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Administer Workforce Overview
Key Changes

m Introduction of the “Person Model” in the Hiring Process

m Improved capability for tracking state job titles and job
family.

m Added Military Discharge Date

m Enhanced reporting capabilities
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Your Administer Workforce Pages

Creating/Maintaining Employee Human Resource Data

Add a Person

.

» Biographical
Details

» Contact
Information

* Regional
* Organizational
Relationship

J/

.

Create/Maintain Job

Information

* Job Data
* Employment
Information

* Time & Labor
Data

» Benefit Program
Participation

+ Citizenship Status

J
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Search for Matching Persons

Search Criteria

Search Type: Ferson Ad Hoc Search

Search Parameter: FSHR_SAVE_TIME HR Auto Run at Sawe Time

Search Result Code: |poros TRap RES/Q ©5_Ferson Traditional Results

User Default | Clearal | CanyID Reset |

Search Criteria

Search Felds Value
Address Line 1 | |Q
i | Search Criteria

You can use this
page to confirm a
Person does not
already exist
within the system.

First Mame Search |

Last Mame Search

Date of Birth [ =
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Adding a Person

| Biographical Details ' ContactInformation '} Regional ) Organizatiohal Relationships |

Person ID:

oazaznns 5

‘Effective Date:

*Format Type: | English . |

Display Name: Add Marme
Date of Birth: I:IEJ 0 Years 0 Months
Birth Country:  [USa|Q United States

Birth State: [

Birth Location: | |

MEWY
First E 1af 1 II' Last

#[=]

Waive Data Protection [

Biographical History

‘Effective Date:

owzaos 5

‘Gender: W‘

‘Highest Education Level:
‘Marital Status:

Language Code:

Alternate ID:

~ National ID
‘Country

A-Mot Indicated v/

|Unkn0wn

CIFull-Time Student

‘National ID Type

o~ . - . a |
Customize | Find | Wiew All | &=
Mational ID

UgA

|Q |SnciaISecurityNumher v| |

First [4] 1of 1 [¥] Last

Primary ID

[+ =]

Direct

The Employee’s First
Name/Last Name are
now entered by clicking
on the Add Name
hyperlink.

There is a new checkbox
In the National ID section
— Primary ID. If a
person has multiple ID’s,
one should always be
identified as the Primary
ID.
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Your Administer Workforce Pages
Adding a Person

Edit Name

Prefix: i

First Hame: Middle Hamie:

Last Name:
Suffix: v Edit Name

When you enter a
person’s full name,
you can then click the
Refresh Name button
to see the Display
Name, Format Nam
and Name.

Refresh Narne | Display Name:

Formal Hame:

HName:

] | Cancel | Refresh
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Your Administer Workforce Pages
Adding a Person

{ Biographical Details | Contact nformation % Regional Y Organizational Relationships |

Robert Wento Person ID: [ EW

Current Addresses Custormize | Eind | View All | e First [4] 1af 1 [H Last
Address As Of Date Status Address

Type

Home 09232008 A Al ey [=]

Dietaif

Phone Information e ecllaieil; Contact Information
'Phone Type Telephone Extension | T enter an address
Wyt

you now click the Add
el Address Detall link.
You can now keep a
history of address
changes because it is a

separate componentV

‘Email Type ‘Email Adidress

Bl Save | [=] Matify Previous tab | S Nexttabh | ) Refresh
)

Biographical Details | Contact Infarmation | Eegional | Drganizational Belatid




Direct

Your Administer Workforce Pages
Adding a Person

| Biographical Details | ContactInformation | Regional % Organizational Relationships

FohbertYento Person lD: ] =)

Find [view Al First (4 1o 1 (Y] Last

Regulatory Region: U United States Ethnic Group: |:|O\ =]

ClPrimary

Effective Date: 0912372008 |9 Remember that
Date Entitled to Medicare: I:IE"J Military Status: | the + S|g n allows

Citizenship {Proof 1) I:I Citizenship (Proof 2): I:I yOU to add a new

Eligible to Work in U.S. ) ]
row of information

and also keep

Customize | Find | o

‘Smoker ‘As of historical

1 8 information. V




Direct

Your Administer Workforce Pages
Adding a Person

| Biographical Details § ContactInformation | Eegional { Organizational Relationships |

