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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.

SYSTEM HUMAN RESOURCE SERVICES 2
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Introduction

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

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

What is a Historical Job Change?

Historical Job Change transactions in the HR Front End are used to correct the
Personnel Date on job records. Two conditions must both be met to use a Historical
Job Change on a record:

e The job record is dated on or before the Last Paid Date.
e All information on the job record is correct except for the date.

When both of these apply to a job record, use a Historical Job Change to edit the
Personnel Date on the job record. The HR Front End contains a wizard to lead you
through the screens involved in a Historical Job Change. Since Historical Job Changes
are processed on a job record after pay has been calculated, a pay adjustment outside
of the HR Front End is often required, as well.

It is possible to complete multiple historical changes for an employee on a single
transaction. You will need to add a component for each historical change needed. For
each Historical Job Change component added, you will be taken through the wizard to
complete the component.

If you need to change any information on a job record other then the Personnel
Date, use an Employee Job Record Change. You should also use an Employee Record
Change to correct the Personnel Date on a job record dated after the Last Paid Date.
Historical Job Change cannot be used on a record with an Effective Date equal to the
Job Begin Date. If the Job Begin Date in the system should have been earlier, a new
job needs to be created.

For example, the job labor distribution for an employee is supposed to change on
08/01/08. When entering the record to change the labor distribution a date of 10/16/08
is used instead. The employee is paid before the date discrepancy is discovered. Use a
Historical Job Change to change the Personnel Date of the labor distribution change from
10/16/08 to 08/01/08.

HR Front End Training 5
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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 an action that you
= should not

perform or that might
cause problems in the
application.

HR Front End Training 6
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Making a Historical Job Change

A Historical Job Change is used only to correct the Personnel Date on an existing job
record after pay has already been issued. If the job change should have taken effect
before the Last Paid Date on the record but the change was never entered, use an
Employee Job Record Change. Instructions for adding a job record that is dated before
the Last Paid Date are found in the Employee Job Record Change guide.

Initiating a Historical Job Change

To begin a Historical Job Change, you must first open the employee’s record.
1. Click Employee Search in the navigation bar at the top of the screen.
The Employee Search screen appears.

¥ HRFE: Employee Search - Mozilla Firefox

ﬂﬁ I https: ffappservs-dey, admin. uilinois .edu/hrFrontEnd/jspfsearch.do

EI'I'IP'BVEE Search B HOME EMPLOYEE SEARCH @ INIOUTBOXES TRANSACTIONS ¥ C ADMIN TOOLS ¥ a HELP . LOGOUT

Employee Search

UIN: 2 LAST NAME: FIRST NAME: USERIL: SSN:

| | Edwards | Timothy | |

COA: COLLEGE:

|1 - University of lllinois - Urbana A I*- All w
DEPARTMENT: ORGANIZATION:

|- Al v = al v
CAMPUS: EMPLOYEE GROUP:

| u- uue Urbana 7 Champaign v [ v

INCLUDE TERMINATED EMPLOYEES

Search | Reset I

Selectl Query returned 2 rows.

| UIN alast Name | First Name E-Class Emp Status Home ORG
123456780 | Edwards Timothy HA - Academic Hourly T U-1-375000 - State Natural History Survey
@ 123456789 Ad - Acad 9§12mth Ben Elig U-1-251000 - Civil & Environmental Eng
< |l
Select I
Done appservS-dev, admin. uilinois.edu | @

Figure 1: Completed Employee Search screen

2. Type or select the search criteria in the available fields and click Search.

The search results appear in a table in the area below the solid black line.
3. Highlight the desired employee in the results list and click Select.

The Employee Record View for the selected employee appears.

