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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 sensitiveinformation.

Any violation could subject you to disciplinary action.
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Introduction

This guide will help you understand and process Job End Date transactions in the HR
Front End. It includes an explanation of the Job End Date transaction and gives general
guidelines about when it is appropriate to use the Job End Date transaction type. It also
provides instructions on how to complete Job End Date 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 Job End Date transaction, ensure that prior approvals have been
obtained where applicable.

What is a Job End Date Transaction

Job End Date transactions in the HR Front End are used to change the end date of
existing jobs in one of three ways:

1. Adding a Job End Date

For example, an employee holds a job for which no end date was specified when the
job started. Therefore, the Job End Date field for this job is blank. Now an end date
for the job has been specified. Use the Job End Date transaction to add an end date
to the job record.

2. Editing an existing Job End Date

For example, an employee has a job that is scheduled to end in August. Instead, it
is decided in the spring that the employee will leave the job early, in June. The Job
End Date must be changed from the August date to the June date. Use the Job End
Date transaction to change the existing end date on the job record.

3. Removing an existing Job End Date

For example, an employee who has been working on a Visa becomes a permanent
resident. Because of the Visa, the employee’s job has an end date, which is no
longer needed. Use the Job End Date transaction to remove the existing end date
on the job record.

Each of these changes includes editing the Job End Date and Job Change Reason, and
adding Comments related to the change. No other job information can be changed in a
Job End Date component. To make changes to other information in the Job Detail, use
an Employee Job Record Change. You may add/edit Job End Dates on multiple jobs in
one transaction. If the jobs involved have different end dates, a Job End Date component
will be required for each job. It is even possible to end all jobs for an employee using Job
End Date, but this transaction type is not intended for separations. When an employee is
separating from the university, such as a resignation or retirement, use a Separation
transaction. When you use a Job End Date to end all jobs for an employee, the HR Front
End will ask you to verify whether the transaction should be a Job End Date transaction
or a Separation transaction. If it is a Separation the transaction is deleted and a new
Separation transaction must be created for the employee.

AR Front End lraining o)
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Conventions Used in this Guide

Indicates a Note or /" e ™ Indicates a Hint
— additional information P such as a tip,
— that might be helpful ™) shortcut, or

to you. additional way to do

something.

i Indicates a Warning
! of an action that you
should not perform or

that might cause
problems in the
application.
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Completing a Job End Date Transaction

The Job End Date transaction is completed in the Employee Record View of the HR Front
End. Once you complete the required fields, you can review the proposed change and
route the transaction to be applied to Banner.

Beginning a Job End Date Transaction

To begin a Job End Date Transaction, you must first open the employee’s record.

4. Click Employee Search in the navigation bar at the top of the screen.
The Employee Search screen appears.

@M E FRP1 OVEE SEARCH Eumnms 1mc1mv 2% annam T

Employee Search

Employee Search

LAM: LAST NAME: HRST HARE: USERID: SEN:
Ll | | |

COA: COLLEGE:

[8 - Unwersity of lineis - Ademin v [=-an =
DEPARTMENT: ORGANIZATION:

["- A v |- =
GRS EMPLOYEE GROUP:

[LJ- VLG Urbana / Champaign - [' - All -

[T} INCLUDE TERMINATED EMPLOYEES

Search | oset|
Ro‘\'thI Salac Quary retumed 1 nows.
3
[ WHN alast Hame First Hame E-Class Emp Status Home ORG
GR7AE432 BA - AcadPro 1 2mith Ben Ebg A U-9-904001 - AVP Human ResourcesiShared

Figure 1: Employee Search screen

5. Type or select the search criteria in the available fields and click Search.
The search results appear in a table at the bottom of the screen.

6. 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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YHRFE: ER¥ [Full View-No Transaction:Readonly] - Mozilla Firefox

r_"ilﬂ'." E_iﬂ.‘l.ﬂmmh @.mums @.TFAHH:]’JHS?_ QJMIIQ'L'LL'.'. ﬂm ..@_LWIHI.T.

Employee Record View

00011222 A BO7000-English ECLS: GA  Totel FTE: 0.500 Base Salary: §8,437.50 Total Salary; 58,437.50
Full Wiew-No Transaction:Readonly-BioDemofccess. JobAccess=[S35760.00, 555607 -00]

oate: ETCETTIN L ERY | Tineine Vit |

GENERAL INFO B0 | DEMD ATTACHMENTS AUDIT TRAL

I3 EMPLOVEE GENERAL INFORMATION | |

Figure 2: Locating the Current Job End Date

7. Note whether a Job End Date exists for the job. This date is in the Job accordion bar,
labeled END if the job has an end date.

8. Type the proper date in the View Date field and click View.

e If the job already has an end date and you wish to remove or change it, type
the current Job End Date in the Date field and click View.

o If the job does not currently have an End Date and you wish to add an end date,
type the end date you wish to add in the Date field and click View.

