9.2 Hire an Applicant from TAM

Purpose: Use this document to go through the process of hiring an applicant from TAM.

Audience: HR/Hiring Staff.

@© You must have at least one of these local college managed security roles:

+ ZC HR Employee Maintenance
* ZZ HR Employee Maintenance
« ZZ SS Workforce Administrator

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Hire an Applicant from TAM

Navigation: NavBar > Navigator > Workforce Administration > Personal Information >
Manage Hires

Manage Hires

The Manage Hires page displays.

Select Type of Hire in the Select Transactions Where field.

Hire option is pre-populated in the Equals field; change if needed.
Select the Refresh button.

Select the Name of person to be hired.
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¢ Employee Self Service Manage Hires

Manage Hires

The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

Manage Hires

*Select Transactions Where

Hire Transactions

Select Start Data
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Cancel Selected Transactions
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Type of Hire

Source

Recruiing Solutions

Resniiting Salutians

Recruiing Solutions.

Resniiting Solutions

Resniting Solutions

Recruiing Solutions.

Resniiting Solutions

Recruiting Solutions

Recruiing Solutions.

Resniiting Solutians

Submitted By

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Todd Manar

Pamals Kally

View/Edit Person

3

10.
11.
12.

13.

The Manage Hires Detail page displays.
All fields in the job section will be pre-populated from the Job Opening and Job Offer except

the Empl ID if the applicant is not a former employee or student.
Change the Desired Start Date, if needed.
For a Type of Hire = Hire.
Leave the default for Org Instance to Create new Org Instance.

For Employment Record, leave the default to Create New Assignment.

If the applicant is a current or former student/employee, the option to View/Edit Person is
available, to view and edit the existing Personal Data.

Select the Add Job button and follow instructions from the Add Job Data section below.
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Manage Hires
Manage Hires Detail

Add Person

14. If the applicant is not a current or former student/employee, change the Desired Start
Date, if needed.

15. Type of Hire = Hire.

16. Leave the default for Org Instance to Create new Org Instance.

17. For Employment Record, leave the default to Create New Assignment.

18. Select the Add Person button.
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19.
20.
21.
22.

23.
24.

25.

26.
27.
28.
29.

The Biographical Details tab displays.

The fields will be populated with data from Recruiting Solutions.

The name will display. Select the Edit Name button to edit if needed.

The Effective Date field will default to the Desired Start Date from the Manage Hires
page. Leave as is or change if needed.

Enter the employee's Date of Birth.

If the applicant entered the Gender on the application it will default. If not, the field will be
blank; enter the employee's Gender.

If the applicant entered the Highest Education Level on the application, it will default. If not,
the field will be blank; enter the employee's Highest Education Level.

Select the employee's Marital Status.

Select the Language Code.

Enter the employee's National ID (Social Security Number).

Select the Contact Information tab.
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32.
33.
34. Select the Regional tab.

9.2 Hire an Applicant from TAM

The Contact Information page displays.

If the applicant entered Contact Information on their application, the information will be
populated. Validate and/or enter the Address.

Validate and/or enter the Phone Type.

Validate and/or enter the Email Address.
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Buzz Lightyear

Bicgraphical Detaitz || Contact Information Regional | Crganizational Relationships

Emgd 1D NEW

Current Addresses

n q

Aress: As Of Date Status Pddress

Type

s 000 Test sy
Home 102019 A aisies. Ga 30327

Ediiew Akirecs Detai +

Phone Information

Fhane Type Telephone Extension

=5 Qq HICR

Email Addresses

= aq “1at1[]

Email Type JEmail Address Prefered

Business £ jrmatinp@=boic.edu =) +

Instant Message IDs (7

= q 110 1]

*IM Protocol “IM Domain *Wetwork ID Freferred

= o -

oK Cancel Apply

Biographical Detnils | Cortnot Information | Regional | Organizationsl Relotisnships

i All

View 21l

Redresh

35.
36.

37.

38.

