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Procedure

OENDE

PeapleSoft.

Home | Addto Favorites | Sign out

Menu -]
Search:

[+ My Favorites

[ Self Semice

[ Manager Self Senvice

[ Workforce Administration

[> Time and Labor
> Payroll for Norin Ame Hire employees, add non-employees, maintain personal and
> Organizational Devel job data, administer global assignments, labor relations,

absence and vacation,
[» Records and Enrollmenr

[> Financial Aid

[> Set Up HRMS

[» Reporting Tools

[: PeopleTools

- My Personalizations
- My System Profile

" BeopleSoft

=
€] s jnerc.mis.uri.ecu: 7032 fpsp)csdey LEMPLOYEE HRMS/s WEBLIE _PTPP_SC.HOMEPAGE FieloFormua.I5ript_AppHP7pt_freme=HC WORGOR | | | | |5 [ Intemnet

Step | Action

1. Under the Menu Bar,
click on Workforce Administration

Worlforce Administration |
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OENDE

[ Job Infarmation

- My System Profile

PeopleSoft.
Mo B

Search: Main Menu = Warkforce Administration =
® ﬁ Personal Information
[» Wy Favorites o :
I Self Senvice Iaintain information about & person regardiess of Jobs.
[> Manager Seff Service = Add a Person Modify a Person Biographical
« Workforce Administration E Add a new person o the ystem. E Wedify a perzon's basic information, such as Ifaintain biographic information for & person
> Personal Information name and contact infarmation. including names, addresses, drivers licenses,

[» URI Human Resources

Reparts
b URI Human Resources I Generl Coments
Tables ﬁ rqanizational Relationships ﬁ Personal Relationships ﬁ isahility
[» Time and Labor Create or modify the organizational Create or modify the relationships that a Indicate if a worker is disabled and to record
[» Payrall for North America relationzhips that a Person can have. person has. details of the dizabilty
I: Organizational Development ] New Emplovment instance ] Emergency Contact [ Disabilties
I Records and Enroliment EE] Person Checkiit
1> Financial Aid E] Person Assignment ChedCreate & new employment instance for a person, |
[» et Up HRMS
[ Reparting Tools
[ PeopleTools

- My Personalizations

Add to Favorites |

Sign out

bank accounts, efc.
[E] Add a Person
[l odify a Person

&) ttpsrerc.mis.ur e T032pspescy  [EWPLOYEE HAMS/c/ADMINISTER WORKFORCE ((BL). 108 DATA_EMP.GaLPORTALPARAM PTONAV=HC )| [ | [ |5} [ ntemet

Step

Action

2.

Under the Organizational Relationships folder, Click the New Employment
Instance button.
E New Employment Instance]
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Oracle User

OELD

PeopleSoft.
e B

Search:
®

[> Wy Favorites
[ Self Senvice
[» Manager Self Senice
I Workdorce Administration
=~ Personal Information
[> Bingraphical
= Organizational
Relationships
- New Employment
Instance
- Person Checklist
- Person Assignment
Checklist
[ Personal Relationships
[» Disahility
- Add a Person
- Modify a Person
[» Job Information
[ URIHuman Resources
Reports
[* URIHuman Resources
Tables
[» Time and Labor
> Payrall for Norh America
[ Qrganizational Development
[ Records and Enrollment
[» Financial Aid
[» et Up HRMS
[ Reporting Tools
[ PeopleTaols
- My Personalizations

- My System Profile

Add to Favories | Sign out

e Window | Help | &

Add Employment Instance

Add a New Value

EmpliD: I\ Q
Empl Red Nbl:l_g

Add

[[[[ Bf@ment |

Step Action

3. Enter in the student's EmplID number.

Tab out and the system will assign the next available record number for this student.

Page 4

Last changed on: 9/2/2008 4:02 PM




Oracle U Business Process Document
Productivity Kit URI-e-Campus-HR Documentation: Hiring a Part Time
Graduate Assistant

HEpDE
PeopleSoft,
Ve 8@

Searh e bindow | e |, &

®)

Home | _Addto Favorites | Signout

b MyFavoes Add Employment Instance

[ Self Senvice

I> Manager Seff Senice Add a New Value

(= Warkdorce Administration

7 Personal Information EmpliD: |
I Biographical ’ fuozrsees %
@ (rganizational Empl Red Nb“l_ﬁ
Relationships
- New Employment
Instance
- Persan Checklist
- Person Assignment Aad (Alt+1)
Checklist
[» Personal Relationships
[ Disability
- fdd a Person
- Modify a Person
[+ Job Information
[ URIHuman Resources
Reparts
[ URIHuman Resources
Tables
[ Time and Labor
> Payrall for North America
[» Organizational Development
[» Recards and Enroliment
[ Financial Aid
[ SetUp HRMS
l» Reporting Tools
[» PeopleTools
- [y Personalizations
- Iy System Profile

hdd

8 ([ [ [ Bgwe

Step | Action

4, Click on Add
Add
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Oracle User
Productivity Kit

OENDE
PeopleSoft.
Mew &

Home | Sign out

Add to Favories

New Window | Help | Customnize Page | ,

7 Warkforce Administration
= Persanal Information

Search:
@ Work Location 1 Job Infarmation Payrall SalaryPlan | Compensation
[+ Wy Favorites [ Y' Y _ Y‘ _ Y‘ E \
b SelfService Winkey Murray WP 0 100279935 EmplRed# g
[ Manager Self Senice

[+ Organizational Development
[» Records and Enrollment

[ &

Establishment ID:

b Biographical HR Status: Actve Payrol Status; ~ Active
= Organizational
Relationships *Effective Date: WEIERINE ] Sequence: I_U *JobIndicator | SecondaryJob ¥
- New Employ Action | Reason: |Hif9 sl I s
hecklist Cunent
_m onmert Last Start Date: (5/08i2007 Termination Date:
Checklst Expected Job End Date G
[> Personal Relationships B ]
b Disabiliy Position Number; Q Position Entry Date: ]
- Add 3 Person Qverride Postion Data I” Position Management Record
- Modify a Person
[ Job Information *Regulatory Region: uss Q United States
[ URIHuman Resources
*Company; I_Q
Reparts
I URIHuman Resources *Business Unit: URIPS Q University of Rhode Island
Tables
b Time and Lahor *Department. Q Department Entry Date: I ]
[+ Payroll for Marth America Location: Q

I Financial Aid o

[» Set Up HRMS Action Date: 05/0812007

[ Reparting Taols

b PeapleTaols Job Data Employment Data ing ihuti I icipati

i I Earnings Distribution Benefits Program Paricipation

-~ Wy Personalizations EMEomen o

- Wy System Profile
ﬁSa'.fel Ellutify' Pre:icuatat' Nexttabl i':;F{efres.h' B Add
Wark Lacation | Jab Infarmation | Pavrall | Salary Plan | Compensation

& rrrr@_ i Internet

Step Action

5. Enter in the Effective Date.

Consult the In-House Payroll Appointment Dates charts for appropriate dates to use.
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OEADE