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

YHRFE: ERY [Full View-No Transactien:Resdonly] - Mozills Firefox

4 B02000 English ECLS: GA  Total FTE- 0,50
Full Miew:Na Transaction:Readanty:BioDemadccsss: JobAccem-[S5760.00, S95607 00) npesmmsmmmin

SA5TEE ORAD HOURLY ECLEHO TS O 4800000 TYPE: & FIE 0000 WRLY: & 00D
pismrmc-mnms'r ECLS: 0 T5ORdx £:802000 TPE P FIE: D500 MTHLY: §237 50 BEGEE S1RI00T BHDc SHEGT09 STATUS: T

itk ki wE-che i ilirecas, ekt Fr o R o Tirar Tt JOBENDO TE BpprerS-dey. st ek od: | W

Figure 3: Beginning Job End Date Transaction
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9. Under the Jobs tab, click the accordion bar of the desired job.
The Job Detail for the selected job is expanded.
10.Add, edit, or delete the Job End Date and press the Tab key.
The Job Detail is updated based on the change to the Job End Date.

WARNING: Job End Date must match the View Date and be after

:’"‘E the Job Begin Date.

NOTES:
] e The Personnel Date is set to the end date entered.

e If the Job End Date entered is before the Last Paid Date the
end date will automatically be changed to the Last Paid Date.

11. Select a Job Change Reason from the list.

12. Type a comment in the Comments field to the left of your UserID (in the Job
Comments section at the bottom of the Job Detail). Click Add.

The Employee Record View refreshes (see Figure 5). The newly added comment is
highlighted in red.

~ WARNING: Comments are required for Job End Date transactions.
z:I ‘: You will not be allowed to save or continue the transaction until a
- Comment is added to the job

13. Click Save.
The transaction is saved and ready to be routed and applied to Banner.

10 HR Front End Training
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Figure 4: Employee Record View with Completed Job Detail for Job End Date

Ending All of an Empl ‘s Job

When you end all jobs that an employee holds (whether it is one job or multiple jobs),
the HR Front End asks you to verify whether the transaction is truly a Job End Date
transaction. This question appears on the last Route before the Apply stop.

10 HR Front End Training
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HREE: ERV/Separation - Mozilla Firefox Ll

ﬁlj l https: f/he-test. apps, uilinois. edufhrFrontEnd/ispjery. do i::i’

It appears that this transaction could be a Separation.

If you do not want the transaction to be a Separation and would like to
continue the transaction as a Job End Date, click the "Continue with Job
End Date" button

To continue the transaction as a Separation, click the "Continue with
Separation” button. This transaction will be deleted, and you will be taken
to the ERY screen where you can start a Separation transaction if your
access permits.

Caontinue with Separation Continue with Joh End Date

Done hr-test, apps.vilincis.edu [} @

Figure 5: Separation question for Job End Date
WARNING: If you choose Continue with Separation, the current

transaction will be deleted and a new Separation transaction will
need to be started for the employee.

Ending 9/12 or 10/12 Jobs

When you end a 9/12 or 10/12 job on any date other than the original contract end
date, the HR Front End automatically adds a Deferred Pay job component. This job
compensates for the shortage in pay the employee has received by being paid over 12
months instead of nine or ten months. The Deferred Pay job is created when the Job
End Date transaction is initially saved or routed at the Employee Record View.

HR Front End Training 11
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3 HRFE: ERY [Full View: Transaction {2952:7678) JOBENDDATE (9643): Editable] - Mozilla Firefox

lﬁl https: {}appserys-dey, admin.uilinois, edufhrFrontEndfjspfery. do

- 50 = (23
@ HOME C EMPLOYEE SEARCH @ INJOUTBOXES TRANSACTIONS W G ADMIN TOOLS W 6 HELP @ LOGOUT

Employee Record View

* 1 DF components automatically generated.

SO e S 1408000 -Advertising  ECLS: AA

Full View:Transaction (2952:7678) JOBENDDATE (3643):0Owner=Yes (eret):Not Completed:Editable:BioDemoAccess:.JobAccess=[U74947 00, U85861-00,
U74946-00, U68417-DP, U74944.00, U42670-S0, U7494500, U6841700], Stop: DEPT:Default:Initiate A U-1-KT-408-408000 {2952:7678)

© PROPOSED CHANGES [ ]
Change Personnel Job Change Change
Date Reason Type
UgB417-00 ASST 1-238000 Inst of Communications
02/20/2009 PROF Rach EJDO1, End Job Delete |
UgB417-DP ASST 1-238000 Inst of Communications
9643|02/20/2009 |08/16/2008 PROF Rach JBOO01, Add Job Delete |
Aol Changel
GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL [
| [SEmPLOYEE GENERAL INFORMATION | |
Route Savel Cancel I Release Cwnership | Send ToI Send FY1 | Prirt Friendly “iew I
JoBs  *

Expand Al

p U68417.DP: ASST PROF  ECLS: AA TS ORG: 1-238000 TYPE:O FTE: 0.000 MTHLY: $0.00 BEGIN: 8162008 END: 212002009 BGT PRO: R STATUS: A ‘
D U68417-00: ASST FROF  ECLS: A4 TS ORG: 1-235000 TYPECF FTE 1.000 MTHLY: §6,319.25 BEGIN: 8r16/2007 END: 272002008 BGTPRO: R STATUS: T ‘

|4

[ ] appseryS-dev. admin. uilinois.edu G G

Figure 6: Deferred Pay job component added during Job End Date

The Deferred Pay job can only be edited at the Apply stop by the Central HR Office. At
the apply stop, the entire transaction should be reviewed carefully to determine if the
Deferred Pay job is still needed. If the Deferred Pay job is appropriate for the transaction,
Central HR will need to review and edit the information on the job. Some information,
such as Pay Rates, is not populated when the Deferred Pay job is created.
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Appendix A: Screenshots of HRFE Video

- Job End Date Transaction - HR Front End INTRO - P.1/4

Welcome to the:

Job End Date

Click the Next
button to continue.
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This course will help to equip you when working with Job End Date transactions in the

HR Front End Application.

