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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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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

Indicates a Note or additional ’/'"";1‘\ Indicates a Hint such as a tip,
— information that might be \ l shortcut, or additional way to do
— | helpful to you. \\ something.

/ Indicates a Warning of an
[ ] action that you should not
= perform or that might cause

problems in the application.

HR Front End Training Team 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.

3 HRFE: Home Page - Mozilla Firefox

‘Q l https: ifhrfe-test. admin.uilinois. edufhrFrontEnd)jspfindex. jsp

@ ADMIN TOOLS ¥ ﬂHELP LOGOUT

Home Page —e == Sl /e | /e e | = A EEe S = /e
1 Initiate New Hiﬁe

Welcome Position Creathoh 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

Vercinn: 0 COOW T EMO13 0 4 fDrad Dl L 4N nainh D) inaal
https: ifhrfe-test, admin.uilingis. edufhrFrontEndfjsp/MhSearch.jsp

e

hrfe-test. admin.uilingis.edu

Figure 1: HR Front End Home Page

The Search Banner & iCard screen of the wizard appears.

HR Front End Training Team



New Hire

* ) HRFE: New Hire/Search - Mozilla Firefox

New Hire Wizard E;:] HOME C;gmm @ INOUTBOXES @ TRANSACTIONS ¥ @ ADMIN TOOLS ¥ m P LOGOUT

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

New Hire Transaction: |

Search>>

Search Banner & iCard

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

Required fields *
Is this new hire a Student (Undergraduate or Graduate) now or have they been since 20007 2
@OR=%
UINBANNER ID: ssn:” LAST NAME: FIRST NAME: BIRTHDATE:
@ | | 888-12-3456 [Trump Donald 0BI0811959
@ Sen‘m! Resst Search
@ Continue | Save| Close | Delets Transaction

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?

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).

Social Security Number yet, enter the TCN number in the SSN field.

4. Click Search.

NOTE: If the new hire has a Third Country National (TCN) number but does not have a

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).

section.

Matching Records Found

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

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 Team
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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.

“J HRFE: New HirefSearch - Mozilla Firefox

New Hire Wizard gﬂﬂ!ﬁ C;’W gﬂﬂﬂm @l = @ v ;g_q IE!I!{

."l- Hire Transaction: ]

Search>>

Search Banner & iCard |

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

Reguirad falds *

15 this new hire a Student (Undes g aduate of Graduate) now of have they been since 20007 .

Nao L
ssie” LAST HAME: " FIRST HAME: BIRTHOATE:
[ [ossegrrr? [Lincaln [ [o1rarem0
Search| Reset Ssarch
sy Akast Eirst Middie g0 Employes  Home CampusHome | £ oio. source 40NV
ol Name Mame Hame Status Chart'org Status
I Lebana [ ChampaignfUnnversity of | €A - €5
[BE7E54321 |§64887777 Lincoln | Ab# R 017281870 | 1 Tiross - Lrbana /335000 - Education To¥lpay NfE | Barner
Ackminists stion Ben Elig
lasreeaiz SSSEETTTT |Lincoln | Abe R 01/28/1970 | T Caed CURRENT

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.

4 HRFE: New Hire/Search - Mozilla Firefox |.._”I:l?|rz| 1

> 5.0 - 0 U
@ HOME C EMPLOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ G ADMIN TOOLS W a HELP LOGOUT

New Hire

New Hire Transaction: 987654321

Create New Hire Logon=>

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 Team 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 Wizard gnELP LOGOUT

New Hire Transaction (ID: 1129): Trump, Donald K *555111111 2-C-301000 (301000)

Search=> Demographics>>

Demographic Information

Enter in the new hire's demographic information below. If the new hire was previously employed at the University, some information will default on this screen. Update as

needed,

Required fields *

- NAME

LAST NAME: SUFFIX: FIRST:

|Trump | M ]Danald

®

UINBANNER ID: SSN:

BIRTHDATE:

GENDER:

| *s55111111 |85511-1111

UNIT CONTACT EMAIL: EMPLOYEE EMAIL:

| Daiot1955

v

CITIZENSHIP: ©

| Trishak@uitlinois edu [

HOME CHART ORG
con:” ORGANIZATION:

| Citizen v

DATES -
*

HR CAMPUS: HIRE:

LOGON EXPIRATION:

|2 s | 301000 - Microbiology and Immunaology

¥ |[c-uIc chicago v

| 0211502008

MAIL CODE:”

CAMPUS MAIL LOCATION: ~

| an6i2009

|MIC |999 C - UIC Campus Mail

CAMPUS PRIMARY OFFICE ADDRESS
LNE 1"

| 1 Trump Tower

LINE 2:

l

CITy: STATE:

ZIP CODE: COUNTRY:

| UIC Campus Mail | lllinois

CAMPUS PHONE:

ooooz | United States of America

Oﬂ'lhuai

Figure 5: Demographics Information screen

1. Complete the required fields on the Demographics Information page.

2. Click Continue.

The Employee Class and Benefits Determination screen appears.