PeopleSoft.
AT
®)

[ Wy Favarites
> Self Senice
> Manager 3elf Senvice
= Workforce Administration
7 Personal Information
[» Biographical
= Organizational
Relationships

Instance
- Persan Checklist
- Person Assignment
Checklist
[ Persanal Relationships
[> Disahility
- Add aPerson
- Modify a Person
[» Job Infarmation
[ URIHuman Resources
Reparts
[» URI Human Resources
Tables
[> Time and Labar
> Payroll for North America
[> Organizational Development
[» Records and Enroliment
> Financial Aid
> SetUp HRIIS
[ Repaorting Tools
[ PeopleTools
I~ My Personalizations
I~ My System Profile

Home | _AddoFavories | Sign out

Mew Window | Help | Customize Page |

| Work Location Y Job Information | Payroll | Salary Plan | Compensation |

EmplRed# &

First E 10f1 m ast

\Winkey Murray ElIP ID: 100279985

HR Status: Acive Payroll Status:  Actve Caloate Saus and e [+
“Effective Date: |0811912DD7 B Sequence: I_D *Job Indicator |3900ﬂd3rr'Jﬂb M

|Hire

s | [

Termination Date:

Action [ Reason:
Future

Last Start Date: (ai08i2007

Expected Job End Date | al

Position Number: | Q Position Entry Date: c]
Ovemide Postion Data I” Position Management Record
*Regulatory Region: IUSA Q United States
*Company: I_Q
*Busingss Unit: IUR\PS Q University of Rhode [sland
*Department: | Q Department Entry Date: ~ [0819/2007 [
Location: | Q
Establishment 0: | Q
D:
Action Date: 0510812007
Job Data EmplovmentData - Eamings Distribution Benefits Program Padicipation
HS&V&' Er-iuiifyl Pre:i:L.stat' I-Jexttab' Q;Refreshl B} Add

Wark Location | Job Infarmation | Pavroll | Salary Plan | Compensation

EEENT

Action

The Action/Reason is Hire.

Last changed on: 9/2/2008 4:02 PM
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OEADE
PeopleSoft.
e B

Search:
®

Home

Add to Favortes | Sign out

New Windaw | Halp | Custarnize Page | u

| Work Location ' Job Information | Fayrall " Ealary Plan | Compensation |

[ My Favorites
[» Belf Senice

[ Payroll for orh America
[ Organizational Development
I Records and Enrollment

Location: I Q
Establishment ID: | Q

Winkey Murray ENP D: 100279885 EmplRcd# 6
[ Manager 3elf Senice P : P
[+ Workforce Administration M e [H ) ac
= Personal Information st 411 Las
I Biograshical HR Status: Active Payrol Status:  Adive Calculate Status and Datey|  [#][=]
= Organizational
Relatonships Effective Date: [oar92007 6 sequence: | O *Job Indicator |Secendary Jab ¥
- New Employment Action | Reason: |Hue j | j
Instance Future
- Person Checklist ) - ,
— Person Assianment Last Start Date: 05/08/2007 Termination Date:
Checklist Expected Job End Date | cl
[ Personal Relationships
I> Disabilty Position Number: |UUUUU251 Q Pasition Entry Date: [l
- W Ouemide Position Data I” Position Management Record
— Modify a Person
1> Joh Information *Regulatory Region: |USA Q United States
[* URIHuman Resources R .
Repots Company: I_Q
[ URI Human Resources *Business Unit |UR|PS Q University of Rhode Island
Tahles
b Time and Labor *Department; | Q Department Entry Date: ~ |08/19/2007 [

- My Personalizations
- My System Profile

I Financial Aid 0

[ SetUp HRMS Action Date: 051082007
[ Reparting Tools

b PeapleTools Job Data Emplovment Dats  Eamings Distribution  Benefits Proaram Participation

B Save| [=] Notify | Previous tatl Neadtab| 1) Refresh | B Add
Wark Location | Job Information | Pavrall | Salary Plan | Campens atian
& L LT 8 [ oteet

Step | Action

7. Enter in the Position Number and tab out.

All departmental information will default in.
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OEADE
Pe()p]eSOfts Add to Favorites | Sign out
Search: Mew Window | Helo | Customize Page |
b My Farmies / Work Location '\ Job Information | Payoll | SalaryPlan | Compensation |
bSelfSenice Winkey Murray ElIP I: 100279085 EmplRcd# 6
[ Manager Self Service
[ Warkforce Administration : o ] 7
< Personal Information — .
I+ Biographical HR Status: Active Payroll Status;  Active Calculate Status and Dateg ~ [+][=]
= Organizational
Relationzhips Effactive Date: 0292007 B sequence: [ 0 *Jobindicator |Secondan Job =
~ New Employment Action | Reason: [Hire o [~
Instance Future
- Person Checklist ‘ - ‘
— Person Assianment Last Start Date: 0510812007 Termination Date:
Checklist Expected Job End Date | [
[» Personal Relationships ) B
b Disabilty Position Humber: |nunnnzm Acad Yr Graduate Assnt Position Entry Date: 08Mg/2007
- Add a Person Override Position Data [” Position Management Record
- Modify 3 Person
[ Job Information Regulatory Region: g4 United States
[* URIH Ri
Repg#;”a” ESOUICES Company: URI University of Rhode Island
[» URI Human Resources Business Unit: URIPS University of Rhode Island
Tahbles
& Time and Labor Department: 2102 Biological Sciences Department Entry Date: 0819/2007
> Payroll for Norh America Location: KCad Biological Sciences Building
[ Organizational Development
[» Records and Enroliment Establishment ID: IUHl Q. University of Rhode Island
> Financial Aid o
[» St Up HRMS Action Date: 05/08/2007
[ Reparting Tools
[ PeopleTools - - A A
_ 1y Personalizzlions Jah Data Emplovment Data  Earnings Distribution Benefits Pragram Participation
— My System Profile
=] Savel [E] Notify | Pre-.icuaiatl Nemabl L Refresh | B Add
Wark Lacation | Job Infarmation | Payroll | Salary Plan | Campensation
] |_|_rrﬂ2|_ o Intemet
Step Action
8. In this instance we are hiring a graduate assistant to work 20 hours for just the Fall
semester.