APTER WILLLEARN ABOUT

1- Common Terminology

Common Terminology
What a Job End Date transaction is
Job End Date Quick View

2 —Initiating a Job End Date
Transaction for a Job without a
Current Job End Date

How to enter the appropriate view date
How to initiate a Job End Date transaction
How to select a Job Change Reason

How to Entera Comment

How to Save

How to Route

3 - Initiating a Job End Date
Transaction for a Job with a
CurrentJob End Date

How to enterthe appropriate view date
How to initiate a Job End Date transaction
How to select a Job Change Reason

How to Entera Comment

How to Save

How to Route

4—Ending All of an Employee’s
Jobs

About the Separation Box
how to answer the question

5—Ending 9/12 or 10/12 Jobs

The Deferred Pay Job
how to edit the Deferred Pay Job

6 - Course Review

You will participate in activities that will assess your understanding of the content
covered inthis course

| Click the Next
w 1| button to continue.
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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.
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Chapter 1

Common Terminology

In this Chapter, you will learn:

« Common Terminology
» What a Job End Date transaction is
» Job End Date Quick View

Click the Next
| button to continue.
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End a Job Transaction - Button Functionality

FUNCTIONALITY

The Applyfeature completesthe transaction and applies the data to Banner.
The User must have Apply permissions for this buttonto be active

The Close button enables the userto exit the transaction.

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

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

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

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

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

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

Click the Next
button to continue.
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What is a Job End
Date Transaction?

Job End Date transactions in the HR Front End are used to change the end date of existing jobs in
one of three ways:
1. Adding a Job End Date
For example, an employee holds a job for which no end date was specified when the job started.
Therefore the Job End Date field for this job is blank. Now an end date for the job has been
specified. Use the Job End Date transaction to add an end date to the job record.
1. Editing an existing Job End Date
For example, an employee has a job that is scheduled to end in August. Instead, it is decided
in the spring that the employee will leave the job early, in June. The Job End Date must be
changed from the August date to the June date. Use the Job End Date transaction to change
the existing end date on the job record.

Click the Next
button to continue.




« Course Menu

Job End Date Transaction - HR Front End CH.1-P4r7

3. Removing an existing Job End Date

For example, an employee who has been working on a Visa becomes a permanent
resident. Because of the Visa, the employee’s job has an end date, which is no
longer needed. Use the Job End Date transaction to remove the existing end date
on the job record.

Click the Next
button to continue.
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Each of these changes includes editing the Job End Date and Job Change Reason, and adding
Comments related to the change. No other job information can be changed in a Job End Date
component.

You may add/edit Job End Dates on multiple jobs in one transaction. If the jobs involved have
different end dates, a Job End Date component will be required for each job. It is even possible to
end all jobs for an employee using Job End Date, but this transaction type is not intended for
separations. When an employee is separating from the university, such as a resignation or
retirement, use a Separation transaction. When you use a Job End Date to end all jobs for an
employee, the HR Front End will ask you to verify whether the transaction should be a Job End
Date transaction or a Separation transaction. If it is a Separation the transaction is deleted and a
new Separations transaction must be created for the employee.

Click the Next
button to continue.
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Job End Date Quick View

* Locate the employee record.

= Set View date as appropriate and select
the Job End Date transaction type.

* Complete the required Job End Date
fields.

* Review Employee Record.

s Transaction Routed and Appliedto
Banner.

Click the Next
button to continue.
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Chapter 1 Review

In this Chapter, you have learned:

« Common Terminology
+» What a Job End Date transaction is
« Job End Date Quick View

Click the Next
button to continue.
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Chapter 2

Initiating a Job End
DateTransaction for a Job
without a Current Job End Date

In this Chapter, you will learn:

« How to enter the appropriate view date

» How to initiate a Job End Date transaction
* How to select a Job Change Reason

« How to Enter a Comment

» How to Save

» How to Route Click the Next |

button to continue.
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Employee Record View @ HOME E EMPLOYEE SEARCH @ INOUTBOXES @TRA’IS&CTIOHSV E ADMIN TOOLS ¥ BHE'LI’ @ LOGO!

Doe, John 651234567 2.702000-School of Art and Design ECLS: BG Total FTE: 1.000 Base Salary: $40,600.00 Total Salary: $40,600.00
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[C93335.00, C22058-50]

o I =

. _____ .  _______ 1 .y AUDIT TRAIL
EMPLOYEE GENERI|f the job does not currently have an End

Date and you wish to add an end date,
enter that date in the Date field. For
example, enter 1/31/2010 in the Date field
and click View.