HR Front End Training 7
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Historical Job Change

} HRFE: ERV [Full View:No Transaction:Readonly] - Mozilla Firefox

&‘HM ﬂ EMPLOYEE SEARCH @lunuan
Transaction Histary

Employee Record View
123456789 1.251000.Civil & Environmental Eng ECLS: A Tol
Inffinte Hew Hire

Full View:No Transaction:Readonhy:BieDemoAccess: JobAccess-[Ue0000-50, LUBS330.5M,

oate: [ECEIT)  view

GENERAL INFO BIO | DEMO
i EMPLOYEE GEMERAL INFORMATION

STATUS: & |

I [0 us9744.00: LECTURER ECLS:AA TS ORG:1-251000 TYPE:P FTE: 1000 MTHLY: §57500 Sepatation

appseryS-dav, admin.ulinois.edu [} @

sy fappseryS-dey, admin, ullinos  edufhrFrontEndfisp RetroJobChangs. splorestebiswecreat shiss

Figure 2: Employee Record View

If desired, type a different date in the View Date and click View. You can make
changes only to jobs that exist as of the View Date, so choose a date accordingly.

The Employee Record View refreshes as of the date typed into the View Date field.

4,

HINT: If you are not sure what date to use for the View Date you
may want to click Timeline View. You can find the appropriate date
here for the job you want to change and then click ERV to return to the

Employee Record View and begin the transaction.

5. From the Transactions menu, select Historical Job Change.
The Job Selection screen of the Historical Job Change Wizard appears.

HR Front End Training
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Selecting the Job

On the Job Selection screen of the wizard, you choose the specific job record that
needs to be corrected. Selecting this record is a two-part process.

) HRFE: Historical Job Change - Mozilla Firefox

L L e ————

Historical Job Change Wizard

Historical Job Change (ID: -1): . 123456789

1.251000-Civil & Envirenmental Eng ECLS: AR
Job Selection>>

Below is a list of jobs as of the Wiew Date on the Employee Record View or Timeline View. Select the job that requires the
historical change and click Continue.

appsaryS-dev.sdmin.ulinos.edu (| @

Figure 3: Initial Job Selection screen

6. Highlight the job that requires the change and click Continue.

NOTE: The only jobs that appear in the Job Selection screen are:
e Jobs for which you have security access.
e Jobs as of the View Date specified in the Employee Record View.

A table of effective-dated job records associated with the selected job appears
below the list of jobs.

J HRFE: Historical Job Change - Mozilla Firefox

Histerical Job Change Wizard

Histerical Job Change (ID: -1 ): . 123456789  1.251000-Civil & Environmental Eng ECLS: AA

Job Selection:==

Balow is a list of jobs as of tha View Date on the Employee Record View or Timeline View. Select the job that requires the historical
change and chck Continue.

209/2008 'mmma\m | 24972008
111642007 Labor Distribution Changs | 11/16/2007
1071642007 Labor Destribution Change | 10/16/2007
Cortioue | Cose|

apporvS-dev. sdmn.ulnos.ods () @

Figure 4: Job Selection screen after a job is selected

HR Front End Training
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7. Highlight the effective-dated record that requires a change to the Personnel Date and click
Continue.

The Change Date and Comment screen appears (see Figure 5 below). The
Original Effective Date and the Original Change Date default from the job
record selected and are not editable.

HINT: If the employee has multiple jobs and you realize that you
have selected the wrong job, you can still select the correct job
without leaving the Job Selection screen. Simply click the correct job
in the jobs list at the top of the screen. Then click Continue again.

Entering the Change Date and Comments

In the Change Date and Comment screen of the wizard, you add the correct Personnel Date.

©} HAFE: Historical Job Change - Mozilla Finelox
'_ 3 * ot [ A psary -k, sckvn Aalnoes. A 016§ 2008 dchgish =) LETD0BA rom Mo Dt adSsiesctionadfromioblet dselection

Historical Job Change Wizard

Job Selection>> Change Daie & Commeni

Yiou hae chegen 10 make & Historical Job Chaege Flease enter the New Chasge Date and 3 Job Comment

Ovlginal Effecthes Dite | 100157005 Orlginal Change Date | 21 62003

Hew Persormel Date * [ 110018 E 8 h

aloount Change per K. Hepler

Labor Distribution change enteced for wrong datd, Change To eaclisc date.

Continun | Save | Cose | Detts Transacten |

Figure 5: Completed Change Date and Comment screen
8. Type the corrected date in the New Personnel Date field.

