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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
e Do not share your passwords or store them in an unsecured manner.
e 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.

e 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.

Copyright © 2009, Board of Trustees of the University of lllinois. All rights reserved. No part of this publication may be
reproduced or used in any form or by any means — graphic, electronic or mechanical, including photocopying, recording, taping
or in information storage and retrieval systems — without written permission of the Board of Trustees of the University of

lllinois.
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Employee Job Record Changes

HR Front End Employee Job Record Changes Quick View

e Locate the employee’s record

¢ Enter the change date in the date field and
click View

e Select Employee Job Record Change from
the Transaction Menu.

e Change the appropriate job data, select a
Job Change Reason, and Save

® Review the proposed changes in the
Employee Record View.

e Transaction is routed and applied to
Banner.
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Introduction

Assumptions

This guide assumes that you have completed the HR Front End Overview and Navigation online
course. This prerequisite helps acquaint you with the general functionality of and navigation in the
HR Front End. Material presented in the HR Front End Overview and Navigation course is not
repeated in this guide.

What Is an Employee Job Record Change?

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

e Salary Changes

e FTE Changes

e Labor Distribution Changes
e Work Schedule Changes

Conventions Used in this Guide

— information that might be \ l tip, shortcut, or additional

Indicates a Note or additional /; \ Indicates a Hint such as a
— helpful to you. N \.) way to do something.

/ Indicates a Warning of an

[ action that you should not

= perform or that might cause
problems in the application.
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Completing an Employee Job Record Change

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

Changing Job Detail

1. Use the Employee Search to locate the employee and open the Employee Record View (ERV).
The Employee Search screen is displayed. (See Figure 1: Employee Search Screen)
2. Select the desired employee from the search results and click Select.

The Employee Record View is displayed.

Employee Search @HBIE E EMPLOVYEE SEARCH @ INOUTBOXES TIM.IEAC"OHS"’ @mu TOOLS ™ nﬂ LCI'GGIT

Employee Search

UIN: LAST NAML: MRST NAML: USCRID: SSH:
Trump
COA: COLLLCGL:
3 - University of llinnis - Admin M| - Al At
DCPARTMIONT: ORGANIZATION:
- Al M| T- Al b
CAMPUS: EMPLOYEE GROUP:
LI LI Lrbzna S Champaign ¥ | B- Academic Professionsle v

0 INCLUDE TERMINATED EMPLOYEES

Seweh] Fooe]

Sela‘*l Query refumed 1 rows.

| UIN 4aLast Name First Name E-Class Emp Status Home ORG

0001123456 Trump Donald D& - Acad[Pro 12mth Den Clig A U-9-C93000 - AITS ITPC

Figure 1: Employee Search Screen

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

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

5. Expand the appropriate Job Detail Accordion.
Current Job Detail is displayed.
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) HRFE: ERY [Full View:No Transaction:Readonly] (urbhrfe2 - 07/02/09 9:35) - Mozilla Firefox

@ hittps:ffhr-test, apps. uilinois. edufhrFrontEnd)jsp/search.do

A
HOME E EMPL OYEE SEARCH

Employee Record View
Transaction Hist.
Trump, Donald A. 0001123456 9.904001-AVP Human Resources/Shared ECLS: B : $36,900.00 Total Salary:
$36,900.00 Initiate New Hire
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[U40120.00] Position Creation and Maimtenance
@ e ronns | view] adda Job

Employee Data

GENERAL INFO ATTACHMENTS \ Emploves Job Record Change :
Historical Job Change | |
Job End Date

Labor Distributions
Reappoint Reactivate Job
Separation

@ E U40120-00: ¥ST TRAINING SPEC  ECLS: BA TS ORG: 9-6930028 TYPE:P FTE: 1.000 MTHLY: $3,075.00 BEGIN: 1271772007 END: 12/31/2008 BGT PRO: ¥ STA]US:l

IO EMPLOYEE GENERAL INFORMATION

Print Friendly Yiew

Figure 2: Beginning an Employee Job Record Change

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

Routing the Transaction

To move the transaction to the next stop on the route path:
1. Click Route

Any informational or error messages are displayed in the yellow message area in the Employee
Record View. If transaction is routed successfully, message will display showing the routing
destination.