In order to change the FTE to .50
you must click on the Override Position Data button.

| Override Position Data I

Last changed on: 9/2/2008 4:02 PM
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Oracle User
Productivity Kit

OWADE
PGOp]BSOf’[; | Addto Favortes | Sinout
Search: Mew Window | Help | Customize Page | ,
@ Work Location Y Job Informatian Bayrall SalaryPlan | Compensation
[* My Favorites / Y — Y = Y = Y = \
[» Belf Semice T N , \
Winkey Murra ENP I0: 100279985 EmplRcd # 6
[ Manager 3elf Semice S : .
[~ Workforce Administration ; ‘ o T oe
= Personal Information Find| First [ 1 o4 M Last
b Biographical HR Status: Active Payrol Status:  Active Calculate Status and Dates [=]
= Organizational m
Relationships *Effective Date: 081912007 [ Sequence: I_U *Job Indicator ISECUHUSWJUD 'l
= New Emplo Action | Reason: |Hire 2 [
|hec|f|ist Fulure
_ m anmet Last Start Date: 05i08/2007 Termination Date:
Checklst Expected Job End Date B
[ Persenal Relationships B N
I Disabilly Position Number: 00000261 QU Acad vr Graduate Assnt Position Enfry Date: 0813/2007
- Add E Person Use Pasition Data [ Position Management Record
- Modify a Person
[+ Job Infarmation Regulatory Region: 1USA United States
[» URI Human Resources -
Reports Company: URI University of Rhode Island
[ URIHuman Resources Business Unit: LRIP3 University of Rhode Island
Tables
& Time and Labar Department: 2102 Binlogical Sciences Department Entry Date: 081912007
b Payrall for Morth America Location: KCad Biological Sciences Building
[ Organizational Development
» Records and Enraliment Establishment ID; LRI Q. University of Rhode Island
> Financial Aid D:
[ SetUp HRMS Action Date: 05/08/2007
[ Reporting Tools
?rﬂe?elg;?alizations Job Data EmploymentBata  Earnings Distribution Benefits Program Paricipation
- My System Profile
B Savel [E] Notify | Pre-.ict.atatl Nexttab' 1y Refrezh | B Add
Wark Lacation | Job Information | Payroll | Salary Plan | Compensation
@ javasaipt: submitAction_wind{document,wind, #1CPanel 1]; r |— |— r ré_ i Internet

Step Action

9. Click on Job Information.

| Job Information |
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OEAT g

PeopleSoft.

Search:

0

[» My Favorites
[» Self Senvice
[» Manager Self Service
(7 Workforce Administration
7 Personal Infarmation
[+ Biographical
7 Organizational
Relationships
- New Employ
Instance
- Person Checklist
- Person Assionment
Checklist
[ Personal Relationships
[» Disability
— Add 3 Person
- Modify a Person
[+ Job Information
[* URIHuman Resources
Reports
[ URIHuman Resources
Tables
> Time and Labor
[» Payroll for North America
[ Organizational Development
[ Records and Enrallment
> Financial Aid
[» 3etUp HRNS
[» Reporting Tools
I PeopleTools
- My Personalizations

- My System Profile

Home Add to Favories | Sign out

New Window | Help | Customize Page | & 4|

| Work Location | Job Information | Eayrol | Salary Plan | Compensation |

Winkey Murray ENF

ID: 100279985

EmplRcd# @

First E 10f 1 E Last

Effective Date; 0819/2007 Effective Sequence: i m JobIndicator:  Secondary Job
Action/Reason;  Hire Future
Job Code: 75252 Acad Yr Graduate Assnt EntryDate: 081912007

Supervisor Level:

Supervisor ID: Q

Reports To:

*RegularTemporary: IW *Full Part: IW,

Reqular Shift: A
Classified Indc: SponsGA

Empl Class:

Standard Hours: 2000

Work Period: W \Weekly

FTE: 0o v

Contract Humber; I Q

Next Contract Number

VE 5

I” Adds to FTE Actual Count?

*Officer Code; INUHE 'I
Shift Rate: I |

Combined Std Hours | FTE: 90.00 15000000

[ Encumbrance Override

Contract Type:

1

Ld

@ Dane

| B
[T [ Bgwene |

Step

Action

10. | Change the FTE from 1.0 to .50

Last changed on: 9/2/2008 4:02 PM
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OEMDE
PeopleSoft.
Mo B

Search:

Add to Favarites Sign out

® New Window Help
[» Iy Favorites
b Self Senice Salary amounts will be updated to reflect change made to FTE. (1500,120)
[» Manager Self Semice
7 Warkforce Administration VWhen the FTE is changed and the Multi-Step Grade aption has been selected on the Installation table, the salary amounts (annual, manthly,
« Personal Informaion hourly) will be updated fa reflect the change made to FTE.

[» Biographical 0K | Cancel

< Organizational
Relationships

- New Employm
Instance
- Person Checklist
- Person Assionment
Checklist
[ Personal Relationships
[> Disability
- Add a Person
- Modify a Person
[» Job Infarmation
[ URIHuman Resources
Reports
[ URIHuman Resources
Tables
[> Time and Labar
[» Payroll for North America
[» Organizational Development
[ Records and Enrallment
> Financial Aid
[> et Up HRMS
[» Reparting Tools
[ PeopleTools
- My Persanalizations
- My System Profile

BET EEREEY T —

Step | Action

11. | When you get this message, Click OK
QK
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OEAD g
PeopleSoft,
Ve 8

Home

| Add to Favories | Sign out

Mew Window | Help | Customize Page | A

7 Warkforce Administration
= Personal Information

Search:
@ \Work Location | Job Information Paurall SalaryPlan | Compensation
[> My Favarites [_4\{ Y — Y‘ 0 Y‘ : \
[ Self Senvice Vinkey Murray ElIF ID: 100279985 EmplRcd#: 6
[» [1anager Self Senice

First E 10f1 m Last

Future

[» Payrall for North America

- Wy Personalizations
- My System Profile

Contract Humber, I Q
Next Contract Number |

Contract Type:

YE s

I Biographical ‘ . ) ‘ 0 . .
= Qrganizational Effective Date: 08119/2007 Effective Sequence: [ Job Indicator:  Secondary Job
Relationships Action /Reason;  Hire
- New Employment
Instance
- Person Checklist Job Code: GTH252 Acad Yr Graduate Assnt Entry Date: 081912007
- Person Assionment Supenisor Level:
Checklst '
[» Personal Relationships Supervisor ID: I Q
> Disability .
- Add a Person Reports To:
DJLSTGT' : Pt.ers"” “Requiar Temporary: [ Temporary ¥ fulpat |FulTime ¥
ob Infarmation
> URI Human Resources Empl Class: | i *Officer Code;  [None ¥
Reports . ) . l—
b URI Human Resources Reqular Shift: MIA Shift Rate: I |
Tables Classified Inde: ~ SponsGA
[» Time and Labor

[» Organizational Development ) ) )

b Records and Enrollment Standard Hours: I 20.00 Combined Std Hours | FTE: 90.00 1 5.000000
[» Financial Aid i . N

b SetUp HRIS Vork Period: W Weekly

I: Reparting Tools ‘ r

b PeEpIeTgoIs HIE: 0500000 ¢ 7 pdds to FTE Actual Count? I™ Encumbrance Override

1

¥

@ javascript: submitAction_wind(document.wind, #1CPanel3);

| [}
[ [T B@memet |

Step | Action
12. | Click the Payroll tab.
Favroll Tj

Last changed on: 9/2/2008 4:02 PM
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OEMDE
PeopleSoft.
Mo B

