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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE
INFORMATION

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

You are responsible for any activity that occurs using your logon

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

You have access to very sensitive personal information

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

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

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

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

Any violation could subject you to disciplinary action.
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HR Front End New Hire Quick View

¢ Search Banner and iCard

Enter Demographics Information

Employee Class and Benefits
Determination

NESSIE New Hire logon creation

Enter Position Data

Enter Job Data

Review Employee Record View

Transaction Routed and Applied to
Banner
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Introduction

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

What is a New Hire Transaction?

The New Hire transaction is used to create a record for someone that is completely new to
the University (New Hire) or someone that has been completely separated and is returning
to the University (Rehire). The New Hire Wizard walks you through the four main sections
of hiring a new employee:

e Creating the employee’s NESSIE New Hire logon

e Entering the position data

e Entering the job data

e Tracking the completion of the New Hire forms

Conventions Used in this Guide

N Indicates a Note or /@ Indicates a Hint such as
— additional information '\\ %) a tip, shortcut, or
— that might be helpful N additional way to do
to you. something.

' Indicates a Warning
] of an action that you
L’ ) should not perform or

that might cause
problems in the
application.

HR Front End Training 5
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Completing a New Hire Transaction

You complete a New Hire transaction using a wizard that guides you through the process
of creating the employee’s logon, entering the position data, and adding a job. Follow
these steps to complete a New Hire transaction in the HR Front End.

Creating a New Hire Logon

Searching Banner and iCard

You begin a New Hire transaction by searching the University systems to see if the person
being hired has an existing record. The Social Security Number, Last Name, and Birth Date
are required to perform this search.

1. From the Transactions menu, select Initiate New Hire.

2 HRFE: Home Page - Mozilla Firefox

uﬁ l https: ifhrfe-test, admin,uillinois, edufhrFrontEnd)jsp findex. jsp

A - > =
Home Page 3] HOME @ EMPLOYEE SEARCH @ INDUTBOXES g ADMIN TOOLS ¥ aHELP LoGOUT [
Initiate New Hiﬁe
Welcome Pasition Creattoh and Maintenance March 31, 2009

ALERTS & MESSAGES

HR
No messages at this time

SYSTEM

UIN I Search I

Employee Self Service

Human Resources Applications

OBFS - Payroll

Varcinn: S0 COOWM T SR A A SDradd Dal E 40 natah 200 !
https: jfhrfe-test. admin.uilinais.edufhrFrontEndfjsp/MhSearch. jsp

v

hrfe-test, admin.uilingis.edu [}

Figure 1: HR Front End Home Page

The Search Banner & iCard screen of the wizard appears.
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Search==

Search Banner & iCard

To ceeate & new employes, you most first check 1o see if that person exrsts in the unversity's system. You must enter the SSN, Last Name, and Binh Date to perorm a
seach

Required fields *

@ 15 this mew hite a Student (Under gr aduate o Graduate) now of have they been since 20007
rintie oot
[T L

UIN BANMER I0: ssi:” LAST HAME: " FRST NAME: BIRTHDATE:
@ | [se8-12-3056 [ [osnanass
@ Sewch| s Sowch|
@ Cortite Save| Cose| Delele Tranzacion

Figure 2: Search Banner & iCard screen

2. Select Yes or No to the question Is this new hire a Student (Undergraduate or
Graduate) now or have they been since 2000?

_ b NOTE: If you select Yes, you must enter a UIN/Banner ID in the
== search because an Undergraduate or Graduate student already will
have an assigned UIN.

3. Enter search information (Social Security Number, Last Name and Birth-date are
required).

NOTE: If the new hire has a Third Country National (TCN) number
= but does not have a Social Security Number yet, enter the TCN
number in the SSN field.

4. Click Search.
Any potential matching results from Banner and/or ICard are displayed. If no potential matches
are found, the message "The information you entered was not found. Click Continue to
complete the new hire process using the criteria entered in your search” is displayed
in the yellow message area.

5. Click Continue.
The Demographics Information screen of the wizard appears (see Figure 5).

NOTE: If a matching record is found for the employee, see the
= following section Matching Records Found. If no match is found,
skip to the Entering Demographics Information section.

Matching Records Found

If either the Social Security Number entered or the combination of the Last Name and
Birthdate are found in Banner and/or iCard, a matching result is displayed in a table on the
Search Banner & iCard screen.

HR Front End Training 7
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If the Employee Status is Terminated

If a matching record is found in Banner and/or iCard, and the Employee Status is T -
Terminated, you can continue the New Hire transaction as a Rehire.

 HRFE: New Hire/Search - Mozilla Firefox

New Hire Wizard Buowe E ouonesiancn & mourons B

"II' Hire Transaction: I

Search>>

Search Banner & iCard

To create a new employee, you mus? first check to see if that person exists in the university's system. You must enter the SSM, Last Name, and Birth Date to perform a
search

Required fields *

15 this tvew bt 3 Student (Undes g aiiate of Graduate) iow of have ey been since 20007

Mo b
ssie” LAST HAME: " FIRST HAME: BIRTHOATE:
[ [oosearrr? [Lincaln [ [o1rar1970
Search| Reset Ssarch
ggy | Akt Elrst piddle b, Employes Home Campus Home EClass .SE![il Identity
=L Name MName Hame Status Chart'org Status
I Lebana [ ChampaignfUnnveesity of | €A - €35
BOTES43TN |$95857TTT |Lincoln | Abe R 01281970 | 1 1ok - Urbana/ 335000 - Education TS lpay NE | Barner
Ackminists stion Ben Eig
SETEE4321 | GGSRETTTT |Lncoln | Abe R D2EMaTo | T Kard CURRENT
m| Save | Close | Delete Transacton

Figure 3: New Hire Search — Match with Terminated Record Found

Highlight the matching record in the search results table and click Continue.

The Demographics Information screen of the wizard appears (see Figure 5).

If the Employee Status is Active

If a matching record is found in Banner and/or iCard, but the Employee Status is A -
Active, the Active Employee screen appears. You must add a new job using an Add a Job
or Reappointment transaction instead.

J HRFE: New HirefSearch - Mozilla Firefox EEX .

New Hire @ HOME @ MPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS W @ ADMIN TOOLS W B HELP LOGOUT I

New Hire Transaction: 987654321
Create New Hire Logon=>

E——= [
Search Banner & iCard |:
You have selected an Active Employee. Select one of the following options and click the Continue button to proceed
© Proceed to ERY (Employee Record View)

[} Return to the Search screen to perform a new search,

© Exit the New Hire Transaction wizard.

If you believe you have received this message in emor, contact your campus HR Help Desk for assistance

Figure 4: Active Employee screen
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1. Select one of the three options presented:
a. Proceed to ERV (Employee Record View).

The Employee Record View for the selected employee appears. You can
initiate an Add a Job or Reappointment transaction from here.

b. Return to the Search screen to perform a new search
The Search Banner & iCard screen appears again.

c. Exit the New Hire Transaction Wizard
The HR Front End Home Page appears.

2. Click Continue.

HR Front End Training 9
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Entering Demographics Information

The next step in the New Hire Wizard is the Demographics Information screen. This
screen contains information such as the Home Chart Org, citizenship information, and
contact information for the new hire.

New Hire Transaction (I0: 1129): | SESI111 2.C301000 (301000
Search>> Demagraphics=>

Demographic Information

Enter in the new hire's demogeaphic infoemation below. If the new kire was previously employed at the Universily, some information will defaull on this screen. Update as
rreeded

Requied helds ~
MAME
LAST HAME: SURFI: FIRST: MIDDLE:
¥ | [
N BANHER ID: soae BIRTHDATE: " CEHDER:
| EZEEETTT] [sssrram [oamness [mate -
UMIT CONTACT EMIAIL: EMPLOYEE EMARL: CITIZENSHIP: |
[ Trisnakiguitieis 2du [ [Citizen -
HOME CHART 0RO DATES
con:” ORGANZATION: * HR CAMPUS: e LOGON EXPIRATION:
[2 ~ [ 301000 - Microbsslogy and Immunclogy » |[c-uc Chicago L AN 000
MAL CObE:" CAMPUS MAR LOCATION:
[ [0 [© - U Campus Mail -

CAMPUS PRIMARY OFFICE ADDRESS

LIME 2
[
Ty STATE: ZIP CODE: COUNTEY:

| uic Campus Mait [ Wanais [T | United Statos of Amenca
CRMPIFS. PHONE:

prrnme

ortnin| Sovn| Ciows] Delete Tranisaction|
Figure 5: Demographics Information screen
1. Complete the required fields on the Demographics Information page.

NOTE: Refer to Table 1: Demographics Information Required Fields for
more information on the required fields.

2. Click Continue.

The Employee Class and Benefits Determination screen appears.

HR Front End Training 10
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Required Field

Instructions

Last Name

Populated from New Hire search screen and is not editable.

First Name

Enter the employee’s first name. This will populate if the first
name was entered in the New Hire Search screen.

Social Security Number

Populated from New Hire search screen and is not editable.

Birth Date

Populated from New Hire search screen and is not editable.

Gender

Select the employee’s gender from the drop-down menu.

Unit Contact Email

Enter the email address for the unit contact. The system will auto-
generate an email that contains NESSIE New Hire login information
for the employee to the address entered.

Citizenship

Select the citizenship status from the drop-down menu.

Chart of Accounts (COA)

Select the COA from the drop-down menu.

Organization

The Organization list will filter based on the COA. Select from the
drop-down menu.

HR Campus

Will default based on the COA selected. Edit if necessary

Hire Date

Enter the date the hire is effective. Month / Date / Year

Login Expiration

The date that the NESSIE New Hire login will expire. The Logon
Expiration field will automatically be populated to sixty days from
the Hire date or from the transaction date, whichever is later. This
date can only be edited by Central HR.

Mail Code

Enter the Campus Mail code for the employee

Campus Mail Location

Select the Campus Mail location from the drop-down menu.

Address Line 1

Enter the employee’s work street address.