HR Front End Training Team 7
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GENERAL INFO BIO ! DEMO

O EMPLOVEE GENERAL INFORMATION

ATTACHMENTS RUDIT TRAIL

sawelr:m

vnnt Frenay View

JoEs bl

—Fﬂwﬂﬁl'
EUMM(GTWEPEC ECLS: 84 TSORG: 36390058 TYPEF FTE: 1000 MTHLY: £3,075.00 BEGINE 1272007 EMD: 123152008 BGTPRO:R STATUS:

[=h0BDETAL 8
DATLS
PINSONNCL DA CITCCTIVCDATE:  LASTPAIDDAIC  JODDIGINDATC:  JOD CND DATE:
(EETEE | sizirnna | A siznna | 1370007 EEEGE
POSITION: SIFFX:  POSITION C1 ASS: I0R TITI F: INR TYPF:
Jusnize  [oo | sAmaE SPEC 1T WSTH [veT TRANNG SPEC [V brmary -
P& RATE 6
PAYI: FACTOR: JORFIF: APPTS%: | HOURIY: mnmimu;mmu: JOR STATIIS:
{#éke- santnly fiz= [oon [0 ([2ezss [s37s0m0  [§espmomn | ([A- Actie v
17740726 [§307500  |$36.80000
IMESHEE
|| JOB CHANGE HEASDNG COf: OHiG: 1IME ENTHY MEIHOL:
C? | FTOD - FTE Change ~ |[o7~ [eox0s - TS T ~ || P - Dayroll
1 I Select One
JOD CMPLOYLE CLASS: LLAVE CATCGORY: ACCRUL LCAVE:
IHA-Al:th‘Pnl 12mith Fien Flig b |Y'ﬂ- 12117 mih 2 FH 75 ¥ Y- Yes
caLaRY PROBATIONARY ——————
GROUP: TABLE: GRADE.  STEP: || PROBPERIOD: BEGINDATE: ENDOATE: | INCHEASE MMUU: ANNIVDAIE:
Jz00s  [aa  JunorD - 00 I | | |
BINGFT PROFIF £ONF: BARGAHING INIT: HOURS PFRDAY:  SFARCH NIMBFR:

|>< - Mot Budgetad |\-'P - U-vizithg Academic Profasions|

JOB COMMENIS

Exlending Sisiling Appuinlmerl Lo 1231403

EED approval recensc.  HEARDOIMtMENt With no CNSngs 1 salary

20 |

prockerg
licurs

15-2009 12.52.45

or ofle. LLC 418 2UUY 140240

Calery Increass scproved eff GHGE Tac]

|

|trisha:

[07-02-200010:28 ‘

] JOB LABOR DISTRIEUTIONS
D pOSITION DATA
WORK SCIICDULLS
L2 SERVICE DATES & CONTRACT PARAMETERS
O DEFAULT EARNINGS
TACULTY RANK & TCNURL

(o) Zelem

Figure 3: Changing Job Detail
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Changing Position Data

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

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

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

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

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

6. Expand the Position Data Accordion
Position Data is displayed.

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

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

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

Job Comments are saved.
10. Click Save.

Changes are saved and are displayed under Proposed Changes accordion.

Routing the Transaction

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

Any informational or error messages are displayed in the yellow message area in the Employee
Record View. If transaction is routed successfully, message will display showing the routing
destination.

HR Front End Training Team 9
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O UA0120 00: VST TRAIMIMNG SPEC  ECLS: BA TS ORG: 3-689008 TYPE:P FTE: 1.000 MTHLY: $3,075.00 BEGIM: 12172007 END: 12/31/2008 BGT PRO: X STATUS:
e,

