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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

e 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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HR Front End Employee Data Changes Quick View
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Introduction

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

What Is an Employee Data Change?

Employee Data Changes are changes made to the Employee General Information in
the HR Front End Application. Examples of these type(s) of changes are:

e Name Changes

e Social Security Number Corrections

e Chart of Accounts Changes

e Employee Class Changes

e Visa Changes

Conventions Used in this Guide

Indicates a Note or e ™ Indicates a Hint
= additional information %) such as a tip,
— that might be helpful N shortcut, or
to you. additional way to do

something.

/ Indicates a Warning of
: ] E an action that you should
- not perform or that

might cause problems in
the application.

HR Front End Training 5
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Completing an Employee Data Change

1. Use the Employee Search to locate the employee and open the Employee Record View

(ERV).

The Employee Search screen is displayed. (See Figure 1: Employee Search Screen)

2. Select the desired employee from the search results and click Select.

The Employee Record View is displayed.

Emplayes Search 'l!—lJﬂS. Ew E—‘!‘m w' Emﬁ‘ ﬂ'_'ﬂ.! @J..'lﬂﬂ

coR COLLEGE:
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T | A =
CAREAR: R T (T R

LI = LHUIC Lrbana f Champaizm o || B - Acsdemic Mrofessonals k.
] MCLUDE TERMNATED EMPLOVEES

m;l sy retumad 1 e

l (U] alast Hame First Hame E-Clais Emp Status Home ORG

P00 1122450 = EcadleD 1y e cho A LYCHLES = RIS B,

Figure 1: Employee Search Screen

3. From the Transactions menu, select Employee Data.
Employee Data is now editable.

4. Expand the Employee General Information accordion.
Current Employee Data is displayed.

“) HRFE: ERY [Full View:No Tramsactian:Readonly] furbhrfed - 07/17/09 13:11) - Mozilla Firefox
LT s 1ot sces s ed e T rertCrdise smerchdod

Employee Record View

000123456 5655008 AITS ITPC  ECLS: BA Total FTE: 1.000 Base §
Tull View:Me Transactisn:Readenly:BicDemofccess:lobAccess—[LH 1054 00)

vaie: [[OIEETE | vaew |

PP (WEE GENFRAI BEORMATION

Erpand 41

PU‘IOS—I—O&.‘N‘ETTR’\JN:ND SFEC ECLS:BA TS ORG:0B9300F TYPEF FTE 1000 MTHLY: Gz SeDation TWIOCI BOTIPRG: X STATUS:

TR PRy e

Figure 2: Selecting Employee Data Transaction
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5. Enter new data in the necessary fields and click Tab to move to next field.
New field values are displayed in Red. Old values are displayed below in white.
o= NOTE: Editable fields include: Name, Home Chart Org, Check
= Distribution Org, Hire Dates, Service Dates, E-Class, Benefit
Category, Citizenship, Visa, and Leave of Absence dates.
To modify the Social Security Number, click on the BIO/DEMO tab.
6. When all changes have been made, click Save.
Transaction is saved. Changes are displayed under Proposed Changes Accordion.
GENERAL INFO EMOS
Ummmmm
= ©®
UIN: LAST: SUFFX: FIRST: MIDOLE: EMPLOYEE STATUS:
000123456 || v | [»
|
rHOME CHART ORG
CiOA: ORGANIZ ATION: CAMPUS:
|8 University of llingis - &dmin  » |699008 - AITS ITPC ! ||V - DIUC Urbana / Champaign
rCHECK DISTRIBUTION CHART ORG
COA: ORGANIZATION:
|9- University of llinais - Admin w |693Iﬂ = AITS TP L
rHIRE DATES ~ SERVICE DATES 1 TERMINATION
CURRENT: ORIGINAL: ADJ SERVICE: AWARL: LAST WH DAY: TERM DATE: REASOMN:
[112a2008  [11242008  ||[11242008  [117242008 | [ [ Mo Reason
E-CLASS: BENEFIT CATEGORY: RETIREMENT CODE:
[BA- AcadPro 12mth Ben Elig Ls IM1 - FT Monthly A1l Benefits L IF‘P
WVISA
CITIZENSHIP: TPE: EXP DATE:
|us . Citizen v || Btank v |
r LEMVE OF ABSEMCE
BEGIHDATE:  END DATE: REASOMN:
| | | Mo Reason w
@ [Save | Cancel Prind Friendy View