City, State, Zip Code, and

County

These fields will default for Urbana, Chicago and Springfield
Campus Mail addresses and will not be editable. The fields must be
completed for Global and Off-campus ACES Extension Addresses.

Table 1: Demographics Information Required Fields

HR Front End Training
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Determining the Employee Class and Benefit Category

The next step in the New Hire Wizard is the Employee Class and Benefit Category
Determination screen. This screen determines the new hire’s employee class, benefit
category, and SURS eligibility. To make these determinations, the HR Front End
populates the questions on this screen based on the employee group selected and the
answers to subsequent questions.

) HRF E: New Hire/Search/emographics/t-Class - Mozilla Firefox

New Hire Wizard

| New Hire Transaction (ID; 1129); 55111111 2.C301000 (301000)

Search>> Demographics>> E.Class>>

Employee Class and Benefit Category Determination
Select the appropniate Employee Group from the list below

EMPLOYEE GROUP
| A- Faculty and Other Academics v

Based on the Employes Group you selected, adddfional information is needed ta determine the Employes’s Benefit Category and
SURS Eligibality

Please answer the questions below.

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

Orves

lol™

Ifthe appeintment is nol benefits eligible, ANHUAL SALARY TOTAL % EMPLOYED
enter a zero m the Annual Salary field | £0000 100

‘What is the length of the academic confract?

[Gloalel than or equal to 9 months +

‘What is the pay basis?

cuw@ Save| (Ciose| Deleto Transaction

Figure 6: Employee Class and Benefit Category Determination screen example
1. Select the appropriate Employee Group
2. Complete the fields displayed based on the Employee Group selected.

NOTE: Refer to Table 2: Required Information for Employee Class
= Determination for more information on the questions that appear for
each Employee Group.

3. Click Continue.

The State Universities Retirement System (SURS) screen of the wizard appears.

HR Front End Training
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Employee Group

Determination Questions

A - Faculty and Other
Academics B - Academic
Professionals

G - Grads and Pre-Doc Fellows

P - Post-Doc Fellows /
Research Assoc. / Intern

R - Residents

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

Total % Employed

Length of Academic Contract

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

Pay Basis (Contracts 9 months or greater)

Is the new hire receiving a retirement allowance from
SURS?

Is the new hire currently a police officer/firefighter or
will they hold a police position?

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

Does the Employee hold a J1, ]2, F1, or F2 Visa?
Annual Salary

Total % Employed

Work Week Hours

Status (Exempt or Non-Exempt)

Exempt Type (if exempt)

Is this person a Flex year or Seasonal employee?

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

Is the new hire receiving a retirement allowance from
SURS?

Is the new hire currently a police officer/firefighter or
will they hold a police position?

E - Civil Service Extra Help

Is this position seasonal?

H - Academic Hourly & Grad
Hourly

Is the employee an Academic or a Grad Hourly?

S - Student
T - Retiree /
Annuitant U -
Unpaid

V -- Virtual

No Additional Information Required

Table 2: Required Information for Employee Class Determination

HR Front End Training
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Determining State Universities Retirement System (SURS)
Eligibility

The State Universities Retirement System (SURS) screen of the New Hire Wizard
displays if the New Hire is SURS eligible, based on the answers given on the Employee

Class and Benefit Category Determination screen. Your answers to these questions
determine what SURS code is selected for the employee.

_JHRFE: New Hire/SearchDemographics/E Class/SURS - Mozilla Fi
New Hire Wizard

| New Hire Transaction (ID: 1129): =55111111 2.C301000 (01000)

Search>> Demographics>> E-Clags>> SURS>>

State Universities Retirement System (SURS)

EMPLOYEE GROUP: A - Faculty and Other Academics

15 the nisw hire recetving a retirerment allowance from SURS? @

Orves

o™

Is the rew hise curmently a police oficenfirefighler or will they hold & pobce position? @

Orves

Elho

Continue l\‘_:_}_) Save| Close Dddl'ﬁmuﬂhnl

Figure 7: State Universities Retirement System (SURS) screen

1. Select the answer to the Is the new hire receiving a retirement allowance from SURS
question.
If you select no, the second question appears. If you select yes, skip to step 3.

2. Select the answer to the Is the new hire currently a police officer/firefighter or
will they hold a police position question.

3. Click Continue.

The New Hire Review screen of the wizard appears.

HR Front End Training 14
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Reviewing the New Hire Logon Information

The New Hire Review screen displays a summary of all information entered to this point
in the New Hire Wizard.

B Oiocon

MNew Hire Wizard

New Hire Transaction (ID: 1407 ):
Search>> Demographics>> E-Class>> SURS>> Review>>

"B8B000123  2.C-363000 (363000)

MNew Hire Review

Rviirey thie Neew Hire information. i you need to change any information, click the coresponding Edit button to go back to that section to make changes

Benefits Information o ot | Damographic Information o Eae|
Employes Class: AA- Acad 301 2mih Ben Elig Last Hame:
Beneft Category: M1 - FT Monthly All Benafits Fir st Hame:
SURS Deduction Code: BT - Plan 1 Michdle Hane:
Annual Salay: 5000000 Suffi:
Gender: M - Male

Birth Date: 0502/1957
Citizenship: C - Citizen
UM Banner ID: “852000123

SSM: 888000123
Hire Date: 027152009
Employis Email:
Trump, Donald is eligible for: o 5 e 1 et

Health, Dental, Life ins: qz Unit Contact Email: {nishaki@uilinois. edy

Vacatime g
Sick Leave: eo

Campus: C - UIC Chicago
COR: 2 - University of illinois - Chicago
Hoine Org: 363000 - Afncan Amencan Studies

Overtinee: o
SURS: Yeo Campus Primary Office Address:
Lime 1:
Lime 2:

Chy, State, Zip: UIC Campus Mail, lilinois DO002
Comtry: United States of America

Wil Code: 599
Campus Phone:
Print Friendly View
@E=] ppp——

Figure 8: New Hire Review screen

1. Review the information. If any changes are needed, click Edit in the corresponding
quadrant or use the breadcrumbs at the top of the screen to return to the section
needing the change.

The HR Front End returns you to the appropriate page in the New Hire Wizard.
2. When all information has been reviewed and is correct, click Continue.

A message appears warning you that continuing the transaction will generate a Logon
ID and apply data to Banner.

3. Click OK.

The New Hire Logon Confirmation screen of the wizard appears.

HR Front End Training 15
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NOTE: A system generated email with instructions on logging into
—= NESSIE New Hire is immediately sent to the Unit Contact email
address and the Employee email address provided on the
Demographic Information screen once the logon is generated.

HR Front End Training
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Confirming the New Hire Logon

Once the information on the New Hire Logon Review screen is confirmed and applied to

Banner, the New Hire Logon Confirmation screen appears. This screen displays the
employee’s NESSIE New Hire login information, a link to NESSIE New Hire, and the ability
to print this data.

" HRF E: Mew HirefSearchMemographicaft - Class/SURS MeviewiConfirmation - Moziila Firefox

Mew Hire Wizard

Hew Hire Transaction (I0; 1152): _ 652184663 2.UIC Chicago-350000 (Pharmacy Admin) ECLS: Acad 12mth Ben Elig

Searchr> Demographics>> E-Clags>> SURS»> Rwiew>> Cenfiimatiens>

Mew Hire Logon Confirmation

New Hire Lagen Infermation |

Last Homne:
Fir &1 Hame:
il Haame:
Sufoe
Logim I0x: B52184663
Password TOS0154
New Hires may sccess Nessie New Hire st bllps inewhisepdey wibr uillinois edy
{etingwhire

Click Contimue to select position information

@ &ﬂmm[
@ Gortin | ‘Save| Rt | sm»lfg Deete 1

Figure 9: New Hire Logon Confirmation screen

1. Click Print Friendly View to print a copy of the logon information.
2. Click Continue.

The Position Selection screen of the wizard appears.

HR Front End Training
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Entering Position Information

After you create the employee’s New Hire logon, you must assign a position to the employee.

Selecting the Position

The next step in the New Hire Wizard is the Position Selection screen. This screen
offers three methods of selecting position information:

1. Directly enter a position number
2. Search for a position

3. Create a new position

"I HRFE: Hiw HireMosition Select - Mozilla Firefox

[ Hew Hite Transaction 0D: 1152):
HNew Hire Corfirmation >> Posltfon Selection

Position Selection

If you know the position number, enter that rumber below and click Continue.  you do nat know the position number, you may
saarch for a list of posssble posdion numbers below,

Employee Classs AL-Acad 12mih Ben Elg
Home Cig: 2.UIC Chicago- 360000 (Pharmacy Admin)

@ | have a position member: |

Cortirue |

OoR

Possible position mumbers:
@ You can search for any vacant or poaled positson that matches the Employee Group desived from the new hing E-Class
worksheat and any budget chan (COA) and Organizations for whith you have pemissions.

f you want o reuse a position, select from the list below and chck Continue
COA  ORG
|27~ [360000 - Phamacy Admin v
Sewch|
ORrR

Create New Position:
@ M you want to creste & new position, chck the Create Mew Posltion button

Cortrue | Sove| Ciose| Dot Transaction |

Figure 10: Position Selection screen

Option 1: Entering a Position Number

If you know the position number, you can enter it directly in the I Have a Position
Number field (see Figure 10).

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

2. Click Continue.
The Position Data screen appears.

HR Front End Training 18
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Option 2: Searching for a Position

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

NOTE: The Search option is not available for Civil Service and
EAI Extra-Help employee groups.

1. Select the COA and ORG in which you want to search (see Figure 10).
2. Click Search.

The matching search results are displayed.

Highlight the desired position.
4. Click Continue.

The Position Data screen appears.

NOTE: You can resort the position list by clicking on the column
—= headings in the results table.

