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Procedure

a Employee-facing registry content - Microsoft Internet Explorer Aﬂﬂ
File Edit View Favorites Tools Help | ﬂ'
Mo IR ‘
eﬁadevD@{h‘pSearm NFauontes@ E,%"‘.ﬁ"s_”‘j@}@ 5
My Web Search | (P seanch |+ addvess ) tis: e i e 032fpssce L EVPLOYEE RS teb=DEFALLT | He |Links »
WESSI@S - I v ,oSeard1 - ﬁMyHomepage éUpload
O Viewpoint ~ v| * WebSearch » .. Amazon éSearchResuIts 1.1} Bookmarks ~ IﬁPop-upsv (Q My Fokomat
PeopleSoft =
eOp €011 _Home | Add to Favorites | Sign out
Help
Menu -}
Search:
[ My Favorites
> Self Semvice

[ Manager Self Senice

I Workforce Administration
[» Time and Lahor

> Payroll for Morth America
[ Organizational Development
[» Records and Enroliment
I» Financial Aid

I SetUp HRMS

I Reporting Tools

I PeopleTaols

- My Persanalizations

- My System Profile

" BeopleSoft

ié|
] s jnerc. s, i edu: 7032 psp)csdey EMPLOYEE HRMS/s WEBLLE_PTPP_5CHOMEPAGE FielcFormua [5cript_Appteit fame=HC NORTH A | | | [ |5 [ Intemet

ﬂstartl &) Employee-facing regi... « (Y PO 28w

Step | Action

1. On the Menu Bar, click the Workforce Administration link.
[- Workferce Administration]|
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7 Base Navigation Page - Microsoft Internet Explorer =18 %

Fle Edt View Favorites Tool Help

eBadch-D@&‘pSearm*Favorims@Bv%'u‘a@}@j 8

My Ve ereh | | Pseare [+ Aderess I@htn:s:fﬂwerc.mis‘uri.edu:TDEprspfcsdev1fEMPLOYEENRMstﬁ*JEBLIB_WP_SC.HOMEPAGE.FieI(j e ‘L\nks B

wml@'! . M ,oSeardn . ﬁMy Homepage éUpload

-

O Viewpaint - v| * WebSeach ~ @ Amazon = SearchResus Y] Bookmarks « ﬂPop-upsv & s My Fotomat

PeopleSoft.
e 8

Home | AddtoFavories | Sign out

Search:
® 4 Workforce Administration
[* My Favorites : ; = : '
: e employezs, add non-employzes, maintan personal and job data, administer global assignments, labor rzlafions, absence and vacation.
b Self Senice H I dd I it land job data, adminizter global itz, labor relat I d vacat
> Manager Seff Senvice Personal Information Job Information URI Human Resources Reports
0
+ Workforce Administration Iaintain information ahout a persan Maintain information about 3 perzon tied to &
I Personal Informatian regard\essudeMaintain information ahout a person regardiess uf]ohs.h B UR! 85 Exgired Within 90 Days
dnla8 Expired iVihin 20 Uays
> Jab Infarmation EAUU.E Person EM o TE1UR! Department Emploves List
I» URI Human Resources lipdiy a Person Contrect Adminstrfion TRl Active Internal Parol
Reports [IBingraphical [IReview Job Information e,
[ URIHuman Resources Lliore. O apors
Tables URI Human Resources Tables
[» Time and Labar

[» Payrall for North America

[» Organizational Development
[» Records and Enrollment

[ Financial Aid

[ SetUp HRNS

[» Reporting Tools

[» PeopleToals

- Iy Personalizations

- Iy System Profile

EEIURI Inhouse Payroll Exceptions

@] htps hercmis.uri s 032 e ENPLOYEE MRS S AVEELIB_PTPP SC,HONEPAGE FeldFornua it ApprPane=C NIORGORE | | | | [ [ mtemet

MI@ Base Navigation Page... « @‘?Q%! 1239PM

Step | Action

2. Click the Personal Information Folder.

Personal Information
Maintain information abo
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3 Base Navigation Page - Microsoft Internet Explorer =3
File Edit View Favorites Tools  Help
@Ead«vaD@zh‘pSeardw*Favomtes@@-%-u‘@@}@ 15

PeopleSoft.
e B

Search: Main Menu = Workforce Administration =

® ﬁ Personal Information

[» Wy Favorites -

I Self Senice llaintain information about a person regardless of Jobs.

[ Manager Self Senvice = Add & Person Modify a Person

+ Workforce Administration E Add a new perzon to the syztem. E Wodify a perzon's bazic information, such as

name and contact information

[» Personal Information
[» Job Information
[ URIHuman Resources

Reparts
[» URI Human Resources
Tables ﬁ raanizational Relationships ﬁ Personal Relationships
[» Time and Labor Create or modify the organizational Create or modify the relationzhips that a

relationships that a Person can have.

Il New Employment Instance
I=lPeraon Checkist

£l Persan Assignment Chl(reate a new employment instance for a person |

person has.
[ Qraanizational Development I Emergency Contact
[ Records and Enrallment

[» Financial Aid

- My Persanalizations
- My System Profile

My Web Search | I@htms:ffherc.mis.uri.edu:?03zfpspfcsdev 1fEMPLOYEEﬂ-IRMS;’sM’EBLIB_P’I‘PP_SC‘HOMEPAGE.Fiech Go ‘Links »
WEBS@'S - M ,o Search ﬁ My Homepage é Upload
OViewpoint - v| + WehSearch = 8. Amazon )%Search Resuts (1) Bookmarks = IﬁPop-ups v ﬁ 11y Fotomat

| Add to Favorites | Sign out

ﬁ Biographical

Waintain biographic information for a person
including names, addresses, drivers licenses,
bank accounts, efc.
IE1Add & Person
lModify a Person

1] General Comments

Disability
Indicate if a worker i disabled and to record
detailz of the dizabilty

I Disabilties

M @ Base Navigation Page..

&) htps:nerc . ur e 032/osp/csdev EMPLOYEE HRNSc/ADMINISTER WIORKFORCE(GBL).J0B DATA_EMP.GaLPORTALPARAM PTONAV=HC [ | | [ [ [ Invemet

«(y) P00 @ wuw

Step Action

3. Under the Organizational Relationships folder,
Click on New Employment Instance.
E New Emplovment Inatancﬂl
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2 New Employment Instance - Microsoft Internet Explorer -8 %]
Fle Edt View Favorites Took Help #,'
eBadc-O-D@%‘pSearm*Favorims@@'i}.}vu”(fj@}@ %

-

My Weh Search | \pSeardw

Address I@hth:s:ffherc.mis‘uri.edu:?U32fpsp;’csdev1fEMPLOYEEfHRMSfcfADMIF\IISTER_'\*:'ORKFORCE_[GBL)‘j Go ‘Links »

WEBSI@! v v ,OSearm .

ﬁ My Homepage g Upload

O Viewpaint +

PeopleSoft.
e &

[* My Favorites
[» 3elf Senvice
[ Manager Self Service
7 Workforce Administration
7 Personal Information
[» Biographical
= Organizational
Relationships
- New Employment
Instance
- Person Checklist
- Person Assionment
Chectdist
[> Personal Relationships
[> Disahility
- Add a Person
- Modify a Person
[> Job Information
[ URIHuman Resources
Reparts
[ URIHuman Resources
Tahles
[» Time and Labor
[+ Payroll for North America
[» Organizational Development
[ Records and Enrollment
[ Financial Aid
[ SetUp HRIS
[» Reporting Tools
[ PeopleTools
- My Personalizations
- Iy Svstem Profile =

' sta rtl |@ New Employment Inst...

Home

4
Add Employment Instance

{ AddaNew Value

I\ Q
Empl Red Nbr:l_g

Add

EmpliD:

v| * Wb Search ~ 8 Amazon f= Search Resubs (4] Bookmarks + ﬂPop-upsv & My Fotomat

| Addto Favortes

[T T Bgmens

| Sign out

New Window | Help |

«ly) PO @

Step | Action

4. Enter in the employee's EmplID number.
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a New Employment Instance - Microsoft Internet Explorer

L]
LB )0ErDE 8

Fle Edt View Favorites Tods Hep

eﬁad v O v @ @ % ‘ pSearm *Favorites {*9

My Ve Seech | | Psearth | Address {] e e . e T2t ENPLOTEE A0S cADMDUSTER worronce (e ] () G ‘Lmks »
'MESI@'S . M ,OSeardn v ﬁMyHomepage éUpJoad
OViewpaint ~ v Web Search » .8, Amazon fESearchResults 111 Bookmarls + ﬂPop-upsv B My Fotomet
PﬁOp]BSOf’[; Hove | Addofwdes | Smo
[ My Favarites ﬂ New Windaw | Helo | n
> Self Senice
I Manager SeffSerice Add Employment Instance
7 Workfarce Administration
7 Personal Information
> Biographca Add 2 Hew Valug
7 (rganizational

Relationships EmplD: fooz7aoes Q)

-~ New Employment .
Instance EmpiRed NDLI_U
- Person Checklist
- Person Assionment Add
Checklist
[» Personal Relationships
[ Disability
- Add a Person
- Modify & Person
[ Job Information
[ URI Human Resources
Reparts
[» URI Human Resources
Tables
[ Time and Labor
> Payrall for Narth America
[» Organizational Development
[ Records and Enrollment
[» Financial Aid
> SetUp HRMS
[» Reporting Tools
[» PeopleTaols
- My Personalizations
- My System Profile

o RREN
M ] ew Employment Inst. () SRO @ o |

<]