O JoB DETAIL ¥

DAIES
PERSONNEL DATE: EFFECTVEDATE: LASTPAIDDATE: JOBBEGINDATE: JOBENDDATE:
|&r3112009 | sr31rz009 6/15/2008 | 1211 7iz007 12/31/2003
PUSHION:  SUHHX:  POSHION CLASS: JUB NILE: JUB IYPE:
[uao120 oo | camar - spEC T VisTH [veT TRAMING SPEC | P - Primary
PAY RATE
PAYID: FACTOR: JOBFTE: APPT % | HOURLY: MONTHLY: ANNUAL: JOB STATUS:
| M - Morthiy 12~ J+1om 1000 |[17740728  |s307500 $36,90000 || A- Active
TIMESHEET
JOB CHANGE REASON: COA: ORG: TIME ENTRY METHOD:
| RADD1 - Reappointment [5 [85008 - ATS MPC | P - Payrall
JOD CMPLOYLE CLASS: LLAVE CATLGORY: ACCRUE LCAVL:
| BA - Azad/Pro 12mth Ben Elig | ¥3-1212 mith 2 FH 25 | ¥ - Yes
SHLARY FROBATIONARY
GROUP:  TABLE: GRADE: STEP: || PROBPERIOD: BEGINDATE: ENDDATE: | INCREASEMMDD: ANNIVDATE:
[2002 ~ [aa ~ JunDFD - [00 | | | | |
BUDGET PROFILE CODE: BARGAINING UNIT: HOURSPERDAY:  SEARCH NUMBER:
|- Not Budgeted | WP - LLvisitng Academic Profesional |30 |
JOB COMMENTS
UseriD Date
Extending “isiting Appointment to 12/31/09
EEC approval received.  Reappointment with no change to salary or tite. LLC

© J0B L ABOR DISTRIBUTIONS
O pOSITION DATA
WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS
O DEFAUL T EARNINGS
FACULTY RANH & TENURE

Figure 4: Employee Record View Accordions
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[ZIPOSITION DATA
CIIANGE DATL: POSITION %
71212009 U4niz0
1212002007
POSITION CLASS: POSITION TITLE: POSITION EMPLOYEE CLASS:
SAMAA - SPEC T v | TRAINING SPEC |BA- Acad/Pro 12mth Ben Elig v
SAMAF - SPEC IT VISTN V5T TRAINING SFEC
TYPE: POSITION BEGINDATE:  PAPE =
S-Single v | 21172008 | 49820 - SPECIALIST v
~SALARY ~SALARY RANGE
GROUP: TABLE: GRADE: STEP:  LOW: MLk HIGH:
2010 - |Aa - |UNDFD - |0 |10 1.0 2200800
AU
BARGAINING UNIT: PROE PERIOD: ACCRUE SENIORITY. JOE PROGRESSION:
NONFE M- Mn Mn.Inh Pragressinn

WP - U-visitng Academic Frofesional

 POSITION DESCRIPTORS:

blank
Removs |

|ABDR5 - Has Budget responsibility v
Ac
BUDGET PROFILE: BUDGET COA: BUDGET ORG:
R - Recuring v |9 |9EIdEID1 - A%P Human Resources/Shared v

¥ - Mot Dudgeted

POSITION LABOR DISTRIBUTION

WORK SCHEDULES

O SFRVICF NATFS & CONTRACT PARAMETFRS
© DEFAUL T EARNINGS

FACULTY RANK & TENURE

SaveICﬂ'-cell Frint Friencly Wiew

Figure 5: Changing Position Data
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Changing Labor Distribution using Employee Job Record Change

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

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

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

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

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

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

Screen refreshes and ERV displays information for selected date.
4. From the Transactions menu, select Employee Job Record Change
Screen refreshes and transaction type is displayed on the Transaction Bar.
5. Expand the appropriate Job Detail accordion.
Current Job Detail is displayed.
6. Make any necessary changes to the Job or Position Data, and select a Job Change Reason.
User implemented changes display in Red. System Changes display in Green.
7. Expand the Labor Distribution accordion.
Current Labor Distribution data is displayed.
8. Click the Edit button to the left of the Labor Distribution row to be changed.
Labor Distribution fields are displayed in a vertical menu.
9. Edit the necessary Labor Distribution fields and click Update button below when finished.
User implemented changes display in Red. System Changes display in Green.
10. Click Save.

Transaction is saved. Changes appear under Proposed Changes.

] NOTE: For more information about Labor Distribution Changes, see the Labor Distribution
— How-to Guide.
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Routing the Transaction

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

Any informational or error messages are displayed in the yellow message area in the Employee

Record View. If transaction is routed successfully, message will display showing the routing
destination.