Option 3: Creating a New Position

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

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

1. Click Create New Position (see Figure 10).
The Position Data screen appears.

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

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

HR Front End Training 19
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Editing Position Data

Once you select a position, the next step in the New Hire Wizard is the Position Data
screen. This screen allows you to edit existing position data or create a new position. Fields
that can be edited for an existing position include: Position Class, Position Title, Position
Employee Class, Type, PAPE Number, Job Progression, Position Descriptors, Budget Profile,
Budget COA, Budget ORG, and Position Labor Distribution.

MNew Hire Wizard

Mew Hire Transaction QD: Z370): . BEFEMNIE  FUIC Chicage 353000 [(Alrkcan Amerbcan Siudies ECLS: BA
Mew Hing Confirnation »» Fotiion Selection >> Position Data

Position Data

Rvigw the posdion data. Edi the fields as necessary

CHANGE DATE:. POSION =" POSITION CLASS: POSITION TITLE: POSITIN EMPLOYEE CLASS:
| 27008 |cgaras | MAARA - D ~ |oiR | BA - AcadPro 12mth Ben Elg w
TYPE: POSITON BEGHOATE: PAPEs: |
[5-Smgle = [Tnrzooa [ Btark - Blank -

SALARY | - SALARY RANGE

GROUP:  TABLE: GRADE:  STER: || Lowe MIPOINT:  HIGH

[2008 - [aa - [unoFD - [0 [10 [1o [9spu0.0

BARGAIMING LINIT: PO PROB PERIOD:  ACCRUE SENIORITY: OB PROGRESSMIE

[ | [W- e [ Job Progression

FOSIMON DESCRIFTORS

==

| ABORS - Has Budgel responsibidy v |

BUBGET PROFILE: BUDGET COR: " BUDGET Oftt: "
[ Biank - | [ 263000 - Aftican Amencan Studies -

FQSIMION LABOR DISTRIBUTION

paun |

COk: | 2 - Unsversaly of Ilnots - Chicaga »
mec [ [
AT

Organizatiene [ | =

rcome[ [
Pograe [ [
e [ [
e
Percent: [

L] UpsssiD

Requaed delds =

Cortire | Save | Closs | st Tranasction |

Figure 11: Position Data screen
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Review the Position Data screen.

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

3. Click Continue.

The Job Data screen appears.

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

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

HR Front End Training 21
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Adding Job Information

After the employee’s position is set-up, you must add a job for the New Hire.

Editing Job Data

The final step in the New Hire Wizard is the Job Data screen. This screen is used to capture
the most important information related to an employee’s job. The majority of the fields on
this screen populate based on the Position Data screen. Fields that can be edited for Job
Data are dependent on the E-Class and may include: Suffix, Job Title, Job FTE, Pay Rate,
Job Change Reason, Timesheet COA and ORG, Time Entry Method, Leave Category, Accrue
Leave, job Labor Distributions, and Job Comments.
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Figure 12: Job Data screen

1. Review the Job Data screen.
2. Edit any fields that require changes.
Click Continue.

The Employee Record View appears.

Adding Job Comments

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

1. Enter comments in the Job Comments field.
2. Click Add Comment.

The Job Comment is saved.
3. Click Continue.

The Employee Record View appears.

New hire eff. 02/21/2009. Offer letter recd 2/15/09 trishak ?3:2‘9
| trishak ‘l 02-17-2008 10:24
Add Comment
(Continue | 'Save| Cioss | Delele Transaction

Figure 13: Adding Job Comments — Job Data screen

Reviewing the New Hire Information

Once you complete the New Hire Wizard, the Employee Record View appears, showing
the proposed change(s) generated in the transaction. From this screen, you can:

e Verify and edit information for the proposed change.

e Attach supporting documentation using the Attachments tab.

e Track NESSIE New Hire Forms completion.

e Reset NESSIE logon information.

e Add an additional component to the transaction.

e Save the transaction.

e Route the transaction.

e Send the transaction to a group or individual not in the predetermined routing path.
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52829122 Adrican American Swdies  ECLS: AcadPio 12mith Ben Elig
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Figure 14: Employee Record View — New Hire Transaction

NESSIE New Hire Forms

The New Hire Forms tab is displayed in the Employee Record View of a New Hire
transaction. In this tab, you can:

e Check the status of the employee’s NESSIE New Hire Forms.
e Reset the NESSIE New Hire password.
e Extend the NESSIE New Hire logon Expiration Date.

Checking the Status of NESSIE New Hire Forms

The New Hire Form Status list (see Figure 15) shows all of the New Hire Forms that the
employee is required to complete. The forms listed vary based on the Employee Class.
Forms marked with an asterisk are forms that are required to be completed through
NESSIE New Hire by the employee before the transaction can be applied to Banner.

Resetting the NESSIE New Hire Password

If the employee has forgotten their password to logon to NESSIE New Hire, you can reset it:
1. From the Employee Record View, click the New Hire Forms tab (see Figure 15).

2. Verify that the Unit Contact Email and Employee Email (if desired) addresses are correct.
3. Click Reset New Hire Password link.

A new screen will appear. Enter the Logon ID and click Search. Once the information is
returned, the Reset Password button appears. Click the Reset Password button and a
system generated email is sent to the Unit Contact Email address as well as the
Employee Email address, if provided.
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(i

HINT: NESSIE New Hire passwords are always reset the first letter of
the employee’s last name, followed by their birthday in mm/dd/yy
format. For example, if the last name is Jones and the birthday is

05/15/1970, the password would be reset to J05151970.

Extending the NESSIE New Hire Expiration Date

The employee’s access to NESSIE New Hire will be set to expire either 60 days from the
Hire Date or 60 days from the date the transaction was started in the HR Front End
(whichever occurs later). You can extend this date, if needed, as long as the Purge Date

has not yet occurred.

1. From the Employee Record View, click the New Hire Forms tab (see Figure 15).

2. Enter a new date in the Expiration Date field.

The new Expiration Dated displays. The Purge Date is extended appropriately.

JOBS

[ NEW HIRE FORMS

MNEW HIRE LOGON DATES
EXPIRATION DATE: PURGE DATE:

I 41512010 4i2002010

HIRE DATE:

Izmrznm

LOGON ID:

|@0241 3298

LOGON ADDED ON:

|21’4I201U

LOGON ADDED BY:

Iusem

UNIT CONTACT EMAIL:

Ilest@est.cum

EMPLOYEE EMAIL:

Eeset Mew Hire Password

APPLICA 'STATUS
HR FORMS

Employment Information Farm™® Mot Started
Loan Default* Mot Started
WWithholding Allowance (W) Mot Started
Direct Deposit Mot Started
Prior Service ot Started
Ethics Orientation Hot Started
W2 Consent Form Mot Started
55A Form 1945 Mot Started
Drug-Free Workplace Mot Started
BENEFIT FORMS

Benefit Enroliment Mot Started
Supplemental 403k Retire Plan Mot Started
Medical Care Assistance Plan Mot Started
Dependent Care Assistance Plan Mot Started
ADED Mot Started
Ul Long Term Disability Mot Started
Coordination of Benefits Mot Started
Supp 403k Universal Motice Mot Started

* Required Form
* Tax Regulations reguire this form to be on file for each employee.

Release Ownership | Send To | Send FY1| Print Friendly ‘iew:

Route | Save I Cancel

Figure 15: New Hire Forms screen
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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.

3 HRFE ER¥ [Full Wiew: Trameactiion (23706 48] NE WHIRE |:r.'4: Readanly] - Morilla Firefox

is "/ 3
Employss Recerd View Baw C weompwe & uomes Eammrosy Qe @iocon

& Success reghing 10 COLLEGE: Dafwell: Baesrsy B: C-2-FT-"-" Q3T0E34E)

ESIETH13E 7363000 Adrican American Swdies ECLS: BA

Full"l;'l-rlnTlimdm @ATREIAE HEWHIRE [FT74);0wner=Me [None):Not Completnd-Headonly BieDemohccemc)obhcoma|CEITHM DD), Seop:
COLLEGE:Dalault: Review B C3FT.5° @IT0A3E

Change Date Personnel Date Job Job Change Reasen  Change Type

Figure 16: Success Routing Message — New Hire Transaction
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Appendix A: Screenshots from HRFE Video

% Course Menu

New Hire Transaction - HR Front End INTRO - P.1/4

Welcome to the:

New Hire Transaction

course

Click the Next button
to continue
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< Course Menu

New Hire Transaction - HR Front End INTRO - P.2/4

This course will help to equip you when you are working with New
Hire transactions in the HR Front End Application.

CHAPTER YOU WILLLEARN ABOUT

1—Common Terminology e I—

e ‘Whata New Hire transaction is
® New Hire Quick View

2 — Creating New Hire Logon How to initiate a New Hire transaction

How to search Bannerand | Card

How to enter Demographicinformation

How to determine Employee Class and SURS eligibility
How to review

How to create a Nessie New Hire Logon

3 — Adding a Position
How to select a Position

How to change/enter information on the Position Data
screen

4 — Adding a Job

How to selectand Add a Job
How to entera Job Comment

5 — Reviewing the New Hire in

How to review the transaction in the Employee Record View
ERV

About the Proposed Changes
About the New Hire Forms Tab
How to Route

6 — Course Review
You will participate in activities that will assess your

understanding of the content covered in this course

ICllck the Next button
to continue.

G D D l:] CJ l:J l: D nDOIiE"LAPTwATE'if.
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% Course Menu

<

New Hire Transaction - HR Front End

Appropriate Use and Security of Confidential and Sensitive
Information

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.

INTRO - P.4/4

Click the Next button
to continue

| ADOBE"CAPTIVATE
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‘< Course Menu

New Hire Transaction - HR Front End CH.1-P.1/8

Chapter 1

Common Terminology

In this Chapter, you will learn:

* Common Terminology
* What a New Hire transaction is

e New Hire Quick View

Click the Next button
to continue.
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= Couise end New Hire Transaction - HR Front End CH.1-P.2/8

New Hire Wizard - Description of Roles & Terminology

Throughout this course, various terms will be used to describe the roles associated with
processing New Hire transactions. The following screens provide you with terms and
definitions that will be of assistance to you in this course.