€93335-00: LAB SPEC, GRAPHIC DESIGN ECLS:BG TS ORG: 2-702000 TYPE P FTE 1.000 MTHLY:$3,383.33 BEGIN: 8116/2007 BGTPRO:R STATUS: A

Notice that the job +|
you are ending does =
To begin a Job End Date Transaction, you must first ‘r}::,hEa:: g;;:rrent
open the employee’s record. Once you have

selected a UIN that you have permissions to, you

will be taken to the Employee Record View.
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R Job End Date Transaction - HR Front End
@HOHE & EMPLOYEE SEARCH @INDUTBUIES @TWSACTIDNS' Ilﬁiimﬁse( : BHELP

Employee Record View
Transaction Hist

Doe. John 651234567 2-702000-Schoel of Art and Design FCLS: BG Total FTE: 1.000
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[C93335.00]

T8 13172010 view |

T W Eaan ATTACHMENTS AUDIT TRAIL Labor Distributions

DEMPLOYEE GENERAL INFy 1 2 e 1oy viewing

this person as of
1/31/2010.

IlO: R STATUS: A

p £93335-00: LAB SPEC, GRAPHIC DESIGN ECLS:BG TS ORG: 2-702000 TYPE:P FTE:1.000 MTHLYL Mm

Print Friendly Yiew

{To initiate the transaction click Job End
Date from the Transactions Menu.
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E ADMIN TOOLS ¥ BHELP LOGOU

Emplovee Record View @ HOME E EMPL OYEE SEARCH IN/OUTBOXES

Doe. John 651234567 2-702000-School of Art and Design ECLS: BG Total FTE: 1.000 Base Salary: $40,600.00 Total Salary: $40,600.00

Full View:New Transaction=JOBENDDATE:Editable:BioDemoAccess:JobAccess=[(C3333500]
 Limied ERY | Tmeine View |

[PLYI= 173142010 m
AUDIT TRAIL

GENERAL INFO BIO / DEMO ATTACHMENTS
DEWLO\"EE GENERAL INFORMATION

TS ORG: 2-702000 TYPE:P, FTE 1.000 MTHLY: §3,383.33 BEGIN: 8/16/2007 BGTPRO:R STATUS: A

€93335-00: LAB SPEC, GRAPHIC DESIGN ECLS: BG

|Under the Jobs tab, click the accordion bar
of the job you wish to end.

The Employee Record View will refresh
and the transaction can now be
completed.




Job End Date Transaction - HR Front End CH.2 - P5/10

K9 c93335.00: LAB SPEC, GRAPHIC DESIGN ECLS:BG TS ORG: 2-702000 TYPE:P FTE: 1000 MTHLY: $3,383.33 BEGIN: 8/16/2007 BGTPRO:R STATUS: A

© JOB DETAIL
- DATES :
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOB BEGINDATE: _JOB END DATE: The Job End Date
| 8rerz009 | 81162009 111512008 87162007

- field is now editable.
POSITION: ~ SUFFDX:  POSITION C1 ASS: JOR TITIE: JOB TYPE:
£03335 00 SAF] | P - Primary You also must select

a Job Change
Enter the Job End Date of 1/31/2010. 7
PAY ID: FACTOR: JOB STATUS: Reason and enter a

MMN - Monthly 12 [A-Actve comment.

~TIMESHEET

JOB CHANGE REASOMN: COA: ORG: "I'IEEHTRYI.ETHOD:

ESelect One iy (|2~ [702000- School of At and Design || P - Payroll
NPT

IVE CATEGORY: ACCRUE LEAVE:

- vivinge Lol G5 riSelect Job Change Reason EJ001 - End

- Student Enrollment Violation PlJob [T T
- Job Terminated

- Truncate Acting/nterim Job
- Dismissed (CS) HOURS PERDAY: SEARCH NUMBER:
- End Summer Job (Acad & Grad) 8.0 |

- Employee Job Resignation

- Trunc Job w/ Notice NonReappt
- Trunc Job wio Notice NonReappt
- Data Correction

- Employee Group Change

- Campus Transfer

- Promotion (CS)

- Lateral Transfer (CS)

- Deceased

- Discharged (CS)

| 11-24-2009 1415
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r TIMESHEET
JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:

EJO01 - End Job ~ |2 |?EIIIII - School of Art and Design P - Payroll
Select One

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:

| BG - AcadfPro 10/12mth Ben Elig | B3-10/12 mth 2 FH 35 [y _voe

SALARY PROBATION .
GROUP: TABLE GRADE  STEP: || pRoRperyc COMMeNts are required for Job End Date ..

transactions. You will not be allowed to save —
2010 AA ~ [unDFD - |00
- ! J J ! | or continue the transaction until a Comment
BUDGET PROFILE CODE: BarcamiNG unir: 1S @dded to the job. They cannot be modified
IR - Recurring INONE or deleted.

JOB COMMENTS

1/31/2010

[11-24.2009 1415

Enter Job ending as of 1/31/2010 into the
Comments field. Then click Add.