+/ JOB LABOR DISTRIBUTIONS

SME2008  ||100.00

100.00|

[zs200c0 | Uniate|
36900.00

COA: | S - Universily ol linuis - Admin

Index: ,— I—v

Fund: | 200200 | 200200 - 834 Educational and Admin Allowance ¥
Organization: | 633002 | 699002 - AITS ADSD -
Account: |711 ann |2113EIJ - Adminisirative/Professional Salary
Program: |6990l]2 |EQ&JEE - AITS - Equipment v
penay: [ [~
Location: l— I_v
Effective Date: [er1aizong
Mercent: W
Salary: ,W
O

Figure 6: Editing Labor Distribution
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0 5
HOME C EMPLOYEE SEARCH @ W/OUTBOXES ADMIN TOOLS ¥ HELP @ 1LOGDUT

Employes Record View

Trump, Donaid A. 000123456 9.904001-AVP Human Resources/Shared ECLS: BA Total FTE: 1.000 Base Salary: $36,500.00 Tota) Salary:

$36,900.00
lull View:New Transaction-JOBCHANGE:Editable:BioDemoAccess:JobAccess—[U40120-00]

U141 = 671572009

GENERAL INHD BIU 1 UEMO
|QEMPLDYEE GENERAL INFORMATION

ﬂlﬂl Frinil Friauywml

AU THAIL

JOBS [ |
P - -
OWVSTTRANNGSFEC ECLS: BA TS ORG: S-65900&8 TYPE:F FTE:1.000 MTHLY: $3,415.67 BEGIN: 120712007 EMND: 12i31/2000 BGTPRO:X STATOS:

3
~Lior nFTan L@
NATFS
DERSONNEL OATE: EFFECTVEDATE: LASTPAID DATE:  JOBBEGINDATE:  JOE END DATE:
|5l3|.l’20l39 | 5i31/2009 61 5iZ009 I 1211 Tiz007 1213112009
POSITION: SUFFD:  POSITION CLASS: JOB TITLE: JOB TYPE:
Jusmizo  foo | SAMAF - SPEC IT VISTN | VST TRAINING SPEC [P- Primary v
PAY RATE -
PAYD: FACTOR: JOBFTE: APPT%: | HOURLY: MONTHLY:  ANNUAL: JOB STATUS: i
{ Bk - biarhiy 12v [toon [toon [[19714s18 [$34e57 (34100000 ||A- Active v j
17740726 $3,075.00 $36,900.00
TIMESHEET
IR CHANGF RFASON: COA: ORG: TIMF FNTRY MFTHOI:
SAD0 - Pay Change v (|9 v 638008 - AITS ITPC v ||P- Payrall
select Une
JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
RA - AradiPrn 12mth Ren Flig v I\’H—I').“‘I? mth 2 FH 25 v |- Yes
SALARY PROBATIONARY
GROUP:  TABLE: GRADE: STEP: || PROBPERIOD: BEGINDATE: ENDDATE: | INCREASEMMDD: ANNN DATE:
[0~ [Aa» ~ [unDFD - [0 | | | |
BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PERDAY:  SEARCH NUMEER:
| %~ Net Budgeted [+ - Uisitng Academic Mrofesional 8.0 |

JOB COMMENTS

UseriD
Salary Increase and change in funding effective D6/16/08. TAC trishak 1131?3;_-33&3
trishak ||07.cn,z:o;15:25
[=JJOB LABOR DISTRIBUTIONS
= WIIQ— (200000 | 639002 P [psaonz | |ensoone | Jer00000 | Update)
|200201 | 639008 [5as0se BHER2008 | 3630000
OTA 100.00]| 41000.00|

D POSITION DATA
WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS
O DEFAUL | LARNINGS
TACULTY RANH & TCNURD

) |

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

Work Schedules

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

Adding a New Work Schedule

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

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

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

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

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

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

6. Expand the Work Schedule accordion.
Current Work Schedule is displayed.

HR Front End Training Team 15
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2) HRFE: ERV [Full View:No Transaction:Readonly] (urbhrfed - 07/13/09 14:53) - Mozilla Firefox

