9.2 Entering Rehires

Purpose: Use this document as a reference for how to enter rehires in ctcLink.

Audience: HR Specialists.

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

+ ZC HR Employee Maintenance

« ZD HR Central Config VW

« ZD HR Admin View Job Data

+ ZD Benefits Employee Data Inq

* ZD HR Employee Maintenance VW
« ZD HR Limited Person Job Info

* ZZ HR Employee Maintenance

« ZZ SS Workforce Administrator

+ ZZ FWL HCM Pay Process

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

The Rehire process is used only for workers whose payroll or job status is:

« Terminated

« Terminated with Pay
* Retired

* Retired with Pay

Enter a Rehire

Navigation: NavBar > Navigator > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Enter the Empl ID.

Select the Search button. Search Results display.

Select the appropriate Empl Record from the Search Results.

AN~
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Job Data

Enter any information you hawe and click Search. Leave figlds blank for a list of 2l values.
Find an Existing Valus |
 Search Criteria
Empl ID' | begins with ~
Empl Record | = v
Name | begins with
Last Name | begins with
Second Last Mame | begins with
Alternate Character Name | begins with

Middle Name | begins with -

Oinclude History [ Correct History [ Case Sensitive

Clear | Basic Search BP Save Search Criteria

Search Results

Wiew All 1-20f2 «

Empl ID Empl Record | Hame First Name Last Name Second Last Name Alternate Character Mame Middle Name
Z01015809 0 Drew Allen | Drew Allen {blank) (blank) {blank)
201015805 | 1 Direws Allen | Drew Allen {blank) (blank) {blank}

5. The Job Data page displays.
6. On the Work Location tab, notice that the payroll status is Terminated.
7. Select the Add a New Row button.

Work Location Job Information Job Labar Payrall Salary Plan Compensation CTC Job Data CTC Eamings Distribution

............... Empl ID' 201015805

Employee Empl Record 1
ork Location Details (7 -
Work Location Details (7) Q 1ef1
*Effective Date 031682018 - | Ga To Row -
Effective Sequence ] *Action | Terminaticn ~
HR Status  Inactive Reason | Secarated Student Emp Status ~
Payroll Status  Terminated *Job Indicator | Prmary Job - |

Forrset i

8. A new row displays to update.
9. Enter the Effective Date of the rehire.
10. Select Rehire from the Action drop-down menu.
11. Select Rehire from the Reason drop-down menu.
12. Select the appropriate Job Indicator from the drop-down menu.
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Work Location Job Informaticn Juob Labar

Employes

Work Location Details (7

*Effective Date | 02/11/2018

Effective Sequence o

HR Status Actie

Payroll Status  Active

Payrall Salary Plan Compensation

Empl ID 201015805

Empl Record 1

CTC Job Data

CTC Eamings Distribution

*Action | Rehire

Reason | Rehire

*Job Indicator | Prmary Job

o

Go To Row

13.
14.
15.
16.

Select the Job Information tab.

The Job Information page displays.

Enter the Job Code or use the lookup icon to search for the appropriate job code.
Select the lookup icon to select the Supervisor ID.

Work Location Job Information Juob Labor Payroll

Employes

Job Information Details (%

Effective Date  03/11/2010

Effective Sequence 0
HR Status Active
Payroll Status  Active

*Job Code | 52220

aj

Entry Date | D3/11/2010

Supervisor Leve

Supervisor 1D 1101001513

Reports To
*RegulariTemporary | Temporary
Empl Class | Student

*Regular Shift | Not Applicable

Salary Plan Compensation

Empl I 201015805
Empl Record 1

Action
Reason

Job Indicator

OFFICE ASSIST |- WS

Mica Coolk

*FulllPart | Par-Time
*Officer Code | Mone
Shift Rate

Shift Factor

CTC Job Data

Rehire
Rehire

Primary Jcb

CTC Eamings Distribution

Cousrrent

17.
18.
19.

Or

Select the Compensation tab.
The Compensation page displays.
Select the Default Pay Components button to execute rate codes based on the default

values specified on this page.

20. Select the Calculate Compensation button to recalculate the employee’s compensation
without executing any rate code defaults or replacing default values.
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21. Select the Save button.

Wik Lazabion || Job Infaematian || Job Labar || Paynol || Satary Flan |I Compancation || CTC Jon Data || CTC Eamings Distribution

EmpliD  204MMES0S

Emphayes: Empl Amcard 1

Compenzation Detallz 7 =1 tatz | kM

Effeotive Dabe 031112019

Effsntive Eaquence 0 Aotlon  Rafire

WA Btus  Actve Rescon  Renim
Fayroll status  Active Job indioator  Frimary Job
Currant
Compsntation Rats 26, DO0000RD “Fragquamoy HQ Haoury
+ Comparative Information 3
¥ Pay Rates ()
| Dafautt Pry Campoasntt |
Pay Components [
B oa IR
| ‘Amounis || Controts || ‘Changas || Comersion | [I»
“Raie Coda 0g Comp Rabe Currsney Frequenay Peroent
1| | MAHELY =1 o 1zz4p00059 | |usD Q| |k o + -

Caloulsty Compancation

Job Data Emplaymant Data Eamings Distribution Banafits Frogram Farticipatian

“| Return fo 3saron || Frevicut In List Naxtin Lict oty Refrach Updats/Dicplay Inolude Hiciory || Corrat Hictary

mation | JobLabar | Fayral | Salary Plan | Compensabion | CTC JobData | CTC Earmings Distributian

ork Locatian | Jab Ini

22. The process to enter a rehire is now complete.
23. End of procedure.
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