S Bminants UseriD Date
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Print Friendly View

ECHCK the Save button. GG Ecis:BG TSORG: 2702000 TYPE:P FIE: 1000 MTHLY: $3,38333 BEGIN:8/16/2007 END:1/31/2010 BGT PRO:

[Zli0B DETAIL
- DATES
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOBBEGINDATE: JOB END DATE:
143112010 143112010 1111512008 811612007 113152010
8/16/2008 8/16/2009

POSITIC TMLE: JOB TYPE:
€9333¢ SPEC, GRAPHIC DESIGN P - Primary ~

The Personnel Date is set to the end date
paviD: entered. ITHLY: ANNUAL: JOB STATUS:
mi - & If the Job End Date entered is before the 13313 $40,600.00 T - Terminated

Last Paid Date the end date will “[A- Active

automatically be changed to the Last Paid

Date. The Personnel Date will still reflect

JOBCH the date entered before the Last Paid Date. TIME ENTRY METHOD:
J EJoD1 ol of At and Design IF' - Payroll

SAD18
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/OUTBOXES @ TRANSACTIONS ¥
You will now see the Job End Date

Doe. John :1.000 Base Salary: $43,025.76 Total Salary: $43,025.76

component in the Proposed Changes - e - -
Eﬁ::l;::ﬁ?lniﬁ accordion. If you have multiple components drsn):Not Completed:Editable:BioDemoAccess:JobAccess=[U91325.00], Stop:
M 1312010 Click the View link to view the change.

Job Change  Change
Reason Type

US1325-00 COORD OF GRAD |1-526000 Art &
IEW| |1BB?UE|UUS1QU!U lEIUElUEEHEI ACAD AFFAIRS Design |E.JIJU1.EndJEItI END

c"lﬂ’e Personnel
Date Date Ll

Aﬂﬂchnngul

GENERAL INFO BIO / DEMO ATTACHMENTS AUDIT TRAIL

I EMPLOYEE GENERAL INFORMATION | |

@Emi Release Ownership | Send To | Send Fvi | Print Frisndy View |

Click the Route button.

\DAFFARS ECLS:BA TS ORG:1-526000 TYPE:P FIE:1.000 MTHLY: $3,585 48 BEGIN: 12/16/2003 END: 1/31/2010 BGT
R STATUS: T

Release Crwhership | Send To | Send FY1 | Print Friendly View |
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C E
Employee Record View ==VHOME ‘_» EMPLOYEE SEARCH ADMIN TOOLS ¥

* Success routing to ORG:Default: Review B U-1-KR-526-526000 (89968:492940).

Once the transaction has

been routed you will get a
Doe. John 651234567 1

SuUccess rt)uting message.
Full View:Transaction (89968:4929
ORG:Default:Review B U-1-KR-526 526000 (89968::

B LYIS 173172010 m

S PROPOSED CHANGES

):Not Completed:Readonly:BioDemoAccess:JobAccess=[U9132500], Stop:
92940

Gl‘llﬂ’l Personnel Job cnlﬂ’l Chanﬂl
Date Date Reason Type
U91325-00 COORD OF GRAD |1-526000 Art &
Wiew| |1837EIE|D1/31J‘201D ID'IrSIfZDID IACA.D AFFAIRS Design IEJDEH,Enl:I Job IEND
Al Change |

GENERAL INFO BIO / DEMO

ATTACHMENTS AUDIT TRAIL
BEMOYEE GENERAL INFORMATION

) U91325-00: COORD OF GRAD ACAD AFFAIRS ECLS: BA TS ORG: 1-526000 TYPE:P FTE: 1.000 MTHLY: $3,58548 BEGIN: 12/16/2003 END: 1/31/2010 BGT
R STATUS: T :

Click the Next
[Taked button to continue. |

(CASOSFY)
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Chapter 2 Review

In this Chapter, you have learned:

How to enter the appropriate view date for a job
without a current Job End Date.

How to initiate a Job End Date transaction

How to select a Job Change Reason

How to Enter a Comment

How to Save

How to Route

Click the Next
button to continue.
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Chapter 3

Initiating a Job End
DateTransaction for a Job with a
Current Job End Date

In this Chapter, you will learn:

» How to enter the appropriate view date

* How to initiate a Job End Date transaction
+ How to select a Job Change Reason

* How to Enter a Comment

» How to Save

* How to Route _ |
Click the Next

button to continue

a »
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= - ; ?)
@ HOME E EMPL OYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS ¥ HELP @ LOGOI

Doe. John 651234567 1801000-Dance ECLS: GA Total FTE: 0.660 Base Salary: §18,714.84 Total Salary: $18,714.84

Full View:Neo Transaction:Readonly:BioDemoAccess:JobAccess=[U60368 00, UDDD72 00, U99892-SM, UG7544 00, U07884 00, U70405-00, UO7946-SM, U92039.0
U97849.00, U9823200]

T ) svor TRaL ]
[GempLovee cenerdBecause the Job has a current Job End

Date, you must type that date 5/15/2010

in the view date field and click the View
button.

p U92039-00: GRAD HOURLY ECLS:HG TSORG:1-801000 TYPE:F FTE 0.000 HRLY: 20.000000 BEGIN: 6/2/2008 STATUS: A
D U07884-00: GRAD TEACHING ASST ECLS: GA TS ORG: 1-526000 TYPE:S FTE:0.660 MTHLY: $§2,078.43 BEGIN: 1/1/2008 END: 515/2010 STATUS: A