Search: Mew Window | Help | Customize Pags |

®

| | Sign out

Add to Favarites

[ Work Location ! Job Information | Payrol | SalaryPlan | Compensation |

[» Iy Favorites
[» Self Senice \inkey Murray ENP ID: 100279985 EmplRcd# &
[» anager Self Semice
[ Warkforce Administration ; oy -,
= Personal Infarmation G BT B - FIF:TEqu1E|Ld.:.t
b Biographical Effective Date: 08192007 Effective Sequence: 0 L4 Job ndicator Secondary Job
7 Qrganizational - ) Hi
Relationships Action Reasor: 1 Future
- New Employm -
Instance *Payroll System: | Payroll for Morth America j
- Person Checklist
- Person Assignment o
Checklist Pay Group: IMQ Default Paygroup - Mot Valid Haliday Schedule: INONE Q. NoHolidey
p Rersona REIOnSMNs | | empioyee Type: 1 lckpPay Grp 9 “Tinped: NotTipped
[» Disahility
- Add 3 Person Tax Location Code: |RI a R FICA Status: Subject o
- Madify a Person . vroll Chackdi
b Job Information GL Pay Type: | URI Inhouse Payroll Checklist tems |
[ URIHuman Resources Edit CharfFields
Repaorts
[ URIHuman Resources
Tables Joh Data EmploymentData  Earninas Distribution Benefits Pragram Paricipatian
> Tima and Labor

[» Payroll for North America
[» Organizational Development

E:‘;Z‘:}E;&?{‘:E”m”mem ﬁSave| ENuﬁfy| Previuus,1an| Nemab| Q;Refreshl By Add
b et UD,HRMS Wark Location | Jab Infarmatian | Payroll | Salary Plan | Compensation

[» Reparting Tools

[ PeopleTools

- My Persanalizations
- My System Profile

1

| B
@ javascript:submitAction_win0({document. wind, OB _PAYGROUPSpromptsd’); |_ |_ r r ﬂ%— i Intenet

Step | Action

13. | Click the Look up Pay Group Button
=
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EEINYC
PeopleSoft.
Mo B

Search:
b 1y Favarites Look Up Pay Group
» Self Senvice
» Manager 3eff Senvice Company: URI

= Workforce Administration
7 Personal Infarmation
> Biographical
= Qrganizational
Relationships
- Mew Emplo

Pay Group: | begins vit j|
Description:| egins vith ||

Look Up | Clear | Cancel |EaSiCL'J'JkLIQ

Instance
- Person Checklist
- Person Assignment

Search Results

Checkist el

[» Persanal Relationships Pay Group Descripfion

[> Disahility Internal Contract Pay

- Add a Person o} Internal Daily/Per Event

~ Modify a Person INT Intemal Hourly Pay
[+ Job Information 1O Company Workers
Dlél;{\ UH;';"EH Fas PGR Graduate Assistants
DUR?Human Resources S Sudent Payral _

Tables O Default Pavaroup - Mot Valid

[» Time and Lahor

[+ Payrall for Morth America

[» Organizational Development
[» Records and Enrallment

I» Financial Aid

[ SetUp HRMS

[ Reporting Toals

[ PeopleTools

- My Personalizations

- My System Profile

| | Sign out

Add to Favories

New Window | Halp |

@ javasaipt; submitAction_wind(document.wind, #[CRowd);

[T [ B@rers |

Step Action
14. | Click on PGR Graduate Assistants
PGR Graduate Assistants |

Last changed on: 9/2/2008 4:02 PM
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OEpDE
PeopleSoft.
e B

Search: New Window | Helo | Customize Page | ,

®
[» My Favorites
[» Self Senvice Winkey Murray ENP ID: 100279985 EmplRcd# ¢
[ Manager Self Senice
7 Warkforce Administration
< Personal Information

Home | _Add to Favorites | Sign out

| WorkLocafion ! JobInformation | Payroll Y Salary Plan | Compensation |

[» Biographical Effective Date: 0819/2007 Effective Sequence: 0 El Job Indicator:  Secondary Jah
= Organizational

Relationships Action| Reason: Hire Future
- New Emplo -
Instance *Payroll System: | Payrall for North America j
- Person Checklist
- Person Assignment )
Checkliet Pay GWU . t - 2raduata Lecictants S ﬂ NONE G, NoHoligay
" . ICrosoit Interne plorer -
E E‘esrzg‘r:;\( Relaticnships Employe Nat Tipped .l
Add 3 Person _— ) \Warning -- Employee Type H is not valid for Payaroup PGR. (1000,464) Subject j
= ax Loce
. J_ %‘f@ GLPayT : The Paygroup Definition Table contains the allowed Employee types for this paygroup, Payroll Checklist tems |
ob Information :
[» URI Human Resources
K
Reports -
[» URI'Human Resources
Tables Job Data Employment Dats  Earings Distribution Benefits Program Participation
[» Time and Labor

[» Payrall for Morth America
I» Organizational Development

E E‘:};‘:ﬂ;ﬁg; Enrollment B save | =] Natify | Prewuusiabl Next tab | Y Refresh | B Add
b 3atUp HRUS Work Location | Job Information | Payroll | Salary Plan | Compensation

[ Reporting Tools

[ PeopleTools

- My Personalizations
- My System Profile

1

|
€] [ [Blemenet

Step Action

15. Click the OK button.
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OENDE
PeopleSoft.
Mes B

Search: Mew Window | Helo | Customize Page |

®

[» Wy Favorites
I Seff Senice Winkey Murray ElP D: 400279385 EmplRedd: 6
[ Manager Self Senvice

= Workforce Administration . ) )

< Personal Infarmation V First E 10f1 E Last
> Biographical Effective Date: 081912007 Effective Sequence: 0 O Jobindicator Secondary Job
= Organizational
Relationships

- New Emplo -
Instance *Payrall System: | Payrall far North America j

Add to Favorites | Sign out

| WorkLocation ! Job Information | Payroll | Salar Flan | Compensation |

Action/Reason; ~ Hire Future

- Person Checklist

Checkls Pay Group: Per @,

¢ Fersona ReGUOnemps | | empioyeeTipe: 5 Salared “Tippec: NotTipped =

Graduate Assistants Holiday Schedule: INONE G Mo Holiday

> Disanility ‘
- Add a Person Tax Location Code: IRI Q R FICA Status: Subject j
Rl GL Pay Type: | URI Inhouse Payroll Checklist ltems |

[» Job Information
[ URIHuman Resources Edit CharfFilds
Reports
[ URI Human Resources
Tables Joh Data Emplovment Data  Earnings Distribution Benefits Program Participation
[> Time and Labor
[» Payroll for Marth America
[» Qrganizational Development

[ Records and Enrallment | . | . | | | =
Save Noti Previouz tab Nexttab | % Refresh S Add
I Financial Aid ® Bty | @ = L *

b Set UD_HRMS Work Location | Job Infarmation | Payroll | Salary Plan | Compensatian
[ Reporting Tools