_ L NOTE: The New Personnel Date must be on or before the
= Original Effective Date.

9. Type notes explaining the new date in the Comments field.
10. Click Continue.
The Employee Record View appears as of the New Personnel Date.

HR Front End Training 10
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Completing the Historical Job Change

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

"3 HRFE: ERV [Full View: Transaction (1229:3182) RETRO (3799):Editable] - Mozilla Firefox

‘le https: /fappservS-dey, admin. uillinois.edu/hrFrontEndjspf/ERY. jsp

Employee Record View

Edwards, Timothy 123456789 1-251000-Civil & Environmental Eng ECLS: AA Total FTE: 1.000 Base Salary: §69,000.00 Total Salary: $69,000.00

Full View:Transaction (1229:3182) RETRO (3799):0wner=Yes (eret):Not Completed:Editable:BioDemoAccess:JobAccess=[U60000-50, U65330-SM, U65245-00,
18974400, UB5232.00], Stop: DEPT:Default:Initiate A U-1-KP-251-251000 (1229:3182)

DATE: ENIELNT view |

|>

© PROPOSED CHANGES
Change Personnel Change

ID Date Date Job Job Change Reason Type

wiew|wizaral3799|0sim1/2008  |os12008 Ugs744-00 1-251000 Civil & LO0O1, Labor Distribution

LECTURER Environmental Eng Change
Add Change
GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

| @ EmPLOYEE GENERAL INFORMATION | | _

Routs | Save | Cancel | Release Ownership | Send To | Send Fyi | Print Friendly View |
Joss "

[ Uso744.00: LECTURER ECLS:An TS ORG:1 251000 TYPE:P FIE:1000 MIHLY:5575000 BEGN: 0262007 BGTPRO:R STATUS:A 12) |
p UG0000-S0: LECTURER ECLS: MM TS ORG: 1-251000 TYPE: O FTE: 0.500 MTHLY: §3,722.22 BEGIN: 5/16/2008 END: 8/15/2008 STATUS: A |

Route | Save | Cancel Releass Ownership | Send To | Send Fvi | Prirt Friendly View |
¥
Done appseryS-deyv, admin. uilinois. edu L} @

Figure 6: Employee Record View after Historical Job Change Wizard

NOTE: The Proposed Changes accordion at the top of the Employee
Record View summarizes all changes proposed on this transaction.
The Change Date and Personnel Date for the Historical Job Change
(noted by ‘HJC’ in the Change Type column) are the same as the New
Personnel Date typed into the wizard.

11. If there are multiple components for the transactions, click the View link to the left
of the Historical Job Change component.

The Employee Record View refreshes as of the Change Date for the component.

12. Under the Jobs tab, click the accordion bar for the changed job to expand and review
the Job Detail.

The Job Detail accordion for the job is expanded.

HR Front End Training 11
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GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL
DEMPLO‘I‘EE GENERAL INFORMATION | ‘
L
Route Saval Cancell Relesse Ownershipl Send ToI Send FY I Print Frigncily Viewl
Jos

Expand &l

[ U89744.00: LECTURER ECLS:AA TS ORG:1-251000 TYPE:P FTE:1.000 MTHLY: $5,750

00 BEGIN: 9/26/2007 BGTPRO: R STATUS: A

[=lioB DETAL 08

JOB COMMENTS

Comments

Labor Distribution change entered for wrong date. Change to earlier date.

Old Comments UseriD Date
10-14-2008
account change per K. Hepler. SWALTZ16:25 0

DATES

PERSONNEL DATE: EFFECTIVEDATE:  LAST PAID DATE:  JOB BEGINDATE:  JOB END DATE:

8/1/2008 | 10n6r2008 1/15/2009 | aiz12007

8/ Br2008
POSITION:  SUFFIX: POSITION CLASS: JOB TITLE: JOB TYPE:

