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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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Introduction

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

Employee Job Record Changes are changes made to Job or Position Data in the
HR Front End Application. Examples of these type(s) of changes are:

e Salary Changes

e FTE Changes

e Labor Distribution Changes
e Work Schedule Changes

Conventions Used in this Guide

\ Indicates a Note or /@ ™ Indicates a Hint
——W additional information 1 ) such as a tip,

— that might be helpful N shortcut, or
to you. additional way to do
something.
/ Indicates a Warning
| of an action that you

should not perform or
that might cause
problems in the
application.
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Completing an Employee Job Record Change

The Employee Job Record Change transaction is completed directly in the Employee
Record View screen. It is important that the View Date be set to the date the change
should occur prior to selecting the transaction type.

Changing Job Detail

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.

Emplayee Search Eﬂ Em Em m' Em- m @m

CO& COLLCG:

o Ursmcairy =f [Eenit - Adeun a1l * . A 7
DEPARTMONT: OEGR R R TRM:

T . A »
CANFUS EMPLOWEE GROUF,

e LG Urbeana f Chamaaicm W || 8. Academec Frofassonals L
— INCLUDE TERMINATED EMPLONEES

Search|  Facel |

Sulvat | Oyaie ptumad 1 et

[ mw alast Mame | Firct Hame E-Clazs Emp Status Home ORC

80011 23008 ek - ersfPre A 2%t D Oy L] WHS-09a00) - RIS IRPC

Figure 1: Employee Search Screen

3. Enter the date the change should be effective in the Date field, and then click View.
Screen refreshes and displays Employee Record View for the date selected.

4. From the Transactions menu, select Employee Job Record Change.
Screen refreshes and transaction type is displayed on the Transaction Bar.

5. Expand the appropriate Job Detail Accordion.
Current Job Detail is displayed.

HR Front End Training 6
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Employee Data

Figure 2: Beginning an Employee Job Record Change

6. Edit the necessary fields (for example Job FTE or Pay Rate) and press Tab.
User implemented changes display in Red. System Changes display in Green.
7. Select a Job Change Reason.
New Job Change Reason is displayed in Red.
8. Enter Job Comments and click Add. (if necessary)
Job Comments are saved.
9. Click Save.

Changes are saved and are displayed under Proposed Changes.

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 7
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Figure 3: Changing Job Detail
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Changing Position Data

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

The Employee Search screen is displayed.
2. Select the desired employee from the search results and click Select.
The Employee Record View is displayed.
3. Enter the date the change should be effective in the Date field, and then click View.
Screen refreshes and displays Employee Record View for the date selected.
4. From the Transactions menu, select Employee Job Record Change.
Screen refreshes and transaction type is displayed on the Transaction Bar.
5. Expand the appropriate Job Detail Accordion.
Job Data is displayed.
6. Expand the Position Data Accordion
Position Data is displayed.

7. Edit the necessary fields. (For example, Position Class, Position Title or
Budget Profile) and press Tab after each entry.

User implemented changes display in red. System Changes display in green.
8. In the Job Detail accordion, select a Job Change Reason.

New Job Change Reason is displayed in red.
9. Enter Job Comments and click Add. (if necessary)

Job Comments are saved.
10. Click Save.

Changes are saved and are displayed under Proposed Changes accordion.

Routing the Transaction
To move the transaction to the next stop on the route path:
11. 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.
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Figure 4: Employee Record View Accordions
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Figure 5: Changing Position Data
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Changing Labor Distribution using Employee Job Record
Change

Labor Distribution information can be changed using the Labor Distribution
transaction or the Employee Job Record Change transaction. Reasons for using the
Employee Job Record Change transaction type for Labor Distribution changes include:

e Needing to change job or position data, such as Salary or FTE, and Labor
Distribution information in the same transaction.

¢ Needing to change the Personnel Date on a Labor Distribution Change to a date
prior to the Last Paid Date.

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

The Employee Search screen is displayed.
2. Select the desired employee from the search results and click Select.
The Employee Record View is displayed.

3. Enter the date in the View Date field for which this data should be effective and then click the
View button.

Screen refreshes and ERV displays information for selected date.
4. From the Transactions menu, select Employee Job Record Change
Screen refreshes and transaction type is displayed on the Transaction Bar.
5. Expand the appropriate Job Detail accordion.
Current Job Detail is displayed.

6. Make any necessary changes to the Job or Position Data, and select a Job Change
Reason.

User implemented changes display in Red. System Changes display in Green.
7. Expand the Labor Distribution accordion.
Current Labor Distribution data is displayed.
8. Click the Edit button to the left of the Labor Distribution row to be changed.
Labor Distribution fields are displayed in a vertical menu.
9. Edit the necessary Labor Distribution fields and click Update button below when finished.
User implemented changes display in Red. System Changes display in Green.
10. Click Save.

Transaction is saved. Changes appear under Proposed Changes.

T

T NOTE: For more information about Labor Distribution Changes, see

’

—= the Labor Distribution guide.
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Routing the Transaction

To move the transaction to the next stop on the route path:
11. 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.

7 v/ JOB LABOR DISTRIBUTIONS

|snenonz |[100.00

100.00
Gose |

COA: | 9 - Universily ol llinuis - Adrmin

Index: ,— I—v

Fund: | 200200

| z8200.co

Undste |
36900.00|

| 200200 - 834 Educational and Admin Allowance ¥
Organization: 533002 | 699002 - AITS ADSD

w

Account: |711 ann |2113EIJ - Adminisirative/Professional Salary

Program: |6990l]2 |EQ&JEE - AITS - Equipment
aetay. [ [~
Location: l— I_v
EffectiveDate: [eriaizong
Percent: W
Salary: ,W
L€

Figure 6: Editing Labor Distribution
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Figure 7: Salary Change with Labor Distribution Change
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Accordions under the Jobs Tab

Work Schedules

Work Schedules are tied to jobs for which hours are reported via Time Entry. Only
jobs that have CA, CB, CG, and CH e-classes may have an active Work Schedule. Work
schedule changes (such as hours, shift, begin day) that take place after the Last Paid
Date on the job record are made using a Work Schedule transaction in the HR Front
End.

Adding a New Work Schedule

1.

Use the Employee Search to locate the employee and open the Employee Record View(ERV).
The Employee Search screen is displayed.
Select the desired employee from the search results and click Select.

The Employee Record View is displayed.

Enter the date in the View Date field for which this data should be effective and then clickthe
View button.

Screen refreshes and displays the ERV for the selected date.
From the Transactions menu, select Work Schedule

Screen refreshes and transaction type is displayed on the Transaction Bar. Only work
schedules become editable.

Expand the appropriate Job Detail accordion.
Current Job Detail is displayed.

Expand the Work Schedule accordion.
Current Work Schedule is displayed.
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Figure 8: Work Schedule Transaction

7. Click Add New.
Work Schedule menu becomes editable.
8. Select the new schedule from the Work Schedule menu.

System displays the new schedule with an effective date equal to the date selected
in step three. Old schedule is displayed with an end date equal to the day prior to
the effective date of the new schedule.

9. Make any necessary edits to the Work Schedule fields.
10. Click Save.

Routing the Transaction
To move the transaction to the next stop on the route path:
11. 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.
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Figure 9: Adding a New Work Schedule

Service Dates and Contract Parameters Accordion

The Service Dates and Contract Parameters accordion displays the service dates
and any contract parameters active on the selected date for the Employee Record.

NOTE: Only users with Central HR level can Edit and Apply Service
— Dates and Contract Parameters.

1. Take ownership of a transaction at the Apply level.
Transaction becomes editable.

2. Expand the Service Dates and Contract Parameters accordion.
Current Service Dates and Contract Parameters are displayed.

3. To edit the service dates, enter the correct dates in the Service Begin Date and
Service End Date fields.

New date values are displayed in red.

4. If Salary Commitment in changing, enter the new Salary Commitment
information in the Salary Commitment field.

New value is displayed in red.

5. To remove a Contract Parameters, select the parameter and click Remove.
Contract Parameter is removed from list.

6. To add a new Contract Parameter, select the parameter and click Add.

New Contract Parameter is displayed in red.
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7. Once the changes have been made to the Service Dates and Contract Parameters, clickthe
Apply button to apply the changes.
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Figure 10: Service Dates and Contract Parameters
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Faculty Rank and Tenure Accordion

All of the data in the Faculty Rank and Tenure accordion is read-only. This accordion is
only accessible for jobs that have an Employee Class that begins with A. The View Date
that is entered in Employee Record View will determine the appropriate data to be
displayed in this accordion.
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Figure 11: Faculty Rank and Tenure Accordion
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Default Earnings Accordion

Users who have access to the Employee Record View (ERV) will be able to view the
Default Earnings information. However, only those with HR Level security permissions
will be able to update the fields. All the other users will have read-only access.

HINT: (UIC Users) Cell and auto allowances are added as default
earnings and not as additional jobs for exempt employees.

NOTE: Users in the units and colleges will have read only access.
— Those with HR Level security will have read and write access.

Once the Default Earnings accordion becomes editable and the new effective date displays in
green:

1.Select an Earnings Code from the list.

2.Enter the Hours/Units.

3.Enter the Special Rate (if applicable).

4.Click the Add button (changes should be retained as the screen refreshes).
5.Click the Apply button to apply the transaction.