[ PeopleTools

- My Persanalizations
— My System Profile

(

| »
@ javascipt; submitAction_wind(document, wind, £1CPaneld); |— |— r r E @ Intemet

Step Action

16. | Click the Salary Plan tab.
[ Salan Pian |
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OEADE
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Mew B

| Work Location | Job Information | Payroll | Salary Plan Y Compensation |

Add to Favorites Sign out

New Windaw | Help | Custornize Page | n

Search:
[ My Favorites

[ Self Senvice T » .
Winkey Murra ENP 10

[» Manager Self Senice FEE :

[+ Workforce Administration

= Personal Information

Action/ Reason: Hire

100279983 EmplRed# &

First EI 10f1 EI Last

Secondary Job

[» Bingraphical Effective Date: 081912007 Effective Sequence: 0 m Job Indicator:

= (Qrganizational
Relationships

Future

— Mew Employment

— Persan Checklist

- Person Assignment Plan:

[ Disability
- Add a Person
— Modify a Person
[» Job Information
[» URIHuman Resources
Reports

Instance
Salary Administration IGRD Q% Grade 1 Qh Gracle Entry Date IDBHQIEDD?‘ B

Checklist Includes Wage Progression Rule [T Step: |_1Q Step Entry Date

|nex19xznu? ]

[» Personal Relationships ook up Step (L)

[» URIHuman Resources Job Data Employment Data  Eamings Distribution Benefits Program Participation

Tables

[ Time and Labar
[ Payroll for Morth America
[» Organizational Development

I Records and Enroliment & Save | [E] Notify | Previuustabl Nexﬂabl 1) Refresh |

[ Financial Aid ) ) ) ) ) )
b Sat Up HRHS Work Location | Job Information | Pavroll | Salary Plan | Compensation
[» Reporing Tools

[ PeopleTools

- My Personalizations
- My System Profile

@ javascript:submitAction_wind{document.wind, J0B_STEPSprompts0’);

[ [T [ [Dneme

Step | Action

17. | Click the Look up Step button.
[&]
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BLIYI

PeopleSoft.
llew B

Search:
®)

[ My Favorites
[ Self Senice
[ Manager Self Semvice
7 Workforce Administration
= Personal Information
[ Biographical
7 Organizational
Relationships
- New Employment
Instance
- Person Checklist
- Persan Assignment
Checklist
[ Perzonal Relationships
[+ Disability
- Add a Persan
- Modify @ Person
[» Joh Information
[ URI Human Resaurces
Reports
[ URIHuman Resources
Tahles
[ Time and Labor
[ Payroll for North America
[ Organizational Development
[» Records and Enroliment
[» Financial Aid
[ SetUp HRNS
[ Reparting Tools
[» PeopleTools
- Iy Personalizations
- Iy System Profile

| Sign out

Add to Favories

Mew Windaw | Help | n

Look Up Step

SetiD: LRIF3
Salary Administration Plan: GRD
Salary Grade: 1
Step: |: j |

$tep Description: Ibeginswim jl

LookUpl Clear | Cancel |Easi[;\_.jg|(u|3

Search Results
1-2of3

Step  Step Description
1 (blank)
2z hlank)
3

{blank)

rrrr@_ ) Internet
Step Action
18. | Click on the appropriate step amount.
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Oracle User

LN

PeopleSoft.
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Search:
®

[> Wy Favorites
[» 3elf Senice
[ anager Self Senice
[ Workfarce Administration
< Personal Information
> Biographical
= Organizational
Relationships
~ New Employment
Instance
- Person Checklist
- Person Assignment
Chacklist
[» Personal Relationships
[» Disahility
- Add 3 Persan
- Modify 3 Person
[+ Job Information
[ URIHuman Resources
Reports
[ URIHuman Resaurces
Tablas
[» Time and Lahor
[» Payroll for North America
[» Organizational Development
[> Records and Enrollment
[» Financial Aid
[» 3et Up HRMS
[ Reporting Tools
[» PeopleTaals
- My Personalizations
- My System Profile

| Work Location | Job Information | Payall ) Salary Plan \ Campensation |

Home | AddtoFavories | Sign out

Mew Window | Heln | Customnize Page | ,

Winkey Murray ENP D

Effective Date: 08192007 Effective Sequence: i m JobIndicator:  Secondary Job

Action | Reason: Hire

100279985 EmplRed# &

First 121 1 of 1 m Last

Future

Salary Admiistraion [GRD @ % Grade: Q%  GradeEnryDate [0B/192007

Plan:

Includes Wage ProgressionRule 7 Step: I_EQ StepEntry Date  {08/19:2007 [
Joh Data Emplovment Data  Earnings Distribution Benefits Program Paricipation

B Save| (=] Natify | Prewuusiabl Nexttabl ) Refresh |

Work Lacation | Job Informatian | Pavrall | Salary Plan | Compensation

Bk Add

@ javascript: submitAction_wind(document.wind,'#1CPanels);

[ [ [ B@were |

Step | Action

19. | Click the Compensation tab.

| Compensation |

Page 20
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PeopleSoft.
P
®

[> My Favorites
[+ Self Senice
[ Manager 3elf Semice
= Warkfarce Administration
< Personal Information
[ Bingraphical
« Qrganizational
Relationships
— New Employment
Instance
- Person Checklist
- Person Assignment
Checklist
[ Personal Relationships
[ Disahility
- Add aPerson
- Modify 2 Persan
[> Jab Informatian
[» URI Human Resources
Reports
[» URI Human Resources
Tables
[ Time and Lahor
[+ Payroll for Morth America
[ Qrganizational Development
[ Records and Enrallment
[ Financial Aid
[ 3et Up HRIS
[ Reporting Tools
[ PeopleTools
- My Personalizations
— My System Profile

{ Wark Location | Joo Information | Payroll | SalaryPlan | Compensation |

Home | Add to Favorites | Sign out

Mew Window | Help | Customize Page | ,

\Winkey Murray ENP ID: 100279985 EmplRed#®: 6

uﬁ Job Indicator:  Secondary Job

Effective Date: 08192007 Effective Sequence:
Action/Reason.  Hire Future
Compensation Rate: 0.000000% *Frequency: IC_ @, Contract
¥
¥
Default Pay Components

First E 10f1 m Last

Customize | Fmdl

Amounts Y Corfrols | Changes ' Conversion

*Rate Code Seq  CompRate
[ a [0 [

Calculate Compensation |

Percent

&=

Currency

[ &

Frequency

[ &

Job Data Emplayment Data  Earnings Distribution Benefits Program Participation

B Savel [=] Notify | Previuustabl {3 Next tab | 1) Refresh | EeAdd

Work Location | Joh Informatian | Pavroll | Salary Plan | Compensation

@ Dane

([ [ B@meme |

Step

Action

20.