ROLE DESCRIPTION

New Hire The person being added to the University System via the HR Front End New Hire
transaction.

User The person using the HR Front End Application to enter transaction information.
Initiators, Routers, Appliers, and FYI'ers are the four types of users described in this
course.

Initiator The Unit/Department person that starts the transaction.

Router Auser who has the ability to make changes to the transaction/record, return the
transaction/record, to the initiator or route the transaction/record horizontally or
vertically.

Applier Auser who performs the final review, update and submission of the
transaction/record.

FYl'er A user receiving a copy of a transaction for informational purposes only.

IC\lck the Next button
to continue

[:J D D :] il [_J | ) [: nDunE"mpTwnr:‘f‘
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< Course Menu

New Hire Transaction - HR Front End

New Hire Wizard - Description of Roles & Terminology Continued

DEFINITION

ic Hourly

Employees who provide professional or
technical support on a temporary hourly
basis. Minimum Education Reguirement:
Bachelors Degree. Pay Cycle: Bi-weekly

TERM
Faculty and
Other Academics

DEFANITION

Employees whose main focus may be teaching, research, and
public engagement. Advanced degree required. Pay Cycle:
Monthly.

Faculty Examples: Professor, Associate Professor, Assistant
Professor

Other Academic E Instructor, Lecturer

Academic
Professional

Employees who serve in a professional
capacity in the areas of administration,
research and public engagement.
Minimum of a Bachelors Degree required.
Pay Cycle: Monthly.

Examples: Director, Research Engineer,
Communications Specialist

Graduate
Assistantsand
Pre-Doctoral
Fellows

Graduate Assistants are graduate students who are also
employed in a research, teaching assistant, or other capacity.
Pre-Doctoral Fellows are graduate studetns with a fellowship.
Minimum Education Requirement: Bachelors
Degree/Advanced Degree. Pay Cycle: Monthly.

Examples: Graduate Assistant, Graduate Research Assistant,
Graduate Teaching Assistant, Pre-Doc Fellow

Academic Unpaid

Official affiliates of the University.
Minimum Education Requirement:
Bachelors Degree. Pay Cycle: Monthly, but
no compensation is involved.

Graduate students who are employed in an hourly support
role. This role does not entitle them to a tuition waiver.
Minimum Education Requirement: Bachelors Degree. Pay
Cycle: Bi-weekly

Civil Service

Employees hired under Civil Service rules
and regulations who may serve in a
professional or administrative support
capacity. This group also includes the
crafts and trade, office support, building
and grounds, laboratory support, and a
variety of other roles. Education
Requirements vary by position. Pay Cycle:
Bi-weekly.

Examples: Accountant, Electrician, Staff
Secretary, Building Service Worker

Non-Exempt employees receive hourly wages and are subject
towage and hour laws, i.e. overtime pay.

SO0

33
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| Click the Next button
Unil to continue.
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New Hire Transaction - HR Front End

New Hire Wizard - Description of Roles & Terminology Continued

TERM

Civil Service
Web/Department
Time Entry

DEFINITION

The employee’s hours may be approved
through a Web environment where the
employee inputs their hours and it is
routed to a supervisor for approval. With
Department Time Entry a representative
of the department enters hours worked,
vacation, etc., based on signed paper time
sheets.

TERM
Post Docs and
Interns

DEFINITION

Positions which provide the individual financially supported
opportunities for research and clinical experience. Minimum
Education Reguirement: Advanced Degree. Pay Cycle:
Monthly

Examples: Post Doc Research Associate, Post Doc Fellows,
Intern

CH.1-P.4/8

Civil Service Time
Report Feeder

Hours worked or benefits used are
recorded in a system outside of Banner,
such as Kronos. These hours are then fed
directly into Banner.

Employees who are continuing their education/training after
medical school to become doctors (in most instances). They
are eligible for benefits depending on their visa status. Their
leave accrual is determined by their contract. Therefore,
when they separate, no accrued vacation is paid out.
Minimum Education Requirement: Doctoral Degree. Pay
Cycle: Monthly

Employee Group

The University has employees divided into
groups, which are referred to as Employee
Groups. The groups reflect the
commonality of the hiring process,
benefits eligibility, pay frequency, and
other factors.

Employees that have retired from the University, but have
been re-hired. Some must be approved by the Board of
Trustees to be re-hired for a specific project and timeframe.

Exempt employees are those who are
exempt from certain wage and hour laws,
i.e. overtime pay.

Students

Undergraduate students employed in a variety of roles as
needed by campus units and departments. Financial support
may be tied to Federal Work Study Program. Minimum

Education Reguirement: Must be an Undergraduate student.

Pay Cycle: Bi-weekly

Provide clerical, technical, or other
general/non-clerical support on a
temporary hourly basis. Minimum
Education Requirement waries by position.
Pay Cycle: Bi-weekly

CERG0
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Click the Next button
to continue
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< Course Menu

CEROO

New Hire Transaction - HR Front End

New Hire - 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 a transaction 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 next stopin the
predetermined routing for the transaction.

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

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

Unn

UOGE
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|Click the Next button
to continue.
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New Hire Transaction - HR Front End CH.1 - P.6/8

New Hire Wizard - E-Class Determination | Quick jump fo E Group Selection Page in Wizard

EMPLOYEEGROUP DETERMINATION QUESTIONS

A—FACULTY . Doesthe Employee holdaJl, J2,F1, or F2
B — ACADEMICS Visa?

G - GRADS/PRE-DOC FELLOWS . Annual Salary

. Total % Employed
P- POST-DOC FELLOWS/RES ASSOC./INTERN . Lensth of Academic =

R- RESIDENTS . Service Begin and End Dates {Contractsless
than 9 months)

. Pay Basis (Contracts 9 months or greater)

. Isthe NewHire receivingaretirement
allowance from SURS?

. Isthe NewHire currently a police
officer/firefighter or will they hold a police
position?

C— CIVIL SERVICE WEB DEPT TIME ENTRY . Doesthe Employee holdail, J2,F1, or F2
D — CIVIL SERVICE TIME REPORT FEEDER Visa?

. Annual Salary
Total % Employed

. WorkWeek Hours

. Status (Exempt or Non-Exempt)

. ExemptType (if Exemnpt)

. Isthis person aFlex year or Seasonal
employee?

. Non-work period begin and end dates (Flex
year or Seasonal Employeesonly)

. Isthe NewHire receivingaretirement
allowance from SURS?

. Isthe New Hire currently a police
officer ffirefighter or will they hold a police
position
E— CIVIL SERVICE EXTRA HELP . Isthis position seasonal?
H-ACADEMIC HOURLY / GRAD HOURLY . Isthe employee an Academic or Grad Hourly?
S—STUDENTS
bt No additional information required.

V-VIRTUAL

UnNTvERSITY OF [LLINOIS

Q E G G G G G E ADOBE"CAPTIVATE"™
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et e New Hire Transaction - HR Front End CH.1-P.7/8
New Hire Quick View
* Search Banner and iCard

» Enter Demographics Information

= Employee Class and Benefits
Determination

* NESSIE New Hire logon creation
= Enter Position Data
= Enter Job Data

* Review Employee Record View

= Transaction Routed and Applied to

Banner Click the Next button|
[ to continue

]
L& |
=
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New Hire Transaction - HR Front End CH.1-P.8/8

Chapter 1 Review

In this Chapter, you have learned:

¢ Common Terminology
+ \What a New Hire transaction is

e New Hire Quick View

Click the Next button
to continue.

l_J L I | \ i ADOBE CAPTIVATE
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New Hire Transaction - HR Front End CH.2 - P.1/16

Chapter 2

Creating New Hire Logon

In this Chapter, you will learn:

* How to initiate a New Hire transaction

* How to search Banner and | Card

* How to enter Demographic information

* How to determine Employee Class and SURS
eligibility

* How to review

+ How to create a Nessie New Hire Logon

Click the Next button
to continue.

LJ Ll | J hid | X ADOBE"CAPTIVATE
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New Hire Transaction - HR Front End

CH.2 - P.2/16
Home Page

5.0
@ HOME C EMPLOYEE SEARCH @ INOUTBOXES

Welcome

ALERTS & MESSAGES To begin, select Initiate New Hire
from the transactions menu
SYSTEM

No alerts at this time

o s

Employee Self Service
Human Resources Applications
OBFS - Payroll

Q E G D G G ; E ADOBE“CAPTIVATE"
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New Hire Transaction - HR Front End CH.2 - P.3/16

New Hire Wizard @ HOME E EMPLOYEE SEARCH @ INOUTBOXES @Imsﬂmmns v E ADMIN TOOLS ¥ 6 HELP LOGOUT

I
.

e
Notice: We have preselect No for you.

If you select Yes, you must enter a
Search Ban yjN/Banner ID in the search because an
To create a nev | Undergraduate or Graduate student
search already will have an assigned UIN.

Search>>

n the university's system. You must enter the SSN, Last Name, and Birth Date to perform a

Required fields
Is thi ire a Student {(Undergraduate or Graduate) now or have they been since 20007 :

UINBANNER ID: SsN: LAST NAME:

| Enter SSN Enter Last Name

[EEich] Reset search |

BIRTHDATE:
Enter Date

Cortinue |

You have now entered the New Hire Wizard. You begin a New Hire
transaction by searching the University systems to see if the person being

hired has an existing record. The Social Security Number, Last Name, and
Birth Date are required to perform this search.

SiEO0

. o
A A ADOBE CAPTIVATE J
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New Hire Transaction - HR Front End CH.2 - P.3/116

New Hire Wizard

E Notice: We have preselect No for you.