Step Action

5. TAB out.
The system will assign the next available record number for this employee.
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NEE]
J Fie Edt View Favorites Tools Help n';'
_Anl_ - }_‘
Jeaad; B O - @ @ (h‘psﬁrm ‘N‘Favontes @ B' =] E v
JAddre&cI@https:ﬂhercmis.uri.edu:?032J|:|5|:|IcsdevL’EMPLOYEE,HRMSIcfADMINISTER_WORKFORCE_{GEL)‘JOB_DATA_EMP.GBL?PDRTALPARAM_PTCNAV=HC_JDE_DAT¢ j Gc HLinksJ i

RropleSt,

Search: New Vindow | Help | &
b Wy Fauortes Add Employment Instance
[» Self Senice
[ Manager Self Semvice Add a Hew Value
[~ Warkforce Administration
+ Personal Information
1> Biographical EmpiD:  [100279085 ()
¥ Organizational Empl Roden|_4

Relationships
mployment
(e Add
- Person Checklist
- Person Assignment
Checklist
[ Personal Relationships
[» Disability
- Add a Person
- Modify a Persan
[> Job Information
[ URI Human Resources
Reparts
[» URI Human Resources
Tables
[» Time and Labor
[+ Payroll for North America
[» Organizational Development
[ Records and Enroliment
[» Financial Aid
[> et Up HRMS
[ Reparting Tools
[ PeopleTools
- My Personalizations
- My System Profile

€ [T T T Blgneme |
M ] ew Employment Inst... ‘« WAR P9 Y oo

Step | Action

6. Click Add.
Add
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10-0-NBB| L8
PeopleSoft.
Mo B

Oracle User
Productivity Kit

3 e 8-

Add to Favorites Sign out

Search: New Window | Hela | Customize Page |
b My Favortes | Work Location _Job Inforration | Payroll | Salary Plan | Compensafion |
[» Self Senice
I» Manager Seff Senice Winkey Hurrzy EtiP D: 100279985  EmplRed# 4
(7 Workforce Administration " oy Y Las
= Personal Information | First 2 1 of 1 L Last
ig';iﬁgmal HR Status: Adive Payroll Status:  Actve Caloulae Staus and Dateq 4]
Relationships Effective Date: 5032007 B soquences | 0 d +Job ncicator | Secondan Job ~]
- New Emplaym = =
Instancep ' Action | Reason: |H\re J | J
- Person Checklist Current
- Person Assionment Last Start Date: 0510312007 Termination Date:

Checklist

2R Expected Job End Date | B
[ Personal Relationships
I Disability Position Number; | Q Position Entry Date; ]
- dgaferson Override Posiion Data I” Position Management Record

- Madify a Person

[+ Job Information *Requlatory Region: IUSA Q United States
[ URI Human Resources
Reports *Company: I_Q
[ URI Human Resources ; ]
Tables *Business Unit: |UR|PS Q Universfy of Rhode Island
I Time and Labar *Depariment; I Q Department Entry Date: I ]
> Payroll for North America )
> Organizztional Development Location: I Q
[+ Recorqs aqd Enroliment Establishment ID: | Q
> Financial Aid 0
[» et Up HRMS ' ] i
[» Reporting Toals Action Date: 05032007
[ PeopleTools
- My Personalizations Job Data Emplovment Data  Earnings Distribution Benefits Program Participation

- My System Profile

ESave| Eumify| Pre-.-icuelah| Nemabl r:.anefresn| ExAdd

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

Step | Action

7. Enter in the date of hire in the Effective Date Field.
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10-0- NN L8
PeopleSoft.
e B

3 T\
7 'h-.,—!r N -

Add to Favorites Sign out

Search: Mew Window | Help | Customize Page | &
b My Favortes | Work Location |_Job Information | Payrol | Salary Plan | Compensation |
> Self Senice ) ‘ .
I Manager Self Senice Winkey Hlurray EniP ID: 100270985  EmplRed# 4
[ Workforce Administration ] o
= Personal Information First 21 1 o1 L] | ast
DL HR Status: Adie Payroll Status:  Active Caloulale Satus andDate ~ [#][=]
w7 Qrganizational m
Relafionships *Effective Date: 042907 5 Sequence l_U “Job ndcator [Secondany Job 7]
- New Employment = =
Instancep ' Action / Reason: |H”9 J | J
- Person Checklist Current
- Person Assignment Last Start Date: 05/03/2007 Termination Date:

Checklist l—
[ Personal Relationships Expected Job End Date @

i Disability Position Humber,; Q Position Entry Date; ]

— Add a Person Qverride Pasitio -
— Moditya Person verride Position Data I” Pasition Management Record
[ Joh Information *Requlatory Region; usa Q United States
[* URIHuman Resources
Reports *Company: I_Q
[* URIHuman Resources ) ]
Tabes *Business Unit URPS Q University of Rhode Island
[ Time and Labar *Department; Q Department Entry Date: I ]
[» Payrall for Morth America _
b Organizational Development Locafion: Q
i Recorqs aqd Enrallment Establishment ID: Q
[» Financial Aid n:
[» 3t Up HRMS ' " i
[» Reporting Tools Action Date: 05/03/2007
[ PeopleTaols
- My Personalizations Job Data Employment Data  Earnings Distribution Benefits Program Participation

- My System Profile

ESave| Ewmify| Pre-.-mtahl Naxttabl beefreshl B Add

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

Step | Action

8. The Action/Reason should always be Hire on a new record number.
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3 Il [
Bm; o

10-0-HEAD L%
PeopleSoft.

Add to Favorites Sign out

Search: bew Window | Help | Customize Page | &
b Wy Favortes { Work Location Y JobInformation | Fayroll | SalaryPlan | Compensation |
[ Self Senvice
I» Manager Sef Senice Winkey Murray EWF (13 100279985 EmplRed# 4
[ Warkforce Administration 4] e
= Personal Information First =4 of4 1
zglrg%ﬁﬂ;z:m HR Status: Acie Payrol Status:  Acive Caloude Siaus andDateq  #]1=]
Relationships “Effective Date: 049R007 (3 Sequence: | O +JobIndicator | Secondary Job
- New Employment : - -
Instancep ’ Action | Reason: [Hie o [
- Person Checklist Current
- Person Assignment Last Start Date: 050312007 Termination Date:
Checklist l—
[ Personal Relationships Expected Job End Date EU
[+ Disahility Position Humber: Q Position Entry Date: El
:—mf P:;Se‘;gm Overide Positon Data I Posiion Management Record
[> Job Information *Regulatory Region: Usa Q@ United States
[* URIHuman Resources
Reports *Company: I_Q
[ URIHI R . i
Tab\egman FoturEs *Business Unit URIPS Q University of Rhode lsland
[ Time and Labar *Department; 4010 G, Department Entry Date: IUMQQUUT el
1> Payroll for North America ) l—
[ Organizational Development Location: Q
I Records and Enroliment Establishment ID: Q
[* Financial Aid i
Rt Tus | ActonDate 32007
[ PeopleTools
- Wy Personalizations Job Data Employment Data  Earnings Distribution ~ Benefits Proaram Participation
- My System Prafile

& Save | [Z] Notify Previous fab | (3 Nexttab | s Refresh
]

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

Step Action
9. Enter in the Department number where the job is located and
TAB out.

All departmental information will default in.

Page 10
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10-0-HEB| Lvd

= T\ el
B'“?’ )

PeopleSoft.
e 8

Search:
®

[> My Favorites
[» Self Senice
[> Manager Seff Service
= Waorkforce Administration
= Personal Information
[* Biographical
+ Organizational
Relationships
- New Employment
Instance
- Person Checklist
- Person Assignment
Checklist
[* Personal Relationships
[» Disability
- Add a Person
- Modify a Person
[» Job Information
[ URIHuman Resources
Reports
[ URIHuman Resources
Tahles
[» Time and Labor
[+ Payroll for North America
[* Organizational Development
[ Records and Enrallment
[» Financial Aid
[» 3etUp HRMS
[ Reporting Tools
[ PeapleTools
- Wy Personalizations

- My System Profile

New Window | Help | Customize Page | &

Add to Favorites

Sign out

[ Work Location _Job Informafion | Payroll | Salary Plan | Compensaion |

Winkey Murray EMP ID:

100279985

Empl Red#: 4

First E 10f1 E Last

Calculate Status and Date [=]

HR Status: Active Payroll Status:  Active
*Effective Date: M@ Sequence; I_U *JobIndicator | 3econdary Job :l'
Action / Reason: [tre g | |
Current
Last Start Date: 05103/2007 Termination Date:
EgeciedJobEndDae |
Position Number: | Q Position Entry Date: l_ 2]
Override Position Data [ position Management Record
*Requlatory Region: W Q United States
Company: URI University of Rhode Island
*Business Unit: IMO\ University of Rhode Island
*Department: |¢D1U G Human Resource Adminstaion Department Entry Date;  |04/29/2007 ]
Location: IKCQ3E Q Human Resource Admin Bldg
Establishment ID: |UR| Q Universiy of Rhode Island
I ActonDate: 08032007
Job Data Employment Data  Earnings Distribution Benefits Program Participation
B Save| [=] atify | Previous tan| Nemahl ! Refresh | EhAdd

Work Lacation | Job Infarmation | Payrall | 3alary Plan | Campensation

Step | Action
10. Click the Job Information tab.