Robert Vento Person ID: MEWY

[ 1Employes Add the Relationship |

[ ] Contingent Worker —
[IPerson of Interest Organizational

Relationships

The new Person Model,
allows you to select -
from three person types:
1.Employee

2.Contingent Worker
3.Person of Interest V

-

El save | [=] Matify | Previous tak Ls Refresh | Es Add |

Bingraphical Details | Contact Information | Begional | Organizational Relationsh
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Job Data

Direct

[ Work Location {_Job Information " Job Labor Y/

Fayroll

i SalaryPlan ' Compensation

Robert Wento

EmP

1D:

10107860

EmplRcd# 1

First E' 1 af 1 El Last

Find

HF. Status: Active Payroll Status:  Active
‘Effective Date: | 08/23/2008 |5 Sequence: O *Job Indicator: | Primary.Job o
*‘Action: | Hire o8 | Reason: r =
Last Start Date; 095232008 Termination Date; Im p ortant New F| el d

Expected Job End Date |:|E"J

Paosition Number:

| Q

‘Regulatory Region:
‘Company:
‘Business Unit:
‘Department:
‘Location:

Establishment ID:

usa @

[ e
[UMCENQ,
[ &
[ &
[ a

CIEnd Job Atomatically

Position Management Record

United States

Univ of Mass Central Admin. D

Joh Data

Employment Data  Earnings Distribution

Job Indicator — Defaults to
“Not Applicable.” You can
identify whether an employee
record is the primary job,
secondary job, or not
applicable. This is important
for reporting purposes only

and does not impact payroV

Benefits Program Padicipatian
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Your Administer Workforce Pages
Job Data

[ Wiark Location | Job Information Y Job Labor Y Fayroll " Salary Plan | Compensation | Job Information
Robert vento EMP ::  1o107e60| Displays a person’s
Job Code, Entry
Effective Date: 092312008 Effective Sequence: 1] EE Job Indicator:  Prin Date, Reports TO,
Action: Hire Reasol etc. It also displays
their Standard Hours
Joh Code: G015 Superisor, Information Systerms Entry Date: Q9232 . .
_ information. 7
superasor Level:
Supendsor ID:
_ _ Encumbrance
Reports To: 11122443 [T Director 1112111 Robert Corbett i X
. Override Field
Regular Temporary: Regular FullPart: Full-Time .
Empl Class: ‘Officer Code: If you select t_h|S box,
Regular Shift: NIA Shift Rate: the person will not be
Classified Indc: All Shift Factor: I:I encumbered. In
most cases, you
would leave this
Standard Hours: 40.00 unse | eCted . 7
Work Period: W Weekly
FTE: 1.000000 Adds to FTE Actual Count? [C]Encumbrance Override

12



Your Administer Workforce Pages

Job Data

Direct

Important New Field

FLSA Status — Located
under the USA icon on
the Job Information tab.

This field will default

from the Job Code table,
but may be updated here

If necessary.

4

Standard Hours: 10.00
Work Period: W L Weekly
FTE: 0.250000 [ Adds to FTE Actual Count? Cl1Encu
Contract Number: QL Contract Type:
v Esa

i 'FLSA Status: | Mo FLSA v IEEG Class: | Mone w Waork Day Hours:

13



. Direct
Your Administer Workforce Pages
Job Data

{ Wark Location | Job Information ' Job Labor | Payroll Y SalaryPlan ' Compensation Multlple Components of Pay

Robert Vento EMP ;: 101074 Enter all compensation
amounts in the Pay
Effective Date: 09/2312008 Effective Sequence: 1] m Job Indicator: Components Section_ There
Action: Hire Reasom:  Hire are four types of Rate Codes:
Compensation Rate: ﬂ *Frequency: lP COde (Calculated here)

§ 2.A Code (Calculated on
b Additional Pay page).
3.0 Code (Track here)