Figure 3: Employee Data Change Example

7. When all changes have been made and necessary documents have been attached to the
transaction, click Route.

Screen refreshes and success routing message appears the yellow message area at
the top of the page.
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tlan [A2616:162550) EMPOATA [621 86 ) Readanly] (urbheled - O 7ANS 14:00) - Mazills Firefox

" HEAFE ERY [ Full Wiew: Tra

(LT e 2ot v s derersEndipmiors o

i =
Employee Record View F] e E EMPLOVEE SEABCH  —o ADUTRONES arﬂ: 1OLE ™ ﬂm_,. ) Lo

= Success pouting o ORG Default Revew B UH3-AE-BE0-0930080 (12676162580

. o056 9659008 AITS ITPC  ECLS: BA  Toial FTE: 1,000 Base Selary: §35,000.00  Total Salany: §35,000.00
Full View:Transaction (32606 162590) EMPDATA E2186): dwner=Ne (Hone]:No1 Completed:Readonky:BioDemofceess:obficomes=|LHM 1054 -00), Stop:
ORG:Delauli-Review B 11.9.AF £33 553008 02676 162350)
Limtod €KV | Trnatee View |

DATE: RfikiriiEd m

& PROPOSED CHANGES

Change Date

Personnel Date

Job TS Org

«Job Change Reason

Change Type

Apply Status

EHO) | DEMG ATTACHMENTS ALNNT TRAL
HAME 1

e LAST: SUFFIE: FRST: MIGOLE: | EMPLOYEE STATUS:
[ooorzaezs || | g I |~

HOME CHART ORG

COR: LG AR ATHIOMN: CAMPUS:

|- University of lnoks - Admin [ som00a - ArTS MRC [ - UIUC Urtana / Champaign

CHECK DISTRIBUTION CHART ORG

COl; OHFG AR A TION:

| @+ University of llingis - Admin [ Bz - aTs MRC

Figure 4: Success Routing Message
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Employee Data Change Process Flow

Below is the flow of the Employee Data Change process.

Access Employee Record
View for an employee

Select Employee Data from
the Transactions Menu.

Expand the Employee General
Information accordion

.

Modify the necessary fields.

Save the Transaction.

Route the Transaction.

Transaction is routed and
—» reviewed until it reaches the
Apply Stop.

Apply the Transaction.

HR Front End Training
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Appendix A: Screenshots from HRFE Video

[Eem=im Employee Data Change - HR Front End AR

Welcome to the:

Employee Data

Change

course

Click the Next button
to continue

| | ADOBE"CAPTIVATE ™

HR Front End Training 11



< Course Menu

Employee Data Change - HR Front End INTRO - P.2/4

This course will help to equip you when working with Employee Data Change transactions
in the HR Front End Application.

CHAPTER ¢ YOUWILLLEARN ABOUT

1-Common Terminology ¢ Common Terminology

What an Employee Data Change is
Employee Data Change Quick View

2 - Initiatingand Completing How to initiate an Employee Data Change

Employee Data Change How to make changes
Transaction How to save

About the Proposed Changes

How to Route

3 —Course Review You will participate in activities that will assessyour understanding of the content
covered in this course

[Click the Next button
to continue

[:; D EJ C] his l_J l_J : ADOEE"U\FTWATE':"_.
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% Course Menu Employee Data Change -HR Front End INTRO - P.4/4

< Appropriate Use and Security of Confidential and Sensitive <
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,
EEO, 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

HR Front End Training 13



% Course Menu

Employee Data Change - HR Front End CH.1-P.1/5

Chapter 1

Common Terminology

In this Chapter, you will learn:

¢ Common Terminology
e What an Employee Data Change is
* Employee Data Change Quick View

Click the Next button
to continue.
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< Course Menu

Employee Data Change - HR Front End CH.1-P.2/5

Employee Data Change - 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 userto exit the transaction.

