,671.00 Total

Salary: $49,671.00
E-Class >> Job Dates >> Paosition Selection >> Position Data

Position Data

Review the position data. Edit the fields as necessary

CHANGE DATE:” POSITION#~  POSITION CLASS:

| 81222006 | sa7267 | AACAA - TENUR 9MO ASPRO

vPE: " POSITION BEGINDATE: . PAPE=: |

[5-single ¥ [anar006 | Blank - Blank

SALARY SALARY RANGE ——————————
GROUP: TABLE: GRADE: STEP: LOW: MIDPOINT: HIGH:
[z0107~ [aa ~ [unoFD - [0 [10 [10 [ 9999990

BARGAINING UNIT: PD PROBE PERIOD: ACCRUE SENIORITY:
| NONE | [N-No

POSITION DESCRIPTORS:

Blank Remove

|ABDF-ZS - Has Budget responsibility ~ ﬂ.l

BUDGET PROFILE: BUDGET COA:~ BUDGET ORG:

——
x

Once you select a position, the next step in

the Add a Job Wizard is the Position Data Lass:”
screen. This screen allows you to edit en Elig
existing data for a Single position or create

a new position. (For information on editing
Pooled positions see the Position Creation

and Maintenace Course).

Fields that can be edited for an existing

position include: Position Class, Position

Title, Position Employee Class, Type,

PAPE Number, Job Progression, Position
Descriptors, Budget Profile, Budget COA,
Budget ORG, and Position Labor

Distribution. The ability to edit Position

Data is based on the Employee Group and

your permissions.

‘ Click the Next button

| X - Not Budgeted v [4 | 484000 - History

BES00

to continue.

G G ; G ADOBE"CAPTIVATE " )
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POSITION DESCRIPTORS:

Blank Rammel

|[ABDRS - Has Budget responsibility < B
L

BUDGET PROFILE: BUDGET COA: BUDGET ORG:
IX- Mot Budgeted ~ |4 IABAIIIJ - History b

POSITION LABOR DISTRIBUTION

Edit| | Ramova| | [ 100010 | 484000 [211100 | [1000 Update | |

[ 100,00

COA: |4 - University of lllinois -Springfield »
mdex: [ [
Fne: [ [ x
Organization: [ [ Once necessary changes are made,
Account:| | v we are ready to continue.
Program: I— I—V
e
Location: | |

agaro| |Click Continue.

Required|.«&lds *

[Eerinee] save | cloce|

D D D a I:J G l: D Anosa"mp'rnmz';.
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Add a Job Transaction - HR Front End

Add a Job Wizard

'Add a Job Transaction |IIJ

LOGOUT

E-Class »>> Job Dates >> Position Selection >> Position Data >> Job Data

Job Data
Review the job data. Edit the fields as necessary

POSITION: SUFFX: JOB BEGIN DATE JOB END DATE: LAST PAID DATE:

597267~ [oo [111r2010 |

POSITION CLASS: JOB TITLE:

| AACAA - TENUR 2MO ASPRO | AssT PROF

r PAY RATE
PAY ID: FACTOR: JOB FTE: APPT%: | HOURL'

| Wn - monthly 12~

¥ M
0637570 I_(

x

The final step in the Add a Job Wizard is
the Job Data screen. This screen is used
to capture the most important information

JOE

5 related to an employee’s job. The majority

“of the fields on this screen populate based
on the Position Data screen. Fields that
can be edited for Job Data are dependent

JOB STATUS:
| A - Active

'Enter 0.0 in the Job
FTE field.

JOB CHANGE REASON:

ID.O lmu _

on the E-Class and may include: Suffix,
Job Title, Job FTE, Pay Rate, Job Change
Reason, Timesheet COA and ORG, Time

____ Entry Method, Leave Category, Accrue

Leave, job Labor Distributions, and Job

| JBOO1 - Add Job ~ |[4 > [484000 - History

Comments.

JOB EMPLOYEE CLASS: LEAVE CATEGORY:

ACCRLU

| AA - Acad 9/12mth Ben Elig ~ [A3-912mh2FH25

SALARY
GROUP: TABLE: GRADE: STEP:

r PROBATIONARY
PERIOD:

BEGIN DATE: END DATE:

v [Y-Yes

INCREASE MMDD: ANNIV DATE:

[2010 |aa - JunoFp - [o-0 [ |

I I

BUDGET PROFILE CODE: EBARGAINING UNIT:

HOURS PERDAY:  SEARCH NUMBER: Click the Next button

| - Not Budgeted | NnONE

CEES00

EX) | to continue.