If you select Yes, you must enter a
UIN/Banner ID in the search because an
Tocreate a nev | ndergraduate or Graduate student
search already will have an assigned UIN.

|Enter the followang information:
Required fields | 1.SSN 333121444
i N * 2 Last Name Doe
Student {Undergraduate or Graduat have they been 20007
= (Underaraduate or Graduate) now or have they been smce 3. Birthdate 04/30/1978

Search Bani

n the university's system. You must enter the SSN, Last Name, and Birth Date to perform a

UINBANNER ID: SSN: LAST NAME:

FIRST NAME: BIRTHDATE:

[Feai2122 | 0o= |
Resst Search

Continue |

You have now entered the New Hire Wizard. You begin a New Hire
transaction by searching the University systems to see if the person being

hired has an existing record. The Social Security Number, Last Name, and
Birth Date are required to perform this search.

CE300

™ 3 - o
ADOBE" CAPTIVATE )
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New Hire Transaction - HR Front End CH.2 - P.4/16

¢ The information you entered was not found. Click Continue to compléte the new hire process using the criteria entered in your search

Searchss Any potential matching results from Banner andfor ICard are displayed. If no
potential matches are found, the message “"The information you entered was
not found. Click Continue to complete the new hire process using the
To create a new employee, you must first check to criteria entered in your search’ is displayed in the yellow message area. M a search

Required fields =

Search Banner & iCard

Is this new liite a Student {Undergr aduate of Graduate) now of have they been since 20007

X
son” wasty If €ither the Social Security Number entered or the combination of the Last Name
[s1z1e08 fooe | and Birthdate are found in Banner andfor ICard, a matching result is displayed in
atable on the Search Banner & iCard screen.
Search | Reset Search

E=5 % ave| Close | Delete Transaction
If a matching record is found in Banner andfor iCard, and the Employee Status is
T - Terminated, you can continue the New Hire fransaction as a Rehire.

X
If @ matching record is found in Banner and/or iCard, but the Employee Status is
A - Active, the Active Employee screen appears. You must add a new job using
an Add a Job or Reappointment transaction instead.

@ B EJI Q @ Lj @ L; ADDBE"CAPTNATE’:"..
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New Hire Transaction - HR Front End CH.2 - P.5/16

New Hire Wizard Buir ©oocon

o New employee with no UIN. X

X
The next step in the New Hire Wizard is the Demographics Information The fields highlighted in yellow
screen. This screen contains information such as the Home Chart Org, == have already been filled in for you.
“" T'""“""‘ -‘ LRI citizenship information, and contact information for the new hire. B
arch>> Demegraphice>

Demographic Information

Enter in the new hire's demographic information below. If the new hire was previously employed at the Universty, some miormation will default on this screen Update as needed
Required fialds *

Enter in the following fields:
oy - -
e 8 e 1. Hire Date. 1/1/2010
, . = 2. Mail Code: 123
[ﬁzﬁfﬁu Is:!::umu ﬂﬁ:ﬂ:? [Famaie 3 Line 1 (campus primary office address) 2001 S First S5t
UNIT CONTACT EMAIL: EMPLOYEE EMAIL: 5

: : Click the enter key on your keyboard after entering each item of
[iest@testeom ] [Caizen information

HOME CHART ORG DATES
con:” ORGANIZATION: HR CAMPUS: 2

R LOGOM LXPIRATION:
[ < [109000 - Control - Payral < |[U- UIUC Urbana 7 Champaign = r

MAIL CODE: CAMPUS MAIL LOCATION: *
[ |mai| coda 'u UG Campus Mail

r CAMPUS PRIMARY OFFICE ADDRESS -

B
'address

LINE 2
[

CTY: STATE:
[ e Campus Mall [ Minais

WP CODE: COUNTRY:
[ooo01 [Unated States of Amenica

CAMPUS PHONE:

Click the Next bitton
to continue

) TocE X R ADOBE"CAPTIVATE" )
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New Hire Transaction - HR Front End CH.2 - P.5/16

Bur Diocon

« New employes with no UIN X

X
The next step in the New Hire Wizard is the Demographics Information The fields highlighted in yellow
screen. This screen contains information such as the Home Chart Org,

ci == have already been filled in for you.
RO CPNIRR T citizenship information, and contact information for the new hire. E

Search>> Demographics>>

Demographic Information

Enter in the new hire's demagraphic information below. Ifthe naw hire was peeviously employed at the University, some information will default on this screen. Update 35 needed
Required fislds *
Enter in the following fields:
MAME -
LAST MAME: SUFFDG: FIRST: i
[o0e @ [ 1 le!: Date: 1/1/2010
5 g : 2. Mail Code: 123
e i SRIOME - SS--—- 3 Line 1 (campus primary office address): 2001 5. First St
[*333121444 [333121000 [sponere [Famale =
UNIT CONTACT EMAIL:” SPLOREE . s " Click the enter key on your keyboard after entering each item of
ruﬁﬂnlcum l fCtr{m
information
HOMEXCHJ\FT ORO = = DATE?
ORGANIZATION: HR CAMPUS: HIE LOGON LXPIRATION:
~ [105000 - Control - Payroll ~ |[UTUIC Urbana 7 Champaign ~
b CAMPUS MAIL LOCATION: *
U-UIUC Campus Mail

[ CAMPUS PRIMARY OFFICE ADDRESS -
i
2001 S. First St.
LINE 2:

CITY: STATE 2P CODE: COUNTRY:
[Uiue campus Mall | Ilingis [oso01 lUrn.'d States of Amenca

CAMPUS PHONE:

|Click the Next buttor
to continue

CUEAES B | avoeetcaprvare™
bl L ko 6 )
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New Hire Transaction - HR Front End

New Hire Wizard - Demographics Screen Fields

Required Field

Instructions

LastName

Populated from New Hire search screen and is not editable.

First Name

Enterthe employee'sfirstname. This will populate if the first name was
entered inthe New Hire Search screen.

Social Security Number

Populated from New Hire search screen and is not editable.

Birth Date

Populated from New Hire search screen and is not editable

Gender

Selectthe employee’s gender from the drop-down menu.

Unit Contact Email

Enter the email addressforthe unitcontact. The system will auto-generate an
email that contains NESSIE New Hire login information forthe employee tothe
address entered

Citizenship

Selectthe citizenship status from the drop-down menu.

Chart of Accounts (COA)

Selectthe COA fromthe drop-down menu.

Qrganization

The Organization listwill filter based onthe COA. Select from the drop-down
menu.

HR Campus

Will default based onthe COA selected. Edit if necessary

Hire Date

Enterthe date the hire is effective. Month/ Date / Year

Login Expiration

The date that the NESSIE New Hire login will expire. The Logon Expirafion
field will automatically be populated to sixty days from the Hire date or from the
transaction date, whicheveris later. This date can only be edited by Central
HR

Mail Code

Enterthe Campus Mail code forthe employee

Campus Mail Location

Selectthe Campus Mail location from the drop-down menu.

AddressLine 1

Enterthe employes’s work street address.

City, State. Zip Code, and
County

Thesefields will defaultfor Urbana, Chicago and Springfield Campus Mail
addresses and will not be editable. The fields mustbe completed for Global
and Off-campus ACES Extension Addresses_

R0

CH.2 - P.6/16

Click the Next but‘ton‘
to continue

(O fTock X F i |
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New Hire Transaction - HR Front End

CH.2 - P.7/16

New Hire Wizard

| New Hire Transaction (ID: 84863): Do o 333121444 1..103000 (109000)

Search>> Demographics>>

Demogr

Enter in th

Required Ifyou realize the SSN, Last Name or Birthdate
- incorrect, you must select the Search link in the
:uﬂwbreadcrumb because a new search is required.
|/Doe

loyed at the University, some information will default on this screen. Update as needed.

w: ssi” BIRTHDATE: GENDER:"
[*333121444 [333-12-1488 [par30r1a78  [Female

-
UMIT CONTACT EMAIL: EMPLOYEE EMAIL:

CITIZENSHIP:
|igs|@msl cOfm |

lcngn

[HOME CHART ORG -
E -
COA: ORGANIZATION:
1 ¥ [109000 - Control - Payrol

DATES
. .
HR CAMPUS: HIRE:

¥ | [U-UNIC Urbana / Champaign » | [o1m172010

MAIL CODE:

[we™ 123

r CAMPUS PRIMARY OFFICE ADDRESS
LNE =
[ 2001 5. Firstst

CAMPUS MAIL LOCATION:
[U-uuC Campus Mail

LLINE 2:

I

CImy: COUNTRY:
uiy

[United States of America

cnl\:CHCk Continue.

Eﬂ Q g." E" ADOBECAPTIVATE "™ |
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= CH.2 - P.8/16
Motice that the Transaction ID has now been HR Front End

generated. This number can be used to associate

Mumh this transaction.

New Hire Transaction (ID: 103146): Doe, Jane *333121444 1
Search>> Demographics>> E-Class>>

Employee Class and Benefit Category Determination
Select the appropriate Employee Group from the list below.

EMPLOYEE GROUP
Select One
Select One

- Academ

- Civil Service Web/Dpt Tm Entry
- Civil Service Time Rpt Feeder

- Civil Service Extra Help

- Grads and Predoc Fellows

- Academic Hourly & Grad Hourly
- Postdoc Fellow/ResAssoc/intm
- Residents

_'S;:':;;‘Mnuiwm The next step in the New Hire Wizard is the Employee Class and Benefit

- Unpaid Category Determination screen. This screen determines the new hire's
- Virtual employee class, benefit category, and SURS eligibility. To make these
determinations, the HR Front End populates the questions on this screen
based on the employee group selected and the answers to subsequent
questions. For a complete list of questions that will appear according to
Employee Group click the Employee Group button below

X

B
c
D
E
G
K
P
R
5
IT
U
k7

(Employee Group Question List]

Q E G a G G G D nnuna“mﬂm‘r:‘_“

/
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X BI’ELP @ LOGOUT

Notice the highlighted areas. This is where we have preselected some answers for you.
—— Employee Group: A- Faculty and Other Academics
Does the Employee hold a J1, J2, F1, or F2 Visa: No
Search>> Dem What is the length of the academic contract: Greater or equal to 9 months
What is the Pay Basis: 9/12

L
Employee Cla
Select the appropl e EmpIoYee BIOUP WOM NE IST DEIOW.