- (T = b
Employes Record View ﬂlﬂﬂ lemu E moutnaxrs @J.H!E!{IM_ gmu _I.I:L! @mﬂﬂ

1647000 Jowrnalien  ECLS: Tatal FTE: 1000 Hase Solany: §72,000.00  Total Salary: §72,000.00

Full View:Transsction [$45:1915) JOBCHANGE [1755):Owner-Yes pu--] m cmmuuﬂlum BisDemohceess: JabMcces-[U42670.00, UFD1S7 00,
LZE70.50, UZ1965.00, 142559 00], Stop: CAMPUS:DefaulizApply A U1~ 1915}

onre: CEEETER
O PROPOSED CHANGES

IB  Change Date Personnel Date  Job Job Change Reason Change Type
Wi | 175G 022009 VTONET-00 LECTURER | 1-642000 Joumaksm  (FAQDZ, FacuRy Promotion  |[ERC

ukd Charge |

GEREFLAL INFO L] MEMOS ATTACHMENTS ALINT TRAL

EBIPLWE (HEMEFUL BFCPIARTION

Aty | Rebuam | Sarve | Cancel | Rtleass Crwnershi | Sand Ta| Sand 1 | Prig Fiiendts view |

TS ORG: 1-642000 TYPE P FTE 1000 BTMLY: $5000.00 BEGIE 1380000 BGTPROCE STATUS:A

o
D 0 LABOR DISTRIGUTIONS

‘D SEFACE DATES & CONTRACT PARAME TERS

Effective Date  Earnings Code Hours/Units  Special Rate  Shift

D FACULTY RANK & TEHURE

ok | Fsban | Suen | Carcel Psleass Gwnerstip | Sand To| Send 1] Print Frisndy View |
Figure 12: Default Earnings Accordion
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Employee Job Record Change Process Flow

Below is the flow of the entire Employee Job Record Change process.

Transaction is routed and
Enter data in appropriate fields —>» reviewed until it reaches the
Apply Stop.

Access Employee Record
View for an employee

A

v v A

Enter date that transaction
should become effective in the Save the Transaction. Apply the Transaction.
Date Field.

v v

Select Employee Job Record
Change from the Transaction
Menu.

Review transaction (View
Proposed Changes)

4 A 4

Expand the accordion that
contains data needing to be Route the Transaction. —
changed.
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Appendix A: Screenshots from HRFE Video

Employee Job Record Changes - HR Front End

Welcome to the:

Employee Job

Record Change

course

Click the Next
button to continue.
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Employee Job Record Changes - HR Front End

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

PTER * YOUWILLLEARN ABOUT
1 - Common Terminology Common Terminology

What an Employee Job Record Change is
Employee Job Record Change Quick View

2 —Initiating an Employee Job
Record Change How to initiate an Employee Job Record Change
How to select the appropriate view date

3 — Editing the Job Detail How to expand the Job Detail

How to make changes

How to save

Aboutthe proposed changes

4 - Editing Position Data How to expand the Position Data accordion

How to make changes

How to save

About the proposed changes

How to expand the Labor Distributions accordion

How to make changes

How to save

About the proposed changes

6 — Editing Service Dates & How to expand the Service Dates & Parameters accordion
Contract Parameters How to make changes

How to save

About the proposed changes |

Click the Next
[Jng11 Dutton to continue.

S ERL

(o) frock | | ADOBE°CAPTIVATE"™ |
—_— il bt Bad B
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Employee Job Record Changes - HR Front End

CHAPTER *  YOUWILLLEARN ABOUT

7 - Editing the Defualt How to expand the Default Earnings accordion
Earnings How to make changes
How to save

About the proposed changes

8 — Viewing the Faculty Rank &

Tenure Accordion How to view the Faculty Rank & Tenure Accordion

9 —Employee Job Record How to select an appropriate view date
Changes Prior to the Last Paid How to initiate an Employee Job Record Change
Date How to make changes

How to change the Personnel Date

How to save

About the proposed changes

10 - Editing Work Schedules How to select an appropriate view date
How to initiate a Work Schedule transaction
How to make changes

How to save

About the proposed changes

11 - Routing the Transaction
How to route the transaction

12 - Course Review . - . o i .
You will participate in activities that will assess your understanding of the content

covered in this course |

Click the Next
17 Dutton to continue.

Lji .i . bl l-;.-J (4 pToc) i,;,; 17 ADOBECAPTIVATE™ |
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Information

(‘ Appropriate Use and Security of Confidential and Sensitive qil

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

LJ WL _J ||  ADOBE"CAPTIVATE"
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Employee Job Record Changes - HR Front End

Chapter 1

Common Terminology

In this Chapter, you will learn:

+ Common Terminology
» What an Employee Job Record Change is
+ Employee Job Record Change Quick View

Click the Next
button to continue

|_, wa L Ly W RTOCE X ADOBE“CAPTIVATE
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Employee Job Record Changes - HR Front End

Employee Job Record Change - Button
Functionality

FUNCTIONALITY

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

The Delete Transaction button is used to delete atransaction fromthe
system.

The Print Friendly View button opens a separate window that will align the
datafrom the current screenin 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 buttonis used to save the transaction to be worked onat a time in
the future. Saved transactions can be accessed in the User'sInbox (My Inbox)

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

( Click the Next
{7x,{ Dutton to continue.

L

@ @ Q @ E.ﬂ ;‘é L; LL_E‘; mnns"mwmrs‘“/.
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What is an Employee Job
Record Change?

Employee Job Record Changes are changes made to Job or Position

Data in the HR Front End Application. Examples of these type(s) of
changes are:

« Salary Changes

* FTE Changes

+ Labor Distribution Changes
» Work Schedule Changes

Click the Next ‘
button to continue

| ADOBE“CAPTIVATE™
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Employee Job Record Changes - HR Front End

Employee Job Record Change Quick View

* Locate the employee’s record

« Enter the change date in the datefield and
click View

* Select Employee Job Record Change from
the Transaction Menu.

* Change the appropriate job data, selecta
Job Change Reason, and Save

*Reviewthe proposed changesin the
Employee Record View.

*Transactionis routed and applied to

Banner. - .
Click the Next
_| button to continue.

@ @ @ Q @ L;; @ E .e‘maz“c.m:'mr.n'ra'”rH
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Employee Job Record Changes - HR Front End

Chapter 1 Review

In this Chapter, you have learned:

+ Common Terminology
* What a Employee Job Record Change is

+ Employee Job Record Change Quick View

Click the Next
button to continue. |

il bl G B

ADOBE"CAFTIVATE
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Chapter 2

Initiating an Employee Job
Record Change

In this Chapter, you will learn:

= How to initiate an Employee Job Record Change
» How to select the appropriate view date

Click the Next |
button to continue.
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Employee Job Record Changes - HR Front End

= i 2 2
Employee Record View B HOME C EMPLOYEE SEARCH =— INJOUTBOXES @ TRANSACTIONS ¥ c ADMIN TOOLS ¥ g HELP @ LOGOUT

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[S95386-00]

coe I 2

D nCeen sarmanc A TTacumsCuTc AUDIT TRAIL

EMPLOVEE GENERA Eniter the date that the change should be
effective in the Date field. For example,
enter 1/1/2010 in the Date field and click
View.

? $95386-00: VST ASST ATHL TRAINER ECLS: BA TS ORG: 4-881000 TYPE:P FTE: 1.000 MTHLY: $2,500.00 BEGIN: 7/16/2009 END: 7/15/2010 BGT PRO:

STATUS: A

; X The Employee Job Record Change
To begin an Employee Job Record Change you transaction is completed directly in the

must first open the employee’s record. Once you Employee Record View screen. It is important
have selected a UIN that you have permissions to, that the View Date be set to the date the

ou will be taken to the L change should occur prior to selecting the
e : ElpRyseson transaction type. In this example the view

date will be after the last paid date.

Q E G G G G G E ADOBE®CAPTIVATE ™
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Employee Job Record Changes - HR Front End

INIOUTBOXES @WSICTIOISV C"Eaum TOOLS ¥ Buﬂ.r O] LOGOUT
%ummm Sector

= A0
Employee Record View @% m

Doe, Jane 651234567 4.881000-Athletics ECLS:BA Total FTE: 1.000 Base Salary: $30,000.0
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[S95386-00]

LN 1772010  view |

GENERAL INFO siaocu W ucuoe W ATTACHMENTS AUDIT TRAIL
X

EMPLOYEE GENERAL INFC Historical Job C mge

You are now viewing==

this personasof ™ cjick Employee Job Record Change from|
1/1/2010. —the Transactions Menu.

E $95386-00: VST ASST ATHL TRAINER  ECLS: BA TS ORG: 4821000 TYPE:P FTE 1.000 MTHLY: $2,500.(
STATUS: &

Q @ @ Q @ @ @ B ADOBE"CAPTIVATE ™
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sy Employee Job Record Changes - HR Front End

Employee Record View i=» EMPLOYEE SEARCH

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess=[S95386.00]

DLYIN 17152010 m

GENERAL INFO BIO / DEMO
DENPLOYEE GENERAL INFORMATION

ATTACHMENTS AUDIT TRAIL

$95386-00: VST ASST ATHL TRAINER ECLS:BA TS ORG: 4-881000 TYPE:P FTE:1.000 MTHLY: $2,50000 BEGIN: 7/16/2000 END: 7/15/2010 BGT PRO:

STATUS: A

Sova| canci]

Now that the transaction has
been initiated, the screen will
refresh and the transaction can
be completed.

Click the Next
button to continue.

E m Q G g G E ADOBE CAPTIVATE™ )

HR Front End Training 35



Employee Job Record Changes - HR Front End

Chapter 2 Review

In this Chapter, you have learned:

« How to initiate an Employee Job Record

Change
« How to select the appropriate view date

Click the Next
button to continue.

hid b o3 ADOBE CAPTIVATE
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Employee Job Record Changes - HR Front End

Chapter 3

Editing the Job Detall

In this Chapter, you will learn:

How to expand the Job Detail
How to make changes

How to save

About the proposed changes

Click the Next
button to continue.

| ADOBE CAPTIVATE™
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SISouseMen Employee Job Record Changes - HR Front End

Employee Record View

Doe, Jane 651234567 4881000 Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: §30,000.00
Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess-[S95386.00]

DLYIS 17172010 m
=] AUDIT TRAIL

GENERAL INFO BIO / DEMO
DENPLU’I‘EE GENERAL INFORMATION

L0 $95386-00: VST ASST ATHL TRAINER  ECLS:BA TS ORG: 4-331000 TYPE:P FIE 1000 MTHLY: $2,500.00 BEGIN: 7/16/2009 END: 7/15/2010 BGTPRO:

STATUS: A

Under the Jobs tab, click the job accordion
to expand.