Notice that the job |

= To begin a Job End Date Transaction, you must you are ending has =

first open the employee’s record. Once you have a current Job End
selected a UIN that you have permissions to, you Date of 5/15/2010.
will be taken to the Employee Record View.

ek o
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1T Job End Date Transaction - HR Front End

A0
@ HOME E EMPLOYEE SEARCH @ IN'OUTBOXES @I

Employee Record View
ECLS: GA Total FTE: 0.660 Base Salary: Initiate New Hire

Doe. John 651234567 1.801000-Dance

Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[U07884 00, U92039 00]

8128 511512010  view |

; ; ATTACHMENTS AUDIT TRAIL
[DEmPLOYEE GENERAL N Yo are now viewing

this person as of
5/15/2010.

12 192039.00: GRAD HOURLY ECLS:HG TS ORG: 1-801000 TYPE:P FIE:0.000 HRLY: 20.000000 Bfm———————= O
3 BEGIN: 1/1/2008 END: 5/15/2010 STATUS: T

K9 U07884-00: GRAD TEACHING ASST ECLS: Gy
}To initiate the transaction click Job End

Date from the Transactions menu.

O o x
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Employee Record View
Doe. John 651234567 1801000 Dance ECLS: GA Total FTE: 0.660 Base Salary: §18,714.84 Total Salary: §18,714.84
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[U07884-00, U92039-00]

TN 501612010 view |

GENERAL INFO BIO / DEMO
DENPL(J‘YEE GENERAL INFORMATION

ATTACHMENTS AUDIT TRAIL

U92039-00: GRAD HOURLY ECLS:HG TS ORG: 1-801000 TYPE:P FTE:0.000 HRLY: 20.000000 BEGIN: 6212008 STATUS: A
U07884-00: GRAD TEACHING ASST ECLS: GA TS ORG: 1-526000 TYPE:S FTE: 0660 MTHLY: $2,079.43 BEGIN: 1/1/2008 END: 5/115/2010 STATUS: T

Under the Jobs tab, click the accordion bar Print Friency View

of the job you wish to end.

The Employee Record View will refresh
and the transaction can now be
completed.

=

o x

a ok wm .
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hd U07884-00: GRAD TEACHING ASST ECLS: GA TSORG:1-5235000 TYPE:S FTE 0.660 MTHLY: $2,07C.43 BEGIN: 1/1/2008 ENIx 5152010 STATUS: T

“J JUH DE I AIL
- DATES

PERSONNEL DATE: EFFECTWE DATE: LAST PAID DATE: JOEBE BEGIN DATE:

[ensizo1o | snsr2c10 | 1171572009 [112008

POSITION: SUFFIX: POSIMION CLASS:
|1in78ea | oo | casta

JOB TITLE:

PAY ID:
| M - Monthly

FACTOR: JOI

1> = o

'Enter the new Job End Date of 1/31/2010.

[s/15/2010 |

The Job End Date
soeee:  field is now

|5 | JOB STATUS:

|5 - second=r gditable. The Job
End Date can be

484

} I T- Terminaied

changed to an
earlier date.

JOB CHANGE REASON: CDA: ORG:

TIME ENTRY METHOD:

I Selact One

TIMESHEET
—~ ’V

[ | 526000 - At 2. Design

JOO CMPLOYLL CLASS:
| GA - Graduate Assistants

LEAVL CATLGORY:
[ES-9m mth2 FH 13

ACCRUL LCAVL:
IN- Mo

SALARY -
GROUP:

— 1 PROBATIONARY —

TABLE: GRADE: STEP:

PROB PERIOD: BEGIN DATE: END DATE:

INCREASE MMDL: ANNIV DATE:

| = - Payroll

|z010 |[ve ~ [unoFo - |00 ([ |

BUDGET PROFILE CODE: BARGAINING UNIT:

| Blank | GA - U-Craduste Employee Union

JOB COMMENTS

reappointing, Writing with Video program spring 2010.

La Yeme 4-0587

muss2imi

Isu'ndrsn

10-13-2009
13:58:41

11-24-2009 1540

Chick the Next

button to continue.
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R U07884.00: GRAD TEACHING ASST ECLS:GA TS ORG:1-526000 TYPE:S FIE: 0660 MTHLY: $2,078.43 BEGIN: 1/1/2008 END: 1/31/2010 STATUS: T

[=1i0B DETAIL L8

DATES
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOBBEGINDATE:  JOB END DATE: When you click out

1/31/2010 11312010 [111572009 [ 11112008 [1m112010 of the Job End Date
111412010 1 = R

The page at https://hr-posttest.apps.uillinois.edu says:

POSITION:
L07884 00 A New Job End Date 1{31/2010 after active record on 01012010, refresh to 1{31/2010 date explaining that the

required. Employee Record

MM - Monthly 443 1918714384

Click OK.