The Regional tab displays.
default. Validate and/or select the Ethnicity.

Validate and/or select the Military Status.

9.2 Hire an Applicant from TAM

Select the Organizational Relationships tab.

If the employee entered their Military Status on application, the information will default.

If the employee entered their Ethnicity information on the application, the information will
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39. The Organizational Relationships page displays.

40. Use the Organizational Relationships page to select an organizational relationship and
checklist for this person. The type of Organizational Relationship is defaulted from the

Recruiting Solutions module.

41. Select the Add Relationship button to save the data on this component.
Biographical Details Conlact Information Regional
Buzz Lightyear Person ID NEW

Choose Org Relationship to Add

¥ Employee
Contingent Worker

Person of Interest

Select Checklist Code v )]

OK | Cancel Apply

Biographical Details Contact Information | Regional Organizational Relationships

Refresh

Add Job Data

1. The Manage Hires page displays.
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2. Use the Work Location page to specify information abut the employee's job such as the:
*+ position
* regulatory region
« company
+ department
* location

w

The Effective Date defaults to the Desired Start Date from the Manage Hires page.

4. The Job Indicator field specifies whether the job is a primary or secondary job. Retain the
default value.

5. The Action/Reason fields define the action and reason associated with this job record It
defaults to Hire for a new record. Accept Hire for Action and enter New Hire for Reason.

6. The Position Number, Company, Business Unit, Department and Location fields will
default from Recruiting.

7. Select the Job Information tab.

< Manage Hires Detall Manage Hires
Wiork Location Jab Infarmation Jab Labor Payra Satary Plan Campensation CTC Job Data CTEC Earnings Distribution

Tony Smitn EmplID 101012807

Ermployee Empl Record 0

Work Location Details (@ Q 1af1

“Effective Date [gao7zatd = [ &0 To Row +| -
Effsctive Sequence 0 “action | Hire
HR Status  Aciive Reason

“ cat S—
Payrol Status  Active Job Indicator | prirary Job

Poslfion Humber | 00003568 a FUNCTIONAL ANALYST

Override Position Data

Poslition Entry Date  04/07/2019
Pasition Management Record

Regulatory Region  USA

Company 850
Business Unit  HRE30 SBCTC
Dapartment 98875
Department Entry Date  04/07/2019
Location  MAINL State Board for Comm. and Tech

Establishment I 860 a SBCTC Dats Created 0S0E/2010

Last Start Date  0407/2019
Expectsd Job End Dats

Tk Cancel Apply Rafresh

8. The Job Information page displays.

9. Use the Job Information page to specify information about an employee's job, such as job
code, employment status, employee class, shift, and standard hours. These fields are
defaulted from Recruiting.

10. Enter Supervisor ID.
11. Enter Employee Class.
12. Select the Job Labor tab.
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m— Sobisber || Pagcit || EslaryDisn | | Compenesion || CTCjebDsts || CTC Esesings Dieiributon

Bz Lightyear Empl i 161013506
Ermpicyes Empi Aecona 0
Jab Information Details Q| 1ot 1]
Effaciive Dale 02105018 | estemsw
Effeciive Ssquance 0 Ztion e
HR Stetus  Active Rapson
Payroll Hatus  Active Job Indicator  Primary Job .
Curment
Job Cote 000300 FUBCTIONAL ANALYST
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FullPart FullTime
“OMEHI GOt | Mane
Shift Rata
sna Facton
Standard Hours T
Siandsed Mours ansn Wors Pariod Wy Wik
e 1,630080
Contract Number
Contraet Mumbar a Nt Contraet Numbar
Contract Type
ek Do Employment Das Eamirge Disriusion
(| o | e
Work Locatien | Job bltwrnation | Job Lshor | Payeoll | Sslary Plan | Gampeneation | CTC Job Dats | CTC Eamisge Distributon

13. The Job Labor tab displays.
14. Select Bargaining Unit.
15. Select the Payroll tab.

Wiork Location || dob Infrmatian Job Labar | Payrol || ‘Salary Flan || Campansation || CTC Jab Data || ©TC Eamings Distributicn