Click on Default Pay Components button.

| Default Fay Components ||
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OENDE
PeopleSoft.
e 8

| Sign out

Home Add to Favorites

MNew Window | Help | Customize Page | n

Search:
® Wark Location | Johb Information Eayrall 2alaryPlan | Compensation
[» My Favarites { = Y = Y e Y o34 Y p \
[ Self Senice Wil ! , )
Winkey Murra ENP D: 100279885 EmplRed# &
[ Manager Self Senice FEE : °
7 Workforce Administration
= Personal Infarmation l . . m ) ‘ .
b Biographical Effective Date: 081852007 Effective Sequence: i JobIndicator:  Secondary.Job
= Organizational Action/Reason: ~ Hire Fulure
Relationships
- New Employ ) *
T Compensation Rate: 12,500.000000%] Frequency: |C Q, Contract
- Person Checklist i
- Person Assignment
Checklist b
[ Personal Relationships
b Disabiliy Default Pay Components
- Add a Person m
Customize | Find | # First 4] 10f1 [ Last

- Modify a Person
[ Joh Information

Amounts | Controk | Changez ' Conversion

[» URI Human Resources *Rate Code Seq  CompRate Currency  Frequency  Percent
Reports =
v ovrera [0 [ AR isoa o a [
Tahles
> Time and Labor Calculate Compensation |
[» Payrall for Morth America
! Drganizational Development Job Data Emplovment Data  Earnings Distibution  Benefits Proaram Paricipation
I» Records and Enrallment
[» Financial Aid
[> Set Up HRMS
[ Reporting Tools
b PeopleToals =] Save| =] Notify | Previuusiabl {3 Next tab | 1) Refresh | B Add

— My Personalizations

Iy System Profile Wark Location | Job Information | Pavroll | alary Plan | Compensation

& EEEEN-T T

Step | Action
21. | Change the Comp Rate to equal the FTE.

In this instance we changed the FTE to
.50 so we will change the compensation to equal half of 12,500 which is 6,250.
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OEMTE
PeopleSoft.
Vew 8

Search:
[» My Favorites

I+ Self Senvice Wi T “p 0 _—
b Manager Self Senice Winkey uray ' 100279985 pl B

(7 Workforce Administration

| Sign out

Home | AddtoFavores

New Window | Help | Customize Page |

[ WorkLocation | JobInformation | Fayroll | SalaryPlan | Compensation |

7 Personal Infarmation ] ] m )
b Biographical Effective Date: 08119/2007 Effective Sequence: i JobIndicator:  Sacondary Job
< Qrganizational Action/Reason: ~ Hire Future

Relationships
miﬁgm Compensation Rate: 12500.000000% *Frequency: IC_O\ Contract
- Person Checklist P
- Person Assionment
Checklst b
[ Personal Relationships
[» Disability
— Add 3 Person
- Modify a Person v
I» Job Information Controle
[» URI Human Resources *Rate Code Seq  CompRate Currency  Frequency  Percent

Reports
[ URIHuman Resources fCTRCT G I_D I 525“-5@ WO\ IC_Q =]

Tables
I Time and Lahor Calculate Compensation |

[» Payroll for North America
|- Organizational Development | | Jg Data Employment Dats  Eamings Distribution
[ Records and Enrallment
> Financial Aid

[» etUp HRNS

[» Reporting Tools

I PeopleTools

- My Personalizations

- My System Profile

Default Pay Components

First E 10f1 E Last

™ P - FH
Customize | Find | &

Amounts i Changes Y Conversion

Benefits Program Participation

B save | |[E] Notify | (& Previoustab| (3 Nexttab | |t Refresh EeAdd
H]

Work Location | Jab Information | Favrall | Salary Plan | Compensation

R —

Step | Action

22. | Click the Calculate Compensation button.
| Calculate Compensation I
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EYE
PeopleSoft.
Menw B

Add to Favorites Sign gut

Mew Window | Help | Customize Page | ,

Search:
b My Favorites | Work Location | Job Information | Payrall " SalaryPlan | Compensation
b Self Senice Winkey Murray ENP ID: 100279985  EmplRed# 5

[» Manager Self Senice
= Warkfarce Administration
= Persoenal Information
[ Biographical
= Organizational Action/Reason:  Hire Future
Relationships
ngrlligzpluymem Compensation Rate: 5,250\000000@ *Frequency: Ic @, Contract
— Person Checklist b
— Person Assignment
Checkiist b
[ Personal Relationships
[+ Disability
— Add a Person
— Modify 3 Person ¥
> Job Infarmation Changes
[ URI Human Resources *Rate Code Seq  CompRate Currency Frequency  Percent
, Séfﬂﬁnan S flovmera [0 [ e2s0000000F soa ¢ a =
Tables
1> Time and Lahor | Calculate Compensation |
[» Payrall for North America
> Organizational Development Job Data Employment Data  Earnings Distribution Benefits Proaram Participation
[ Records and Enrallment
[ Financial Aid
[ SetUp HRIS
Egssslrél_?gl;l"gols =] Savel [=] Notify | Prewuustabl (¥ Next tab | ) Refresh | E‘+Add|
— My Personalizations
— My System Profile

Effective Date: 0818/2007 Effective Sequence: 0 m JobIndicator:  Secondary Joh

Default Pay Components

Customize | Find First [ 10f1 [ Last

Amounts Y Controis ' Conversion

Work Lacation | Job Information | Payroll | Salary Plan | Compensation

e Y T —

Step Action
23. Click the Save button.
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BN
PeopleSoft.
e &

\ | Sign out

Add to Favories

Search:
— @ New Window Help u
[ Wy Favorites
bSefSenice \Warning - Hourly Rate s less than the minimum specified in the Salary Grade Tahle. (1000,32)
[ Manager 3elf Senice
[+ Workiorce Administration Aminimum hourly rate s specified in the Salary Grade Table, and the hourly rate entered on this panel falls below that minimum.
= Personal Information
> Biographical IFthe specified haurly rate is comect, leave as is. Otherwise, enter the carrect hourly rate
= (Organizational
Relationships il ﬂl

- New Emplo
Instance
- Person Checklist
- Person Assignment
Checklist
[ Persanal Relationships
[» Disability
- Add a Person
- Modify a Person
[+ Job Infarmatian
[* URIHuman Resources
Reports
[* URIHuman Resources
Tahles
[» Time and Lahar
[ Payroll for orh America
I Qrganizational Development
[ Records and Enrollment
[ Financial Aid
[ SetUp HRMS
[ Reporting Tools
[ PeopleTools
- My Personalizations
- My System Profile

&oone ([T [Beoene

Step Action

24. Click the Ok button.
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Productivity Kit

SENDE

PeopleSoft.
Me B

Search:
®

[+ Iy Favorites
[» Self Senice
[» Ianager 3elf Semice
= Workforce Administration
< Personal Information
[» Biographical
= Qrganizational
Relationships

t
- Person Assignment
Checklist
[ Personal Relationships
[» Disability
- Add a Person
- Modify a Persan
[» Job Information
[» URI Human Resources

