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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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HR Front End Job End Date Quick View

¢ Locate the employee record.

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

e Complete the required Job End Date
fields.

® Review Employee Record.

® Transaction Routed and Applied to
Banner.
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Introduction

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

Assumptions

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

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

What is a Job End Date Transaction

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

1. Adding a Job End Date

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

2. Editing an existing Job End Date

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

3. Removing an existing Job End Date

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

Each of these changes includes editing the Job End Date and Job Change Reason, and adding
Comments related to the change. No other job information can be changed in a Job End Date
component. To make changes to other information in the Job Detail, use an Employee Job Record

Change.

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

] Indicates a Note or additional Ve o Indicates a Hint such as a
— information that might be \ l tip, shortcut, or additional
—_— helpful to you. 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 a Job End Date Transaction

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

Beginning a Job End Date Transaction

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

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

The Employee Search screen appears.

< e 3] 2
E EMPLOYEE SEARCH — INJOUTBEOXES la TRANSACTIONS ¥ 23 ADMIN TC

Employee Search

Employee Search

UIN: LAST NAME: HRST NAME: USERID: SSN:

| @| Trump |Donald

COA: COLLEGE:

|9 - University of lllinois - Admin v | = al v
DEPARTMENT: ORGANIZATION:

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

| U - UIUC Urbana / Charmpaign v |=- Al v

O INCLUDE TERMINATED EMPLOYEES

Search | Reset

Refreshl 58"301' Query retuned 1 rows.
(3)

| UIN alast Name | First Name E-Class Emp Status Home ORG
08765432 | Trump Denald Bh - Acad/Pro 12mth Ben Elig 4 1J-9-904001 - 2YP Human ResourcesiShared

Figure 1: Employee Search screen

5. Type or select the search criteria in the available fields and click Search.
The search results appear in a table at the bottom of the screen.
6. Highlight the desired employee in the results list and click Select.

The Employee Record View for the selected employee appears.
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¥ HRFE: ERV [Full View:No Transaction:Readonly] - Mozilla Firefox

lﬁl https: jf appservS-dev. admin.uilinais. edufhrFrontEnd)jsp/ery.do

AT = (2 I
Employee Record View HOME C EMPL OYEE SEARCH @ INIOUTBOXES TRANSM:TIUNsv g ADMIN TOOLS ¥ ﬂHELF LOGOUT

Simmons, Michael 000111222 4.802000-English ECLS: GA Total FTE: 0.500 Base Salary: $8,437.50 Total Salary: $8,437.50
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[$95760.00, S95607 -00]

pate: EfEEID iew] Limited ERY | Timeine View |

GENERAL INFO BIO { DEMO MEMOS ATTACHMENTS AUDIT TRAIL

DEMPLOYEE GENERAL INFORMATION
Pririt Frigncly “iew

Expand &l

p $95607-00: GRAD ABET ECLS: GA TS ORG: 4-202000 TYPE: P FTE: 0.500 MTHLY: $937.50 BEGIN: 816/2007 |END: 5/14/20 |
p 595760-00: GRAD HOURLY ECLS:HG TS ORG: 4-802000 TYPE:S FTE 0.000 HRLY: 8000000 BEGIN: 8152007 STATUS: A |

Print Friendly “iew

Done appseryS-dey . admin, uilingis, edu L’} cv

Figure 2: Locating the Current Job End Date

7. Note whether a Job End Date exists for the job. This date is in the Job accordion bar, labeled
END if the job has an end date. (see Figure 2)

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

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

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

The Employee Record View refreshes as of the date typed into the Date field (see Figure 3).

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

'ﬁl https:/{appservS-dev. admin.uilinais. edu/hrFrontEnd/jspfery.do

70
Employee Record View Ll m == moureoxes | =) rransactions ¥ | 5 apmin TooLs ¥

Transaction History
Simmons, Michael 000111222 4-802000-English ECLS: GA Total FTE: 0.50 | Salary: $8,437.50

Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[SI5760.00, SI560700] (amaarlils

DATE: W Paosition Creation and Maintenance m
Employee Job Record Chanue

Add a Job
GENERAL INFO ATTACHMENTS LIRSS Emplovee Data

Historical Job Change
Print Friendly Viesw
[ dob EndDate \ it il v |

[3 EMPLOYEE GENERAL INFORMATION
Labor Distribuirns
I ReapnointReactivate Job 9 Expand Al

|G s95760.00: GRAD HOURLY ECLS:HG TS ORG: 4-302000 TVPE:S FTE: 0000 HRLY:#00n Separation |
|G s05607.00: GRAD A35T ECLS:GA TS ORG: 4-802000 TYPE:P FTE:D.500 MTHLY: 5937.50 BEGIN: 5/16/2007 END: 51152008 STATUS:T |

Print Friencly iew

https:ffappseryS-dey,admin.uilinois.edufhrFrontEndfispfERY. jsp7tranType=J0BENDDATE appservS-dev. admin.uilinais.edu "