G G G E ADOBE"CAPTIVATE™

CERG0
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Employee Job Record Changes - HR Front End

$95386-00: VST ASSTATHL TRAINER ECLS:BA TS ORG: 4-881000 TYPE P FTE 1.000 MTHLY: $2,500.00 BEGM™- 7/ /MNON0__EMN- 7MA2010.BAT DDA-
STATUS: A X

O J08 DETAIL ¥ The Job and position data ]|

DATES are now editable. We are
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOBBEGINDATE: JOBENDDATE: going to be changing the

[7r16r2009 | 7r162009 | 1211502009 [ 711612000 [7n5n010 Job Detail in this

POSITION:  SUFFIX: POSITION CLASS: JOB TITLE: JoB T €xample.
|sesass oo | SABKF - SPEC ATHRC TRANGVISTN | VST ASST ATHL TRAINER P-Pi

r PAY RATE

PAY ID: FACTOR: : APPT%:  HOURLY: MONTHLY: ANNUAL: JOB STATUS:
[mn-montaly - [12 % )75 |[1000 |[1a423356  [s2.50000 $30,000.00 [A- Active

~TIMCCLICET.

JOB CHANGE REASON: TIME ENTRY METHOD:
| Select One Change FTE to .75 letics ¥ | |P-Payroll

JOB EMPLOYEE CLASS: ACCRUE LEAVE:
| BA - Acad/Pro 12mth Ben Elig v [¥3-1212mth2FH 25 v |¥-Yes

SALARY PROBATIONARY
GROUP: TABLE: GRADE: STEP: PROB PERIOD: BEGINDATE: END DATE: INCREASE MMDD: ANNIV DATE:
[2009 - [asn - [unoFD - [00 - ||| | | |

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:
|- Not Budgeted [ nonE [80 [

| Ciick the Next
button to continue.

@ @ Ej Ej L,: h:i : E ADDBE“UFTNATE':/

HR Front End Training 39



Employee Job Record Changes - HR Front End

699538 00: VST ASST ATHL TRAINER ECLS: BA TS ORG: 4-881000 TYPE:P FTE:1.000 MTHLY: $2,50000 BEG

i STATUS: A Depending on what you
TR change, you may get a

el message that says The
PERSONNEL DATE: EFFECTIVEDATE: LASTPAID DATE: JOBBEGINDATE: JOB END DATE: z
Default Earnings have

7162009 | 711612008 | 1211512008 | 21612008 { 71152010
been updated.
POSITION: ~ SUFFIX:  POSITION CLASS: JOB TITLE: JOB T

|sasaee oo | SABKF - SPEC ATHRC TRANGVISTN | VST ASST ATHL TRAINER P-Pr...,

The page at https:{fhr-posttest.apps.uillinois.edu says:
PAY ID: FACTOR: e ,
IMN'MW”Y 12 = ; The Default Earnings Hours{Units value coresponding to this job has been updated.

JOB CHANGE REASON: ENTRY METHOD:

Select One ¥ ||4 ¥ |B31000 - Athle _ ¥ || P - Payroll
! —Ii-Cth OK. —

JOB EMPLOYEE CLASS: LEAVE CATEGORY:
| BA - Acad/Pro 12mth Ben Elig v [¥3-1212 mth2FH 25 v [¥-Yes

SALARY PROBATIONARY
GROUP:  TABLE: GRADE: STEP: PROB PERIOD: BEGIN DATE: END DATE: INCREASE MMDD: ANNIV DATE:

[2000 - [aa - [unoFD - [o0 - || I | [ |

BUDGET PROFILE CODE: BARGAINING UNIT:
| - Not Budgeted | NONE |80

D D EJ Q ; l: l:l D ADOBE®CAPTIVATE )
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Employee Job Record Changes - HR Front End

PAY ID: FACTOR: JOBFTE: APPT%:  HOURLY:

MONTHLY: ANNUAL: JOB STATUS:

MN - Monthly ~ [12 +

1.000

0750 | 1000

14.423077
14.423354

$1,875.00 | A- Active

$2,500.00

$22,500.00
$30,000.00

- TIMESHEET
COA: ORG:

I Select One

Select One

CVO0D1 - Conversion

CWVO02 - Conversion Override
EJOO1 - End Job

EJO02 - Employee Resignation
EJO03 - Employer Termination
EJ004 - Indefinite Layoff (CS)

EJODE - Job Terminated
EJO0S - Dismissed (CS)
EJ010 - Employee Job Resignation

FADDT - Faculty Title Change
FADD2 - Faculty Promation

HRECE: Rehire
\HRO03 - Rehire SURSelect FT0010 - FTE
—Change.

EJO05 - Student Enrollment Violation
EJO07 - Truncate Acting/nterim Job
EJO03 - End Summer Job (Acad & Grad)

e IS required for all

[+~ [881000 - Athletics
Changes.

HVE CATEGORY:
-1212 mth2 FH25

ACCRUE LEAVE:
% IY - Yes

PROBATIONARY
PERIOD: BEGINDATE: ENDDATE INCREASE MMDD: ANNIV DATE:

HOURS PERDAY:  SEARCH NUMBER:
[80 [

UseriD Date

[AD 7/16/09 - 7/15/2010 .

psims1 7-21-2009 14:21:11

[sanarsn [12-15-2009 09:05

The Job Change Reason

v [p-1Employee Job Record

X

(O frock X B |

ADOBE“CAPTIVATE™ |
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Emplo

GENERAL INFO
9 EMPLOYEE GENERAL INFORMATION

BIO / DEMO

yee Job Record Changes - HR Front End

ATTACHMENTS

Once all necessary changes
have been made, click Save.

E TS ORG: 4-881000 TYPE P FTE:1.000 MTHLY: $2 50000 BEGIN: 7A16/2009 END: 7/15/2010 BGT PRO:
X
Changes made by the

user appear in red while

 DATES
PERSONNEL DATE: EFFECTIVE DATE:

LASTPADDATE: JOBBEGMDATE the automatic, system

| 71182000 | 7r16r2008

12/15/2009 | 71 6/2009

POSITION: SUFFIX:  POSITION CLAS:

= == generated changes

|ses3se oo | saBkF - sPeC

PAY ID:

FACTOR: JOBFTE: APPT

ATHRC TRANG VISTN IV’STASSTAT appear In green'

rPAY RATE

HOURLY: MONTHLY: ANNUAL: JOB STATUS:

75

1.000

[ M- Monthly — [12 1+

JOB CHANGE REASON:

|s22,500.00 A - Active

|'s$30,000.00

[$1.875.00
[s2,500.00

| 14.423077
| 14.423354

100.0

r TIMESHEET

COA: ORG: TIME ENTRY METHOD:

1Sela:l One

JOB EMPLOYEE CLASS:

~ |4 ~ |831000 - Athletics ~ ||P- Payrall

LEAVE CATEGORY:

| BA - Acad/Pro 12mth Ben Elig

- SALARY

GROUP: TABLE: GRADE:

STEP:

~ [¥3-12n2mth2FH25

i PROBATIONARY

PROB PERIOD: BEGINDATE: END DATE: INCREASE MMDD: ANNIV DATE:

| 2009 | aa UNDFD - |00

I [

BUDGET PROFILE CODE:

BARGAINING UNIT: HOURS PER DAY: SEARCH NUMBER:

{X - Not Budgeted

GBS0

[ noNE |80

ADOBE"CAPTIVATE ™ |
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Employee Job Record Changes - HR Front End o

P.7/8

: (2)
@ TRANSACTIONS ¥ G ADMIN TOOLS ¥ HELP @ LOGOUT

Full View:Transact Change component in the Propogod n):Not Completed:Editable:BioDemoAccess:JobAccess-[S95386-00], Stop:
LAE LD Changes accordion. If you have multiple

1112010 components click the View link to view the

| Limited ERV | Timelie View |
change.
© PROPOSED CHA|

Job Change Change
Reason Type

FT001,FTE

Change |ERC |.DL*;J|

iEW] ‘19&?91|D11’DU2D1D IDM’DUQI]‘II] ‘895386_00 VSTASSTATHL  [4-881000 |

TRAINER Athletics
Add Change

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

O EMPLOYEE GENERAL INFORMATION

|

ip | Send To | Send Fv1 | Print Friendly View |

$95386-00: VSTASSTATHL TRAINER  ECLS: BA TS ORG: 4-881000 TYPE:P FTE:0.750 MTHLY:$1,87500 BEGIN: 7/16/2009 END:7/15/2010 BGT PRO:
STATUS: A

Relesse Ownership | Send To | Send FY1 | Print Friendly View |

Click the Next
button to continue.

G G ; E ADOBE®CAPTIVATE™
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Employee Job Record Changes - HR Front End

Chapter 3 Review

In this Chapter, you have learned:

How to expand the Job Detail
How to make changes

How to save

About the proposed changes

Click the Next
button to continue.

ADOBE“CAPTIVATE™

HR Front End Training 44



Employee Job Record Changes - HR Front End

Chapter 4

Editing Position Data

In this Chapter, you will learn:

How to expand the Position Data accordion
How to make changes

How to save

About the proposed changes

Click the Next
button to continue

' 19 o) BToch X ADOBE" CAPTIVATE
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Employee Record View

Doe, Jane 651234567 4881000 Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess=[S95386.00]

LI 17172010 m
ATTACHMENTS AUDIT TRAIL

GENERAL INFO BIO / DEMO
DENPLO‘YEE GENERAL INFORMATION

L $95386.00: VST ASST ATHL TRAINER  ECLS: BA TS ORG: 4-881000 TYPE:P FTE: 1000 MTHLY: $2,50000 BEGIN: 7/16/2009 END: 7/15/2010 BGT PRO:

STATUS: A

Under the Jobs tab, click the job accordion
to expand.