Employee Record View ~== EMPIOVEE SEARCH _ —

Transaction History
Trump, Donald A. 000123456 1.992000-Library & Information Science ECLS: CA Total FE=s = 8 Total Salary: $47,133.58
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[U79995-00] Initiate New Hire

1= 71132009 view |
Add a Job

GENERAL INFO BIO / DEMD ATTACHMENTS FTRGT Employee Data
[DEMPLOYEE GENERAL INFORMATION

Position Creation and Maintenance T
Timeling “iew

®

Employee Job Record Change | ‘

Historical Job Change

Job End Date Print Friendly “iew: |

Labor Distributions

ReappointReactivate Job _ml
@ 0 U79995-00: CLERK, STAFF ECLS: CA TS ORG: 1-992000 TYPE: P FTE: 1.000 HRLY: 24171000 Separation TATUS: A

0 JoB DETAILL Work Schedule &4) _
0 JOB LABOR DISTRIBUTIONS
© POSITION DATA

© WORK SCHEDULES
WORK SCHEDULE:
| add Hew

®

END DATE: DEEMED HOURS: BASE EARNING CODE:

|rE®

BEGIN DAY: EFFECTIVE DATE:
K |12i2112003

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

Print Friendly “iew: |

Figure 8: Work Schedule Transaction

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

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

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

Routing the Transaction

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

Any informational or error messages are displayed in the yellow message area in the Employee
Record View. If transaction is routed successfully, message will display showing the routing
destination.
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'O POSITION DATA

SCHEDULES

WORK SCHEDULE: END DATE: DEEMED HOURS: BASE EARNING CODE:  BEGINDAY: EFFECTIVEDATE: )
| | | REC |1 7112/2008
1212172003

Il

|
|

[

!

n In [

s o fos |75 |75 |75 75

|75 |75 75 (73

DEEMED HOURS: BASEEARNING CODE:  BEGIN DAY: EFFECTIVE DATE:
[ 1262112003

|[75 [[nn

||nr ||?ﬁ

DEFAULT EARNINGS

TACULTY RANK & TCNURL

75 [7= 7=

SavelCa‘-cﬁ Print Friencly Yiew

Figure 9: Adding a New Work Schedule

Service Dates and Contract Parameters Accordion

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

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

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

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

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

New date values are displayed in red.

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

New value is displayed in red.

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

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

New Contract Parameter is displayed in red

HR Front End Training Team 17
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7. Once the changes have been made to the Service Dates and Contract Parameters, click the
Apply button to apply the changes.

O PROPOSFN CHANGFS

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

QEN'PLOTEE GENERAL INFORMATION |

Appty | Retun | Sove | Caned | Ruste ws E6C |

Reeors= Ovarership | Sz T | St FY1 | Frinl Friea ity view |

JOBS .

VA0 i20-00: TRARING SPEC ECLS: BA TS ORG: D 800002 TYPEP FTE:1.000 MTHLY: §2,075.00 BEGIM: 124 7/2007 EMD: 1 2212000 BGTPRO:F STATUS: A

|PLiornETan @

© JOB LABOR DISTRIBUTIONS

m SITION DATA

@ [ZISERVICE DATES & CONTRACT PARAMETERS

r SERVICE DATES

BEGIN: [END: SALARY COMMITMENT: @ EFFECTIVE DATE:
Ti16/2009 Ti5/2009 36900.00 7HB2003
53172009 1243172009 5i3152009

®)

r CONTRACT PARAMETERS:

ADCC - Annivarsary Date Changed per Contract Remove F

ADCC - Anniversary Date Changed per Contract A
OFMS - Deferred Pay Mon-Standard Dates =

dd |
DIAT - DIA-related Addl Tarms of Emplmnt for NCAA-on DIA staf @
MPHMN - Depatment Head

EMER - End Motice Period Reg Period Expires-Reiurm to Reg Status  »

r BASE CONTRACT PARAMETERS: §

I MOME - NONE ‘

FACULTY RANK & TENURE

@ Apply | Return | Save | Cancel | Route ss EGC | Releasz Ownership | Send To | Send F1| Frint Friendy View |

Figure 10: Service Dates and Contract Parameters
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Employee Job Record Changes