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

HR Front End Training Team
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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 Team
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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.

) HRFE: New Hire/Search/Demographics/E-Class - Mozilla Firefox

_New Hire Transaction (ID: 1129): Trump, Donald K *555111111 2-C-301000 (301000)
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, additional information is needed to determine the Employee’s Benefit Category and
SURS Eligibility.

Please answer the questions below.

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

Oves

©no

If the appointment is not benefits eligible, ANNUAL SALARY TOTAL % EMPLOYED
enter a zero in the Annual Salary field. | 50000 100

What is the length of the academic contract?

IGleater than or equal to 9 months v

What is the pay basis?

I‘Bﬁl‘ v
Continus | Save| (Close| Delete 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 Team 12
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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, 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 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 Team
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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.

*) HRFE: New Hira/SearchDemographics/E -Class/SURS - Mozilla Firefox AEE

New Hire Wizard

New Hire Transaction (ID: 1129): Trump, Donald K *555111111 2-C-301000 (301000) [

Search=> Demographics>> E-Class>> SURS=>>

State Universities Retirement System (SURS)

EMPLOYEE GROUP: A - Faculty and Other Academics

Is the new hire receiving a retirement allowance from SURS? @

Oves
@ No

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

Cives
Fino

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 Team 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.

New Hire Wizard gHELP LOGOUT

New Hire Transaction (ID: 1407 ): Trump, Donald *888000123 2-C-363000 (363000)
Search>> Demographics>> E-Class>> SURS>> Review=>> - Breadcrumb

New Hire Review
Review the New Hire information. If you need to change any information, click the corresponding Edit button to go back to that section to make changes.

Benefits Information 0 E | Demographic Information o E
Employee Class: A%- Acad 91 2mih Ben Elig Last Name: Trump
Benefit Category: M1- FT Monthly All Benefits First Name: Donald
SURS Deduction Code: RT- Flan 1 Middle Name:
Annual Salary: 5000000 Suffix:

Gender: M - Male
Birth Date: 05/02/1957
Citizenship: C - Citizen
UINBanner ID: “B38000123

SSN: 885-00-0123
Hire Date: 02/15/2009
Employee Email:
Trump, Donald is eligible for: Campus Information o E |
Health, Dental, Life Ins: o< Unit Contact Email: trishaki@uillinois.edu
Vacation: No Campus: C - UIC Chicago
Sick Leave: es COA: 2 - University of lllinois - Chicage
Overtime: Mo Home Org: 363000 - African American Studies
SURS: Yes Campus Primary Office Address:
Line 1: 2 Trump Plaza
Line 2:
City, State, Zip: UIC Carmpus Mail, lllinois 00002
Country: United States of America
Mail Code: 599
Campus Phone:
Print Friendly View
[
@ ‘c«-m'""—”'_",a_! Save I Close I DdulsTrﬂMmI

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 Team 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 Team 16
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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.

=) HRFE: New Hire/Search/Demoegraphics/E-Class/SURSMeview/Confirmation - Mozilla Firefox

New Hire Wizard

[New Hire Transaction (ID: 1152): Trump, Donald 652184663 2-UIC Chicago-360000 (Pharmacy Admin) ECLS: Acad 12mth Ben Elig

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

MNew Hire Logon Confirmation

New Hire Logon Information |

Last Name: Trump
First Name: Donald
Middle Name:
Sarffixc
Login I: 552184663
Password: TOS0154

Mew Hires may access Nessie New Hire at: hitps:#fnewhirepdey uibr uillinois edy
Lefinewhire

Click Continue to select position information

@ Frint Friendly View |
@ Continue | Save| Route| [SendTo| (Ciose| Delete Transaction |

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 Team 17
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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: New Hire/Position Select - Mozilla Firefox

i ction (ID: 1152): Trump
Mew Hire Confirmation >> Position Selection

Position Selection

If you know the position number, enter that number below and click Comtinue. if you do not know the position number, you may
search for a list of possible position numbers below

Employee Class: AL-Acad 12mth Ben Elig
Home Org: 2-UIC Chicago-380000 (Fharmacy Admin)

@ | have a position number: |
Cortinve |

OR
Possible position numbers:
@ You can search for any vacant or pooled position that matches the Employee Group derived from the new hire E-Class
worksheet and any budget chart (COA) and Organizations for which you have permissions,
If you want to reuse a position, select from the list below and click Continue

COA  ORG
E2 ~ | 360000 - Pharmacy Admin v

Seeh|

OR

Create New Position:
@ If you want to create a new position, click the Create New Position button.