G E G E ADOBE"CAPTIVATE"™

G000

46
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NEW VST AP.  ANNUAL SALARY $30,000. NZAD 7/16/09 - 7/15/2010
COPIES PB

psims1

Employee Job Record Changes - HR Front End

JOB COMMENTS
Comments UseriD Date

7-21-2009 14:21:11

Isrnisn

|12-15.2009 0915

O JOB LABOR DISTRIBUTIONS

WORK SCHEDULES
O SERVICE DATES & CONTRACT PAZ

O DEFAULT EARNINGS Click on the Position Data
FACULTY RANK & TENURE accordion to expand.

O POSITION DATA

SERG0

(O Jroe] 5]

ADOBE“CAPTIVATE™ ')
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Employee Job Record Changes - HR Front End

CHANGE DATE:
| sisr2008

POSITION #
| 595336

POSITION CLASS:

“/ POSITION DATA

POSITION TITLE: POSITION EM

TYPE:

|SAEKF - SPEC ATHRC TRANG VISTN

POSITION BEGIN DATE:

- | SPEC ATHRC TRANG VISTN BA - Acad/P

PAPE =:

|- Single v | Brar2009

r SALARY

| 43997 - 36e(4) Exemptions

‘ GROUP: TABLE: GRADE:

STEP:

SALARY RANGE————————————
LOW: MID: HIGH:

|| 2009 |aa ~ [unDFD

0 [10

[1.0 | 9999930

BARGAINING UNIT:

PROB PERIOD: ACCRUE SENIORITY: JOB PROGRESSION:

[ noNE

Blank '+
Remove |

| | N - No No Job Progression

POSITION DESCRIPTORS. ——————————

| ABDRS - Has Budget responsibility

Aad|

BUDGET PROFILE:

i)( - Not Budgeted

. Blank
B - Grant
BO - Open Range - Grant
M - Non-Recurring

Upen Range -
X - Not Budgeted
L

|Click R- Recurring.

BUDGET COA: BUDGET ORG:

If the position is a single filled
position all edits can be made
here. If the position is pooled or
single and vacant changes need
to be made in the Position
Creation and Maintenance
transaction.

Edit the necessary fields. (For
example Position Class,
Position Title or Budget
Profile).

] . e
A ADOBE" CAPTIVATE J
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Employee Job Record Changes - HR Front End

r POSITION DESCRIPTORS:

[Blank ¥
Femave |

IAEIDRS - Has Budget responsibility

Ao

BUDGET PROFILE: BUDGET COA: BUDGET ORG:

R - Recurring v |4 | 831000 - Athletics
* - Not Budgeted

PO D ABOR D

[Ede| | |Remove| ,[4 301130  |[es1000 (72000

Ao

Once all necessary changes
have been made, click Save.

G300 (o] ]+

ADOB E"CAFTNATE'“/.
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Employee Job Record Changes - HR Front End My

P.6/7

0
DUTBOXES @ TRANSACTIONS ¥ B ADMIN TOOLS ¥ ﬂ HELP @ LOGOUT

SUATEERE T Change component in the Proposed
Ll UL Changes accordion. If you have multiple

components click the View link to view the Timelne View |
change.

sn):Not Completed:Editable:BioDemoAccess:JobAccess=[S95386 00], Stop:

Job Change Change
Reason Type
iew ‘19&791|u1m1ﬂu1u ]mmmmu ‘SBSSBB—DDVSTASSTATHL 4-881000 |FTIIII]I‘FTE

Change | i |—E-J|

TRAINER Athletics

Add Change

GENERAL INFO BIO | DEMO ATTACHMENTS AUDIT TRAIL

I EMPLOYEE GENERAL INFORMATION

|

Release Ownership | Send To | Send FY1 | Print Friendly View |

595386-00: VST ASSTATHL TRAINER ECLS: BA TS ORG: 4-881000 TYPE:P FTE:0.750 MTHLY:$1,87500 BEGIN: 7/16/2009 END: 71152010 BGT PRO:
- STATUS: A

Release Ownership | Send To | Send FY1 | Print Friendly View |

Click the Next
button to continue.

G G G E ADOBECAPTIVATE ™
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Chapter 4 Review

In this Chapter, you have learned:

How to expand Position Data
How to make changes

How to save

About the proposed changes

Click the Next
button to continue.

ADOBE"CAPTIVATE ™
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Employee Job Record Changes - HR Front End

Chapter 5

Editing Labor Distribution

In this Chapter, you will learn:

How to expand the Labor Distributions accordion
How to make changes

How to save

About the proposed changes

Click the Next
button to continue

' i | ADOBE“CAPTIVATE "
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SIS Employee Job Record Changes - HR Front End

Employe

Doe, Jane 651234567 4881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess=[S95386.00]

PLYIS 17172010 m
ATTACHMENTS AUDIT TRAIL

GENERAL INFO BIO / DEMO
DENPLUYEE GENERAL INFORMATION

I 595386.00: VST ASST ATHL TRAINER  ECLS:BA TS ORG:4-881000 TYPE:P FTE: 1000 MTHLY:$2,500.00 BEGIN: 7/16/2008 END: 711512010 BGTPRO:

STATUS: A

Under the Jobs tab, click the job accordion
to expand.

G G G E ADOBE®CAPTIVATE ™
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< Course Menu

Employee Job Record Changes - HR Front End

JOB COMMENTS

Comments UseriD Date

E‘;EVF‘:;E\;STPEF- ANNUAL SALARY $30,000. NZAD 7/16/09 - 7/15/2010 psims1 7-91-2008 14:21°11

|sanarsn 12-15-2008 02:15

[[©.108 LaBOR DISTRIBUTIONS

O POSITION DATA

ITETERE T cjick on the Job Labor T
Distributions accordion to -]
IR e pand. -
]

X

Job or Position Labor Distribution information can be changed using the
Labor Distribution transaction or the Employee Job Record Change
transaction. Reasons for using the Employee Job Record Change
transaction type for Labor Distribution changes include needing to
change job or position data, such as Salary or FTE, and Labor
Distribution information in the same transaction.

D D D D D G G D muni"mﬂmra‘_“
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< Course Menu

Employee Job Record Changes - HR Front End

*/ JOB LABOR DISTRIBUTIONS

| | | | ]
Edt || Remove| |4 301130 || 881000 23800  ||881023

Ao

To edit the Labor Distributions using the
ELIEI drop-down menus click Edit.

O SERVICE DATES & CONTRACT PARAMETERS
O DEFAULT EARNINGS
FACULTY RANK & TENURE

Save | Cancel |

There are two methods to add or update an existing
Labor Distribution: using the drop-down menus and using
the inline method. If you are certain of the data you are
entering in the fields, using the in-line method will save
time. If you need to verify that the data entered in each
field of the FOAPAL is correct, click Edit and use the
drop-down menus.

G D m a G G G E Anoa:‘mpmﬁra'_“/
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Employee Job Record Changes - HR Front End

COR: | 4 - University of llinais - Springfield
Index: '7 I.T
Fuml:l I3EI11?D - 881 Intercollegiate Athl ¥
Organization: | 281000 1881[[0 - Athletics ¥
Accnll'l:l I 213800 - Other Staff Salary ¥
Program: | £81023
Actvi: [ |Enter 200100 in the Fund field and enter

) ,— 213300 in the Account field.
s Then click Update.

Effective Date: I 1172010

Percent: | 100.00

Salary: I 30000.00
-

281073 - Intarcallaniate Athlatic Traininn s

If you begin typing a number in any of the
FOAPAL fields, you can use the menus to
the right to select the correct value. Once a
value is entered, check the description that
is populated to verify the data entered is
correct.

X

When using the vertical menu to edit Labor
Distribution, you must use the Update button
located below the list. Using the Update
button to the right of the row will result in an
error. Also, clicking the Save button without
first clicking Update will result in changes
being lost.

Fa ™
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ADOBE"CAPTIVATE” |

HR Front End Training

56




 Course Menu

Employee Job Record Changes - HR Front End

i

>

|

Labor Distribution row is updated with new
N values displayed in red, and old values
L R displayed in white. Effective date is updated
N to match the date entered in the view date
I field

:
i
i

To see additional ways to edit,
add, and remove Labor
Distributions see the Labor
Distribution course.

D D D :] D G G D .annni"mp'rmr:‘_“ )
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s Employee Job Record Changes - HR Front End pie

0
= mp one e Reco DUTBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS ¥ HELP @ LOGOUT

Base Salary: $30,000.00 Total Salary: $30,000.00
Full \ﬁew:Trann;Fll Change oomponent in the PW in):Not Completed:Editable:BioDemoAccess:JobAccess=|S35386 00], Stop:
LEae L Changes accordion. If you have multiple
112010 components click the View link to view the

change.
Job Change Change
Reason Type
$95386-00 VST ASST ATHL  |4-881000 FTOO1,FTE
TRAINER Athletics Change

iew ‘1911?91|EI11'I]U2EI1EI |DU‘EI11’2I]1I] ‘

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

I3 EMPLOYEE GENERAL INFORMATION | }

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

$95386-00: VST ASSTATHLTRAINER ECLS: BA TS ORG: 4-881000 TYPE:P FTE:0.750 MTHLY: $1,875.00 BEGIN: 7/16/2009 END: 7/15/2010 BGT PRO:
STATUS: A

Route | Save | cancel Release Ownership | Send To | Send F1 | Print Friendly View |

Click the Next
button to continue.
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Employee Job Record Changes - HR Front End

Chapter 5 Review

In this Chapter, you have learned:

How to expand the Labor Distributions
accordion
How to make changes

How to save
About the proposed changes

Click the Next .
button to continue.