Last changed on: 8/29/2008 3:53 PM
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10-0:- 120

E T

PeopleSoft.
R
®

[» My Favorites
[» Self Senice
[ Manager Self Senvice
= Workfarce Administration
< Personal Information
[» Biographical
= Qrganizational
Relationships
- Mew Emplo
Instance
- Person Checklist
- Person Assignment
Checklist
[ Personal Relationships
[» Disahility
- Add a Person
- Madify a Person
[* Job Information
[* URI Human Resources
Reports

Add to Favorites

Mew Window | Help | Custormize Page | 2] 4]

Sign out

Work Location | Job information ' Payroll | Salary Plan | Compensation |

Winkey Murray EMP

Effective Date: Effective Sequence:

04129/2007

Action | Reason: Hire

ID: 100279985

EmplRed# 4

First E 10f1 E Last

nm Job Indicator:  Secondary Job

Current

M q

*Job Code:
Supervisor Level: l— Q
Supervisor ID: IWO\ Anne Marie Caleman
Reports To: l— Q

*Regularﬂempomry:lReg”'a[ :I'

Empl Class:

0412912007 [

Entry Date:

*FullPart: Part-Time  ~
*Officer Code:  [None

[* URIHuman Resources *Reguiar Shift; NiA I Shift Rate; I |
Tables
p . MIA v
[> Time and Labor Classified Indc:
[> Payroll for Marth America
[ Qrganizational Development
[ Records and Enrallment Standard Hours: I 35.00 Combined Std Hours / FTE: 7000 1 4.000000
[» Financial Aid
[* Set Up HRMS Work Period: |W Q. Weeky
[ Reporting Tools »
[ PeopleTools FIE: 0000000 ¢ ™" Adds to FTE Actual Count? I” Encumbrance Override
- My Personalizations
- My System Profile |
Contract Humber: I Q Contract Type:
Next Contract Number
=T
T 1 h
il | o]
Step Action
11. | Enter the Job Code in the Job Code Field.

Please consult the Internal Salary Plans document for the appropriate Job Code to use.
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ELIYE

PeopleSoft,
Ve &

Search:
®)

> My Favorites
[+ S&lf Senice
[ Manager 3eff Senice
7 Warkiorce Administration
[ Personal Infarmation
7 Job Infarmatian
[» Cantract Administration
[» Review Joh Infarmation
[» Reports
- Job Data
[ URI Human Resaurces
Reports
[ URIHuman Resources
Tahles
[ Time and Labor
> Payrall for North America
[» Organizational Development
[» Records and Enrollment
[ Financial Aid
[» Sat Up HRIS
> Reporting Toals
[» PeopleTools
I~ Wy Personalizations
I~ My System Profile

| Add to Favortes

Home | Sign out

MNew Windaw | Help | Customize Page | = 4]

[ Work Location | JobInformation | Payrol | Salary Plan | Compenszlion |

Winkey Murray ElIP

;100279985 EmplRed# 4

First . 1or2 B Lzt

Current

flectveDate: 04292007  EfectveSequence 1 | Jobindcator Secondary Joh
Action/Reason:  Hirz
*Job Coe: D523 Personal Trainer Entry Date: |U4I29f2007[§]

Supervisor Level Q

Supervisor ID:

Reports To: Q
*ReqularTemporary: | Temparary ¥

Empl Class:
*Reqular Shift MiA v
*Classified Inde; | VA v

Standard Hours: 38.00

100000671 Q4 Anne Warie Coleman

*FulliPart; I PartTime =
*Officer Code; INnne v
SPift Rate: | |

Combined Std Hours (FTE: 9999 [ 5.000000

Work Period: W Q Weeky
[
FE: 1000000 ¥ [ AdstoFTE Actual Count? |7 Encumbrance Override

Contract Type:

Contract Number: Q

hext Contract Number

YE s

{

| b
([T T B meret |

b4

Step Action

12. | Adjust the Standard Hours to what the employee will be working.

Last changed on: 8/29/2008 3:53 PM
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O WA DG

PeopleSoft.
e &

Search:
®

[ Wy Favorites

[» Self Senice

[ Manager 3elf Senice

[ Workforce Administration

[» Personal Information

7 Joh Information
[ Contract Administration
[ Review Job Information
[ Reports
[» URI Human Resources

Reports
[» URIHuman Resources
Tables

[» Time and Lahar

[ Payroll for orh America

I Qraanizational Development

[ Records and Enrollment

[ Financial Aid

[ SetUp HRNS

[ Reporting Tools

[ PeopleTools

- My Personalizations

- My System Profile

| Sign out

Add to Favories

New Window | Help | Customize Page | , =l

| Work Location } Job Information ' Eayroll |

SalaryPlan " Compensation |

ENP

\inkey Murray

ID: 100279985 EmplRed# 4

Find|ViewAl  First 4062 0 Last
Effective Date: 0412812007 Effective Sequence: 1 m JobIndicator:  Secondary Job
Action/Reasom:  Hire cument
*Job Code: I\D5238 Q Personal Trainer Entry Date: IU4J’2EIJ'QUU? Eﬂ
Supenvisor Level: I Q
Supervisor ID: |1UDUUDE?1 Q Anne Mariz Coleman
Reports To: I Q
*Regular/Temporary: ITElﬂDUFSW v *FulllPart: IPart—Time 'l

I ]‘
I Y M
I Y M

Empl Class:
*Regular Shift;
*Classified Indc:

Standard Hours: 35.00
Wark Period: I"."." Q. Weekly
FIE: o000 @

Contract Number: I Q
Mext Contract Number

[ Adds to FTE Actual Count?

*0fficer Code; INDHE 'l
Shift Rate: I / I

Combined Std Hours | FTE: 99.99 [ 5000000

[ Encumbrance Override

Contract Type:

PE '
a | v
& T|—T|—F§ © Internet
Step Action
13. | Click the Payroll tab.
TR

Page 14
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OEAT g

PeopleSoft.
Vemw 8

Search:
®)

> My Favorites

[» Self Senvice

[» Manager Self Service

(7 Workforce Administration

[ Personal Infarmation

7 Job Information
[ Contract Administration
[ Review Job Information
[ Reparts

[* URIHuman Resources
Reparts
[ URIHuman Resources
Tables
[» Time and Labor
[+ Payroll for North America
[» Organizational Development
[* Records and Enroliment
[» Financial Aid
> SetUp HRHIS
[» Reporting Tools
[ PeopleTaools
- My Personalizations
— My System Profile

_Home Add to Favorites

New Window | Help | Customize

Siqn out

B
Page |

[ WorkLocation | JobInformation | Payroll Y SalaryPlan | Compensation |

\Winkey Murray ElF 0: 100279983 EmplRed# 4

Payroll Information
Effective Date:

Find|ViewAl  First [{4.0r2 0 Last
1 m JobIndicator:  Secondary Job

0412912007

Hire

Effective Sequence:

Action/ Reason: Current

*Payroll System: | Fayroll far Narth America j

Pay Group: oo’ Student Payrol Holidey Scheduie:  [NONE . Halday

Employee Tyoe: [ Q Houry *Tipped: Not Tipped ¥

Tax Location Code: |R| Q r FICA Status: Subject M

GL Pay Type: l_ URIInhouse Payroll Checklist ltems |
Edit ChartFields

Job Data Emplayment Data - Eamings Distribution Benefts Program Participation

HSavel ,Q\Returntwearchl #[F] Previous in Listl +F Naxtin Lisil ENuiify| Previuustab| Nexﬂab| Q;Refreshl Updataﬂ]isplayl

Wark Location | Jab Information | Fayrall | Salary Plan | Compensation

1

\ b
SN T

Step | Action

14.

&

Click the Look up Pay Group button.
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OmADE
PeopleSoft.
]

Search: Hew Window | Help | &)

®
I My Favorites Look Up Pay Group

[ Self Senice
[ Manager el Senvice Company: LRI
7 Warkforce Administration ! —
[ Personal Information Pay Grou: |beg|nswnhj|
 Job Information Description:| egins wih 7|
[ Contract Administration
[ Review Job Information
I Reports LOUKUDl Clear | Cancel |Basiannkun

> URI Human Resources Search Results

Reports 17 0f 7

[» URIHuman Resources -
Tables Pay Group Description

> Time and Labor ICT: Internal Contract Pay

Add to Favories | Sign out

[» Payroll for Narth America D Internal Daily/Per Event

[ Organizational Development | [NT Internal Hourly Pay

[» Records and Enroliment NON  Company Warkers

g ;”mc'a' F?r‘wds PGR  Graduate Assistants

: Rzpor‘]ting s STU  StudentPaol

 PeopleTaals HHK Default Pavaroup - Mat Valid

- My Personalizations

- My System Profile

@ javascript: submitAction_wind(document, wind, £ICRow2Y; r|—r|—ﬁ§  Intemet

Step Action

15. | Click on INT Internal Hourly Pay
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OEADE
PeopleSoft.
e 8

Search: New Windaw | Help | Customize Page | n

®
[> My Favorites
b Self Senice Winkey Murray ElIR ;100279985 EmplRed#: 4
[ Manager 3&lf Senice
= Warkforce Administration
[ Personal Information
= Job Information Effective Date: 04/29/2007 Effective Sequence: 4 ﬁ JobIndicator:  Secondary Joh
[» Contract Administration
[» Review Job Information
[ Reports

*Payroll System: |Pay‘ml| for Marth America j

[ URI Hunan Resaurces

Reports
I URI Hurnan Resources Pay Group: lﬁo\ Infemal Hourly Pay Holiday Schedule:  [NONE @, No Haliday

Home | _AddtoFavories | Sign out

[ WorkLocation | Job Information | Payroll \ Salar Plan | Compensaion |

Payroll Information Find | View Al First « 1or2 I Lagt

Action/Reason;  Hire Current

Tables EmplojeeType: |1 Q, Houtly “Tipped: Not Tipped 7]
[ Time and Labor -
> Payrall for North America Tax Location Code:  |RI Q r FICA Status: Subject vl
E g;%%’:?:t;?]ﬂﬂ?;mepg{] el GL Pay Type: URIInhouse Payroll Checklist ltems |
v Financial Ad Edit CharFislds
[ Set Up HRUS
[ Reporting Tools
: PeopleTools Job Data Emplavment Data - Earnings Distributian Benefits Pragram Participation

- Iy Personalizations
- My System Profile

B save | AAReturntoSearch | 4F] Previous in List | #F NextinList| [Z]Nofify | @& Previoustab| (3 Mexttab| ) Refresh | JH Update/Display
]