EMPLOYEE GROUP
IA- Faculty and Other Academics v

After our choice for the A- Faculty and Other Academics Employee
Group has been made, we will have to enter information pertaining to
Visa {(which defaults to the Citizenship choice on the Demographics

Based on the Employee Group you selected, additional information is needed i/
B b : Screen), Salary, Academic Contract, and Pay Basis

SURS Eligibility.
1. Enter Annual Salary 50000

2. Total % Employed: 100 (*unlike FTE, where a decimal is entered
Does the Employee hold a J1, J2, F1, or F2 Visa? Ensure that a whole number is entered in this field).

Oves

@No

If the appointment is not benefits eligible, ANNUAL SALARY TOTAL % EMPLOYED
enter a zero in the Annual Salary field.  |enter salary [ enter percentage

Please answer the guestions below:

What is the length of the academic contract?

| Greater than or equal to 3 months

What is the pay basis?

Click the Next butIonE
5 to continue.

G G m a G G G G anune"mp'rmTE‘_“/
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B HELP @ LOGOUT

MNotice the highlighted areas. This is where we have preselected some answers for you.
—— Employee Group: A- Faculty and Other Academics
Does the Employee hold a J1, J2, F1, or F2 Visa: No
Search=> Dem What is the length of the academic contract: Greater or equal to 9 months
E==—====== WWhat is the Pay Basis: 9/12
Employee Cla

Select the appropl .ce EMpIoyee LIOUP WO TNE ST DEIDW.

EMPLOYEE GROUP
IA- Faculty and Other Academics v

After our choice for the A- Faculty and Other Academics Employee
Group has been made, we will have to enter information pertaining to
Visa (which defaults to the Citizenship choice on the Demographics

Based on the Employee Group you selected, additional information is needed l‘Screen]‘ Salary, Academic Contract, and Pay Basis

SURS Eligibility
1. Enter Annual Salary. 50000

2. Total % Employed: 100 (*unlike FTE, where a decimal is entered.
Does the Employee hold a J1,J2, F1, or F2 Visa? Ensure that a whole number is entered in this field).

Oves
©No

If the appointment is not benefits eligible, ANNUAL SALARY TOTAL % EMPLOYED
enter a zero in the Annual Salary field.  |5p000 j 100

Please answer the guestions below.

What is the length of the academic contract?
| Greater than or equal 1o 9 months

What is the pay basis?

v

Click the Next buttonE
k= to continue

Q ; G a G G G E ADDEE”CAPTIVATE'_"/
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SERO0O

New Hire Transaction - HR Front End

New Hire Wizard -Required Information for Employee Class
Determination

Employee Group

Determination Questions

A~ Faculty and Other Academics
B- Academic Professionals

G — Grads and Pre-DocFellows
P — Post-Doc Fellows / Research
Assoc./ Intem

R - Residents

Doesthe Employee holda J1, J2, F1, or F2 Visa?

Annual Salary

Total % Employed

Length of Academic Contract

Service Begin and End Dates (Conftracts less than 9 months)
PayBasis (Confracts 9 months or greater)

Is the new hire receiving a retirement allowance from SURS?

Is the new hire currently a police officerfirefighter or will they
hoid a police position?

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

Doesthe Employee hold aJ1, J2, F1, or F2 Visa?
Annual Salary

Total % Employed

Work Week Hours

Status (Exempt or Non-Exempt)

Exempt Type (if exempt)

Is this person a Flex year or Seasonal employee?

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

Is the new hire receiving a retirement allowance from SURS?

Is the new hire currently a police officerfirefighter or will they
hoid a police position?

E— Civil Service Extra Help

Is this posiion seasonal?

H-Academic Hourly & Grad Hourly

Is the employee an Academicor a Grad Hourly?

S - Student

T- Retiree / Annuitant
U-Unpaid

V- Virtual

No Additional Information Required

CH.2 - P.10/16

Click the Next buttonI
to continue

| . o
ADOBE CAPTIVATE J

51



< Course Menu

New Hire Transaction - HR Front End CH.2 - P.11/16

New Hire Wizard B HELP @ LOGOUT

.va Hire Transaction (ID: 103146): Doe, Jane *333121444 1.U-1

Search>> Demographics>> E-Class>>

Employee Class and Benefit Category Determination
Select the appropriate Employee Group from the list below

EMPLOYEE GROUP
| A~ Faculty and Other Academics

Based on the Employee Group you selected, additior

SURS Eligibility Once you have answered all of the questions on the Employee
Class and Benefit Category Determination screen, you can

Please answer the questions below. conﬁnue ﬂ‘lrough the m.zard

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

Orves

©No

If the appointment is not benefits eligible, ANNUAL SALARY TOTAL % EMPLOYED

enter a zero in the Annual Salary field. | s0000.00 100

What is the length of the academic contract?

IGreater than or equal to 9 months %

rﬁcnck Continue.
9/12

Q E G D G G G E ADOBE"CAPTIVATE"™
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0 HELP @ LOGOUT

Notice the highlighted areas. This is where we have preselected the answers for you.
mn f yOL Were to select yes to the frist question, you would not recieve a second questions and
(L0 vou would recieve "If you select that this employee is receiving a retirement

2earc| @llowance from SURS, you must return to the Eclass screen and select " T for
== their Employee Group™.
State |

EMPLOYEE GROUP: A - Faculty and Other Academics

Is the new hire receming a retirement allowance from SURS?

Oves
©no

Is the new hire currently a police officerffirefighter or will they hold a police position?
Oves
®no | Click Continue.,
X

The State Universities Retirement System (SURS) screen
of the New Hire Wizard displays if the New Hire is SURS
eligible, based on the answers given on the Employee Class
and Benefit Category Determination screen. Your answers
to these questions determine what SURS code is selected for
the employee.

[: D D a il l_J (X | D ADosE"cAFTNATE'/.
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The New Hire Review screen displays a summary of all information
New Hire Wizard entered to this point in the New Hire Wizard. Review the information.
If any changes are needed, click Edit in the corresponding quadrant or use
Seatch>> Dermographics>> E-Class>> SURS>> Review>> INe breadcrumbs at the top of the screen to retumn to the section needing

New Hire Review

the change. The HR Front End returns you to the appropriate page in the

New Hire Wizard.
Razview the New Hire information. ¥ you need to change any nform

Emplovae Class: AA- Acad 971 2mth Ben Zlig

Banefit Category: M1 - FT Manthly 41l Benefits
SURS Deduction Code: RT-Fanl
Annual Salary: 5000000

Eacale IS tnaiion bl || Uemostaphic Imormation

Last Hame: Doe
First Hame: Jane
Niddle Hame:
Sufibc
Gender: F - Female
Brth bate: 0435051975
Chizenship: C - Citizen
UINBanmer ID: "133121444
SSN: 333 12 1444
01012010

Dog, Janc is cligible for:

Health, Dental Liie Ins:
Vacation:

Sick Leave:

Overtime:

SURS:

Yes
Mo
Yes
Mo
Yes

Click Continue.

Unkt Contact Email: testi@test. com
Campus: U - UIUC Urbana / Champaicn
COA: 1 - Uriversity of lllinois - Urbana
Homa Org: 109000 - Control - 2ayroll

Campus Primary Office Address:
Line 1: 2001 =. Firsl st
Line 2:
City, State, Zip: UIUC Campus Mai . lllinois 00001
Country: United Siates of America
Mail Code: 123
Campus Phone:

- P.13/16

(0 Jroc] > ]+
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S ot Hen New Hire Transaction - HR Front End e

New Hire Wizard

——
New Hire Trammsciion 0D. 1631 X

Seach>> Dernographics>> E-i o S
' A message appears warning you that continuing the
Diawy Fine ey v transaction will generate a Logon 1D and apply the data

Raview the New Hire information. I
to Banner.

Derein ormetian

Employae Class: AA- Acad 9/12mih Ben Zlia

Banefit Category: M1 - FT Monthly &l Benefits
SURS Deduction Code: RT-FPan1
Annual Salary: 5000000

that section 10 make chrarges

The page at https:/lappserv5-dev.admin. uillinois.edu says:

9 Continuing this transaction will generate a Logon ID and apply the data to Banner. You cannot undo
)_;/ this process. Click "OK' to continue?

L= (o=
.—

Doe, Janc is eligible for:

Health, Destal Life Ins: < ICK OK 0 continue o . 4
Vacation: 1o A system generated email with instructions on logging

Sick Leave: ves into NESSIE New Hire is immediately sent to the Unit
o ol Contact email address and the Employee email address
provided on the Demographic Information screen once
the logon is generated.

| | Campus Phone:

D D D a EJ lj G D ADuﬁE"l:APTIV.lTE'_“/
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0 HELP @ LOGOUT

New Hire Wizard

New Hire Transaction (ID: 103146): Doe, Jane (@023580721-U-109000 (109000) ECLS: AA
Search>» Demographics>> E-Class>> SURS>> Review>> Confirmation>>

New Hire Logon Confirmation

Once the information on the New Hire Logon

Last Name: Doe Review screen is confirmed and applied to
First Name: Jane Banner, the New Hire Logon Confirmation
mmm screen appears. This screen displays the
LoginID: @02402014 employee’s NESSIE New Hire login information, a
Password: D043078 link to NESSIE New Hire, and the ability to print this
New Hires may access Nessie New Hire at: hitps #newhirepdev uihr villinois edy data. Data entered to this point will not be editable

{cfinewhire in the New Hire Wizard.

Click Continue to select position information.