ADOBE CAPTIVATE™

HR Front End Training 59



Employee Job Record Changes - HR Front End

Chapter 6

Editing Service Dates & Contract
Parameters

In this Chapter, you will learn:

+ How to expand the Service Dates & Parameters
accordion

+ How to make changes

* How to save

« About the proposed changes

Click the Next
button to continue.
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Employee Job Record Changes - HR Front End

Employee Record View @ HOME E EMPL OYEE SEARCH @ INOUTBOXES ADMIN TOOLS ¥ ﬂHELP @ LOGOUT

= Success routing to CAMPUS:Default: Apply B S5-4 (32528:505992)

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transaction (92528:505992) JOBCHANGE (194792):0wner=No (None):Not Completed:Readonly:BioDemoAccess:JobAccess=[S95386.00], Stop:
CAMPUS:Default:Apply B S-4 (92528:505992)

A2l 14152010 | View |

© PROPOSED CHANGES

Change Personnel
Date Date o

Job Change Change Apply
Reason Type Status

5$95386-00 VST ASST ATHL 4-881000 FTOO1,FTE
Vlew| |194792 01/01/2010 |U1ID'EIQD‘IU |TRAINER 'Nhletics Change ‘ERC

Viewi |19£1793 07/15/2010 |CI?:"15]2CHIJ |$gif£g‘£o NSEASSTARL i4'331 000 ||= 1001 _End loh ‘l:nr‘

Atthe campus apply level, click Take

GENERAL INFO BIO / DEMO Ownership.
i EMPLOYEE GENERAL INFORMATION

|Tmm|mmm|

= The Service Dates and Contract Parameters accordion dlsplays
the service dates and any contract parameters active on the selected

date for the Employee Record. .
Only users with Central HR level access can Edit and Apply Service Y 3187500 BEGIE 71162009 END: 71152010 BGTPRO:

Dates & Contract Parameters.

Q Q Q G @ G G ADOBE"CAPTIVATE”
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R a— Employee Job Record Changes - HR Front End

) =
@ HOME E EMPLOYEE SEARCH @ INOUTBOXES C ADMIN TOOLS ¥

Employee Record View

8 HELP @ LOGOUT

= Success routing to CAMPUS: Default:Apply B S-4 (92528:505552).

Doe, Jane 651234567 4881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transaction (32528:505992) JOBCHANGE (194792):0wner=No (None):Not Completed:Readonly:BioDemoAccess:JobAccess=[595386 00|, Stop:

Change Personnel
e Date Date ot
$95386-00 VST ASST ATHL ’

|194792 01/01/2010 |D1ID1!2010 |TR'AJNER’
§95386-00 VST ASST ATHL
|194?93 07/15/2010 |D?{15f2tl‘il] |TRA.INER’

. Athletics

4-881000

4-881000
Alhletics

FTOO1,FTE
Change ‘ERC

|EJIJ[I1 . End Job ‘ ERC

CAMPUS:Default:Apply B S 4 (92528.
Ll 00 | view) :
£
Job Change Change Apply
Reason Type Status

GENERAL INFO

G EMPLOYEE GENERAL INFORMAT
— | nder the Jobs tab, click the job accordion

to expand.

UEEE
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« Course Menu

Comments

COPIES PB

NEW VST AP.  ANNUAL SALARY $30,000. NZAD 7/16/09 - 7/15/2010 .

UseriD

psims1

Employee Job Record Changes - HR Front End

Date

7-21-2009 14:21:11

Is‘m&sn

12-15-2008 0915

o

WORK SCHEDULES

O DEFAULT EARNINGS
Click on the Service Dates &

O pOSITION DATA

O SERVICE DATES & CONTRACT PARAMETERS

|_|Contract Parameters accordion

=to expand.

e

SE300

(o] x|
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Employee Job Record Changes - HR Front End

0 J0B LABOR DISTRIBUTIONS
O pOSITION DATA

WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS
-SERVICE DATES ———

dates in the Service Begin Date and
BEGIN: END: : el Service End Date fields.
|mmEEmE 7152010 11172010

- CONTRACT PARAMETERS: —— Salary Commitment field.

NONE - NONE - Renevé] | |Enter 30500.00 in the Salary Commitment
field. Then click Save.

ADCC - Anniversary Date Changed per Contract

DFMS - Deferred Pay Non-Standard Dates

DIAT - DlA-related Addl Terms of Emplmnt for NCAA-Non DIA staff
DPHD - Department Head

ENER - End Notice Period Reg Period Expires-Return to Reg Status

To edit the service dates, enter the correct L

If Salary Commitment is changing, enter the
711612009 new Salary Commitment information in the

x

[-IDEFAULT EARNINGS

FACULTY RANK & TENURE

Appy | Return [[Save || cancel | Route as E6¢ |

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

G300 (O roc] 5]
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< Course Menu

Employee Job Record Changes - HR Front End hyr

P67
)

= 0
DUTBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS ¥ B HELP @ LOGOUT

Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transact Change component in the P n):Not Completed:Editable:BioDemoAccess:JobAccess—[S9538600], Stop:
2iaiy LR UIL Changes accordion. If you have multiple

11172010 components click the View link to view the

change.

Job Change Change
Reason Type
FTOO1, FTE

View ‘194?91|u1m112u1u }mmmmn ‘SBSSBGDDVSTASSTATHL P |Change

TRAINER Athletics
Add Change

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

D EMPLOYEE GENERAL INFORMATION

|

Release Ownership | Send To | Send FY1 | Print Friendly View |

$95386-00: VST ASSTATHL TRAINER  ECLS: BA TS ORG: 4-881000 TYPE:P FTE:0.750 MWTHLY:$1,875.00 BEGIN: 7/16/2009 END: 7/15/2010 BGT PRO:
- STATUS: A

Route | Save  Cancel

Release Ownership | Send To | Send FY1 | Print Friendly View |

Click the Next
button to continue.

G G G E ADOBE"CAPTIVATE™
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Employee Job Record Changes - HR Front End

Chapter 6 Review

In this Chapter, you have learned:

How to expand the Service Dates &
Parameters accordion

How to make changes

How to save

About the proposed changes

Click the Next
button to continue.

ADOBE CAPTIVATE"
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Employee Job Record Changes - HR Front End

Chapter 7

Editing the Default Earnings

In this Chapter, you will learn:

+ How to expand the Default Earnings accordion
+ How to make changes

+ How to save

« About the proposed changes

Click the Next
button to continue
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- Employee Job Record Changes - HR Front End

Employee Record View @ HOME E EMPLOYEE SEARCH @ INOUTBOXES e ADMIN TOOLS ¥ 0 HELP @ LOGOUT

» Success routing to CAMPUS: Default: Apply B 5-4 (92528:505592).

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transaction {92528:505992) JOBCHANGE (194792):0wner=No {(None):Not Completed:Readonly:BioDemoAccess:JobAccess=[$95386 00], Stop:
CAMPUS:Default:Apply B S 4 (92528:505992)

DAy o0 | view)
© PROPOSED CHANGES ~

Change Personnel ok Job Change Change Apply
Date Date Reason Type

595386-00 VST ASST ATHL 4-881000 FTOO1,FTE

Vieﬂl |194?92‘UI/’U11’201D |D1ID1IZD1D TRAINER Athietics Change

X =ndJob

\
Users who have access to the Employee Record View will be able to view the

Default Earnings information. However, only those with Central HR Level _ Atthe campus level, click
security permissions will be able to update the fields. All other users will have Take Ownership.
read-only access. _

N|

[Take Ownership | Print Friendly View |

STATUS: A

|F].nnnsrnl. |
SRR

Q E G G G G ; E ADOBE"CAPTIVATE"™

HR Front End Training 68



- Employee Job Record Changes - HR Front End

0
Employee Record View HOME C EMPLOYEE SEARCH INOUTBOXES B ADMIN TOOLS ¥ BHELP @ LOGOUT

* Success routing to CAMPUS: Default: Apply B S-4 (92528:505992).

Doe, Jane 651234567 4881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transaction (92528:505392) JOBCHANGE (194792):0wner=No (None):Not Completed:Readonly:BioDemoAccess:JobAccess=[$95386.00], Stop:
CAMPUS:Default:Apply B S4 (92528:505992)

Ay o0 | vew] Linteazz | Tmeine view |

© PROPOSED CHANGES
D Change Personnel b Job Change Change Apply
Date Date Reason Type Status

$95386-00 VST ASST ATHL 4-881000 FTO01,FTE
e |194?92‘U1IU1!201D |D1!D1IQDTU |TRAJNER Athletics |Cnange ‘ERC

595386-00 VST ASST ATHL 4-881000
i |194733‘l37!15120|€l |EI'H15I2EI‘IEI |TRA.INER Athietics |EJEII]1,EndJUb ‘ERC

GENERAL INFO ATTACHMENTS AUDIT TRAIL

EMPLOYEE GENERAL INFORMA

Under the Jobs tab, click the job accordion
to expand. Take Ownership | Print Friendly View |

Q E m D G G G E ADDBE“CAPTIVATE
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< Course Menu

Employee Job Record Changes - HR Front End

JOB CHANGE REASOMN: COA: ORG: TIME ENTRY METHOD:
|SAEI18 - Salary Planner Upload 1 I244III2 - Physics State Oper | P - Payroll

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
[ Ax - Acad 9/12mth Ben Elig [a1-9M12mth2 FHcomp25 - [Y- Yes

GROUP: TABLE: GRADE: STEP: PROB PERIOD: BEGINDATE: END DATE: INCREASE MMDD: ANNIV DATE:
2010 - [aa - |unDFD - |00 [ | | |

" SALARY PROBATIONARY

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:
I R - Recurring | NONE [S.D |

JOB COMMENTS

Comments UseriD Date

O JOB | ABOR DISTRIBUTIONS

O POSITION DATA

O SERVICE DATES & CONTRACT PARAMETERS
O DEFAULT EARNINGS

Click on the Default Earnings
accordion to expand.