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

| 3
@ javescript: submithction_wind {document.wind, 8ICPanel4); r r |_ |_ E W Intemet

Step | Action

16. | Click the Salary Plan tab.
{ Salan Plan |
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Oracle User
Productivity Kit

OENAE

PeopleSoft.,
e B

Search:
®

[+ Wy Favorites

[» Self Senice

[ Manager 3elf Senice

7 Warkforce Administration

[ Personal Information

7 Joh Information
[» Contract Administration
[» Review Job Information
[ Reports
[» URI'Human Resources

Reports
[» URI Human Resources
Tables

[» Time and Labor

[» Payrall for Morth America

[» Organizational Development

[ Recards and Enroliment

[» Financial Aid

[» 3et Up HRMS

[ Reporting Tools

[ PeopleTaols

- My Personalizations

Home | _Add to Favorites | Sign out

MNew Window | Help | Customize Page | ,

| WorkLocation ! Job Information | Payroll Y Salary Plan Y Compensation |

- My System Profile

Winkey Murray ENP D: 100279985 EmplRed# 4
Find | View Al First [/ 1 or2 I Last
Effactive Date: 04/29/2007 Effective Sequence: 1 m Job Indicator:  Secondary Job
Action | Reason: Hire Current
Salary Administration IREC Q% Grade l3_Q o GradeEntryDate 04282007 [

Plan:
Includes Wage Progression Rule 7 Step:

|_1Q StepEntryDate (042912007 B

i
Look up Step (Alt+5)

Joh Data Emplovment Data  Earnings Distribution Benefits Program Paricipation

=] Save| B Return to Searchl +F] Previouz in Listl 4] Nextin List| [] Natify | Previuustab| Neadtabl 1) Refresh | Updatan'DispIayl

Work Lacation | Jab Informatian | Bavrell | Salary Plan | Compensation

(

@ javascript:submitAction_win0{document.wind, J0B_STEPSpromptsn’);

| 3
U 1 T —

Step

Action

17.

Click on the Look up Step button to adjust the step amount.

Page 18
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OEMTE
PeopleSoft.
Ve 8

Home | AddtoFavories | Sign out

Search: Mew Window | Help |
[» My Favorites LOOK UP Step
[» Self Senvice
[» Manager Self Service SetiD: URIPS
[ Wororce AOMINISTaON | gaiary Administration Plan: REC
[ Personal Infarmation
; Salary Grade; 3
7 Job Information .
b Conract Administiaion | SteP: S |
[ Review Job Information —— —
Step Description: v
b Repars p Descrip |beg|ns wth|
[ URIHuman Resources Loak Up | Clear | Cancel |EaSiCLIJIJkLID
Reparts
[ URIHuman Resources Search Results
Tables
1> Time and Labor 7ot

[+ Payroll for North America Step  Step Description

> Organizational Development | 4 {blank)
g Eecordsng Enrallment ; blank)
inancial Al
b SetUp HRUS 3 %3
> Reporting Tools 4 ank)
I PeapleTools 2 (blank)
- iy Personalizations il hlank)
- My System Profile 1 (blank)

R —

Step | Action

18. | Click on the appropriate step amount.
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OELDE
PeopleSoft.
ew 8

Search: Mew Window | Help | Custornize Page | ,

®

| Sign out

Add to Favorites

| WorkLocation | JabInformation | Payrall Y Salary Plan ' Compensation |

[+ My Favaorites

[» Self Senvice

[» Manager Self Senice

[ Workforce Administration
[ Persanal Infarmation

Winkey Murray ENP 10 100279985 EmplRed# 4

Find [ViewAll  First [ 1 or2 B Last

= Job Information Effective Date: 04/29/2007 Effective Sequence: 1 m JobIndicator:  Secondary Job

[ Contract Administration
I Review Job Infarmation
[ Reports

‘ Salary Administration [REC_ Q% Grade: Q% Gradebmrybate [04202007

Action | Reason: Hire Current

[* URIHuman Resources Plan:
Dﬁgmﬁnan s Includes Wage ProgressionRule [T Step: |_|4Q StepEntry Date  |04/20/2007 3
Tables
[» Time and Lahar
[ Payroll for Norh America
[ Organizational Development
[ Records and Enrollment
[* Financial Aid
[ Set Up HRMS
[ Reporting Tools Job Data Employment Data  Earnings Distribution Benefits Program Paicipation
[ PeopleTools
- My Personalizations
- My System Profile

Bl save| S Returnto Search | |4F Previousin List [ +E) Nextin List | |[Z] Notify Previous tab | (% Nexttab | | by Refresh | B UpcateiDisplay
]

Wark Location | Job Information | Pavrall | Salary Flan | Compensation

‘

| 3
@ javasript: submitAction_wind{document, win, £ICPanels); |— r |— |— |E|_ i Internet

Step Action

19. | Click on the Compensation Tab
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SENDE

PeopleSoft.
Mo B

Search:
©)

[+ My Favorites

[» Self Senvice

[ Manager Self Semice

7 Workforce Administration

[ Personal Infarmation

7 Job Information
[ Contract Administration
[ Review Job Information
[ Reports

[* URI Human Resources
Reparts

[» URI Human Resources
Tables

[» Time and Lahor

[» Payrall for Morth America

[» Organizational Development

[ Records and Enrallment

[» Financial Aid

> et Up HRHIS

[ Reporting Toals

[ PeopleTools

- My Personalizations

- My System Profile

Home | Sign out

Add to Favories

New Window | Help | Customize Page |

| WorkLocation | JobInformation | Eayroll | SalaryPlan | Compensation |

D: Empl Red #:

4
E-lofzu@

\inkey Murray ElIP 100279985

Find | View All

Effective Date: 0412912007 Effective Sequence: 1 E] JobIndicator:  Secondary Job
Action/Reason:  Hire Cument
Compensation Rate: 12.0000005F ‘Prequency: |y @ Hourly

[

[*

BefauitBa) Campanes

First [ 10f1 M Last

Customize | Find |

Amounts | Confrols Changes Y Conversion
*Rate Code Seq  CompRate Currency  Frequency  Percent

thorcya [0 [ oo E [T S T

Caloulate Compensation |

Joh Data Employment Data  Eamninas Distribution Benefits Program Padicipation

ﬁSavel .QReturntuSearchl 1F] Previous in Listl 4 Nextin Li51| ENUNW' Previoustab' \‘5:<tlah| Q;Refreshl UpdateﬁDispIayl

Work Location | Jo Information | Fawrall | Salary Plan | Compensation

| b
RN o —

@Dcne
Step Action
20. | Click on the Default Pay Components button.
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Oracle User
Productivity Kit

Internal Employee

HEADE

PeopleSoft.
S
®

[» My Favorites

[» Self Senvice

[ Manager Self Senice

7 Warkforce Administration

[ Personal Infarmation

= Joh Information
I» Contract Administration
I» Review Job Infarmation
I Reports

[» URIHuman Resources
Reports

[» URI Human Resources
Tables

[» Time and Labor

[» Payrall for Morth America

I» Qrganizational Development

[ Recards and Enroliment

[» Financial Aid

[ SetUp HRNS

[ Reporting Tools

[ PeopleTools

- My Personalizations

- My System Profile

Home | _Add to Favorites | Sign out

New Window | Helo | Customize Page | ,

| Work Locafion ! JobInformation | Payroll | Salary Plan | Compensation |

EmplRcd# 4
E 10200 Last

Winkey Murray ElP ID: 100279985
Find | View All

Secondary Job

Effective Date: 04/29/2007 Effective Sequence: 9 ﬁ Job Indicator:

Action | Reason: Hire Current

||-|_Q Hourly

*Frequency:

12.000000%F

Compensation Rate:

[
b

| Default Pay Companents |

First E 10f1 E Last

Customize | Find |

' Conversion
Seq  Comp Rate

[0 [ tzooo0o0E

Calculate Compensation |

Frequency  Percent

Ha

Currency

(TE

*Rate Code

1 [HOURLY @

Joh Data Emplayment Data  Earnings Distribution Benefits Program Participation

ave = Urn 10 s&arc 4 TEVIOUR In LIzl In LIg| Wi} TEVIOUS 13! HEXT [3D ETTER| 2= Upaa I2piIay
Bs O\ Return to Search | | 4] Previous n List | Nextin List | |7 Nty | @ Previoustab| |3 Nexcttab | | @ Refresn | | JE UpdatefDisgl

Waork Location | Joh Information | Payroll | Salary Plan | Compensation

1

@ Dong

| 3
[ [Blememet

Step

Action

21.

Verify the Comp Rate is correct.

Click Save.

=] Sﬂvel
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o
.'IJI B X

10-0- 0| L8 28
PeopleSoft.

Sign out

Add to Favorites

New Window | Help | Customize Pag Saved

Search:
b Wy Favorites 9 | Work Location ! Job Information | Payroll | Salary Plan | Compensation |
E ;ZL:::;T ;ee” 2enice Winkey Murray ENP ID: 100279985 EmplRed# 4
= Workforce Administration
~ Personal Information :
b Biographical Effective Date: 04120/2007 Effective Sequence: 0 J sobindicator Secondary Job
= Organizational ’ ) :
Relationships Action /Reason Hie Current
- New Emplo
Compensation Rate; 12.00000% *Frequency: IH_Q Hourly
- Person Checklist 5
- Person Assignment
Checklist ¥
[ Personal Relationships
> Disability Default Pay Compaonents
- Add a Person

First E 10f1 E Last

~ Modify a Person Customize | Find | #

[+ Job Infarmation Amounts Y Contros | Changes
b URIHumzn Resources *Rate Code Seq  CompRate Currency  Frequency  Percent

Reports
I» URI Human Resaurces 1|H0UR|-YQ |_U 12000000 5 IEQ IH_Q S

Tables
[» Time and Labor Calculate Compensation |
[» Payroll for North America

[ Qraanizational Development
[ Records and Enrallment

[» Financial Aid

[> Set Up HRMS

[ Reparting Tools

[» PeopleTools B Save | [] Notify | Previuustab' Next tab | 1) Refresh | EhAdd
- My Persanalizations
- My System Profile Wark L Savé ) Information | Payroll | Salary Plan | Compensation

' Conversion

Job Data EmploymentData  Earninas Distribution Benefits Pragram Participation

Step Action
22. | **NEW STEP**

Under the Menu Bar, click the Job Information link to add in the Termination row.