Add to Favorites | Sign out

Mew Window | Heln | Customize Page |

| Work Location ! Job Information | Payroll | SalaryPlan | Compensation |

Winkey Murray

ElP ID: 100279983 EmplRecd# 6

Effective Date: 08M912007 Effective Sequence: 0 ﬁ Jobindicator:  Secandary Jab
Action/Reason; ~ Hire Future
Compensation Rate: §,250.000000%] *Frequency: ¢ Q Contract
b
0

Default Pay Components

Amounts | Confro

First ] 10f1 M Last

Customize | Find |

if Changes Y Conversion

*Rate Code

Seq  Comp Rate Currency  Frequency  Percent

Reparts |Maintain infarmation
b UR! Humlrecord

about a persan tied to & spedfic job

Tables
[> Time and Labar
[» Payroll for Naorth America
[» Qraanizational Development
[ Records and Enrallment
[» Financial Aid
[» Set Up HRMS
[ Reparting Tools
[ PeapleTools
- My Persanalizations
— My System Profile

[0 [ sz e o a

[

Calculate Compensation |

Joh Data

EmploymentData  Earnings Distribution

Benefits Pragram Paricipation

E] Save' [E] Notify | Previuusiab' l.exttabl ) Refresh |

s Add

Work Location | Job Infarmation | Payroll | Salary Flan | Compensation

(&) tps:nerc . e T032Josp/csdev ENPLOYEE HANSSMVEBLIE _PTPP_SCHOVEPAGE FiedFormula [Scit_ApotPpt frame=HC WORFR | | | | |5 [ Inemet

Step

Action

25.

Under the Menu Bar, click the Job Information link to enter in the Termination
row for this job.

[ Job Information

Page 26
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OENDE
PeopleSoft.
Mo B

Add to Favarites Sign out

Search: Main Wenu > Workforce Administration =
® ﬁ Job Information
[» Wy Favorites o : , o
b Self Senice Iaintain information about a person tied to a gpecific job record
I Manager Seff Serice = Job Data Contract Administration Review Job Information
7 Waorkforce Administration E Enter job informatien including work location Iaintain contracts or other writen agreements Inquiry pages and reporte that show work
[» Personal Infarmation a0 [Erger b infarmation indluding work acation and with their employees and contractors information for a person
+ Job Information compensation detals. ] Update Contract Pay NA EM
I Contract Administration E lulge Jobs Summa
I Review Job Information Reports
b Reparts Contains reports bazed on Job data of the
- Job Data Organization.
[ URI Human Resources ] Personnel Actions History
Reparts
[ URIHuman Resources
Tahles
[> Time and Labar

[+ Payroll for North America

[» Organizational Development
[» Records and Enroliment

[» Financial Aid

[> et Up HRMS

[ Reparting Tools

[» PeopleTools

- My Personalizations

— My System Profile

&) ttpsrerc.mis.uri e 032 pspescy  [EWPLOYEE HAMS/c/ADMINISTER WORKFORCE ((BL).J0B DATA.GBLPORTALPARAN PTONAV=HC 108 D] | | [ |5 [ Intemet

Step | Action

26. Click on Job Data.

i Job Data
nter iob in
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FLIN S
PeopleSOft‘ | Addto Favortes | Signout
Seandr Mew Window | Help |
[+ My Favorites Job Data
b Self Semice Enter any information you have and click Search. Leave fields blank for alist of all values
» Manager Seff Senice i —
I Workforce Administration Find an Existing Value
[ Personal Infarmation
= Job Information EmpliD: |begins with ] [10027985
[ Confract Administration
b Review Job Information | EmplRed Nbr: N
[ Reparts —
Name; with =
pegrs i 2
> URI Human Resources Last Name: |hegmswﬂhj|
Reports . fo—
> URI Human Resources Second llame: [begins W‘mjl
Tables Alternate Character I‘Jame:|nggmswnn jl
[» Time and Lahor ‘
b Payrallfor Norh America Widdle Name: | begins with ¥
> Organizational Development : »
b P = an e I Include History [~ Case Sensitive
[» Financial Aid
0 3t Up HRIS Search | Clear | Basic Search [ Zave Search Ciiteria
[ Reporing Toals
[ PeopleTools
Wy Personalizations Search Results
- My System Profile 17 of 7
EmplD  Empl Red NbrName Last Name Second Name Alternate Character Name Middle Name|
1002799850 Winkey Murray MURRAY  (blank) blank) blank)
1002799851 Winkey Murray MURRAY  (Blank) (Dlank) (Blank)
1002799852 Winkey Murray MURRAY  (Blank) Blank) blank)
1002799853 Winkey Murray MURRAY  (Blank) (Blank) (blank)
100279985 4 Winkey Murray MURRAY - (Blank) blank) blank)
1002788855 Winkey Murray MURRAY  (blank) (blank) (blank)
100279985 8 Winkey Murray MURRAY  (plank) Blank) blank)
@ javasaript; submitAction_wind(document.wind, #[CRows'); |—|—|—|—|—é_ ) Intemet

Step Action

27. | Enter in the EmplID number and click Search.

Click on the appropriate record number.
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OEpDE

PeopleSoft.

Home | Addto Favories | Sign out

Search: MNew Window | Helo | Customize Pags | m'%
@ Work Location | Job Infarmation Payrall SalaryPlan | Compensation
[> My Favarites [ Y' Y £ y‘ v y‘ : \
[» Self Senvice T T ' '
Winkey Murra ENP ID: 100279945 EmplRed# 6

[» Ianager Self Semice P ‘ '

[+ Waorkforce Administration : N 4l TH e
[» Personal Information View Al Flr;tmluﬂmu.:.t
< Job rformation HR Status: Acie Payroll Status:  Actve (]

[» Contract Administration
b Review Job Information | ‘Efective Date: Petoatr - soquence: [ 0 m *Job Incicator | SECONIaTY Job [Deete ron 1 (4145)
b Reports Action  Reason; |H”9 2 | i

Fure
: %ELOH#;M” HILE Last Start Date: 081912007 Termination Date:

[ URIHuman Resources Expected Job End Date I [
Tables

b Time and Labar Position Humber; |00000251 @ AcadVr Graduate Assnt Position Entry Date: 08haiz007

[» Payrall for North America Ise Position Data [ position Management Record

[» Organizational Development

I Records and Enrallment Requlatory Region: US4 United States

I Financial Aid ‘ —_—

b SetUp FRIIS Company: URI University of Rhode 1sland

> Reparting Toals Business Unit URIPS University of Rhode Island

[» PeopleTools . } ) ‘

- liv Personalizations Department. 2102 Biulogical Sciences Department Entry Date:  03118/2007

- by System Profile Location; KCa4 Biolagical Sciences Building

Establishment ID: URI University of Rhode Island
I0:

Action Date: 0aiaiza0?
Job Data Emplovment Data  Earnings Distribution Benefits Program Participation

ﬁSave| SiRetum to Searchl 4] Previous in List| 4 Nextin List

Enmify| Prs-.-icuaiat| Nemab| ) Refreah Updats-‘DiepIayl

Wark Location | Job Infarmation | Payroll | Salar Plan | Campensation

1

| 3
@ javascrint:submitAction_winD({document. wind,'§ICField115deletes0se0); |_ |_ r r E i Intemet