UBa7a4 0o BAEAA - OTHAC 9MO LCTUR LECTURER [P - Primary

PAY RATE
PAY ID: FACTOR: JOBFTE: APPT%: | HOURLY: MONTHLY: ANNUAL: JOB STATUS:
| Wb - mantiy |12 J1ooo J1ooo ([33473118 [$s,750.00 $60,00000 || A- Active
TIMESHEET

JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:
|LDDD1 - Labor Distribution Change |1 |251DDD - Civil & Erwironmental Eng P - Payroll
JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
| Aa - Acad 9/12mth Ben Elig | A3 -9/12 mth 2 FH 25 [v-ves

SALARY FROBATIONARY

GROUP:  TABLE: GRADE:  STEP: | PROBPERIOD: BEGINDATE: ENDDATE: | INCREASEMMIDD: ANNI DATE:

208 - [aa - [unoFD o oo o || [ |
BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:
|R- Recurring |NONE ISD |

UserlD Date
; [o1-162008
ETE 15.06: 36

3

Figure 7: Job Detail in Employee Record View

13. If you need to make corrections to the information entered into the Historical
Job Change Wizard, click the Wizard link to the left of the component in the

Proposed Changes.

The initial screen of the Historical Job Change wizard (the Job Selection screen) appears.

NOTE: When the returning to th

system to properly validate data

e wizard, you must continue

through all successive screens of the wizard in order for the

14. Click Add Change to add a component if another Historical Job Change (or other

change type) is needed.

15. Add transaction memos in the Memos tab and attach supporting documents in the

Attachments tab, if applicable.

HR Front End Training

12




Historical Job Change

NOTE: More information on how to complete steps 14 and 15 is
= available in the Additional Elements guide.

The transaction is now ready to be routed and applied to Banner.

Remember that you may also need to process a pay adjustment outside of the HR
Front End to correct pay the employee has already received.

HR Front End Training 13
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Appendix A: Historical Job Change Process Flow

Historical Job Change transactions in the HR Front End are processed with the help of a
wizard. Below is the flow for the Historical Job Change process, including steps before,

during, and after the wizard.

Access Timeline View or
Employee Record View and
review job record that requires
change

System lists effective-dated

v

Select Historical Job Change
from Transactions menu

Wizard appears providing a list
of eligible jobs

Select job that requires
changes

and click Continue.

job records associated with
selected job

System takes user to full ERV

|

Choose one of the effective-
dated records and click
Continue

Transaction Routed

v

System displays Change
Date & Comments screen

Transaction Reviewed

v

Enter Change Date and
Comment. Click Continue

Transaction Applied

HR Front End Training
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Appendix B: Screenshots of HRFE Video __ Historical Job Change

[Fcetese Mem Historical Job Change- HR Front End INTROSE4

Welcome to the:

Historical Job

Change

course

Click the Next button
to continue

\ ADOBE"CAPTIVATE"
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[ Historical Job Change - HR Front End AR RS

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

CHAPTER ¢  YOUWILLLEARN ABOUT

1 - Common Terminology +  Common Terminology

What an Employee JobRecord Change is
Employee Job Record Change Quick View
2 -Initiating and Navigating How to initiate the Historical Job Change Transaction
the Historical Job Change How to enter the Wizard

Wizard How to selectthe job

How to select the effective-dated record
How to enterthe new personneldate
How to entera comment

3 Reviewing the Transaction About the Proposed Changes accordion
inthe Employee Record View How to route the transaction

4-Course Review - . S o : :
You will participate in activities that will assess yourunderstanding of the content

covered in this course

jCllck the Next button
to continue.

P P N Yo N s

{:J ‘—\ L,l |3 bl L Bl (il | ADOBE“CAPTIVATE™ )
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 coums e Historical Job Change- HR Front End WNTRO- P44

< Appropriate Use and Security of Confidential and Sensitive S
’ Information i

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

Do NOT share passwords or store them in an unsecured manner

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

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

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

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

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

Click the Next button
to continue

hid Eal ADOBE CAPTIVATE

HR Front End Training 18
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Chapter 1

Common Terminology

In this Chapter, you will learn:

¢ Common Terminology
* What a Historical Job Change transaction is

e Historical Job Change Quick View

Click the Next button
to continue.

|._/ Ll ) L il Ead ADOBE CAPTIVATE

HR Front End Training 19



< Course Menu

Historical Job Change- HR Front End CH.1-P.2/6

Historical Job 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 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
data fromthe currentscreenin a format that can be easily printed.