Faculty Rank and Tenure Accordion

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

@Hﬂl[ E EMPLOYEE SEARCH @ INJOUTBOXES @TWSACTIOIE v E ADMIN TOOLS ¥ g HELP @ LOGOUT

Employee Record View

GRS BEBEERS 4594000-Teacher Education  ECLS: AA Total FTE: 1.000 Base Salary: %% #88  Total Salany: #+ s
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[S93885-01, 53983605, S97755-52, 59333602, 599886 00, S99886-07, S97755-51, S99887-00, S98413-00, S9745000,
599837 01, 599886 03, 59391600, $99886 06, S9988/ 02, 59//55.50]

(A=) 2M 02009 | vicw |

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

EEH“IJ]YEE GENERAL INFORMATION |

O s99887.00: PROF ECLS: A% TS ORG: 4-694000 TYPE:P FIE: 0670 NITHLY: $4,071.92 BEGIN: 12162003 BGTPRO:R STATUS: A

D JoB DETAIL
© JDB LABOR DISTRIBUTIONS
O POSITION DATA
WORK SCIICDULLS
O SLRVICC DATLS & CONTRACT PARAMLILRS

O DITAULT CARNINGS
© FACULTY RANK & TENURE

Rank Tenure Gode Probationary Year Tenure Org Tenure FTE
| rofcssar Indcfinite Tenurz E04000 - Teacher Education 10

p S00886 00 PROF ECLS: A% TS ORG: 4-383000 TVPE:S FTE: 0.330 MTHLY:$2,025.08 BEGIM: 12162003 BGTPRO:R STATUS: A I

Figure 11: Faculty Rank and Tenure Accordion
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Default Earnings Accordion

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

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

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

Once the Default Earnings accordion becomes editable and the new effective date displays in green:
1. Select an Earnings Code from the list

2. Enter the Hours/Units

3. Enter the Special Rate (if applicable)

4. Click the Add button (changes should be retained as the screen refreshes)

5

Click the Apply button to apply the transaction.

Employee Record View

SO S B 1522000-Journalism  ECLS: % Total FTE: 1.000 Base Salary: $72,000.00 Total Salary: $72,000.00

Full View:Transaction (545:1915) JOBCHANGE (1755):0wner=Yes W):Nut Completed:Editable:BioDemoAccess:JobAccess=[U42670-00, U70187-00,
U42670-S0, U2196500, L42599.00], Stop: CAMPUS:Default:Apply A u-1-- {545:1915)

© PROPOSED CHANGES
ID Change Date Personnel Date Job TS Org Job Change Reason Change Type
wWiew| (1755 (0172242009 01/22/2009 U70187-00 LECTURER  [1-642000 Journalism  |FAD02, Faculty Promotion  [ERC Delete
Ached Changal
GENERAL INFO BIO | DEMO MEMOS ATTACHMENTS AUDIT TRAIL

D EMPLOYEE GENERAL INFORMATION | |

Applyl Returnl Save Carn:ell Release Ownershipl Send TDI Send F‘r'II Print Friendhy V\EWI
JoBs "
Expand Al

¥ U?D18?-00:_- ECLS:- TS ORG: 1-642000 TYPE:P FTE:1.000 MTHLY: §6,000.00 BEGIN: 12/16/2003 BGTPRO: R STATUS: A

[2LI0B DETAIL |

© DEFAULT EARNINGS
Effective Date Earnings Code Hours/Units Special Rate Shift End Date
62008 [ RGE - Regular Pay-Exempt [173.33 | 1 |
[ | ( Select one ~| [ [ [ [ | kel

O FACULTY RANK & TENURE

Applyl Returnl Save Cancell Release Ownershlpl Send TDI Send F‘r’II Prirt Friendly V\EWI

Figure 12: Default Earnings Accordion
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Employee Job Record Change Process Flow

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

Access Employee Record
View for an employee

4

y

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

y

Select Employee Job Record
Change from the Transaction
Menu.

y

Expand the accordion that
contains data needing to be
changed.

Enter data in appropriate fields

Save the Transaction.

Review transaction (View
Proposed Changes)

Route the Transaction.

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

Apply the Transaction.

HR Front End Training Team
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