Step | Action

28. | Click on the Plus (+) button to add in the termination row.
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OEADE

PeopleSoft.
e B

Search:
©)

[ My Favarites
[» Self Senvice
[ Manager Self Semice
7 Workforce Administration
[ Personal Infarmation
7 Job Information
[ Contract Administration
[ Review Job Information
[ Reparts
- JobData
[* URI Human Resources
Reparts
[» URI Human Resources
Tables
[» Time and Labor
[» Payrall for Morth America
[ Organizational Development
[ Records and Enrallment
[» Financial Aid
> 3t Up HRHS
[ Reporting Toals
[ PeopleTools
- My Personalizations
- My System Profile

Home

Add to Favories

| Sign out

New Window | Help | Customize Page | n:%

[ Viork Location ' Job Information | Payrol | alaryFlan | Compensation |

\inkey Murray ElIP ID: 100279985 EmplRed#: 6

Find | View Al First [{ 1 or2 I st

HR Status: Adive Payrol Status;  Acive Calcuiate Satis andDateg ~ [+][=]
*Effective Date: | [ Sequence: |_U *Job Indicator |SECDHUGFT'JUTJ =
Action | Reason: |Hif9 7 | &

Future
Last Start Date: 081912007 Termination Date:
Expected Job End Date | ]
Position Number: IUUUUU?51 QU Acad Vr Graduate Assnt Position Enry Date: 08/19/2007

Use Postion Data I” Position Management Record

Regulatory Region: US4 United States
Company: URI University of Rhode Island
Business Unit; URIPS University of Rhode Island
Department; 2102 Biological Sciences Department Entry Date: ~ 0819/2007
Location: KCBd Biological Sciences Building
Establishment I0; URI University of Rhode Island
. ActonDate: 05082007
Job Data EmplovmentDats - Eamings Distribufion ~ Benefits Program Participation

ﬁSavel .QR&turntuSearchl 1[E] Previous in Listl +[F Nextin Liall Er-lmify' {8 Previous tah| Hexﬂab' Q;Refreshl LI;:atE-Zis;Ia-_.-'l

Work Location | Jab Information | Pavrall | Salary Plan | Compensation

(

| b
RN T —

g
Step Action
29. | Change the Effective Date to the termination date.
Please consult the In-House Payroll Appointment Dates for the correct dates to use.
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OEADE
PeopleSoft,
tew @

search: New Window | Help | Custornize Page | ,E,

®

Home

Add to Favorites | Sign out

bl Faates { Work Location ' Job Information | Payroll | Salary Plan | Compensafion |
il

[» Self Senice

[» Manager Self Senice

7 Warkforce Administration
[» Persanal Information

\inkey Murray ElP ;100279985 EmplRed#: 6

Find | View Al  First ‘J1.or2 I Last

7 .Job Infarmation HR Status: Artive Payroll Status:  Active Calculate Status and Date  [+][=]
[» Cantract Administration
I Review Job Infarmation “Effective Date: PRI ) Sequence: I_U ] *Joblndicator | Secondary Job :[v
b Reparts Action | Reaso: Hire [ I [
—  [iddPerson of nterest Future
[» LéRl H#man Resources Last Start Date: Add Worker/Affiliate Date:
epors Data Change
[» URIHuman Resources Expectad Job End Date  |Hire
Tables v
b Tl Position Humber: gs;ggtnecch';ngg; aduats Assnt Position Entry Date: 0819/2007
I Payroll for Morth America Use Position Data  |Rehire Management Record

[ Organizational Development

[ Records and Enrollment Regulatory Region: tes
[ Financial Aid _—
b Set Up HRIS Company: URI University of Rhade Island
I* Reporting Toals Business Unit: URIPS University of Rhode Island
[ PeapleTaols
L iemmims Department; 2102 Biological Sciences Department Entry Date: ~ (8/19/2007
- My System Profil Location: KCBd Biological Sciences Building

Establishment ID: LRI University of Rhode Island

D:

Action Date: 05/0812007
Job Data Emplayment Data  Eamings Distribution Benefits Program Paricipation

ESa'.fel ,QReturMuSearch' g PreviuusinListl +[F] Nextin List

EHUNW' Pre:i:uslah' I-Jexﬂab' $Re1resh| U;:ate-:is;la;.-‘l

Wark Location | Job Infarmation | Payrall | Salar Plan | Compensation

| b
8 RN o—

Step Action

30. | Click on the Action/Reason drop down list and select Termination.
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PeopleSoft.
Mes B

Search:
®

[+ Iy Favorites

[» Self Senice

[» Ianager 3elf Semice

= Workforce Administration

[» Personal Information

7 Job Infarmation
[» Contract Administration
[» Review Joh Information
[ Reports

[ URI Human Resources
Reparts
[» URI Human Resources
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Step Action
31. | Click the Save button.
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Step | Action

32. Under the Menu Bar, click the Contract Administration link.

[ Contract Administratian]

Last changed on: 9/2/2008 4:02 PM Page 33



Business Process Document o
URI-e-Campus-HR Documentation: Hiring a Part Time Productivity Kit
Graduate Assistant

OEADE
PeopleSoft.
]

Search: Hain henu > Workforce Administration > Job Information =

®) ﬁContractAdministration

Add to Favories Sign out

[ Iy Favarites o : o

b Self Senice Waintain contracts or other written agreementz with their employess and contractors
I Manager el Senvice m UUpdate Contract Pay NA

7 Workfarce Administration Add or update contract pay details including payment type, term, and period.

[ Personal Information
< Joh Information
- Update Contract Pay
NA
[ Review Job Information
[ Reports
- Job Data
[ URI Human Resources
Reports
[» URIHuman Resources

Tables

[» Time and Lahor

[» Payroll for Narth America

[ Organizational Development

[ Records and Enrollment

[» Financial Aid

[» et Up HRNS

[ Reporting Tools

[ PeopleTools

- My Personalizations

- My System Profile

& ([T [ B@pen |

Step Action

33. | Click the Update Contract Pay NA button.

Update Contract Pay NA|
E Add or update contract pay
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Step | Action

34. | If the EmplID number is not there, enter it and then Click the Search button.
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Step Action

35. | Click on the appropriate record number.
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Step | Action

36. | The Effective Date should equal the job data hire date.
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Step | Action

37. | Click on the Contract Pay Type drop down and choose Graduate Assistant
Contracts.
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Step | Action

38.

Enter in the Contract Begin and End dates.

Please consult the In-House Payroll Appointment Dates chart for the correct dates
to use.
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Step Action

39. Click Save.
CEQ

40. | Please proceed to the Personal Data document for instructions on how to enter and
check the personal data of the graduate assistant.

When completed, please forward the Appointment Letter to the Graduate School.

The 1-9 information should be forwarded to Human Resources.
End of Procedure.
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