The Route feature sends the transaction on to the nextstop in the
predetermined routing for the transaction.

The Save button is used to save the transaction to be worked onat 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 sent to a userthat is notin
the predetermined routing for the transaction.

*

Click the Next button
to continue

UINTY

@ W Q L—xﬂ ; @ L‘.; ADOBECAPTIVATE" )
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‘« Course Menu

Historical Job Change- HR Front End

What is Historical Job
Change?

Historical Job Change transactions in the HR Front End are used to
correct the Personnel Date on job records. Two conditions must both be
met to use a Historical Job Change on a record:

* The job record is dated on or before the Last Paid Date.
+ All information on the job record is correct except for the date.

When both of these apply to a job record, use a Historical Job Change to
edit the Personnel Date on the job record. The HR Front End contains a
wizard to lead you through the screens involved in a Historical Job
Change. Since Historical Job Changes are processed on a job record
after pay has been calculated, a pay adjustment outside of the HR Front
End is often required, as well.

CH.1-P.3/6

Click the Next button
to continue.

ADOBE"CAPTIVATE"

HR Front End Training
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Historical Job Change- HR Front End

It is possible to complete multiple historical changes for an
employee on a single transaction. You will need to add a
component for each historical change needed. For each Historical
Job Change component added, you will be taken through the
wizard to complete the component.

If you need to change any information on a job record other then
the Personnel Date, use an Employee Job Record Change. You
should also use an Employee Record Change to correct the
Personnel Date on a job record dated after the Last Paid Date.
Historical Job Change cannot be used on a record with an Effective
Date equal to the Job Begin Date. If the Job Begin Date in the
system should have been earlier, a new job needs to be created.

CH.1-P.4/6

Click the Next button
to continue

ADOBE"CAPTIVATE

HR Front End Training
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e Historical Job Change- HR Front End G,

Historical Job Change Quick View

= Locate the employee's record and initiate a
Historical Job Change transaction.

= Complete the Job Selection screen.

= Complete the Change Date & Comment
screen.

« Review the Employee Record View.

= Transactionis routed and applied to
Banner.

|Click the Next button
to continue.

@ Q Q @ ,m_\& @ E ADOBE“CAPTIVATE ™
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[{Coume lene Historical Job Change- HR Front End CH.1-Palo

Chapter 1 Review

In this Chapter, you have learned:

* Common Terminology
* What a Historical Job Change transaction is

& Historical Job Change Quick View

Click the Next button
to continue

|._/ L ) L il Ead ADOEE CAPTIVATE
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[{Cows Hene Historical Job Change- HR Front End CH:2SRd/e

Initiating and Navigating the
Historical Job Change Wizard

In this Chapter, you will learn:

* How to initiate the Historical Job Change
Transaction

¢ How to enter the Wizard

+ How to select the job

* How to select the effective-dated record

+ How to enter the new personnel date

+ How to enter a comment
Click the Next butlon‘

to continue.

HR Front End Training 25



< Course Menu

Historical Job Change- HR Front End CH.2-P.2/6

- 7.0
Employee Record View Boue € cuerovee seancn

Doe. John 651234567 2967000-Pharmacy Practice ECLS: BA Total FTE: Total Salary: $106,000.00

Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[C01631-00, C96917 02, Clommmsssmmd 1056300, C96917.00, C96917-01,
C18382.00, C10707.00] Position Creation and Maintenance

LY 12/2/2009 m Employee Job Record Change

GENERAL INFO BIO / DEMO ATTACHMENTS
[ EMPLOYEE GENERAL INFORMATION

To initiate the transaction click Histun'cal?;n
Job Change from the Transactions puaton
Menu.