[ Job Information
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Oracle User
Productivity Kit

10-0-HAGPw® B-58-

PeopleSoft.

HMain Menu > Workforce Administration =

Search: EES—
@) ﬁ Job Information
[» My Favorites o : : o
» Self Senice Waintain information about a perzon tied to a specific job record
[ Manager Self Service = Job Data ﬁ Contract Administration
I Workfarce Administration E Enter job information including work location Maintain contracts or other written agreements

with their employees and contractors
=) Update Contract Pay NA

[ Personal Information
I» Contract Administration
I» Review Job Information
I Reports
- Job Data
[» URI Human Resources
Reports
[» URI Human Resources
Tables
[» Time and Labor
[ Payroll for Morth America
[» Organizational Development
[» Records and Enrollment
[» Financial Aid
[> Set Up HRMSEnrallin classes, produce transtripts, process ransfer
[» Reporting To|credit, ranscripts and graduation.
[ PeopleTaols
- My Personalizations
- My System Profile

and compenzation details.

Reports
Contains reporis based on Job data of the
Organization.

Il Personnel Actions History

P

P

Review Job Information

Inguiry pages and reports that show work
information for a person

] Job Summary

IEl Multiple Jobs Summary

Step Action

23. Click on the Job Data Folder

Page 24
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10-0-HAG P

L m
"k;'

PeopleSoft.
Ve 8

Search:
0

[» My Favorites

[» Self Senvice

[ Manager Self Service

(7 Workforce Administration

[ Personal Infarmation

7 Job Information
[ Contract Administration
[ Review Job Information
[ Reparts

[* URIHuman Resources
Reports
[ URIHuman Resources
Tables
[» Time and Labor
[+ Payroll for North America
[» Organizational Development
[» Records and Enroliment
[> Financial Aid
> SetUp HRNS
[» Reporting Tools
[ PeopleTaools
- My Personalizations
- My System Profile

Add to Favories

Job Data

Enter any information you have and click Search. Leave fields blank for alist of all values
Find an Existing Value

EmpliD: |begmswnhjl100279985

Empl Red Nor: = =

Name: |begmswﬂhj|

Last Hame: |begmswilhj|

Second Name: |begmswilhj|

Alternate Character Hame:| heqgins with j |
Middle Hame: | begins with j|

[ Include History [ Case Sensitive

Search | Clear | Basic Search B Save Search Ciiteria

Sign out

Hlew Window | Help |

Step | Action

24. | Enter in the EmplID number (if not there) and click Search.
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Oracle User
Productivity Kit

GEADE

PeopleSoft.

Add to Favories

Search: New Windaow | Help | n
®
[ My Favorites Job Da‘,a ‘ ! !
0 Self Senice Enter any information you have and click Search, Leave fields blank for a list of all values.
I lanager Self Semice
7 Warkforce Administration | Find an Existing Value |
[» Personal Information
7 Job Information EmplD: | begins vith ¥] 100279085
I Contract Administration
b Review Job Information | EmpIRed Nbr: - =
[ Reports —
Hame, |hegmsw\thj|
I URI Human Resources Last Hame: | begins with j|
Reparts
b URfHuman Resources Second fiame; Ihegins vith jl
Tahles Alternate Character Name:|hggmswnn jl
> Time and Labor
b PayrolforNoh America | Middle ame: | egins itn |
[» Organizational Development
5 Records and Enrollment I Include History [ Case Sensitive
[» Financial Aid
b SetUp HRMS Search Clear | q Qe g i
* Repoting Tags Basic Search [ Save Search Ciiteria
[» PeopleTools
- iy Persanalizations Search Results
- My System Profile 17 a7
EmpllD  Empl Red Nor Name Last Name Second Name Alternate Character Name Middle Name|
1002799850 Winkey Murray MURRAY  (blank) blank) blank)
100270945 1 Winkey luray MURRAY  (blank)  (hlank) (blank)
1002799852 Winkey Murray MURRAY  (hlank) blank) hlank)
1002799853 Winkey Murray MURRAY  (Blank) {Blank) {Dlank)
1002799854 Winkey Murray MURRAY  (hlank) hlank) hlank)
100270085 5 Winkey Muray MURRAY  (blank)  (blank) (blank)
1002799856 Winkey Murray MURRAY  (blank) blank) blank)
([ [ Blpwenet |

| Sign out

Step Action

25. | Click on the Record Number you are currently working on.

Page 26
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10-0- W& L% e
PeopleSoft,

3y 1
B“ﬁﬁ’

Add to Favorites Sign out

Search: New Window | Heln | Customize Page |
by Faartes [ Work Location | Job information | Payroll | SalaryPlan | Compensation |
b SelfSence , . .
> Manager Self Senvice Vimkey Hlurray EliP ;100279985  EmplRed#: 4
v Workforce Administration e s B ;-
[ Personal Information Find |View Al First (%] 1f1 % ast
véﬂg'”ft‘”m'd“”_ - HR Status: Acive Payroll Status:  Actve =
antract Administration
b Resiew Job Informaton | “Effective Date o927 B soquence: [ 0 i +Job dicator | Secondany Job ¥
' Reports ) |H\re j I j
e .
I URI Human Resources uren
Reparts Last Start Date: 0412012007 Termination Date:
D?i\l:gmanResources Expected Job End Date I E;J
[: Time and Labor Position Number; | Q Position Entry Date: !
VPayrallfor North America Qverride Posftion Data I” Position Management Record
[» Organizational Development
Eﬁemslﬁ Enrolment RequtoyRegor: U5 % United States
inancia
[» SetUp HRMS Company: URI University of Rhode Island
EE:ESE??JSMS *Business Unit: |UR|P5 Q University of Rhode Island
- Uy Personalzafions *Department: feto C HumanResource Adminstzion  DepartmentEntry Date: 042972007 [
- My System Profile )
Location: IKCQ3E Q Human Resource Admin Bldg
Establishment ID: |UR| Q" Universiy of Rhoge Iskand
ID:
Action Date: 05032007
Job Data Emplovment Dats  Earnings Distribution  Benefts Program Paricpation

B save| ARetumto Searchl [=] Notify | Pr&-.-icustatl Nexﬂabl ) Refresh |

\Work Location | Job Information | Pavrall | Salary Plan | Campensation

Update/Dizplay| ' ] Inciude History

Step Action

26. | Click the Plus (+) to add in the termination row.
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10-0-NEAGL% @
PeopleSoft.
e B

3 1 "
8 'h-.ﬁ W T

Add to Favorttes Sign out

Mew Window | Help | Customize Page | &

[> Personal Information LT

= Job Infarmation

100279985 EmplRed#: 4

Search:

> My Favores { Work Location | Job Information | Payroll | alaryPlan | Compensation |
[+ Self Senice ) ‘
I Manager Self Senice Winkey Murray ENP ID:
= Workforce Administration

Find|viewAl  First (] or2 O Lagt

Calculate Status and Dates E

N HR Status: Active Payroll Status:  Active
b Contract Administration ”
b Review Job Information | *Effeciive Date: 06M32007T 5 sequence: | 0 «Job ndicator | Seconday Job 7|
[ Reports - = =
Action/ Reason; |H”9 | | =
I URI Humn Resources Future
Reports Last Start Date: 04/29/2007 Termination Date:
’ g;ag":gman Resources Expected Job End Date El
I Time and Labor Position Number: Q Position Entry Date: | ]
b Payrollfor Norh America Qverride Position Data | i
[ Organizational Development I" Positon Management Record
B Recorqs aqd Enroliment *Requlatory Region: Usa @ United States
[* Financial Aid
[ SetUp HRMS Company: URI University of Rhode Island
P “Business Unit URPS Q Universiy of Rhode Isand
[ PeopleTools
- Ly Personzlizafions “Department: 400 O HumanResource Adminstraion  DepartmentEntryDate: (04292007
- My System Prafile )
Location: KC238 Q Human Resource Admin Bldg
Establishment ID: URI Q" Universty of Rhode Island
D:
Action Date: 0510312007
Job Data Employment Data  Earninas Distribution Benefits Program Participation

ave | urn 10 sEarc ot TEVIOUS 18 til (BIrES
Save | (ARetumtoSearch | [Z]Notify | () Previous tab| i Nexttab | |} Refresh

Update-‘B\apIagl ] Include History |

Wark Location | Job Information | Payroll | Salary Plan | Compensation

Step | Action
27. | Enter the Effective Date of the termination.
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HELDE

PeopleSoft.
e B

Search:
®)

[* Wy Favorites

[ 3elf Senice

[ Manager Self Semvice

7 Waorkforce Administration

[» Peraonal Information

= Job Information
[ Contract Administration
[ Review Job Information
[ Reports

[ URIHuman Resources
Reports
[ URIHuman Resources
Tahles
[ Time and Labor
[» Payroll for Norh America
[» Organizational Development
[ Records and Enroliment
[ Financial Aid
[ SetUp HRIS
[ Reporting Tools
[» PeopleTools
- Iy Personalizations
- My System Profile

| Work Location '\ Jobnfomation | Payroll | SalaryPlan | Compensation |

Home |

New Window | Help | Customize Page | Eﬂ

Add to Favorites

| Sign out

Winkey Murray

HR Status: Active
*Effective Date: IUSH3J’200? El Sequence;
Action | Reason; Termination
Add Person of Interest
Last Start Date: Add Waorker/Afiiliate
Data Change
Expectad Job End Date  |Hire
" . Pay Rate Change
Paosition Number: Posiion Change
Override Position Data|Rehire

*Requlatory Region:
Company:
*Business Unit
*Department;
Location:

Establishment 1D:
I3

ElIP

Payroll Status:

I0:

Active

e

100279985

Find | ViewAl  First {102 I Last

Calculate Status and Dates -]
*Job Indicator |Secondary Job 'l

2 |

Termination

UR

\
[uRes @
o q
e Q
T

[

EmplRed#: 4

Future

Date:

| [anagement Record
s

University of Rhode Island
University of Rhode lsland
Human Resource Administration
Human Resource Admin Bldg

University of Rhode Island

Position Entry Date:

Department Entry Date:

Action Date:

[ &

0412912007 |

0810912007

Job Data

Employment Data - Earnings Distribution

Benefits Proaram Paricipation

[B) Save | A\ Returnto Search | | 4F] Previous in List | |48 NextinList | (] Notify | &) Frevious tab| |3 Nexttab | | @ Refresh | | B UpdateDisplay
v

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

| 3
([ [T Blpwene |

Step | Action

28.