TIMESHEET
JOB CHANGE REASON: COA: ORG:
Select One v |[1 - [526000 - Art 2 Design [P~ Payrol
Select One i
JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
[ GA - Graduate Assistants ~ |E5-98 mth 2 FH 13 [N-No

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

[2010 ~ [ve - [unDFD - [00 | [ [ [

BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMBER:
[ Blank [ GA - U-Graduate Employee Union [53 [
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[ U07884-00: GRAD TEACHING ASST ECLS:GA TS ORG:1-526000 TYPE:S FTE:0.660 MTHLY: $2,072.43 BEGIN: 1/1/2008 END: 1/31/2010 STATUS:T
\/ DETAIL
DATES

PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: .JOBBEGINDATE: JOBEND DATE:
You must select a
1/3172010 1i31/2010 111152009 1172008 173152010

11112010 1112010 [snsr2010 Job Change
Reason and enter a
comment.

POSITION:  SUFFIX:  POSITION CLASS: JOB TITLE: JOB TYPE:
fuozsss oo | cASHA- GRAD TCH ASST GRAD TEACHING ASST [5- Secondal

r PAY RATE
PAY ID: FACTOR: JOBFTE: APPT"%: HOURLY: MONTHLY: ANNUAL: JOB STATUS:

| MN - Monthly |9 |oseo  [1000 18.176836 $2,079.43 $18,714.84 T - Terminated
A - Active

—  TIMESHEET
ESelecl One v
COA: ORG: TIME ENTRY METHOD:
1~ |526000 - Art & Design | P - Payroll

EJO03 - Employer Termination

EJOD4 - Indefinite Layoff (CS)

EJO0S - Student Enrollment Violal

e Select Job Change Reason EJ0O1 - End

EJOO7 - Truncate Acting/Interim J Job

EJO08 - Dismissed (CS)

003 - End Summer Job (Acad & o peon sEGINDRTE EnDURTE:— T weCREASE MMDD:  ANNIV DATE:

EJO10 - Employee Job Resignation

NROOS - Trunc Job w# Notice NonReappt I l I I

NROOG - Trunc Job wfo MNotice NonReappt )

QTO06 - Data Correction
JNING UNIT: HOURS PERDAY:  SEARCH NUMBER:

OTO08 - Employee Group Change

QTONS - Car:puys Transfgpr ? J-Graduate Employee Union I 5.3 |

0OT010 - Pramotion (CS)

OT012 - Lateral Transfer (CS)

SP0O01 - Deceased

SP002 - Discharged (CS
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r TIMESHEET
JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:

EJO01 - End Job ~ |2 |?02|II] - School of Art and Design P - Payroll
Select One

JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:

| BG - AcadPro 10/12mth Ben Elig | B3 - 1012 mth 2 P15 [y oo

SALARY PROBATIOM N
GROUP: TABLE GRADE  STEP: || pRoRpery COMMents are required for Job End Date .

transactions. You will not be allowed to save —
: ze [ B acro e ! or continue the transaction until a Comment
BUDGET PROFILE CODE: BARGAINING UNIT: is added to the jOb They cannot be modified
IR - Recurring INONE or deleted.

JOB COMMENTS

[11-24-2009 1415

Enter Job ending as of 1/31/2010 into the
Comments field. Then click Add.

Comments UseriD Date
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| Save | Cancel Print Friendly View

JOBS

EC"CK the Save button. 5iGN EcLs:BG TSORG: 2702000 TVPEP FIE: 1000 MTHLY:-$338333 BEGIN: 8/16/2007 END: 173112010 BGTPRO:

[~1J0B DETAIL
DATES
PERSONNEL DATE: EFFECTIVEDATE: LASTPAIDDATE: JOBBEGINDATE: JOB END DATE:
113112010 143112010 1111512009 81612007 143102010
811612009 8/16/2008

POSITIC TILE: JOB TYPE:
|CQ333! SPEC, GRAPHIC DESIGN EF' - Primary %

The Personnel Date is set to the end date
pavip: entered. ITHLY: ANNUAL: JOB STATUS:
[mn-n If the Job End Date entered is before the  3g333 $40,600.00 T - Terminated

Last Paid Date the end date will ~[A- Active

automatically be changed to the Last Paid

Date. The Personnel Date will still reflect

JOBCH the date entered before the Last Paid Date. TIME ENTRY METHOD:
EJOD1 2l of Art and Design IF’ - Payroll

[sap1e




- Job End Date Transaction - HR Front End CH.3- P.10/12

INOUTBOXES @ TRANSACTIONS ¥ 8 ADMIN TOOLS ¥ 0 HELP @ LOGOU

You will now see the Job End Date 0660 Base Salary: §18,714.84 Total Salary: §18,714.84
L0 a1 .| component in the Proposed Changes drsn):Not Completed:Editable:BioDemoAccess:JobAccess=[U07884.00,
I5IEETPETTE accordion. If you have multiple components
11020 1312010 click the View link to View the change.