End Date

E C€18382-00: ASST DIR, PRIOR AUTH GROUP ECLS: BA TS ORG: 2-967000 TYPE:P FTE:1.000 MIHLY: $8,833.33 BEGIN: 10/16/2008 BGTPRO: R STATUS: |

pCﬂlTﬁS-llﬂ:CLININSTR ECLS: AL TSORG: 2-967000 TYPE:S FTE: 0000 MTHLY: $000 BEGIN: 8/16/2007 BGTPRO: R STATUS: A

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

Q ﬁ G G G G G E ADOBE"CAPTIVATE”
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< Course Menu

Historical Job Change- HR Front End CH2-P.3/6

Historical Job Change Wizard

Historical Job Change (ID: -1): Dog. John 651234567 2-967000-Pharmacy Practice ECLS: BA
Job Selection=>

Below is a list of jobs as of the View Date on the Employee Record View or Timeline View. Select the job that requires the
historical change and click Continue,

APosition lSuiTn( I Job Title I Job E-Class I

Timesheet Org i | Job End Date

A
00 AS5T HEAD FOR EDUC BA 2-967000 12-01-2008

0o CLIN AS5T PROF AL 2-967000 12-16-2003

X
Ty On the Job Selection screen of the wizard, you

orti Close i
-_| choose the specific job record that needs to be
. corrected.

Select job then click Continue.

X

The only jobs that appear in the Job Selection
screen are:

+ Jobs for which you have security access.

+ Jobs as of the View Date specified in the
Employee Record View.

D D D C] D G EJ D uuuai”mpmxre'j/.
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< Course Menu

Historical Job Change- HR Front End CH.2-P.4/6

Historical Job Change Wizard 6HELP @ LOGOUT

Historical Job Change (ID: armacy Practice ECLS: BA
Job Selection>>

Below is a list of jobs as of the View Date on the Employee Record View or Timeline View. Select the job that requires the
historical change and click Continue.

APosition \ Suffix I Job Title Timesheet Orq Job Begi l Job End Date
ci0725 00 DIR, APPE 2-967000 08-16-2007
C18336 4S5T HEAD FOR EDUC 2-967000 12-01-2008

C92619 CLIN ASST PROF 2967000 12-16-2003

Effective DatelJob Change ReasonPersonnel Change Date ) .
A table of effective-dated job records

associated with the selected job appears below
the list of jobs.

Reappoinkment

7/1jz2009 Labor Distribution Change | 7/1/2009

7/1j2008 Labor Distribution Change ; 7{12008

11{19/2007 Tide Change ‘ 11{19f2007

11/16/2007 Reappoinkment : 11{1642007
11{15/2007 End Job 11{152007

[Eertne] cise |

Select the effective-dated job record
then click Continue.

Q ﬁ G a G G G E ADOBECAPTIVATE " )
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< Course Menu

Historical Job Change- HR Front End S

Historical Job Change Wizard

Historical Job Change (ID: 1): Doe. John _ 651234567 2967000-Pharmacy Practice ECLS: BA

Job Selection>> Change Date & Comment
- |
| You have chosen to make a Historical Job Change. Please enter the New Change Date and a Enter new Personnel Date of 8/1/09

Original Effective Date | 5i16/2009 Original Change Date | 5/16/2009

New Personnel Date “| g/1/09

Comments UseriD

[ Test

sandrsn

Serkind o Job Comment: Test

x

The Change Date & Comment screen appears. The
Original Effective Date and the Original Change Date
default from the job record selected and are not
editable.

You will now enter a new Personnel Date and Comment.