Click on the Action/Reason drop down menu and choose Termination.
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HENDE
PeopleSoft.
es 8|

Search: New Window | Help | Customize Page Iht% A

®

Add to Favorites | Sign out

[ Viork Location {Job Information | Payroll | SalaryPlan | Compensation |

[ Wy Favorites

[» Self Senice

[: Manager Self Senice

(7 Warkforce Administration
[ Personal Information

\inkey Murray ENP ID: 100279985 EmplRed#: 4

find | ViewAl  First (€ 1.r2 O Last
= Job Infommaton HR Status: Itz Payrol Status;  Terminated [HE]
[» Contract Administration

b Review Job Information *Effective Date: |U5”3f2UU7EU Sequence: |_0 ] *Job Indicator | Secondary Job |

b Repants Action/ Reason: Terminafion I | T
e

[ URIHuman Resources

Last Start Date: 0412912007 Termination Date: 05M2i2007
Reports
> URI Human Resources Expected Job End Date | £
Tahles
i LastDate Worked: ~ 05/1212007 I" Override Last Date Worked

[» Payrall far North America Pasition Humber: | Q Position Entry Date: E‘]

> Organizational Development ; "
b Regcmds and Enml\mtfm Override Postion Datz I™ Position Management Record

I Financial Aid *Raqulatory Region: |USA Q Urnited States
[» 3et Up HRUS
[ Reporting Taols Company. URI University of Rhode 1sland
[» PeopleTools ! ) -
* . LIRIPS versity
v Personalizzons Business Unit I Q University of Rhode 1sland
- Ly System Profile *Department; I4U1U € HumenResource Administraion  Department Entry Date: IWWUU7 ]
Location: IKC23E O HumanResource Admin Bldg
Establishment ID: IURl Q. University of Rhode Island
ID:
Action Date: 05i08/2007
Joh Data Employment Data  Earnings Distribution Benefits Program Participation

ﬁSave| QL Return to Searchl 4] Previouz in List| A Nextin List| ENutify| Pre-.-icu313t| Nemab| ¢Refresn| Update:‘:iapla-;l

Work Location | Jah Information | Payroll | Salary Plan | Compensation

v

1l

| v
€l [ [T 7 Bl@weme |

Step Action

29. Click the Save button.

Page 30 Last changed on: 8/29/2008 3:53 PM




Oracle User
Productivity Kit

Business Process Document
URI-e-Campus-HR Documentation: Hiring an Hourly

Internal Employee

10-0- KA

0

PuO 8-

PeopleSoft.
e B

Search:
®

[» My Favorites

[» Belf Senice

[ Manager 3elf Senvice

7 Workdarce Administration

[» Personal Information

= Job Infarmation
[ Contract Administration
[ Review Job Informatian
[» Reports

[» URI Human Resources
Reports

[» URIHuman Resources
Tahles

[» Time and Lahor

[ Payroll for Morth America

[ Organizational Development

[ Records and Enrollment

[ Financial Aid

[ SetUp HRMS

[ Reparting Tools

[ PeopleTools

— My Personalizations

- My Systemn Profile

| Work Location {_JobInformation | Payroll \" Salary Plan | Compensation |

iy -
.'ili g x

Add to Favorites Sign out

New Windaw | Help | Customize Paq Saved

Winkey Murray ENP D: 100279985 EmplRed# 4
ring | View Al First {4 1 o2 I Last
HR Status: Inactive Payroll Status:  Terminated [l
*Effective Date: |h5” 32007 B sequence: I_U *Job Indicator | Secondary Job :l'
Action | Reason: [Termination K [
Future
Last Start Date: 04129/2007 Termination Date: 051212007
Expected Job End Date | ]
Last Date Worked: 0511212007 I” Override Last Date Worked
Position Number: Q Position Entry Date: Eﬂ

Override Position Data

X

JuRps &
|4010 Q

*Regulatory Region:
Company: URI

*Business Unit:

I Pasition Management Record

United States
University of Rhode Island
University of Rhode Island

*Department. Human Resource Administration Department Entry Date: ~ |04/29/2007 [
Location: IKCQ3B Q Human Resource Admin Bldg
Establishment ID: IUR| Q' University of Rnode Istand
D:

Action Date: 051032007
Job Data Employment Dats  Earnings Distribution Benefits Program Padicipation

B Save| E\Return to Searchl [E] Notify | Prs-eicuatabl Nexttabl %) Refresh |

Waork Location | Job Information | Payroll | Salary Plan | Compensation

Updats.-'Diap\ayl 4 Include History |

Step | Action

30.

Click the Employment Data link.
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] https:/ [herc.mis.uri.edu:7032 - Job Data - Microsoft Internet Explorer

| Fle Edt View Favortes Toos Hep

=18/ %]
i

J@Badchv D @ é‘/oSeardw ‘*Favontes {‘3

Y
N

JAddress@htlps:,’merc.mis.uri.edu:?ﬂ32;’psp,’csdev1;'EMPLOYEEﬂ-IRMS,’c,’ADMINISTER_\“:'ORKFORCE_{GBL)‘JOB_DATA.GBL?PORTALPARAM_P’I‘CNAV=HC_JOB_DATA_GBLj S HLinksH .

PeopleSoft.
[Mew &

Search:
®

[+ Self Senvice
[ Manager Self Senice
> Workforce Administration
[ Personal Information
7 Jab Information
[ Contract Administration
[ Review Job Information
[ Reports
[ URIHuman Resources
Reports
[» URI Human Resources
Tahles
[» Time and Labor
[+ Payroll for North America
[ Organizational Development
[ Recards and Enrollment
[» Financial Aid
[ Set Up HRMS
[* Reporting Tools
[ PeopleTaols
— My Personalizations
— My System Profile

||> My Favarites

Cowemide ¥ 0 o 4

Add to Favorites

Sign out

[ |

Org Instance Service Date: 0412912007

Instance Record

Last Assignment Start Date: 04120912007 First Assignment Start: ~ 04/29/2007

Assignment End Date:

HomelHost Classification: Home Years Months Days Time Reporter Data
Company Seniority Date: 0420007 [ Override © 0 0 4

Benefits Service Date: 0472972007 I” Override Y 0 0 4

Seniority Pay Calc Date: wpop7 T Owemice V0 g 4

Probation Date: I_ FH

Professional Experience Date:

L

Last Verification Date: Cl

Business Title: | Position Phone:
P E g
Job Data Employment Data  Earnings Distribution Benefits Program Participation

& save | B\ Return to Search | [=] Notify | 1) Refresh |

Updaie.-'l:iaplay| JE] Include History |

€l
#/5tart] [ £ bty fhercmisaic..

T @lenes
o ! 12:57PM

Step Action

31. | Click the Time Reporter Data link.

Time Reporter Data
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10-0-HAB P

3. 1 A
B'“ﬁ' ¥

PeopleSoft.
e 8

Search:
®

> My Favarites
> Self Senice
> Manager 3elf Senvice
[~ Workforce Administration
[» Personal Information
7 Job Infarmation
[» Contract Administration
[» Review Job Information
[ Reports
- Job Data
[ URIHuman Resources
Reports
[ URI Human Resources
Tables
[> Time and Labor
(> Payroll for North America
[» Organizational Development
[» Records and Enrolment
[» Financial Aid
> Set Up HRHS
[ Reporting Tools
[ PeopleTools
- My Personalizations
I~ My System Profile

Time and Labor Data

Winkey Murray

Payable Time Start Date: | E;J

o ;
*Effective Date: |U5m3f2”[]7 BY *Time Reporter Status: |Act|ve j' ¥’ Send Time to Payrol

Time Reporter Type  Time Reporting Template

¥ Flapsed I—Q
€ Punch I—Q

[ a

Time Period ID:

*Workgroup: Q
o

*Taskgroup: Q¥

Task Profile ID: Q
TCD Group: Q
Restriction Profile ID: Q

Q

Rule Element 1:

Rule Element 2: Q

Rule Element 3: Q

Rule Element 4: Q

Rule Element 5: Q

Time Zone: EsT Q Eastern Time
oK | Cancel | Refreshl

Add to Favories

New Window | Help | Customize Page |

100279985 Empl Red #:

1

First E 1 of 1 m Last

Commitment Accounting Flags
I” For Taskgroup
7 For Department

HE

Sign out

Step Action

32. | Click on the Payable Time Start Date field and enter the effective date of job.