The Continue buttonis used to proceed through the screens of a Wizard

The Delete Transaction button is used to delete a transaction 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 stop in 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
1o continue

Unry

— T 1 E71 B . ~
4 LS @ Ld ) RTock X 8 ADOBE"CAPTIVATE” )
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What is an Employee Data
Change?

Employee Data Changes are changes made to the Employee General
Information in the HR Front End Application. Examples of these type(s) of
changes are:

* Name Changes

* Social Security Number Corrections
* Hope Department Changes

* Visa Changes (Urbana only)

Click the Next button
to continue

|_z L ) L hid Ead ADOBE CAPTIVATE
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Employee Data Change Quick View

* Locatethe employee’s record

* Select Employee Data from the
Transaction Menu.

* Changethe appropriate employee
data and click Save.

* Reviewthe proposed changes in
the Employee Record View.

* Transactionisrouted and applied
to Banner.

Click the Next button
to continue.

@ @ QJJ Q @ 1;3 @ B ADOBE‘CAPTIVATE"™
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% Course Menu

Employee Data Change - HR Front End CH.1-P.5/5

Chapter 1 Review

In this Chapter, you have learned:

¢ Common Terminology
e What an Employee Data Change is
e Employee Data Change Quick View

Click the Next button
to continue

b o g _J A X ADOBE“CAPTIVATE
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% Course Menu

Employee Data Change - HR Front End CH2-PAT

Chapter 2

Initiating and Completing
Employee Data Change
Transaction

In this Chapter, you will learn:

® How to initiate an Employee Data Change
® How to make changes

® How to save

® About the Proposed Changes

® How to Route Click the Next button|
to continue.
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rﬂm E_tmnmuw:n ;r?nw_l_ttn'i @.]mm.lm?. Emroﬁ.ﬂ. ﬂ.-tcl‘: @_Lm.r

Employes Record View
B5123458 4 446000 Librarny Administration ECLS: CA  Total FTE: 1.0
Full 'H'l:lw'.llln Transaction:Readonly:Biolemafcoemc) obMcooss- [S58010.01, $38010 00, 59

hi Salery: 528.214.91
387 02, SIBAOT 00, SI7380.01,

SarET .
DATE: gRglceiiz]

E Employee Data Changes are m
e kot it Clanss
EMFL

ovee seml not effective dated and will
————— be effective the day they are e
applied to Banner.

P

SH90T1.00c LERARY SPECHMLIET BOLS: o ==
Ta initiate the transaction click
Employee Data from the Transactions Privt Friendy View |

Menu.

T
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i = &

Employee Record View r_ll_ﬂ'i!l .!:_I.ﬂ'i'ﬂ.l._'ﬂﬂ!ﬁﬂ = WSWITBCKLS E_M_T.E"A}L ﬂ_'!.!..t EL!K:M
B5123456 446000 .Library Administration ECLS: CA  Tolal FTE: 1.000 HBasse Salary: 57821491  Tetal Salany: §28.214.91

Full View:Hew Transactian=EMPOATAE ditable:BlaDemofccoss: JobAccess=[598010 01, S58010.00, 59907300, S96312.50, S98628 00, S97IAT .03, S98407.00,

SITIST .01, 537387 .00

oate: FENCETC | Limind B | Trnelron Virw |

GENERAL NFO f E ATTACHMENTS ALITHT TR

FPrin Friendly View

EUﬂdar the General Info tab, click the

Employee General Information
accordion bar. =
D-SMHNLHF—'R\'SPEC“LIST ECLS T TS ORG S-348000 TYPEF FTE 1.000 HALY: 14 460184 GEGEE 127170003 BGTPRO: RO STATUS: A

Sve | Cance P Frienly View

SO0 UDEE. wocormn,
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< Course Menu Employee Data Change - HR Front End CH.2-P4/7

GENERAL INFO AUDIT TRAIL
9 EMPLOYEE GENERAL INFORMATION
- NAME |
UIN: LAST: SUFFIX: FIRST: x
966358037  |[ Doe I~ [san Editable fields include: Name, Home Chart Org, Check
i Distribution Org, Hire Dates, Service Dates, E-Class,

AREERR AT Benefit Category, Citizenship, Visa, and Leave of
[b ~_ Absence dates. Some of these fields will have to be

R it L ghange the Last name to Doe, then click _ edited by different offices such as Benefits.

ave.