Creste New Postion

Cortirue | Save | Close | Delete 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 | Have a Position Number field (see
Figure 10).

1. Enter the position number in the | Have a Position Number field
2. Click Continue.

HR Front End Training Team 18
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The Position Data screen appears.

HR Front End Training Team 19
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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 Extra-Help employee
—a groups.

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.

NOTE: For more information on Creating New Positions, see the Position Creation and
— Maintenance How-to Guide.

HR Front End Training Team 20
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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.

B HELP @ LOGOUT

New Hire Wizard

New Hire Transaction (ID: 2370): Trump, Donald K 652829122 2.UIC Chicago-363000 (African American Studies) ECLS: BA

Mew Hire Confirmation >> Position Selection >> Pesition Data

Position Data

Review the position data. Edit the fields as necessary.

CHANGEDATE: " POSITION#~  POSITION CLASS: ~ POSITION TITLE: POSITION EMPLOYEE CLASS:
[ 21772000 [cBargs [Nasaa - DIR v [oR BA - Acad/Pra 12mth Ben Elig v
e POSITION BEGINDATE:”  PAPEs: |
|s-Single v [7r172003 | Blank - Blank v

SALARY - SALARY RANGE

GROUP:  TABLE: GRADE:  STEP: || LOW: MIDPOINT:  HIGH:

[200s ~ [Aa ~ [unoFo - [0 |10 {10 | 939929.0

BARGAINING UNIT: PD PROB PERIOD:  ACCRUE SENIORITY: JOB PROGRESSION:
|NONE | |NA Mo Mo Job Progression

-POSITION DESCRIPTORS:

Blank Rmml

[ABDRS - Has Budget responsibility e ,;""_"]

BUDGET PROFILE: BUDGET COA:~ BUDGET ORG: ™
| Blank v [2 | 383000 - African American Studies v

POSITION LABOR DISTRIBUTION

Update I

COA: |2 - University of lllingis - Chicago ¥

maec [ [v

T N

Organization: l— ,—"

P

Pogran [ [¥/

paw[ [

Location: Ii f_v
Percent: [—

AddLD|  Updte LO|

Required fields *

Figure 11: Position Data screen

1. Review the Position Data screen.
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Make any necessary changes in the editable fields. If creating a new position, complete all required
fields.

Click Continue.

The Job Data screen appears.

NOTE: For more information on Creating New Positions, see the Position Creation and
Maintenance How-to Guide.

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

HR Front End Training Team 22


http://www.uihr.uillinois.edu/tip/pdf/HRFE_PositionCreationMaintenance.pdf
http://www.uihr.uillinois.edu/tip/pdf/HRFE_PositionCreationMaintenance.pdf

New Hire

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.

New Hire Wizard

New Hire Transaction (ID: 2370): Trump, Donald K 652829122 2-UIC Chicage-363000 (African American Studies) ECLS: BA
Mew Hire Confirmation >> Paslion Data >> Job Data

Job Data
Rewew the job data. Edit the fields as necessary

JOB BEGIN DATE  JOB END DATE

2E2009
POSITION: SUFFIX:  POSITION CLASS: JOB TITLE: OB TYPE: LAST PAID DATE:
cearas- o0 [masas-DR [or [P~ Primary [
- Py RATE —
PAY ID: FACTOR: JOBFTE: APPTH: | HOURLY: MONTHLY: ANNUAL: | JOB STATUS:
[Mni- Woriniy 12 1000  |100 | 24.038924 | 8416667 | $50,000.00 || A Active
r TMESHEET
JOB CHANGE REASON: COA: ORGE TIME ENTRY METHOD:
[ HRODT - New Hire v |[27% [253000 - Aftican American Studies v | [F-Payroll
JOB EMPLOYEE CLASS: LEAVE CATEGORY: ACCRUE LEAVE:
[Ba- AcadiPro 12mih Ben Elg v [ zizmnzris v [¥-ves
[ SALARY- — [ PROBATIONARY - -
| GROUP: TABLE: GRADE: STER: PERIOD: END DATE: INC DOz ANNN DATE:
| [2009 A - [unDFD - [0-0 - || [ [ [ |
BUDGET PROFILE CODE: LRHIT: HOURS PERDAY:  SEARC
| R - Recurring | NONE |80 |

LABOR DISTRIBUTIONS

COA Index Fund  Organization Account Program Activity Location Eff Date

I e I R

€OA: [2 - Unwvarsity of llinois - Chicaga %
o —
0 I
organization: [ | %
Accowt: [ | v
O T
x| %
Locatio: [ | %
EnDate: [z252008
Percom: ,—
sag: [

Asito] oo

Percent Salary

JOB COMMENTS

|Comments UseriD Date

Mm'

Continse | ‘Save| Close| Delste Transaction
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Figure 12: Job Data screen

1. Review the Job Data screen.
2. Edit any fields that require changes.
3. 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.