Tomg

Employee Empl Resord 0

Empl D 101012907

Labar Infarmation Q 1att e

Effective Dats Q207205

Effective $aquence 0 sotion  Him
HA Bafus  Active Reason
Fayroll Batus  Active Job Indloator  Primary Jah

Curant =

Sargaining Ut E

Labar Agresmant Q

Labar Agrssmant Entry Df =]
Empilayse Catngory a
Empicyse buboxtagory Q
Empioyes Subostagary 2 a

Position Mansgement Regord
Union Code
Union Benlartty Dts B
‘Works Counall ID

Lator Faciity ID Q
Enry Datn =]

O &top Wage Progreceion
O Pay union Fas

O Exempt from Layafr Reason a
Assignad Senlority Dates (7
B q 10w
Eznlority Date Contral Valse “Labar Benlority Date ‘ovarride Owerride Rescon

Recaloulsts 3aniority Datss

16. The Payroll tab displays.

9.2 Hire an Applicant from TAM Page 9



17.

18.

19.
20.

21.

Use the Payroll page to enter employee payroll processing data. The payroll system and pay
group information specified on this page affect the compensation processing.

The Payroll System field identifies the payroll application associated with PeopleSoft HRMS
at this site. Update the Absence System from Other to Absence Management.

Select Pay Group from list.

The Tax Location Code field identifies the tax base associated with this employee. This will
default after Pay Group is selected . Employee Type field will default from Pay Group.
Select the Salary Plan tab.

ik Lzt ity IrdrrreSen Jes Lo Salary Fisn Cemerineton CTC Jsk Data CTC Earmings Dissibision

Bz Lighiysar EmpliD 105012908
Employss Empl Mecofd O
Payroll Infarmation a C

Effsctive Dats  G4/102018 L GoToRow
Effeciive Sequence o Aption  Hie
HR Stafus  Acte
Payroll Siatus  Active lob Indlcatar  Pamary ki

PEYTON SySlean | Payeoll for Mo America >~

Employes Typs =1 Holday Schaoule | NONE | i brslictay

GL Pay Typs FICA Stabun | Subsject >

22.
23.
24.
25.

The Salary Plan page displays.

The Salary Plan value will default.

Choose a Step to place the employee in, where applicable.
Select the Compensation tab.
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26. The Compensation tab displays.

27. Use the Compensation page to specify the compensation date of an employee.

28. If you do not select the Default Pay Components button on this page after updating
relevant job data fields, a warning message will be displayed when you attempt to save the
new record.

29. Select the Default Pay Components button.

30. Select the Rate Code field. Enter the desired information into the Rate Code field.

31. Select the Comp Rate field. Enter the desired information into the Comp Rate field.

32. Use the Calculate Compensation to calculate an employee's compensation.

33. Select the Employment Data link.
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Wilark Location dob Information dob Labor [ Galary Plan E CTC Job Dets CTC Earnings Distribusion

Suzz Lightyser EmpliD 101012906
Zmoioyen Empd Record 0
Compenaation Detalls (7 -1 16014

Effective Date 04102018 | GoToMow | |

Effective Sequenca 0 Action  Hie
HR Status  Active Reanon
Payroll Sisfus  Active Job indicator  Primary Job ;
Curent
Compenaation Rate £.0000007d “Frequency sa ]
» Comparative Information )
* Pay Ratss (7
Pay Components
£ +1af1[v]
Amaunts | | Contrals Changes Corversion. | Iy
Cusrency Frequency Percant
=] Q a + -

Job Dt Ermpicyment Data Esmings Dissibusion Benedts Program Paricipason
R ome | frve

MNork Locaion | Job Information | Job Labor | Payedll | Sstary Plan | Compensation |  CTC JebData |  CTC Eamings Dissribwtion