-

CE300 UEEE
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‘< Course Menu

Employee Job Record Changes - HR Front End

FSS - Foreign Sourced Supplemental
FWR - Family Leave Vacation(Rdg)
HMP - Human Subject Payment
HOU - Housing

JINT - Oft.site Internet Stipend
LEG - Adjust Dollar Amt-Legacy
LWP - Leave Without Pay

© JOB LABOR DISTRIBUTIONS

Crosmonoara —[ftoeiiesig
Select MIN - Stp- Med entalisgreement Payment

; CurrYrDesth-Sick
Insurance from the Eaming e,
Code menu. -CurrYrDesth-Reg Pay

snes-Prior'YrDeath-Sick

| SB5 - Surv Benefts-PriorYrDeath-Vac
Effective Date e PriorveDeath.Req Pa Hours/Units Special Rate Shift End Date

RGE - Reguiar Pay-Exempt

| Select One

| FACULTY RANK & TENURE

Apply | Return | Save | Cancel | Route as EGC | Release Ownership | Send To | Send FY1 | Print Friendly Wiew |

D D D C] D G G D Anoaa“mnm‘re'f}
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' Course Menu

Employee Job Record Changes - HR Front End

v/ DEFAULT EARNINGS

Effective Date Earnings Code Hours/Units Special Rate Shift End Date

| 771872009 |£M|N - Stp- Med Insurance

[ |ISelec‘lOm

I O = N - i 12 in the Hours/Units field then click
Update.

pply | Return | Save | Cancel | Route as EGC |

Q G G a G G G E .nnnn:"mp'rmr:‘_“/
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Rkt Employee Job Record Changes - HR Front End

| 12-15-2008 10:25

aa

[ZIDEFAULT EARNINGS

Effective Date Earnings Code Hours/Units Special Rate Shift End Date

Ii | FFR - FMLA, Floating Holiday (RDG)
oL | RGE - Regular Pay-Exempt

1
I\ One

L______Click Save.
.,

Appty | Return [Save | Cancel | Route as EGC | Release Ownership | Send To | Send FY1 | Print Friendly View |

Q E G a G G G E Anoaa‘mnm‘re'f}
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< Course Menu

Employee Job Record Changes - HR Front End Pais

DUTBOXES @ TRANSACTIONS ¥ C ADMIN TOOLS ¥ 0 SV HELP @ LOGOUT

Base Salary: §30,000.00 Total Salary: $30,000.00
Full V'ew-Trumct Change component in the Propoggd in):Not Completed:Editable:BioDemoAccess:JobAccess=[S35386.00], Stop:
ai LD Changes accordion. If you have multiple
1112010 components click the View link to view the
change.
|
Job Change Change
Reason Type
595386-00 VST ASST ATHL  |4-881000 |FTIZIIJI FTE |ERC | |

WIEW ‘154751|D1ﬂ]1!2[|1[| ]I]h"[lﬂ?l]ﬂl] ‘

TRAINER Athletics Change

Add Change

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL
i3 EMPLOYEE GENERAL INFORMATION \ }

Release Ownership | Send To | Send Fv1 | Prin Friendly view |

$95386-00: VST ASSTATHL TRAINER ECLS: BA TS ORG: 4-281000 TYPE:P FTE:0.750 WMTHLY:$1,87500 BEGIN: 7/16/2008 END: 7/15/2010 BGT PRO:
STATUS: A

Route | Save | Cancel | Release Ownership | Send To | Send FY1 | Print Friendly View |

Click the Next
button to continue.

Q E G G G G G E ADOBE"CAPTIVATE "

HR Front End Training 74



Employee Job Record Changes - HR Front End

Chapter 7 Review

In this Chapter, you have learned:

How to expand the Default Earnings
accordion
How to make changes

How to save
About the proposed changes

Click the Next

button to continue.

ADOBE"CAFTIVATE ™
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Employee Job Record Changes - HR Front End

Chapter 8

Viewing Faculty Rank & Tenure
Accordion

In this Chapter, you will learn:

» How to view the Faculty Rank & Tenure
Accordion

Click the Next
button to continue.
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< Course Menu

Employee Job Record Changes - HR Front End

] A0 = 2%
Employee Record View o S e T C ADMIN TOOLS ¥ B s O

Doe, Jane 651234567 1244002 Physics State Oper ECLS: AA  Total FTE: 1.000 Base Salary: §113,700.08 Total Salary: $113,700.08
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[Us3037-00]

oare: TR intea v | Tmeine view |

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

DEMPLOYEE GENERAL INFORMATION

12 U69037.00: PROF  ECLS: AA TS ORG: 1-244002 TYPE:P FIE: 1.000 MITHLY: §9,475.01 BEGIN: 12162003 BGTPRO:R STATUS: A

Under the Jobs tab, click the job accordion
to expand.

Alll of the data in the Faculty Rank and Tenure
accordion is read-only. This accordion is only
accessible for jobs that have an Employee Class
that begins with A. The View Date that is entered
in Employee Record View will determine the
appropriate data to be displayed in this
accordion.

Q E G E G G G E ADOBE“CAPTIVATE
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 Course Menu

Employee Job Record Changes - HR Front End

JOB CHANGE REASOMN: COA: ORG: TIME ENTRY METHOD:
|SAEI18 - Salary Planner Upload 1 [244032 - Physics State Oper [F' - Payroll

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
[ Aa - Acad 9/12mth Ben Elig [a1-912mth2 FHcomp25 - [Y- Yes

GROUP: TABLE: GRADE: STEP: PROB PERIOD: BEGINDATE: END DATE: INCREASE MMDD: ANNIV DATE:
[2010 ~ [aa - [unoFD - |00 [ [ | [

" SALARY PROBATIONARY

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:
I R - Recurring | NONE [S.D |

JOB COMMENTS
Comments UseriD Date

O JOB LABOR DISTRIBUTIONS
O POSITION DATA
WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS
O DEFAULT EARNINGS
O FACULTY RANK & TENURE

Click on the Faculty Rank &
Tenure accordion to expand.

D D D i] D D D D .au)maE"c.m:'rnr.rre'f,a
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% Course Menu

Employee Job Record Changes - HR Front End

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
| & - Acad 9112mth Ben Elig |A1-9M2mth2 FH comp25 [ Y- Yes

SALARY - PROBATIONARY
GROUP:  TABLE: GRADE:  SIEP:  PROBPERIOD: BEGINDATE: ENDDATE: | INCREASEMMDD: ANNN DATE:
200~ [aa ~ [unoFD - [oo ~ || [ [ [

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PER DAY:  SEARCH NUMBER:
| R - Recurring [noneE |80 [

JOB COMMENTS

Comments UseriD Date X

B oo riomaton,
and Tenure information.
| WORKSCHEDULES y 0000 |
© FACULTY RANK & TENURE
Tenure Code Probationary Year Tenure Org Tenure FTE
Professor |Indefinite Tenure |244 - Physics 1.0

Prirt Friendly View

Click the Next
button to continue.

D D D a D G G D mnni"mp‘rmrt‘_“/.
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Employee Job Record Changes - HR Front End

Chapter 8 Review

In this Chapter, you have learned:

« How to view the Faculty Rank & Tenure
Accordion

Click the Next
button to continue.
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Employee Job Record Changes - HR Front End

Chapter 9

Employee Job Record Changes
Prior to the Last Paid Date

In this Chapter, you will learn:

« How to select an appropriate view date

« How to initiate an Employee Job Record Change
* How to make changes

* How to change the Personnel Date

« How to save

« About the proposed changes

Click the Next |

button to continue.
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< Course Menu

Employee Job Record Changes - HR Front End

Employee Record View @ HOME E EMPL OYEE SEARCH g INOUTBOXES @ TRANSACTIONS ¥ e ADMIN TOOLS W B HELP @ LOGOUT

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:No Transaction:Readonly.BioDemoAccess:JobAccess=[595386-00]

[l 12nen00s | View]  Limted ERY | Timeine View |

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL
O EMPLOYEE GENERAL INFORMATION

$95386-00: VST ASST ATHL TRAINER  ECLS: BA TS ORG: 4-831000 TYPE:P FTE:1.000 MTHLY: $2,500.00 BEGIN: 7/16/2009 END: 7/15/2010 BGT PRO:
STATUS: A

Under the Jobs tab, click the job accordion
to expand.

) x  For this example, we are adding a salary
To begin an Employee Job Record Change you increase that should have taken effect before
must first open the employee’s record. Once you the employee’s Last Paid Date, but it was not
have selected a UIN that you have permissions to, entered into the system before pay was

you will be taken to the Employee Record View. processed at the old rate.

Q E m D G G G E ADOBE CAPTIVATE™
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Employee Job Record Changes - HR Front End

Print Friendly ‘View

o )

K9 $95386.00: VST ASSTATHL TRAINER ECLS:BA TS ORG: 4-881000 TYPE:P FTE:1.000 MTHLY: $2,500.00 BEGIN: 7/16/2009 END: 7115/2010 BGT PRO:
STATUS: A

\’ JOB DETAIL ¥

- DATES
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOB BEGIN DATE:  JOB END DATE:
| 711612000 | 711612008 [ 121512008 | 716r2009 | 7152010

POSITION:  SUFFDC  POSITION CLASS: JOB TYPE:

595386 oo SABKF - SPEC ATHRC TRANG g - P - Primary
! ! ! Notice the Last Paid !

rariDate.
PAY ID: FACTOR: JOBFTE: APPT %:  HOUl L JOB STATUS:

[MN-Monthly ~ [12 © [1000 [1000 |[184cmuor  jwimvome — jeonpusus || A- Active

TIMESHEET
JOB CHANGE REASON: COA: ORG: | TIME ENTRY METHOD:

[ HROO1 - New Hire [+~ [681000 - Athletics || P - Payrall

Click the Next
button to continue.

D D D \:] | fTock X EJ nnoaa“c.npmn'r:‘f/.
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Employee Job Record Changes - HR Front End

Do € 3 ® € B ©
Employee Record View ~—) HOME EMPLOYEE SEARCH == INOUTBOXES TRANSACTIONS ¥ ADMIN TOOLS ¥ HELP LOGOUT

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00 Total Salary: $30,000.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[595386-00]

onre: [
e == e R
EMPLOYEE GENERA
Enter the day after the last paid date. Enter
12/16/20089 in the Date field, and then
click View.

?SQS39&-00:VSTASSTATHLTRAJNER ECLS: BA TSORG: 4-831000 TYPE:P FTE:1.000 MTHLY: $2.500.00 BEGIN: 7/16/2009 END: 71152010 BGT PRO:

STATUS: &

G ﬁ m D G G G E ADOBE“CAPTIVATE™
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CHS

Employee Job Record Changes - HR Front End PEN2

Employee Record View @ HOME @ EMPL OYEE SEARCH @ INOUTBOXES e ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess—[595386 00

LY 12/16/2009 m
=

EMPLOYEE X

You are now viewing this === Click Employee Job Record Change from
Ssve| el yerson as of 12/16/2009.  If the Transactions Menu.