[Date
New hire eff. 02/21/2008. Offer letter recd 2/15/09 trishak s
| trishak ‘l 02-17-2009 10:24
Add Comment
Contews| Sove| Cose| Dette Trnsocton|

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:

o 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.

¢ Route the transaction.

e Send the transaction to a group or individual not in the predetermined routing path.
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) HRFE: ERV [Full View: Transaction (2370:6328) NEWHIRE (7774):Editable] - Mozilla Firefox

{1 https:ifappservS-dev. adrin.uilinois. edufhrFrontEnd]isp/ERY. sp -
Emplﬂ!’ee RQCD rd ViEW @ HOME @ E LOYEE SEARCH @ INOUTBOXES @ TRANSACTIONS ¥ @ ADMIN TOOLS ¥ ﬂ HELP @ LOGOUT

Trump, Donald K 652829122 African American Studies ECLS: Acad/Pro 12mth Ben Elig

Full View:Transaction (2370:6328) NEWHIRE (7774):0wner=Yes (trishak):Not Completed:Editable:BioDemoAccess:JobAccess=[CB3734.00], Stop:
DEPT:Default:Initiate B C2-FT-363-363000 (2370:6328)

Pl o500 | view]
© PROPOSED CHANGES
ID Change Date Personnel Date Job TS Org Job Change Reason Change Type
View | Wizard|7774 |02/25/2009 02/25/2009 C83724-00 DIR [2-363000 African American Studies  [HROO1, New Hire NEW
Add Change I
GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

EMPLOYEE GENERAL INFORMATION | |

Route | Save | Cancel| Releass Ownership | Send To | Send Fy1 | Print Friendly View |

p-mmwnm; ECLS: BA TS ORG: 2-363000 TYPE:P FTE:1.000 MTHLY: $4,166.67 BEGIN: 2/25/2009 BGTPRO:R STATUS: A

[Route | Save | [cancei] Relsass Gwnership | Send Ta | Send i print Frisny View|

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.
¢ Reset the NESSIE New Hire password.
o 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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P HINT: NESSIE New Hire passwords are always reset the first letter of the employee’s last
l 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.
2.

From the Employee Record View, click the New Hire Forms tab (see Figure 15).
Enter a new date in the Expiration Date field.

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

[ NEW HIRE FORMS

MEW HIRE LOGON DATES
HIRE DATE: EXPIRATION DATE: PURGE DATE:

[ 242010 | 412010 402002010

LOGON ID:

|@02413298

LOGON ADDED ON:

|2J‘41201D

LOGON ADDED BY:

Iusem

UNIT CONTACT EMAIL:

IIESI@‘[ESI.CDm

EMPLOYEE EMAIL:

o

Eeset Mew Hire Password

NEW HIRE FORM STATUS

APPLICATION / FORM STATUS

HR FORMS

Employment Infarmation Form® Mot Started
Loan Default* Mot Started
Wiithholding Allowance (W) Mot Started
Direct Deposit Mot Started
Prior Servce Mot Started
Ethics Crientation Mot Started
W2 Consent Form Mot Started
554 Form 1945 Mot Started
Drug-Free Workplace Mot Started
BEMEFIT FORMS

Benefit Enroliment Mot Started
Supplemental 403b 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 403b Universal Motice Mot Started

* Required Form
* Tax Regulations reguire this farm to be an file for each employee.

Routel Save | Cancel | Releaze Ownershio | Send To I Send FY1 | Print Friendly Wiew

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.

JHRFE: ERV [Full View: Transaction (2370:6348) NEWHIRE (7774):Readonly] - Mozilla Firefox

@ HOME E EMPLOYEE SEARCH @ IHOUTBOXES E ADMIN TOOLS ¥ BHLF @ LOGOUT

Employee Record View

* Success routing to COLLEGE: Default:Review B C-2-FT-*-" (2370:6348)

Trump, Donald K 652829122 2-363000-African American Studies ECLS: BA
Full View:Transaction (2370:6348) NEWHIRE (H'N] Owner=No (None):Not Completed:Readonly:BioDemoAccess:JobAccess=[CB3734.00], Stop:
COLLEGE:Default:Review B C2.FT-"-* @370:634

[l 2oso00s | ew
© PROPOSED CHANGES

ID | Change Date PersonnelDate Job TS Org Job Change Reason  Change Type

7774 |02425/2009 02/25/2009 C83794-00 DIR  |2-363000 African American Studies HROD1, New Hire NEW

Figure 16: Success Routing Message — New Hire Transaction
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