The New Personnel Date must be on or before the

- - Click the Next button
Original Effective Date. oy

Q G G a G G G E Anuaa"mp'rm‘re'j

J
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Chapter 2 Review

In this Chapter, you have learned:

+ How to initiate the Historical Job Change
Transaction

* How to enter the Wizard

* How to select the job

* How to select the effective-dated record

* How to enter the new personnel date

¢ How to enter a comment

Click the Next button
to continue.

| ADOBE CAPTIVATE™
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Chapter 3

Reviewing the Transaction in
the Employee Record View

In this Chapter, you will learn:

* About the Proposed Changes accordion
* How to route the transaction

Click the Next button
to continue
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CH.3-P.2/5

0 HELP @ LOGOUT

Historical Job Change Wizard

Historical Job Change (ID: -1): Doe. John

_ 651234567 2967000-Pharmacy Practice ECLS: BA
Job Selection>> Change Date & Comment

| You have chosen to make a Historical Job Change. Please enter the New Change Date and a Job Comment.
Original Effective Date | 2/16/2009

Original Change Date | 5/16/2002

X

NewPersonnelDate *| 203 Once a new Personnel Date and
Comment is entered, you are ready to

review the transaction in the Employee N
Record View.

sandrsn

ﬂ]@ Delete Transaction

Click Continue.

Q G m D G G G E ADOBE CAPTIVATE™
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After the last screen of the wizard is completed, the [2) ©)
Employee Record View == HOME Employee Record View displays the state of the Lsv SFHELP M4 L0GOUT
Cou dohs . SOTESINNT 2967008 Phur empIdee as of the New Personnel Date entered into ol Salary: $106,000.00

Full View:Transaction (92433:505689) HJC (194581) et el C01631.00, C96917.02,

C10588.00, C10753.00, CBBBE3 00, C00563.00, C9691 LV ANNNEY SUNPRRUPPIRRY g Ol Sy P S 557000 (92433:505669)

(Y ariezooa | view] If you have multiple components click the View Link to
view the change.

© PROPOSED CHANGES

Change Personnel Job Change Change
Date Date Reason Type

) ) C18382-00 ASST DIR, 2-967000 SAD18, Salary
LEW‘ Wizarg 194561||JB"HE"'2|J|JB |UE"U”2DU9 |PF!IOR AUTH GROUP Pharmacy Practice | Planner Upload
Add Change | x

: You will notice the Personnel date is
GENERACINED BIOJOEMO 8/1/09 which is the date you entered in L
[SempLOYEE GENERAL INFORMATION the wizard. | |

[Fous] save | cancel ip | Send To | Send Fv1| Print Friendly View |
~aors "

Click the Route button. GROUP ECLS:BA TSORG:2-967000 TYPE:P FTE:1.000 MTHLY: $8,833.33 BEGIN: 10/16/2008 BGTPRO:R STATUS: |

pT:ﬂl?Slllﬂ: CLININSTR ECLS:AL TSORG: 2-957000 TYPE S FTE0.000 MTHLY: $0.00 BEGIN: 8/16/2007 BGTPRO:R STATUS:A |

Q E G G G G ; E ADOBE”CAPTIVATE "
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AC)
Employee Record View HOME C EMPL OYEE SEARCH L DMIN TOOLS ¥ BHELP @ LOGOUT

e Success routing to ORG:Default: Review B C-2-FX-967-967000 (92433:505691).

Once the transaction has

jias ok you Wil get R | FTE: 1.000 B Sal $106,000.00 Total Sal $106,000.00
Doe. John _ 651234567 /Z - nta 3 ase Salany: | otal Salary: ,000.
1 -
SUCCES? rout ng mgssage eted:Readonly:BioDemoAccess:JobAccess=[C01631-00, C96917 02, C10588.00,

Full View:Transaction (32433:505691
C10753 00, C88883-00, CD0563-00, C96917 00, (96917 0 838200 0707 00], Stop: ORG:Default:Review B C2-FX-967-967000 {92433:505691)

DATE: view |

BIO / DEMO ATTACHMENTS AUDIT TRAIL

GENERAL INFO
EEMPLOYEE GENERAL INFORMATION

Take Ownership | Prirt Frisndly View |

| Print Friendly View |

|Click the Next button
to continue.

SES00 DB, woremm
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Chapter 3 Review

In this Chapter, you have learned:

* About the Proposed Changes accordion
* How to route the transaction

Click the Next button
to continue

|._/ L O L ] =) ADOBE CAPTIVATE
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You have reached the conclusion of the Historical
Job 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

E‘ | " D j l: l:J l: l: nDonE"CAPTWATE'"_
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