'you tried to put a date prior
I .. oo

to the last paid date, the

E sos3s6.0System will not allow you to 5 sss1000 veEP FIE 1000 T Job End Date
STATUS:.do an Employee Job Record
Change transaction.

Save| Cance | Print Friendly View
=T
@ Q @ @ @ a E Anuss"mp'rwa're'“/.
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EMPLOYEE SEARCH

Employe ord View
Total Salary: $30,000.00

Doe, Jane 651234567 4.881000-Athletics ECLS: BA Total FTE: 1.000 Base Salary: $30,000.00
Full View:New Transaction=JOBCHANGE:Editable:BioDemoAccess:JobAccess=[S95386.00]

[ILYI= 12/16/2009 m
ATTACHMENTS AUDIT TRAIL

GENERAL INFO BIO / DEMO

CH.S
P.6/12

DEN‘PLOYEE GENERAL INFORMATION

I $95386.00: VST ASST ATHL TRAINER  ECLS:BA TS ORG: 4-331000 TYPE:P FTE: 1000 MTHLY: $2,500.00 BEGIN: 741612003 END: 711572010 BGT PRO:

STATUS: A

Under the Jobs tab, click the job accordion
to expand.

(O Jroe] 5]

SE300

ADOBE“CAPTIVATE™
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STATUS: A

$§95386-00: VST ASSTATHL TRAINER ECLS:BA TS ORG: 4-881000 TYPEP FTE 1.000 MTHLY: $2,50000 BEGMN- Ti1R20NNA_FMN- 7M1 A2010 _RGT DRO-

CH.S
P712

X

DATES

The Job and position data |

PERSONMNEL DATE: EFFECTIVE DATE: LASTPAIDDATE: JOB BEGINDATE: JOB END DATE:

[ 711612000 | 71612009

| 1211512009 | 711612009 | 7152010

are now editable. We are
going to be changing the
Job Detail in this

POSITION:

SUFFIX:  POSITION CLASS:

JOB TITLE:

J08 1 example.

|sesaee |00

PAY ID:

l SABKF - SPEC ATHRC TRANG VISTN

FACTOR: JOBFTE: APPT %:

| VST ASST ATHL TRAINER

r PAY RATE

HOURLY: MONTHLY: ANNUAL:

| MN - Monthly |12 % [1.000

JOB CHANGE REASON:

IF‘—F'r

100.0 14 423354

|$2,500.00 | s30.000.00

r TIMESHEET

COA: ORG:

TIME ENTRY METHOD:

I Select One

JOB EMPLOYEE CLASS:

v |[4~ [e81000 - Athletics

¥ || P - Payroll

LEAVE CATEGORY:

| BA - Acad/Pro 12mth Ben Elig

v [¥3-1212mth2FH 25

SALARY

GROUP:  TABLE: GRADE:

PROBATIONARY

STEP:

PROB PERIOD: BEGIN DATE: END DATE: INCREASE MMDD: ANNIV DATE:

[zo09 ~ |aa - [UNDFD

oo - |lf | |

BUDGET PROFILE CODE:

HOURS PERDAY:  SEARCH NUMBER:

|X - Not Budgeted

[ nONE [s0

| Click the Next
button to continue.

ADOBE"CAPTIVATE” |
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ammmm TJTRAINFR FCIS:RA TS ORG: 4-881000 TYPEP FTE: 1.000 MTHLY: §2,500.00 BEGIN: 7/16/2008 END: 7/15/2010 BGT PRO:

K| RCOO7 - Provisional to Status (CS) e
[z SAD01 - Acad-Addt Responsibility
[N SADDZ - CS Negotiated Increase (CS)
- All-Merit Increase (CS)
SAD04 - CS-Anniversary Increase (CS) PAID DATE: JOB BEGINDATE: JOB END DATE:

- Student - Market
- Equity Adjustment 612009 { T 62009 TN52010

- Counter Offer

JOB TITLE:
TRANG VISTN |VST ASST ATHL TRAINER

5 r PAY RATE

- Established Sa|— — - MONTHLY: ANNUAL:

z ng:Lm.’TmSSaISeleCt SA010 - Pay — $3.000.00 T

- Sabbatical Sup| ! —
Change from the Job = +30,00000

- Minimum W i
.O:E:TU"] ag’GChange Reason list.

- Across the Boarooo;
- Salary Planner Upload

~TIMESHEET
- v || COA: ORG: TIME ENTRY METHOD:
Select One iv |4 » |831000 - Athletics v ||P-Payrll

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
| BA - Acad/Pro 12mth Ben Elig v [Y3-1212mth2FH25 v |Y-Yes

SALARY 1 PROBATIONARY
GROUP:  TABLE: GRADE:  STEP: | PROBPERIOD: BEGINDATE: ENDDATE: | INCREASEMMDD: ANNIV DATE:
[2009 - [aa ~ [unpFD - |00 [ | |

D D D a EJ l: l: D Anoaa“mnm‘r:‘f}.
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Print Friendly ‘iew

X
N T 2ne shouid have. 5]
[ 59538600 VST ASSTATHLTRAINER ECLS:BA TSORG: 4851000 TYPE:F FIE:1000 MTHLY:szs0000 eec taken effect before that —‘
K STATUS: A last paid date. Because __

[~lioe DETAL T80 the system will not allow
DATES you to make that change

PERSONNEL DATE:  EFFECTIVEDATE:  LASTPAID DATE:  JOBBEGINDATE:  JOB END DATE: with the View Date, we
7/16/2009 71612009 |11r1 52009 |?I1SHUGQ 7152010 are changing ther
POSITION: ~ $'FFIX:  POSITION CLASS: JOB TITLE: JoB T Personnel Date to reflect
[sos386 || 5VISTN | VST ASST ATHL TRAINER |P-Pithe correct date.
Enter the date that the
RATE
i change should have been s I i

[N~ Monthiy Effective. Enter 12/1/2008: 5pg025 $3,000.00 $36,000.00
423354 $2,500.00 $30,000.00

r TIMESHEET
JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:
SAD10 - Pay Change ~ |[4 '+ [881000- Athletics v |[P-Payrl
Select One

JOB EMPLOYEE CLASS: LEAVE CATEGORY:
| BA - Acad/Pro 12mth Ben Elig ¥ | Y3-1212mth2FH 25

Click the Next
button to continue.

ADOBE®CAPTIVATE"™ |
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Employee Job Record Changes - HR Front End PA0/12

GENERAL INFO BIO | DEMO ATTACHMENTS
9 EMPLOYEE GENERAL INFORMATION | I

Route! Cancel Release Ownership | Send To | Send FY1 | Print Friendly View
[Save | I I I |

e B

Once all necessary changes =T

?Mhave been made, click Save. 'ORG: 4-381000 TYPE:P FTE 1.000 MTHLY: $3,00000 BEGIN: 7/16/2008 END: 71152010 BGTPRO:
STAT

i=1J0B DETAIL "8
DATES
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOBBEGINDATE: JOB END DATE:
12172008 | 1241612000 1201512008 | 711612000 | 711512010
7/16/2009 [ 7112000

POSITION:  SU S JOB TITLE: JOB TYPE:
sesass  |ocThe new Personnel  jsmi  [vstasstamil Traner [P-Primary 1w
Date appears in red.

PAY ID: Ly: MONTHLY: ANNUAL: JOB STATUS:

MN- Monthly - |12 % [1000 |1000 ||17.308025 $3,000.00 $3600000 | |A- Active
I 14.423354 $2,500.00 $30,000.00

’ TIMESHEET

COA: ORG:
el

JOB CHANGE REASON:

I: CI D I:] [N RTOLE A D -ﬂDDIiE"r.APTrv.nTE'i)
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Dl Employee Job Record Changes - HR Front End pfin3
@HO H E‘MHTOOLS' % @LOGOUT

e e i You will now see the Employee Record

Doe, Jane 651234567 4-881000-Athletic Change component in the Pmpo’od Total Salary: $30,000.00

Full View:T cti 2531:505' JOB i it :BioDemoAccess:JobAccess=[S95386 .00], Stop:
T e g gl "™
oare: REILEIU have multiple components click the View link =

to view the change.

Change Personnel ange Change Apply
Date Date Type Status

595386-00 VST ASST ATHL |4-861000 SAD10, Pay
120122002 ‘TRAINER Athietics Change

GENERAL INFO BIO | DEMO MEMOS ATTACHMENTS AUDIT TRAIL

DEMPLOYEE GENERAL INFORMATION ‘ }

Route | Save | Cancel ip | Send To | Send F1 | Print Friendly View |

JOBS R

$95386-00: VST ASST ATHL TRAIMTS  ©rt €= Pa ¥enne. 4 aasann e o cre. « ann -";v:sa.mm BEGIN: 7/16/2009 END: 77152010 BGT PRO:
STATUS: A

If the change made to the record affects pay,
S| N m then a pay adjustment or other financial
transaction may be required. These
adjustments are processed outside the HR
Front End following current business

Click the Next

processes. :
button to continue.

Release Ownership | Send To | Send FY1 | Print Friendly View |

Q E G G G E ; E ADOBE°CAPTIVATE" )
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Chapter 9 Review

In this Chapter, you have learned:

How to select an appropriate view date
» How to initiate an Employee Job Record

Change

How to make changes

How to change the Personnel Date

How to save

About the proposed changes

Click the Next
button to continue.