Employment Information

34. The Employment Information page displays.
35. Select the Time Reporter Data link.

Employee Empl Record 0

Organizational Instance ®

Organizational Instance Red 0 Original Start Date  04/10/2019 L1 override
Last Start Date First Start Date
Termination Date Years Months  Days
"
Org Instance Service Date  04/10/2019 U Override Y 0 1
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 04102019 First Assignment Start  04/10/2019
Assignment End Date
Home/Host Classification  Home Years Months  Days Time Heporter Data
”
Company Seniority Date ~ 04/10/2019 H Override Y 0 1
. "
Benefits Service Date  04/10/2019 O Oveirios ‘0 0 1
"
Seniority Pay Calc Date  04/10/2019 U Override " 0 1
Probation Date 3
Professional Experience Date ﬁl Last Verification Date
Business Title  FUNCTIONAL ANALYST Position Phone
B usa
Job Data Employment Data Eamings Distribution Benefits Program Participalion

| ok | concel | Awpiy Refresh
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36. The Time and Labor Data pagelet displays.

37. Enter the Effective Date.

38. Select the appropriate Time Reporter Type.

39. Select the Time Template (Elapsed or Punched).
40. Select the appropriate Work Group.

41. Select the CTC Taskgroup Non Commit Acct.
42. Select OK.

Time and Labor Data x r

Time Reporter Data Q 10f 1]+ Wiew Al ~

!!'

_

*Effective Date  04/11/2019 *Statud | Active b + -

“Time Reporter Type  Elapsed Time Reporter v Payroll

B4 Send Time to Payroll
Elapsed Time Template Q

Punch Time Template Q

Commitment Accounting

Time Period ID Q
For Taskgroup

For Department

2

“Workgroup

*Taskgroup

TCD Group
Resfriction Profile ID
Rule Element 1

Rule Element 2

Rule Element 3

Rule Element 4

R L L L Ll L L Oy L

Rule Element 5

el

Time Zone PSS
ime Zone  PST Pacific Time (US)

e |t -

43. The Employment Information page displays.
44. Select the Benefits Program Participation link on bottom of page.
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Employee
Organizational Instance (2

Organizational Instance Red 0
Last Start Date

Termination Date

Org Instance Service Date 041062019

Organizational Assignment Data &

Instance Record
Last Assignment Start Date  04/10/2019
Assignment End Date

HomelHost Classification  Home

iy i L]
Company Senlority Date  0440/201% O Overide 0 [} 1
Benefits Service Date  04/10/2019 [ Ovemide Ky 0 0 1
L]
Seniority Pay Calc Date 0411012019 H Overide 0 0 1
Probation Date ]
Professional Experience Date | Last Verification Date ]
Business Title  FUNCTIONAL ANALYST Position Phone
EHusa
Job Data Emplayment Data Eamings Distribution I Benefils Program Participation I
OK Cancel Apply

Empl Record 0

Original Start Date  04/10/2019 L1 override
First Start Date
Years Months [ |-'|yS
Ll Override v 0 0 ;

First Assignment Start  04/10/2019

Years Months Days Time Reporter Dala

Benefits Program Participation

45. The Benefit Program Participation page displays.

46. Enter Benefit Record Number = Enter your company code.

47. Select the applicable Benefit Program.

48. Select Apply.
49, Select Save.
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Esnafit Frogram Fariolpetion
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Banafits Adminlstraticn Englblity 5
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Elig Fid 7

Banent Program Participation Detallz %)

*Eftective Dats |onnE20S

sZenafit Frogram

Joi Data Employmant Data

= usn

Elig Fid 2

ENg FiI 6

Elig Fid B

Cumanay Coda

WC1ZHT

Primary Jab

Earings Distribution

Tartw

 cotommw |

Curnnt U

Eenafitc Employes Efafuc  Active

Elig Fid 3

ENgFid e

Elig Fid §

1af1 i 21

Banafits Program Farticipation

 Rotmen

50. The process to hire an applicant from TAM is now complete.
51. End of procedure.
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