- CHECK DISTRIBUT — " . . .

. To modify the Social Security Number, click on the

Id - University of lllinois -Springfield » [MSIIIJ - Library Administration BIO/DEMO tab.
~“HIREDATES— - SERVICEDATES — - TERMINATION

CURRENT:  ORIGINAL: ADJ SERVICE: AWARD: LASTWKDAY:  TERMDATE: REASON:

[ 1172772000 [1112712000 1000 1172000 | [ No Reason

E-CLASS: BENEFIT CATEGORY: RETIREMENT CODE:

[ CA - CS 75Hrpay N/E Ben Elig v | B1 - FT Bi-Weekly All Benefits v [rT

VISA

CITIZENSHIP: TYPE: EXP DATE:

| US - Citizen ~ || Blank > |

LEAVE OF ABSENCE

BEGINDATE: ENDDATE:  REASOM:

| [ | No Reason

S——
G D EJ :] l:' l:J l:J C nnoni"mPTwn'l‘E'r“ﬁ_.
22
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< Cowre Menu

Emplnyee Data Change - HR Front End CH2-P.ST

THOXES r'.1-I"'.l‘n‘lflﬂ-‘.'I'P:WI‘I-"' lem}v EHLP LU’G‘HII

21000 Base Salary: §78,214.91 Total Salany: 528.214.91
Change component in the Proposed Hot Completed:Editable:BioDem |598010.01, SS6010-00,
e Changes accordion. "WU A rnul:pte Stop: COLLEGE Defaultinitiate C 54-PK [§2521505967)
components click the view link to view the

change.

b Change Reason Change Type Apply Status

ATTRCHMENTS

Fsiease Ovenaritip | Send T Send 1| Prnt Friendy View |

| Expand

When all changes have been made and
Wod TYPE:P FTE: 1000 HPLY: 14 463008 BEGERE 152000 BGTPRO: RO STATUS: A

'necessary documents have been

=attached to the transaction. click Route.
] Fiplesyse Orwnership | Send To| Send 1| Print Frisnaly Wisw |

CE300 GEEE. cowvrmen
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T = 2
Employee Record View ) owm Q_Lmnmm T woursoms Er-.mum; gl.ua @ ogour

» Success routing to CAMPUS PRO. Review C 54 (G0521 S05964)

Once the transaction has

been routed you will get a
EST23456 4 446000.1L slecass ruming message. E:1.000 Bose Selary: 57821451  Tetal Salary: 528,214 91
Full View:Tramsaction [521:505564 emploted-Readenhy-BioDamaAccemc)obAccess=[538010.01, 558010.00,
599072.00, 556712.50, S58688 00, 597307 .07, 558407 .00, S57387.01, 557387 00|, Step: CAMPUS:PRO:Review C 5.4 [S2521:505964)

GO orioioos | W] | Limted 7/ | Trmelre view

© PROPOSED CHANGES
Change Date  Personnel Date Job TS Org Job Chang change Type Apply Status

ATTACHMENTS

pﬁmn.um.mm EPECIALIST ECLS:CA TS5 ORGE &-445000 TYPEF FTE 1000 HRLY: 14 489184 BEGEBE 1272172003 BGTPRO: RO STATUS: A

Chck the Meixt button
1o continug
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% Course Menu

Employee Data Change - HR Front End CH.2-P.7I7

Chapter 2 Review

In this Chapter, you have learned:

* How to initiate an Employee Data Change
¢ How to make changes

+ How to save

¢ About the Proposed Changes

* How to Route

Click the Next button
to continue

|_, L b L 4 fToc X ADOBE" CAPTIVATE
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% Course Menu

Employee Data Change - HR Front End

You have reached the conclusion of the Employee
Data Change Course. Feel free 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 COURSE

EJ | F | D j l: :J :, : ADOBE“CAPTIVATE™ |
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