ADOBE"CAPTIVATE™

hid bt Ead 0L
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Employee Job Record Changes - HR Front End

Chapter 10

Editing Work Schedules

In this Chapter, you will learn:

How to select an appropriate view date
How to initiate a Work Schedule transaction
How to make changes

How to save

About the proposed changes

Click the Next
button to continue

|._, WL Gl L ‘pTocy x ADOBE“CAPTIVATE
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Employee Job Record Changes - HR Front End

3 &
Employee Record View @HOME E EMPLOYEE SEARCH = INOUTBOXES @ TRANSACTIONS ¥ 8 ADMIN TOOLS ¥ B HELP @ LOGOUT

Doe, Jane 651234567 2280001 -University Library ECLS: CA Total FTE: 1.000 Base Salary: $41,808.00 Total Salary: $41,808.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[C8911200]

o [ (7

EMPLOYEE GENERA Enter the date the change should be
effective in the Date field. For example,

enter 1/1/2010 in the Date field and click
View.

Lnted R | i viow

p C€389112-00: SR LIBRARY SPECIALIST (LC) ECLS: CA TSORG: 2-230001 TYPE P FTE:1.000 HRLY: 21 440000 BEGIN: 12/21/2003 BGTPRO: R STATUS: A

X .

To begin an Employee Job Record Change you gemmﬂa“ﬂ?nr: ?n‘:éo lgt:‘swﬂ;:;h g:t?;l;r:
must first open the employee’s record. Once you CA, CB, CG, and CH e-classes may have an active
have selected a UIN that you have permissions to, Work Schedule. Work schedule changes (such as
you will be taken to the Employee Record View. hours, shift, begin day) that take place after the
Last Paid Date on the job record are made using
Work Schedule transaction in the HR Front End.

@ Q Q B Q a E ADOBE“CAFTIVATE™
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Employee Record View

Doe, Jane 651234567 2.280001-University Library ECLS: CA Total FTE:
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[(89112 00]

BTN 17172010  View |

R arTITTTTER SIS
X

mmu are now viewing

this person as of
— 1/1/2010.

[ c89112.00: SR LIBRARY SPECIALIST (LC) ECLS:CA TS ORG:2-280001 TYPEP FIE: 1.00| Work Schedule
Job End Date

|Click Work Schedule from the
|Transactions Menu.

@ G Q Q @ L; @ Q Anusa"cnp'rm'r:’_“ A
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Employee Job Record Changes - HR Front End

Employee Record View

Doe, Jane 651234567 2.280001-University Library ECLS: CA Total FTE: 1.000 Base Salary: $41,808.00 Total Salary: $41,808.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[C89112 00]

[MLY1 = 17172010 m

GENERAL INFO BIO | DEMO ATTACHMENTS AUDIT TRAIL
DEWLOYEE GENERAL INFORMATION

9 C89112.00: SR LIBRARY SPECIALIST (LC) ECLS:CA TS ORG: 2-280001 TYPE:F FTE:1.000 HRLY: 21440000 BEGIN:12/21/2003 BGTPRO:R STATUS: A

Print Friendly View

Under the Jobs tab, click the job accordion
to expand.

G ﬁ m D G G G E ADOBE“CAPTIVATE™

HR Front End Training 96



' Course Menu
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JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:

| Looo1 - Labor Distribution Change [2™ [280001 - University Library [w - web

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:

| ca- CS 75Hpay

NE Ben Elig [12-CS 375 NEx 2 FH comp [v-ves

 PROBATIONARY

~SALARY

GROUP:  TABLE: GRADE: STEP: ‘ PROB PERIOD: BEGIN DATE: END DATE: INCREASE MMDD: ANNIV DATE:

|20094  [Fa

[20 « [22-2124 « ||| [ [ [osr22 [ 52212005

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:

| R - Recuring

JOB COMMENTS

Comments UseriD Date

| B3 - C-SEWU Clerical 73 [75 [

© pOSITION DATA

O SERVICE DATES

DEFAULT EARNIN

© JOB LABOR DISTRIBUTIONS
O WORK SCHEDULES

CONTRA ARAN

Click on the Work Schedules
accordion to expand.

SiEO0

(@roc] |5

ADOB E"mFTIV.lTE'“}
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BUDGET PROFILE CODE: BARGAINING UNIT:

| R - Recurring B3 - C-SEIU Clerical 73

JOB COMMENTS

Comments UserID Date

WORK SCHEDULE: END DATE: DEEMED HOURS: BASE EARNING CODE:  BEGINDAY: EFFECTVEDATE: Ea
[ Add New |reEG [1

[12r2172003

:Click Add New.

\ ]
DEFAULT EARNINGS

Save | Cancel|

Q E G a G G G E ADDEE”CAPTIVATE'_"

J
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DEEMED HOURS: BASE EARNING CODE:  BEGIN DAY: EFFECTIVE DATE:
|s 1172010
512112007

| £ [

|75 |75 |75 ; joo

DEEMED HOURS: BASE EARMING CODE:  BEGIN DAY: EFFECTIVE DATE:
[ [Rec [ 52112007

1 2
SHIFT ] | 1

HOURS (X |7

O SERVICE DATES & CONTRACT PARAMETERS

FACULTY RANK & TENURE

The system will display the new schedule with

and effective date equal to the date ented in the
] view date field. The old schedule will display and
end date equal to the day prior to the effective
date of the new schedule.

Q E G G G G G E ADOBECAPTIVATE"™

/
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DEEMED HOURS: BASE EARNING CODE:  BEGIN DAY: EFFECTIVE DATE:

| |s 1172010
5121/2007

[1 |

|75 |00

DEEMED HOURS: BASE EARNING CODE:  BEGIN DAY: EFFECTIVE DATE:

|rec [ 52112007 - ,
Enter the new schedule. Enter 7.5 in the

Day 8 field on the left and then delete
|['1 hours in Day10 field and enter 0. Enter 1

[oo |r,in the Day 8 Shift field and 0 in the Day 10

Shift field. M

Then click Save.

x I

The system will display the new schedule with

and effective date equal to the date ented in the
view date field. The old schedule will display and

CEE00

end date equal to the day prior to the effective
date of the new schedule.

G G ; G muns"mp'rmﬁ‘“/
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Employee Record View

X
* (CB9112-00: This is a Work ippears to have changed. Please review the FTE to ensure it
comesponds wih 12 1% you will now see the Work Schedule

component in the Proposed Changes
accordion. If you have multiple components
Doe, Jane 651234567 click the View link to view the change Base Salary: $41,808.00 Total Salary: $41,808.00

Full View:Transaction (92534 Editable:BioDemoAccess:JobAccess=[C89112.00], Stop:
ORG:Default:Initiate C C-2-G(

: Work Schedule transactions can be directly
G 11112010 Bl appied to banner. | Linited ERY | Timeine View |

© PROPOSED CHANGES

Change - Job Change Change Apply
Date Reason Type Status

3 C89112-00 SR LIBRARY 2-280001 University
e |194307 01/01/2010 SPECIALIST (LC) Library |WKS | Dﬂml

Addcl'ml

GENERAL INFO BIO /DEMO MEMOS ATTACHMENTS AUDIT TRAIL
I3 EMPLOYEE GENERAL INFORMATION | [

Release Ownership | Send To | Send Fy1 | Print Friendly View |

Click the Next
Release Ownership | Send To| Sene button to continue.

G E E D G E G E ADOBE"CAPTIVATE "
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Chapter 10 Review

In this Chapter, you have learned:

How to select an appropriate view date
How to initiate a Work Schedule
transaction

How to make changes

How to save

About the proposed changes

Click the Next
button to continue.

ADOBE CAPTIVATE™
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Chapter 11

Routing the Transaction

In this Chapter, you will learn:

+« How to route the transaction

Click the Next ‘
button to continue.
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Employee Job Record Changes - HR Front End o

.
TBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS ¥ B HELP @ LOGOUT

 Any informational or error messages are fasa Salary: $30,000.00 Total Salary: $30,000.00
Full View:Transacti displayed in the yellow message area in the | :Not Completed:Editable:BioDemoAccess:JobAccess=[S35386-00], Stop:

DEPT:Default:Initiat
Employee Record View. If transaction is
12000 routed successfully, message will display =T

EIrEEYany, ShoWwing the routing destination. |

Job Change Change
Reason Type

W ‘194?91|u1m11201u 01012010 |599386-00 VST ASST ATHL  |4-881000 |FTI]I]1.FTE |ERC | |

e TRAINER Athletics Change

Add Change

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL
{9 EMPLOYEE GENERAL INFORMATION | }

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

TRAINER ECLS:BA TSORG: 4-381000 TYPE:P FIE:0.750 MTHLY: $1,875.00 BEGIN: 7/16/2008 END: 7/15/2010 BGT PRO:

Release Ownership | Send To | Send F1 | Print Friendty view |

Q E G E G G ; G ADOBE“CAPTIVATE
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B Employee Job Record Changes - HR Front End P34

0 -y ¢
Emplovee Record View HOME C EMPLOYEE SEARCH @ IHOUTBOXES G ADMIN TOOLS ¥ OHELI’ @ LOGOUT

e Success routing to CAMPUS: Default: Review B 5-4 (32531:506010).

X
. — — Once the transaction has
been routed you will QEt - ot Completed:Readonly:BioDemoAccess:JobAccess=[5$95386-00], Stop:

Full View:Transaction (92531:50601 s
A LTS success routing message.

1260000 | Views

© PROPOSED CHANGES s

D Change Personnel o Job Change Change Apply
Date Date Reason Type Status

595386-00 VST ASST ATHL 4-881000 SAD10, Pay
194?96|12f1&"2009 12/01/2009 |TPAINER Athletics Change |ERC

. 595386-00 VST ASST ATHL 4-881000
‘194EDQ|DTJ'15J'2EI1D ‘DTHEQDTEI |'I'E‘A|NER Athletics |EJEIEI1,EndJ0b |ERC

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

Take Ownership | Print Friendy View |

3 EMPLOYEE GENERAL INFORMATION

Click the Next
button to continue.

Q E m G m E G G ADOBE®CAPTIVATE"™
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Chapter 11 Review

In this Chapter, you have learned:

+ How to Route the transaction

Click the Next
button to continue.

| 1 i ADOBE“CAPTIVATE "
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Employee Job Record Change - HR Front End

You have reached the conclusion of the Employee Job
Record 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 | l:l j L: (: l: : nDuﬁE"cAan.mf
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