Click the Next button
to continue

Q E G a G G G D Anosa"mp'rm're':,
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New Hire Transaction - HR Front End CH.2 - P.16/16

Chapter 2 Review

In this Chapter, you have learned:

* How to initiate a New Hire transaction

+ How to search Banner and | Card

* How to enter Demographic information

+ How to determin Employee Class and SURS
eligibility

* How to review

* How to create a Nessie New Hire Logon

Click the Next button
to continue

|._, L ) L s | ) ADOBE CAPTIVATE
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New Hire Transaction - HR Front End CH.3- P.1/5

Chapter 3

Adding a Position

In this Chapter, you will learn:

* How to select a Position
* How to change/enter information on the Position
Data screen

Click the Next button
to continue

LJ ELLED ) 0 il | Ead ADOBE CAPTIVATE

58



< Course Menu

New Hire Transaction - HR Front End CH.3-P.2/5

New Hire Wizard @ LOGOUT

New Hire Transaction (ID: 103146): Doe, Jane (@023580721-U-109000 (109000) ECLS: AA

Search>> Demographics>> E-Class>> SURS>> Review>> Confirmation>>

New Hire Logon Confirmation

New Hire Logon Information

T After you create the employee’s New
Middle Name: e Hire logon, you must assign a position
Suffix: to the employee.
LoginID: @02402014
Password: 0043078

New Hires may access Nessie New Hire at: https /fnewhirepdev. uihr villinois edu
{cfinewhire

X

Click Continue to select position information.

—Click Continue. I

[Eerene]

Q E G G G G G E ADOBE" CAPTIVATE™
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New Hire Transaction - HR Front End CH.3 - P.3/5

X -
|
‘The next step in the New Hire Wizard is the Position Selection screen.
Sulacion This screen offers three methods of selecting position information:

ilfynu know the position nimber, enter that number below and click €
Emay sesrch for a list of pcssiale position numbers below.

1. Directly enter a position number

Employee Class: AA Acad 8112mth Be1 Eig 2. Search for a position

Heome Org: 1-U| 1 an3 # Champaige-1080C0 (Control - Payroll) .
o 3. Create a new position

Sk T e Hover each number for explanations of each option.
Continus |

OR

Paessible position numbers: _ZJ

You can search for any vacan: or pooled positicn that natches the Empioyee Group cerived Tom th= new hire E-Class
worksheet and any bucget chan (CO&) and Organizations for wh ch you have permissions.

IF puu weakil Lo feuse @ pusilion, select fon the st beluw and click Continue

COA  ORG
[77= [109000- Cantrol - Magroll

seaten |

OR
3

—
Cicare New Position:
If you want to craate a new position, click tFe Create New Position buton

Click the Next button
to continue

D D D C] D G D D moni”cnp'rm‘rs'fj
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Position Data

Review the position data. Edit the fields as necessary

CHANGEDATE: " POSITION#~  POSITION CLASS:

New Hire Transaction - HR Front End CH.3 - P.4/5

X
Once you select a position, the next step in the New Hire Wizard is the

[1118r2010 [uar2s1 [select One

WPE:~ POSITION BEGINDATE:.  PAP~

Position Data screen. This screen allows you to edit existing position data or —
create a new position. Fields that can be edited for an existing position

include: Position Class, Position Title, Position Employee Class, Type, PAPE
Number, Job Progression, Position Descriptors, Budget Profile, Budget COA,

[S-Single * [11:2010 | Blank - Blank

SALARY
GROUP: TABLE: GRADE: STEP:

[~ [nNONE-NONE - [NONE-NONE - [

Budget ORG, and Position Labor Distribution

[ reeyes
1 AR LE T Tat s S T T

X
In this course, we are not going to be making any changes on the Position
~ Data screen.

BARGAINING UNIT: PD PROB PERIOD:

[noNE [

POSITION DESCRIPTORS
Blank Remove

|AEDRS - Has Budget responsibility e El

[N Mo [=

BUDGET PROFILE: BUDGET COA:~ BUDGET ORG:

| Blank v |1 | 109000 - Contral - Payroll

SERO0O

|Click the Next button
to continue.

| . o
| \ ADOBE CAPTIVATE y.
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New Hire Transaction - HR Front End CH.3 - P.5/5

Chapter 3 Review

In this Chapter, you have learned:

* How to select a Position
* How to change/enter information on the Position
Data screen

Click the Next button
to continue

l_J L ) _J (4 RToc) X ADOBE“CAPTIVATE
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New Hire Transaction - HR Front End

Chapter 4

Adding a Job

In this Chapter, you will learn:

* How to select and Add a Job
* How to enter a Job Comment

63

CH.4 - P.1/6

Click the Next button
to continue.

ADOBE CAPTIVATE
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New Hire Transaction - HR Front End CH.4 - P.2/6

Hepws Hirg O sirnes

Position Data
Raview the sositic 1 s, Zda the “skc s

cucare” posmon=”_eosn | you realize you have made a mistake in selecting your
IREETT) A Zas =

1 postion, you can use the breadcrumb to take you back to
17HES POSINICN BEGIN I I -
BT IR previous screens.

TIRIF: GRADE:  STED- || I OWA [ e —

FT5) =a = [umcTD v |C | g [-» [ 2oy

HARLAINE UL FURUR PERIDLE RLLRUE SERIOHITTS JUH MRUGNES SO
LZE) IR Yaud vmnom

POSITION Z2OCTIPTZ TS
| X

After the employee’s position is set-up, you must add a job for

[A30RS - i3 < adget 1esponeibily 9 ] the New Hire.

RN PRoF F: RAGET £:™ RIET 0R”

(v eums =K [y “min g

P S | |

Click Continue.
awnr

BT Ve

== -

D D D :] EJ G G D muns"mp'rmTE‘_“)
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Jab Date
SECIER EE 0T BATATE SRR

e FWTOR JORFTF: AP HOSRLY: o X
[3 e ma IFERERES 1 sl s siE

pyn— R The final step in the New Hire Wizard is the Job Data screen. This
e screen is used to capture the most important information related to
= an employee’s job.

BORMA:  DIOWDATI MBAAIT: | COTAST MENTA: SN NATT:

= e Y The majority of the fields on this screen populate based on the
e d — Position Data screen. Fields that can be edited for Job Data are
_ dependent on the E-Class and may include: Suffix, Job Title, Job

— |.=. |- FTE, Pay Rate, Job Change Reason, Timesheet COA and
~ ORG, Time Entry Method, Leave Category, Accrue Leave, job
Labor Distributions, and Job Comments.

Click the Next button
to continue
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New Hire Transaction - HR Front End CH.4 - P.4/6

JOB COMMENTS
Comments

|o118-2010 1231

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

Soriino| Sove] Gooe|

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

D D D :] EJ G G D ADOBE“CAPTIVATE
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New Hire Transaction - HR Front End CH.4 - P.5/6

JOB COMMENTS
UserlD

FEE 12:31:00

X 120101235

The comment you entered will have both your UserIlD and a
time and date stamp. Itis not deletable.

‘01.19-2010

Click the Next button
to continue

D D D CJ EJ S G D Anuaa"mpm.rre'j/.
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Chapter 4 Review

In this Chapter, you have learned:

* How to select and Add a Job
* How to enter a Job Comment

Click the Next button
to continue

LJ GLLEN Sl j | = ADOBE CAPTIVATE
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New Hire Transaction - HR Front End CH.5-P.1/12

Chapter 5

Reviewing the New Hire in ERV

In this Chapter, you will learn:

* How to review the transaction in the Employee
Record View

* About the Proposed Changes

* About the New Hire Forms Tab

+* How to Route

Click the Next button
to continue

|_, L ) L 4 fToc X ADOBE" CAPTIVATE

69



< Course Menu

New Hire Transaction - HR Front End CH.5 - P.2112

JOB COMMENTS

Comments

01-19-2010
12:31:00

sandrsn ‘

|o1-19-2010 1235

Add Comment

ICEhIBI Save | Close
Click Continue.

Once you have added your comment on the Job Data
screen, you are ready to continue to the Employee Record
View.

D D D :] CJ 1:1 G D ADOBE CAPTIVATE" )
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The Proposed Changes accordion summarizes all of the T e G ADMIN TOOLS ¥ ﬂ HELP @ LOGOUT
changes proposed in this transaction_ If there are multiple

DET TSN ZTTET: components for the transaction, click the View link to the: left of R P PT RSt PP X B P P P R < PP X ]
CNEArET =1 the New Hire component. Click the Wizard link to make led:Editable:BioDemoAccess:JobAccess—=[UA125100], Stop:
DEPT:Default:Initia changs in the wizard.

11112010 | Limied ERY | Timeine View |

‘© PROPOSED CHANGES

Change Personnel Job Change Change Apply
Date Date Reason Type Status

Employee Reco

iew| Wizard 215863‘01!01:’2010 oioi2oi0  |UA1251-00 1-103000 Control- 10001, New Hire |NEW

View 4 LCTR Payroll
| |218867|01/19/2010 | | | | |DEDN
| |215868|01/19/2010 | | | \ |pEDN
| |215889|0 X |oEon

I

|215870]0 opce you complete the New Hire Wizard, the Employee Record View appears, |DEON
0 showing the proposed change(s) generated in the transaction. From this screen, you [pEDN
can:

Verify and edit information for the proposed change.

Attach supporting documentation using the Attachments tab.

Track NESSIE New Hire Forms completion

Reset NESSIE logon information. | |

Add an additional component to the transaction.

Save the transaction

Route the transaction.

E;r;]q the transaction to a group or individual not in the predetermined routing
I

Click the Next button
to continue

0| Send To | Send FY1 | Print Friendly View |

G E m D G G G E ADOBE"CAPTIVATE "
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5.0 =
@ HOME E EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Employee Record View

Doe, Jane 671996429 Control - Payroll ECLS: Acad 9/12mth Ben Elig Total FTE: 1.000 Base Salary: $39,922.68 Total Salary: $39,922.68

Full View:Transaction (103146:566817) NEWHIRE (215863):0wner=Yes (sandrsn):Not Completed:Editable:BioDemoAccess:JobAccess=[UA1251.00], Stop:
DEPT:Default:Initiate * U-1-ZZ-109 (103146:566817)

owe: I T vw
© PROPOSED CHANGES

Change Personnel Job Change Change Apply
Date Date Reason Type Status
UA1251-00
LCTR

| |DEDN
|
I

D

£y Wrd|215863‘01101f2010 01/01/2010

| HROOD1, New Hire ’NEW
215867|01/19/2010 |
215868/01/19/2010 | |DEDN
| |215869| 0111972010 | |DEDN
|

|215870|01/19/201 i = |DEDN
|215871| 011191201 The JOBS tab and the Job Detail accordion are |DEDN

highlighted in red indicating that you, the user, entered
the job information.

|

GENERAL INFO

] TION
Click on the New Hire =
Forms tab

1
BIO | DEMO X

The New Hire Forms tab is displayed in the Employee | |

Record View of a New Hire fransaction. In this tab, you

can: o | Send To | Send F1 | Print Friendly View |

® Check the status of the employee’'s NESSIE New
Hire Forms.