This date is equal to the job hire date.
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10-0-HRAB L8

PeopleSoft.
Mens &

[ Persanal Information

= Job Infarmation
[» Contract Administration
[ Review Job Information
[» Reports

- My Personalizations
- My System Profile

Search:

> My Fauniies Time and Labor Data
[* Self Senice '

[ Manager Self Service Winkey Murtay

= Workforce Administration

Payable Time Start Date: |04429f07 ]

I -
*Effective Date: IUWMUU? 1'% *TimeReporter Status: | Acfive :I' [ Send Time to Payroll

R
”h;’

Restriction Profile ID: I Q

[ a

Time Reporter Type  Time Reporting Template Commitment Accounting Flags
b URI Human Resources @ tiapsed | Q I” For Taskgroup
Reports * Punch [¥ For Department
[» URIHuman Resources I Q
Tables
I Time and Lahor Time Period ID: I 6}
[+ Payroll for North America s l—
I Organizational Development Workgroup: Q”
[ Records and Enrollment *Taskgroup: | Q'
[» Financial Aid
b SetUp HRMS Task Profile ID: | Q
[ Reporting Taols ! I _Q
[ PeopleTools TCD Groug:

Rule Element 1:

Rule Element 2: I Q

Rule Element 3: I Q

Rule Element 4: I Q

Rule Element 5: I Q

Time Zone: IEST Q Eastern Time
0K | Cancel| Hefresh|

Wy -
."l' 2 X

Add to Favortes Sign out

New Window | Help | Custormize Page | &

ID: 100279985 EmplRcd# 4

First E 10f1 m Last

#HE

Step | Action
33. | Enter the Effective Date of the job.
(This date will be the same as the Payable Time Start Date.)
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10-0-H20|Pvwe

r1
EREN B

PeopleSoft.
Vew 8

Search:
®

> My Favorites

[ Belf Senvice

[ Manager Self Service

(7 Workforce Administration

[ Persanal Information

7 Job Information
[ Contract Adminisration
[» Review Job Information
[ Reports
-Job Data

[ URIHuman Resources
Reports

[* URIHuman Resources
Tables

> Time and Labor

[» Payroll for North America

[ Organizational Development

[» Records and Enroliment

> Financial Aid

[ SetUp HRMS

[+ Reporting Tools

[» PeopleTools

- My Personalizations

- My System Profile

Time and Labor Data

Winkey Murray

Payable Time Start Date; [14/2012007 [

Add to Favories

New Window | Help | Customize Page |

By - 8x
i

Sign out

100279985 Empl Red #:

ind ] F\ratm-l of 1

e -
Effective Date: [142907 'Y <Time Reporter Status; | Acive :I' ¥ Send Time to Payrol

Time Reporter Type  Time Reporting Template

& Flapsed I—Q
" Punch I—Q

[ a

Time Period ID:

*Workgroup: Q
*Taskgroup: Q "b
Task Profile ID: Q
TCD Group: Q

Restriction Profile ID: Q
Q

Rule Element 1:

Rule Element 2: Q

Rule Element 3: Q

Rule Element 4: Q

Rule Element 5: Q

Time Zane: EST Q
0K | Cancel| Refreshl

Eastemn Time

Commitment Accounting Flags
I” For Taskgroup
¥ For Department

4

HE

Step | Action

34.

The Time Reporter Status is Active.
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10-0-HAB| L@
PeopleSoft.

.\_‘\ L)
ﬁ.kﬁ .

Add to Favories Sign out

Search: New Window | Help | Customize Page |
DR T Time and Labor Data
[» Self Service .
ID: Empl Red #:
> Manager SeffSenice \Winkey Murray 100279985 pl 4
= Workforce Administration
I Personal Information Payable Time Start Date: |14/23/2007 B
w7 Job Information ;
A First E 1 0f 1 E Last
[ Confract Administration
) ' # -
Esgws‘é‘;m Information *Effective Date; [14292007 [ ¥ <Time Reporter Status: | ¢V :[' ¥ Send Time to Payrol =
Time Reporter Type  Time Reporting Template Commitment Accounting Flags
I URI Human Resources & Blapsed Q I” For Taskgroup
Reports ¢ Punch l— ¥ For Department
[» URI Human Resources Q
Tables
[» Time and Labor Time Period ID: Q
[+ Payrall for Morth America . I—
I» Organizational Develapment Workgroup: Q .
> Records and Enrallment “Taskgroup: Q¥
> Financial Aid
> SetUp HRMS Task Profile ID: Q
[ Reporting Toals TCD Group: Q
[ PeopleTools
- My Personalizations Restriction Profile ID: Q
— My System Profile I—
Rule Element 1: Q

Rule Element 2: Q
Rule Element 3: Q
Rule Element 4: Q
Rule Element 5: Q
Time Zone: EST Q Eastemn Time

0K | Cancell Refresh'

Step Action

35. | Click the Look up Workgroup button.
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10-0- WA L% 8IE-58-
PeopleSoft.

Search:

b Wy Fauores Look Up Workgroup
[ Self Senice

[ Manager Self Senvice AP

[ Workforce Administration Workgroup I begins wih J I

[> Personal Information

Descripﬁon:| begins with 7| |
= Job Information

[» Confract Administration
[» Review Jab Information Look Up | Clear | Cancel |Easic|_ggkug
[ Reports
- Job Data
[ URIHuman Resources Search Results
Repots 1of8
[ URI Human Resources \Workgroup Description
Tables INTDAILY  |ntemal Daily Positive Pay

> Time and Labor

[» Payrall for North America

[+ Organizational Development
[* Records and Enroliment

INTEXAM  Internal Psych Exams
INT HOURLY Internal Hourly Pasitive Pay

INTHRL RA Residential Life Resident Asat

I Financial Aid INTMUSIC  [nternal Music Instructors
[ Set Up HRNS INT PEHRLY Internal Prafessional Hourly
[ Reporting Tools INTTIP  Tipped In-hause Emplovees
I’ PeapleTools INTTOURS Alton Jones Tour Givers

- My Personalizations
- My System Profile

Add to Favories

By -9 x
."rﬂ

New Window | Help | &

Step | Action

36. | What you choose here will depend on the type of job you hired the person for.

In this instance it is INT Hourly - Internal Hourly Positive Pay.
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10-0-HEG Lve

n w'
Eg"‘i’ i

PeopleSoft.
e 8

Search:
®

[* My Favorites

[» Self Senice

[ Manager 3elf Senvice

[ Workforce Administration

[ Personal Information

= Job Information
[ Contract Administration
[ Review Job Information
[ Reports

[» URI Human Resources
Reports
[» URIHuman Resources
Tables
[» Time and Lahor
[ Payroll for Morth America
I Qrganizational Development
[ Records and Enrollment
[» Financial Aid
[ SetUp HRMS
[ Reporting Tools
[ PeopleTools
- My Personalizations
- My System Profile

Time and Labor Data

Winkey Murray

Payable Time Start Date: [04/20/2007 [3]

*
*Effective Date; [1423/2007 [0 ¥ *Time Reporter Status;  |Acive :I' [¥ Send Time to Payrol

Time Reporter Type  Time Reporting Template

¥ Flapsed I—Q
" Punch I—Q

[ @

Time Period ID:

*Workgroup: lm Q
*Taskgroup: l— Q ¢!
TaskProfie: | Q
TCD Group: l— Q

Restriction Profile ID: Q
Q

Rule Element 1:

Rule Element 2: Q

Rule Element 3: Q

Rule Element 4: Q

Rule Element 5: Q

Time Zone: EST Q
0K | Cancell Refreshl

Internal Hourly Positive Pay

Eastern Time

100279985

Add to Favorites

Sign out

Hew Windorw | Help | Customize Page | &,

EmplRcd# 4

First E 1 of 1 E Last

[HE

Commitment Accounting Flags

I” For Taskgroup
¥ For Department

Step

Action

37. | Click the Look up Task group button.
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=
i 'k?f g -

P e

[ Financial Aid
[» SetUp HRNS
> Reporting Tools
[» PeopleTools

- My System Profile

PeopleSoft.
e &

[» Payrall for North America
[* Organizational Development
> Records and Enroliment

- My Personalizations

Search:
" My Favortes Look Up Taskgroup
> Self Senvice
» Manager Self Service N ror——
(7 Workforce Administration Tashkgroup: I begins ih J I
[ Personal Information Desc“pﬁon;|begmswnh j|
7 Jab Information
[ Contract Administration
I Review Jab Information Look Up | Clear | Cancel |Easic|_00kug
[ Reports
[ URI Human Resources Search Results
Reports 1-4of 4
[ URIHuman Resources Taskaroup  Description
Tables CPRC IPR  CPRCInstiutional Payrall
> Time and Labor

CPRC W3  CPRC Work Study Payroll
PENONCATSK Commitment Accaunting
PSNONTASK Mon Task Taskaroup

Add to Favortes

gy .
.'il' 8 X

Sign out

Hlew Window | Help |

Step

Action

38.