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

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

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

11. Select a Job Change Reason from the list.

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

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

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

13. Click Save.
The transaction is saved and ready to be routed and applied to Banner.
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Jubs
Expand &Il
|3 595760-00: GRAD HOURLY ECLS:HG TS ORG: 4-802000 TYPE:S FTE: 0.000 HRLY: 6.000000 BEGIN: 6112007 STATUS: A
[C/595607.00: GRAD ASST ECLS:GA 15 ORG: 4602000 TYPE:P FIE:0.500 MTHLY:$037.50 BEGIN: e/16/2007 END: 55012000 sTATUS:T  ( [ )
[ZlioB DETAIL
DATES
PERSONNEL DATE: EFFECTIVEDATE:  LASTPAID DATE:  JOB BEGINDATE:  JOB END DATE:( 8
| siz0r2000 | 21672009 81 672007 | aranizo0g
| 1512000 [ 5152008 5115/2008
POSITION:  SUFFIX:  POSITION CLASS: JOB TITLE: JOB TYPE:
|sese07  [on | casan- GRAD assT | Grap assT [P Primary v
PAY RATE
PAY ID: FACTOR: JOBFTE: APPT%: | HOURLY: MONTHLY:  ANNUAL: JOB STATUS:
| Wit - wanthiy 3 foso0 1000 |[1osieren [se3rs0 $6,437 50 [T- Terminated
TIMESHEET
JOB CHANGE REASON: TN\ COA: ORG: TIME ENTRY METHOD:
[Omgs - Data comection. \ 9 )7~ |[4  [202000- English P - Payrall
| EJ0at - End Job
JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
| G- Graduate Assistants ~ [E5-9/8 mth 2 FH 13 |- ves
SALARY PROBATIONARY
GROUP:  TABLE: GRADE:  STEP: | PROBPERIOD: BEGINDATE: ENDDATE: | INCREASE MMDD: ANNIV DATE:
J2o0s ~ [ve ~ [unoFD - |00 | | | | |
BUDGET PROFILE CODE: BARGAINING UNIT: HOURS PER DAY:  SEARCH NUMBER:
[Btank [11- S-UPI AGE 4100 [40 [
JOB COMMENTS
Comments UseriD
Joh End Dete should he 05/30/09 instead of 05/15/0 eret =20 AT
0g:42:00
[eret | 02-20-2008 D942
Al
el UseriD Date
Comments
©J0B LABOR DISTRIBUTIONS
O POSITION DATA
WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS
O DEFAULT EARNINGS
FACULTY RANK & TENURE

Figure 4: Employee Record View with Completed Job Detail for Job End Date

Ending All of an Employee’s Jobs

When you end all jobs that an employee holds (whether it is one job or multiple jobs), the HR Front
End asks you to verify whether the transaction is truly a Job End Date transaction. This question
appears on the last Route before the Apply stop (see Figure 6).
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'HREE: ERV/Separation - Mozilla Firefox

mjl https: ffht-test. apps uilinois. edufhrFrontEnd/ispfery.do \J'7 |

It appears that this transaction could be a Separation.

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

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

Continue with Separation Continue with Joh End Date

Done hr-test.apps.uilingis.edu [} 0 ]

Figure 5: Separation question for Job End Date

WARNING: If you choose Continue with Separation, the current transaction will be
deleted and a new Separation transaction will need to be started for the employee.

Ending 9/12 or 10/12 Jobs

When you end a 9/12 or 10/12 job on any date other than the original contract end date, the HR Front
End automatically adds a Deferred Pay job component. This job compensates for the shortage in pay
the employee has received by being paid over 12 months instead of nine or ten months. The
Deferred Pay job is created when the Job End Date transaction is initially saved or routed at the
Employee Record View (see Figure 7).
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) HRFE: ERV [Full View: Transaction (2952:767B) JOBENDDATE (9643): Editable] - Mozilla Firefox

lﬁl https: ffappservS-dey. admin. uilinois .edufhrFrontEndfjspfery. do

Employee Record View

s 1 DP components autornatically generated.

SUMEE S e 1408000-Advertising  ECLS: AA

Full View:Transaction (2952:7678) JOBENDDATE (9643):0wner=Yes (eret):Not Completed:Editable:BioDemoAccess:JobAccess=[U74947 00, U85861-00,
U74946.00, UGB417 DP, U74944 00, UA2670-S0, U74945 00, UGBA17.00], Stop: DEPT:Default:Initiate A U-1-KT 408408000 (2952:7678)

LGN 220/2008 View Limiteo ERY | Timoline View |

© PROPOSED CHANGES
Change Personnel Job Change

|

Date Date Reason
Ug8417-00 ASST 1-238000 Inst of Communications
PROF Rsch

UEB417-DP ASST 1-238000 Inst of Communications — |
PROF Rsch : ==

02/20/2009

9643\02/20/2008  (08/16/2008

Acld Change

GENERAL INFO | BID /DEMO MEMOS ATTACHMENTS | AUDIT TRAIL
| EmPLOYEE GENERAL INFORMATION \ |

Houtel Savel Cancall Releass Ownershipl Send ToI Send FY| I Prirt Frigncly Wiew |

JOBS

Expand All

p U68417-DP: ASSTPROF  ECLS: A% TS ORG: 1-238000 TYPE: O FTE: 0.000 MTHLY: §0.00 BEGIN: 2/16/2008 END: 2i20/2008 BGTPRO: R STATUS: A |
p U68417-00: ASST PROF  ECLS: A4 TS ORG: 1-238000 TYPE:FP FTE:1.000 MTHLY: §6,319.25 BEGIN: 8/1 62007 END: 2/20/2009 BGTPRO: R STATUS: T | b |

€

[ ] appservS-dev admin.uilinis.edu | 0

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

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