(O re] %]
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JOB COMMENTS

||-1-11-2m9 16:2€

1. Enter "test” into the Comments field
2 Click Add Comment.

X

Comments entered in the Job Comments section will feed
to Banner and become a permanent part of the employee
job record.

[: D D :] CJ Cj G D ADoni“mpmm'_"J
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JOB COMMENTS

|11-11-:mo

16 26 00
| [
) —
1916:41
The comment you entered will have both your UserlD and a

p—— I:ei:nltz raer:jd date stamp. You cannot delete the comment once

Cunlime | Swve| Clae

Click the Next button
to continue.

G D D C] hid l_J X D ADOEE"mPTIv.RTE‘;.
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Chapter 2 Review

In this Chapter, you have learned:

* How to initiate an Add a Job transaction
* How to enter the Add a Job Wizard

¢ How to determine the Employee Class
* How to enter the Job Dates

¢ How to select and update a position

* How to add a job

* How to enter a Comment

Click the Next button
to continue
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Chapter 3

Reviewing the Add a Job
Transaction in Employee Record
View

In this Chapter, you will learn:

* About the proposed changes accordion
* How to Route

Click the Next button|
to continue
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X 2
=00 0S G R The Proposed Changes accordion summarizes all &=t L2 E wmnronse Buar @ iocons

R o e o mreac e RNty
Full View:Transaction { > ditable:BioDemoAccess:JobAccess=[S97670-S0, 59582550,
s;wsrue.:-p, ;32331&" - the View link. Click the Wizard link to make changes s1m1.est:p:em et
(e [RRSSREETHLTE in the wizard.

11172010

© PROPOSED CHANGES

D Change Personnel s Job Change Change
Date Date Reason Typ

View|Wizard| 169741|01/01/2010  |01/01/2010 gggf’”” el 2 JBOO1, Add Job

Adictwl

Click either Route ATTACHMENTS AUDIT TRAIL

button to continue

Save | Cancel | Release Ownership | Send To | Send F¥1 | Print Friendly View |

JoBs "

DWMASS'I'PROF" ECLS: A TS ORG: 4-484000 TYPE:P FTE: 0.000 MTHLY: $110.51 BEGIN: 1/1/2010 BGTPRO:X STATUS:A
p $98895-00: ASSOC PROF  ECLS: AA TS ORG: 4-484000 TYPE:P FTE:1.000 MTHLY: $4,120.25 BEGIN: 12/16/2003 BGTPRO:R STATUS: A

Release Ownership | Send To | Send F1 | Print Friendly View |

[Foute] save | canca|
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Employee Record View @ HOME E EMPLOYEE SEARCH @ INOUTBOXES @ ADMIN TOOLS ¥ aHELP @ LOGOUT

e Success routing to CAMPUS: Default-Apply A 5-4 (89985:493010).

Doe, Jane 651234567 4 ] . . 9,671.00
Success messages will appear each time the transaction has ess~[S97267 .00, S98895.00],

Full View:T jon (89985:4930 ’ )
S:'llp: mp'ﬁ;f;:nf:u"mnm "1 \been successfully routed to a different stop. As the transaction

oate: [T travels along the routing path, users will be able to retrieve the

- transaction from their Inboxes so that they can take ownership of
LIS oview it, and send it to the next stop in the routing path. e ——
]

ID  Change Date Pe
view| |189741)01/01/2010 |01 This will happen all the way to the Apply stop in the routing path.

GENERAL INFO BIO | DEMO ATTACHMENTS AUDIT TRAIL

DEMPLO\‘EE GENERAL INFORMATION

Take Ownership | Print Friendly View |

D S97267-00: ASSTPROF ECLS: AA TS ORG: 4-484000 TYPE:S FTE:0.000 MTHLY: $110.51 BEGIN: 1/1/2010 BGTPRO: X STATUS: A
p $98895-00: ASS0C PROF ECLS: AA TS ORG: 4-484000 TYPE:P FTE:1.000 MTHLY: $4,133.25 BEGIN: 12116/2003 BGTPRO:R STATUS: A

Click the Next button|

= to continue.
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Chapter 3 Review

In this Chapter, you have learned:

* About the proposed changes accordion
+ How to Route

Click the Next button
to continue.
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You have reached the conclusion of the Add a Job
Course. Feelfree to navigate to any section of this
course. In order to certify your completion of this
course, please click the COMPLETE COURSE
button below.

| COMPLETE COURSE |

BEGIN COUERSE

[:j L EJ L:] Lol B L) aosecapivare
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