© PROPOSED Ci
Job Change Change

Change Personnel
 pate Date LI Reason Type

U07884-00 GRAD 1-526000 Art &
A= |1EIQ?[IH|I]1J’31I'2[I![I |[I1f31f?[l1[l |TEACH\NG ASST l ‘EJI]DL End Job IEND

Design

WMI

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

DENPLOYEE GENERAL INFORMATION

ip | Send To | Send FY1 | Print Friendly View |

Click the Route button.
wHG TSORG:1-801000 TYPE:P FTE:0.000 HRLY: 20.000000 BEGIN: 6:2/2008 STATUS:A

Dt_rmmwrna)f ECLS: GA TS ORG: 1-526000 TYPE:S FTE:0.660 MTHLY: $2,079.43 BEGIN: 1/1/2008 END: 1/31/2010 STATUS: T

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

» Success routing to ORG:Default:Review B U-1-KR-526-526000 (89968:492940)

Once the transaction has
been routed you will get a

- . success routing message.
Full View:Transaction (89968:4929 ):Not Completed:Readonly:BioDemoAccess:JobAccess=[U9132500], Stop:
ORG:Default:Review B U-1-KR-526 526000 (§3968:497940

ULYI S 173172010 m

© PROPOSED CHANGES
Change Personnel e Job Change Change Apply
Date Date Reason T'p. Status
191325-00 COORD OF GRAD |I1D-esszi§rc1luu Art & |EJlJm . End Job |END

W| |189?UG|U‘H31QU1U |U1!3112EHU |ACAD AFFAIRS

GENERAL INFO BIO | DEMO ATTACHMENTS AUDIT TRAIL

EENI)LOYEE GENERAL INFORMATION

Take Ownership | Print Friendly View |

) U91325.00: COORD OF GRAD ACAD AFFAIRS ECLS:BA TS ORG: 1526000 TYPE:P FIE: 1000 MTHLY:$3,58548 BEGIN: 12/16/2003 END: 1/31/2010 BGT
R STATUS:T -
| r
Click the Next
[Tse¢ button to continue. |

— — =y=y
o mc x

a r wom =
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Chapter 3 Review

In this Chapter, you have learned:

How to enter the appropriate view date for a job
with a current Job End Date

How to initiate a Job End Date transaction

How to select a Job Change Reason

How to Enter a Comment

How to Save

How to Route

Click the Next
button to continue.
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Chapter 4

Ending All of an Employee’s
Jobs

In this Chapter, you will learn:

« About the Separation Box
» How to answer the question

Click the Next ‘
button to continue.
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If you choose Delete Transaction, the
current transaction will be deleted and a new
Separation transaction will need to be started
for the employee. A Separation is initiated
when an employee is completely leaving the
[ seporaion
It appears that this transaction could be a Separation.

If you do not want the ion to be a Sep and would like to continue the
transaction as a Job End Date, click the "Continue with Job End Date” button.

To continue the transaction as a Separation, click the “Delete Transaction” button.
This transaction will be deleted, and you will be taken to the ERV screenwhere

you can starta Separation transaction if your access permits.

Delete Transaction | Continue with Job End Date

L When you end all jobs that an employee
holds (whether it is one job or multiple jobs),
the HR Front End asks you to verify whether
the transaction is truly a Job End Date
transaction. This question appears on the
last Route before the Apply stop.

Click the Next
button to continue.
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Chapter 4 Review

In this Chapter, you have learned:

+ About the Separation Box
« How to answer the question

Click the Next
button to continue.
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Chapter 5

Ending 9/12 or 10/12 Jobs

In this Chapter, you will learn:

« About the Deferred Pay Job
» How to edit the Deferred Pay Job

Click the Next ‘
button to continue.
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== \Vhen you end a 9/12 or 10/12 job on any date other than the original contract end date, the HR
S EENETT T Front End automatically adds a Deferred Pay job component.
| 11252003 This job compensates for the shortage in pay the employee has received by being paid over 12 neine view

months instead of nine or ten months. The Deferred Pay job is created when the Job End Date
transaction is initially saved at the Employee Record View.

S PROPOSED CHANG|

is still needed. If the Deferred Pay job is appropriate for the transaction, the user will
need to review and edit the information on the job. Some information, such as Pay

Rates, is not populated when the Deferred Pay job is created.
15 EMPLOYEE GENERAL INFORM.

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

.
Xlﬂi 1EIEIT1D|‘I 17252009 | 11/25/2009 |6’R‘:?F"‘?"|‘15‘I5ESTG; o |an'u"|5;;rg;""""' =T *1EJOO1, End Job |END
| 189711 |1 1/259/2009
The entire transaction should be reviewed carefully to determine if the Deferred Pay job

P €93335-DP: LAB SPEC, GRAPHIC DESIGN ECLS: BG TS ORG: 2-702000 TYPE: O FTE:0.000 MTHLY: $0.00 BEGIN: 8/16/2009 END: 11/25/2008 BGT PRO:
R STATUS: A

?pﬂnﬁ:&nn:wm,smnsmu ECLS:BG TS ORG: 2702000 TYPE:FP FTE: 1000 MTHLY:§3,383 33 BEGIM: 816/2007 END: 11/25/2009 nlswno;l
S S : L b L : S i

CUSTIRTIY : 0 m
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Chapter 5 Review

In this Chapter, you have learned:

« The Deferred Pay Job
» How to edit the Deferred Pay Job

Click the Next
button to continue.
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You have reached the conclusion of the Job End Date
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
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