® Resetthe NESSIE New Hire password

= * Extend the NESSIE New Hire logon Expiration Date.

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

G G G E ADOBE"CAPTIVATE”
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JOBS Y
W

X

9 NEW HIRE FORMS

HIRE DATE:

|2J’4F2IJ1 0

LOGON ID:

[@02413298

LOGON ADDED ON:

| 2412010
LOGON ADDED BY:
userl

UNIT CONTACT EMAIL:

|tssl@mslmm

EMPLOYEE EMAIL:

I ﬁBSE{ iQEW HI[Q Fasswora I

1. Verify that the Unit Contact
Email and Employee Email
{if desired) addresses are
correct.

2. Click Reset New Hire
Password link

G0

~NEW HIRE LOGON DATES If the employee has forgotten their passwordto =
EXPIRATION DATE: PURGEDATE: | Jogon to NESSIE New Hire, you can reset it.
| 4152010 | 412012010

NEW HIRE FORM STATUS

APPLICATION / FORM STATUS
HR FORMS
Emplnyment Information Form® Mot Started
Loan Default* Mot Started
withholding Allowance (Wa) Not Started
Direct Deposit Mot Started
Prior Service Mot Started
Ethics Orientation Mot Started
W2 Consent Form Mot Started
SSA Form 1945 Mot Started
Drug-Free Workplace Mot Started
BENEFIT FORMS

Benefit Enroliment
Supplemental 403b Retire Plan
Medical Care Assistance Plan The New Hire Form Status list shows all of the
Dependent Care Assistance Plan New Hire Forms that the employee is required to
:ﬁi‘:g — complete. The forms listed vary based on the
e Employee Class. Forms marked with an asterisk

Supp 4030 Universal Notice are forms that are required to be completed

S through NESSIE New Hire by the employee
* TaxReguiations require tis form ta be on e for « @ fore the transaction can be applied to Banner.
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New Hire Reset Password

Welcome user1, user1 (user1) February 4, 2010

Logon D [@02413292

]
Enter Logon ID @02413298 '

NAME: Click Search.

HOME COA:
UNIT CONTACT EMAIL:
r
|
LOGON ID:

égﬁgf’;,;’ﬁ;jg’,}'}[%g”nﬁ' - H0uRd P nal G et The new window appears. You must first enter the
Restart Date: Thu Feb 04 04:50.17 CST 2010 Logon ID into the Search field.

APPS Database: APPSTEST

Banner Database: BANOA

DEVELOPER Access
SUPER USER Access

Q @ @ @ k; i; @ E ADDBE"CAFTNATE'"/.
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[NewhirsResstPusewords B Usen

New Hire Reset Password LS JiEN LOGOUT

Welcome user1, user! (userl) February 4, 2010

Logon ID | @02413280 Search .

DATA

NAME:
| Jane Doe

HOME COA:
1
UNIT CONTACT EMAIL:
| Test@test.com

LOGON ID: PASSWORD:
|@o2a13280 [

Versi | buiid 16 final 2/2/10 test

SenveClick Reset Password. Once the results have been retuned the password

Rest [7 CST 2010 is ready to be reset.
APPS Database: APPSTEST

Banner Database: BANQA

DEVELOPER Access
SUPER USER Access

MM . =
| 4) fToc| {-‘,_;; i} | ADOBE°CAPTIVATE™ )
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"NewkrsRustPisoword YB&: T

HELP LOGOUT
Welcome user1, user! (userl) February 4, 2010

New Hire Reset Password

Logon ID | @02413280 Search |

DATA

| Jane Doe
HOME COA:
1
UNIT CONTACT EMAIL:

| Test@test com

LOGON ID: PASSWORD:
|@oza13280 [

Mml

Click OK.

Varsion: HR_FRONT END'6 1.1 build 16 final 222/10test  1he Password Reset message appears. A

Server: urbhrfe3:hri-fest system generated email is sent to the Unit Contact

Restart Dale: Thu Feb 04 04:50: 17 CST 2010 Email address as well as the Employee Email
APPS Database: APPSTEST

address, if provided.
Banner Dalabase: BANQA

DEVELOPER Access
SUPER USER Access

MmAMmn . -u
) foc -‘,_;; i} | ADOBE°CAPTIVATE™ )
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GENERAL INFO BIO ' DEMO MEMOS ATTRCHMENTS AU TRAL

I3 ENEL OVEE GEMERAL INFORMATION ‘ |

Fowe| Sove| Cones Resce Ovnordip| SerdiTs Send Pyl Yt Feicndk, viow

.

Sow e rors
HEN FiH= LOGON DAIEE

HIREDATE: | /1/201C i ‘
Loconio:| gozisaor: [azemn [znz2ma
LOGOM ADDED ON: [ 11,11/2007 -~ i
LOGON ADDED BY: | zancren 5
UNIT COMTACT ERIBL:  &=lElesluin
FUPI (WFF FAI2E -

The employee’s access to NESSIE New Hire

wiII be set to expire either 60 days from the

HR F RIS Hire Date or 60 days from the date the
L By transaction was started in the HR Front End

Loan Defaul™ . .
atnolzing Alwance (v {whichever occurs later). You can extend this

EasEDepst date, if needed, as long as the Purge Date has

Pri-r Servue
Etnics onenzanon not yet occurred.
V2 Consent =onr

AR Enter a new date in the Expiration Date field.

Lirug-Free Worlpiase

Rl The new Expiration Dated displays. The Purge

Be~af1 E~rolir ent

sucpicrental Uz eore 1 an Date is extended appropriately.
hed c 2l Zzre Lssista-c= Plan

Cepencent Ca's ASs s7anze Flan (TS e

(ADED hot Start=d

Ul Lo’ g Tern Disacilily hul Skal-d

CoOrc~at on of Ecnents hot tartza

Suzp 403b U -ersal Motice hot Start=d

*Rayuiivd Suim
* Tax Rugl lur s reguing s i Lu b i @ L1 2001 07 p ugee.

‘C|ICK the Next button

Pourc | Seve | Cence. Refeoce Ownorstip| Sendl 3| Seadd M1 Skl iendly vise | to contnue.

G D D :] il l_J X l: nDDHE"LAPTNnTE‘f‘.
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En..p“:,yee Record View EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ e ADMIN TOOLS ¥ a HELP @ 0GOUT

Doe, Jane 671996429 Control - Payroll ECLS: Acad 9/12mth Ben Elig Total FTE: 1.000 Base Salary: $39,922.68 Total Salary: $39,922.68
Full View:Transaction (103146:566817) NEWHIRE (215863):0wner=Yes (sandrsn):Not Completed:Editable:BioDemoAccess:JobAccess=[UA125100], Stop:
DEPT:D It:Initiate * U-1-ZZ-109 (103146:566817)

DATE: view | Temeline View |

S PROPOSED CHANGES

Change Personnel Change
Date

VlQNIWizard 21 5853‘01!0 1/2010

|215867|01/19/2010

!O‘m”m" Once reviewed, the transaction is ready to be
|215868|01/19/2010 |

routed to the next stop.

|215869|01/19/2010
215870|01/19/2010
215671|01/19/2010

I

I

|

|
Addctmtgsl

Click either Route
button to continue 0 MEMOS ATTACHMENTS AUDIT TRAIL
|

curee venerds weroras 10N

| send To | Send Fv1| Print Friendly View |

Dmnsmu::m ECLS: AA TS ORG: 1-109000 TYPE:P FTE:1.000 MTHLY: $3,326.89 BEGIN: 1/1/2010 STATUS:A

[Fouiz] save | cancel| Release Ownership | Send To | Send FY1 | Print Friendly View |

E E G D G G G E ADOBE“CAPTIVATE™
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Employee Record View

* Success routing to ORG: Default: Review A U-1-KV-415-415003 (103146:566824)

DETNET TR AL L PR ELL Tl Success messages will appear each time the transaction has been $39,922.68
: ess—[UA1251.00], Stop:

G 112010 | view I that they can take ownership of it, review it, and send it to the next stop in the  Limed ERV | Timeine View |
T
Change L0 This will happen all the way to the Apply stop in the routing path
= |
|z15887|01/182010 |
|215868|01/19/2010 I
|
I

Date -
01/01/2010

I

I

| |215889|01/18/2010

|

I

215863|D1IEI1J’2D1EI HROO1, New Hire ‘NE\N

| |DEDN
| | DEDN
| |DEDN
| |DEDN
| | DEDN

UA1251-00 1-108000 Control -
215870|D1f|9f2010

Payroll
|215871|01/19/2010

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL
9 EMPLOYEE GENERAL INFORMATION

Take Ownership | Print Friendly View | '

JoBS ] NEW HIRE FORMS Click the Next buuon‘
to continue =

Q E G D G G G E ADOBE“CAPTIVATE™
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Chapter 5 Review

In this Chapter, you have learned:

* How to review the transaction in the Employee
Record View

* About the Proposed Changes

* About the New Hire Forms Tab

* How to Route

Click the Next button
to continue

LJ WL bl _J (4 RToch X ADOBE“CAPTIVATE
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You have reached the conclusion of the Hew Hire
Course. Feelfree to navigate to any section of this
course. In order to certify your completion of this
course, please click the COMPLETE COURSE
button below.

| COMPLETE COURSE |

BEGIN COURSE

G ;J l:J lj (4} fToc) X l_ ADOBE"CAPTIVATE" |
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