The Task group will always be
PSNONCATSK - Commitment Accounting.
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10-0-HWEG L@

PeopleSoft.
Mes B

Search:
®

[+ My Favorites

[» Self Senice

[ Manager Self Senice

= Workforce Administration

[ Personal Information

7 Job Information
[» Contract Administration
[» Review Job Information
[» Reparts

[ URI Human Resources
Reparts

[» URI Human Resources
Tables

[> Time and Labor

[> Payroll for Morth America

[ Organizational Development

[ Records and Enrallment

[» Financial Aid

[> et Up HRMS

[ Reporting Tools

[ PeopleTools

- My Personalizations

— My System Profile

Time and Labor Data

Winkey Murray

B,

2k

Payable Time Start Date: IUMQQJQ[]UT B

o ;
*Effective Date: I[]ng?[][]7 B ¥ +Time Reporter Status; | ACHE :I' ¥ Send Time to Payrol HE

Time Reporter Type  Time Reporting Template

¥ Elapsed I—Q
€ Punch I—Q

Time Period ID:
*Workgroup:
*Taskgroup:
Task Profile ID:
TCD Group:

[ Q
INTHOURLY &
[PsnancaTs @, %
[«
[«

Restriction Profile ID: I Q

Rule Element 1:
Rule Element 2:
Rule Element 3:
Rule Element 4:
Rule Element 5:

Time Zone:

0K | Cancell

| Q
| Q
| Q
 a
 a
ET @

Refresh |

Add to Favorites Sign out

Mew Window | Helo | Custormize Page | 21

ID: 100279983 EmplRed#: 4

First E 10f1 m Last

Commitment Accounting Flags
¥ For Taskgroup
% For Department

Internal Hourly Positive Pay

Commitment Accounting

Eastern Time

Step Action

39. | Click the Plus (+) button to add in the inactive row.
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10-0-HAB P

3 T A
B'“ﬁ' ¥

PeopleSoft.
e 8

Search:
®

> My Favarites

> Self Senice

> Manager 3elf Senvice

[~ Workforce Administration

[» Personal Information

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

[ URIHuman Resources
Reports

[ URI Human Resources
Tables

[> Time and Labor

(> Payroll for North America

[» Organizational Development

[» Records and Enrolment

[» Financial Aid

> Set Up HRHS

[ Reporting Tools

[ PeopleTools

- My Personalizations

I~ My System Profile

Add to Favories Sign out

New Window | Help | Customize Page |

Time and Labor Data

Winkey Murray ID: 100279985 EmplRed# 4

Payable Time Start Date; [04/29/2007 &

Fing |ViewAl  First (44 12 0 st

o ;
*Effective Date: |b5m3!2[][1? B Time Reporter Status: |Act|ve j' ¥ Send Time to Payrol HE

Time Reporter Type  Time Reporting Template Commitment Accounting Flags

¥ Flapsed Q 7 For Taskgroup
£ Punch I—Q 7 For Department

Time Period D Q

“Workgroup: INTHOURLY & Intamnal Hourly Positive Pay
*Taskgroup: PSNONCATS @, ¥ Commitment Accounting
Task Profie I0: Q

TCD Group: Q

Restriction Profile ID: Q

Rule Element 1: Q

Rule Element 2: Q

Rule Element 3: Q

Rule Element 4: Q

Rule Element 5: Q

Time Zone: &l Q Eastern Time

0K | Cancel| Refreshl

Step Action

40. Enter the Effective Date of the Inactive row.

This will be the same date as the job termination.
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10-0-WEB L@ 228
PeopleSoft,

Add to Favorites Sign out

Search: New Window | Help | Customize Page | &
b My Favaries Time and Labor Data
Ei‘i‘éi’jﬁf?’;wm Winkey Huray 007 EmplRed#: 4
[ Warkforce Administration
I» Personal Infarmation Payable Time Start Date: [0420/2007 &
7 Job Information

FindViewAl  First 44012 I Lagt

[» Contract Administration
) o ‘
E Ee‘"e:m Infomation “Effective Date: (151307 1 ¥ +Time Reporter Status: [Inactive :I' ¥ Send Time to Payroll =
eports
Time Reporter Type  Time Reporting Template Commitment Accounting Flags
1> URI Human Resources & Elapsed Q W For Taskgroup
Reports  Punch l— ¥ For Department
[ URIHuman Resources Q
Tables
> Time and Labar Time Period ID: I Q
[+ Payroll for Morth America
b Organizational Development *Workgroup: ||NT HOURLY Q” Intemal Hourly Postive Pay
b Records and Enrollment *Taskgroup: IF'SI‘“:"W\TS Q¥ Commiment Accourting

[ Financial Aid
I Set Up HRUIS Task Profile D: | Q

[ Reporting Tools TCD Group: I Q

[ PeapleTaols

- iy Personalizations Restriction Profile ID: I Q

- My Systemn Profile l—
Rule Element 1: Q

Rule Element 2: I Q
Rule Element 3: I Q
Rule Element 4: I Q
Rule Element 5: I Q
Time Zone: IEST Q Eastem Time

0K | Cancell Refresh|

Step Action

41. Select Inactive from the list
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A Ny 3 T = My -5 x
10-0-HEAD L@ 358 i
People SOftE Add to Favorites Sign out
Wi ;
Search: New Windaw | Help | Customize Page | .5,
b My Favortes Time and Lahor Data
[* Self Senvice )
D: Empl Red #
> enage SelfSenice Winkey Murray 100279985 pl 4
(7 Warkforce Administration
b> Persanal Information Payable Time Start Date (14292007
= Jab Information . " .
Time Reporter Data ViewAl  First 4 yor2 B s
I Cartract Administration = . g liew Al i 120 g
Egg”‘;’:{";”b Informafion “Fflective Date: 15132007 5 ¢ *Time Reporter Status: :I' ¥ Send Time to Payroll HE
. IubData Time Reporter Type  Time Reporiing Template Commitment Accourting Flags
I URI Human Resaurces & Hapsed Q E For Taskgroup
Reports £ Punch ¥ For Department
[ URIHuman Resources Q
Tables
b Time and Lator TmePeriodly: | Q
1> Payrall for Norih America
) Organizaonsl Development Wogo WTHOURLY O‘R Intemal Hourl Postve Pay
b Records and Enoliment “Taskgroup: IPSNONCATSO\ ¥ Commiment Accounting
I Financial Aid
> Set Up HRHS Task Profile ID: | Q
[» Reporting Tools i | Q
I PeapleTools TCDGrou:
- My Personalizations Restriction Profile ID: I Q
- Iy System Profile l—
Rule Element 1: Q
Rule Flement 2: | Q
Rule Flement 3 | Q
Rule Element 4: I q
Rule Element &: I Q
Time Zong: IEST q Eastemn Time
o | coner | reres |
Step Action
42. | Click the OK button.
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el

10-0-H A6 L8 2

PeopleSoft.

By - 8x

Add to Favories Sign out

Professional Experience Date: I Eﬂ

Search: New Window | Help | Customize Page | = 2|
b Ny Favortes Employment Information
b Self Senice | EWP I Empl Red #
5 Manager Sefl Senice Winkey Murray I 100279935 p 4
7 Workforce Administration
LS Infqrmatmn Organizational Instance Red: 4 Original Start Date: 042012007 [ override
7 Job Information
[ Contract Administration Last Start Date: 042912007 First Start Date: 04290007
» Review Job Information - )
b Repors Termination Date: ) Years Months Days
Org Instance Service Date: 040007 [Overide ¥ 0 0 4
[* URI Human Resources
Repars
[» URI Human Resources
Tables
S o Instance Record
{» Payrall for Norin America Last Assignment Start Date: ~ 04/29/2007 First Assignment Start: ~ 04120/2007
> Organizational Development ]
> Records and Enrallment Assignment End Date:
g ;':TaS;‘ﬂ;Mds HomelHost Classification: Home Years Months Days Time Reporter Data
[ Reporting Tools Company Seniority Date: 0412912007 I Override ':-’ 0 0 4
[» PeopleTools i -
_ Wy Personalizations Benefits Service Date: 04/29/2007 [ override : 0 0 4
- My System Profile Seniority Pay Calc Date: o007 [ovemide ¥ o 0 4
Probation Date: I e

Last Verification Date: Eﬂ

Business Title: | Position Phone:
Y E s
Job Data Employment Data  Earnings Distribution Benefits Program Participation

ﬁSavel .QReturntuSearchl |“-?|Nu1ifv| 1) Refresh

i UpdateDisplay Include Histol b

Step Action
43, Click the Save button.
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10-0-HRAD L

Q'-_\
-

PeopleSoft.
Mew &

Search:
®

[» My Favorites
[» Self Service
[ Manager Self Semice
7 Workfarce Administration
[ Persanal Information
« Job Information
[» Contract Administration
[» Review Job Information
[ Reports
[» URI Human Resources
Reports
[» URIHuman Resources
Tables
[» Time and Labor
[ Payroll for Morth America
[ Organizational Development
[ Records and Enrollment
[» Financial Aid
[ Set Up HRMS
[ Reporting Tools
[ PeopleTools
- My Personalizations

- My System Profile

L]

.

h..—w
N

iy - 9 x
'|;r5

Add to Favorites Sign out

New Window | Help | Customize Page | & ]

{ Employment ormation |
Winkey Murray EMP D: 100279985 EmplRed# 4
Organizational Instance Rod: 4 Original Start Date; 041292007 [ override
Last Start Date: 0412912007 First Start Date: 04/29/2007
Termination Date: Years Months Days
Org Instance Service Date: 0412912007 [ Override ':’ 0 0 4
Instance Record
Last Assignment Start Date; 041209/2007 First Assignment Start: ~ 04/29/2007
Assignment End Date:
Home/Host Classification; Home Years Months Days Time Reporter Data
Company Seniority Date: 0412912007 [ Override gt 0 0 4
Benefits Service Date: 0412912007 [ Override “ 0 0 4
Seniority Pay Calc Date: 0412912007 [ Override “ 0 0 4
Probation Date: I— E
Professional Experience Date: I— Eﬂ Last Verification Date: I— Eﬂ
Business Title: | Position Phone: I—
»E s
Job Data Employment Data  Earnings Distribution Benefits Program Participation

Bl save | 2\ Return o Search | [=] hotify | ) Refresh

P Llcdats;'313p|auf| ] Include History hd

Step

Action

44,

Once you have hired your internal employee, proceed to Modify a Person to verify
their personal information and enter in the I-9 information.

Forward the appointment letter and all 1-9 documentation to Human Resources.
End of Procedure.
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