Customize | E 4'N COde (TraCk here) 7

Default Fay Components

Pay Components

Amounts Y Cortrols Changes % Canversian
‘Rate Code Seq Comp Rate Currency Frequency—  Pelceln
1 Q 0 | UsD|Q A |Q (=]

Calculate Compensatian

Joh Data Employmment Data  Earnings Distribution Benefits Program Padicipation

14



Your Administer Workforce Pages

Job Data

Annual Ta,000.000010 WsD
Maonthly 6,250.000001 WSD

Default Pay Components

Pay Components

Biweekly
Hourly

Direct

2,884 E15385 LsD

Customize | Find | i

a6.057682 LISD

First E 1-4 aof 4 El Last

Amounts Y Cortrols | Changes % Conversion

‘Rate Coide Seq Comp Eate Currency Frequency
1]aspsT | 0 25,000.000000 5] uspjla. (& |@
2 [PBWKLY | Lo | 28s4p15385F usojla, (& |a
T OGROUPTT usola [ |a

4 [NIMPUT |Cy o | 500.000000 7]

Calculate Compensation

s

Rate Codes

This example shows
all four Rate Codes.
Note that the
Biweekly Pay Rate
is only calculated

Jab Data Employiment Data  Earnings Distribution

Benefits Program Paricipation

from the P rate codﬁ
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Employment Information

/ Employment Information '\

Direct

Military Discharge

Glen Quarmire EMP ID: 101078 Date

Required field when

f:u;;iarttlc:::nstance Reil: Dg:jﬂ . Original Start Date: 0aroerz00s C aptu ri n g an

ast Start Date: First Start Date: 09/08/2008 .

Termination Date: Years Months Days employ_ee_’s d ISCharge

Org Instance Service Date; n9sosrz00a [ ] owverride g7 1] 1 28 date Wlthln a 365 day
period for VETS100
Reporting. 7

Instance Record

Last Assignment Start Date: n9roe200a First Assignment Start: n9/oer2008

Assignment End Date;

Home Host Classification: Hame Years Months Days Time Reporter Drata

Company Seniority Date: narngs2008 [l override v 0 1 28

Benefits Service Date: 09/08/2008 Cloverride + g 1 28

Seniority Pay Calc Date: pamazons  [lOverride g ! 23

Probation Date: [#1] Military Discharge Date: | 5

Professional Experience Date: El “~Tast Vermication Date: EN)

Business Title:

P E=ysa

Asst Dir of Financial Ald

Position Phone:

16
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|dentification Data

Citizenship/Passport VizalPermit Data Employee Photo

Surajit Ray Person ID: 10085232

Find First E 1of 1 |£| Last

Citizenship Status: x| GoTo RDW| [=]

Citizenship/Passport

FASSEUIL UL TRUUN Find | igwe A First [4] 4 o6 4 [ Last
*Passport Number: | [=]
Issue Date: E‘j Expiration Date: E‘j
(i3 sal& United States Citizenship/Passport
State: [ & The Country field is
City: | required to enter all
Authority: | Citizenship Status
Comment: - information. Once you
—1 have entered this field
you can go to the

Visa/Permit Data tab. 7
|
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|dentification Data

Visa/Permit Data

Citizenship/Passpaort

Ermployee Photo

Surajit Ray

Visa/Permit Data

Person ID:

10085232

Find First E = |I| Last

Supporting Documents Needed

*Sup Doc 1D (Description

Customize | Eind | e

Request

— GoTo Rnwl =]
*Country: LS .
Type: ’_Q Get Supporing Documentsl
*Effective Date: 08/30/2007 3
Number: |
*Status: |Applied Far 'I *Status Date: 09202007 |5 ) _
Duration: | |ru1c|nths j V|Sa/Perm|t Da.ta
Issue Date: ) The Visa/Permit Data
Date of Entry into Country: B Expiration Date: 5 tab is used to store all
iesuing Auhoril | Visa/Permit Data
Issue Place: |

information, including

Effective Date, and

Country, Type,
Status. 7

Rl EREIS

18
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Your Administer Workforce Pages
Additional Changes

m Improved capability for tracking state job titles and job
family:
State Title — Added so state titles can be tracked in this field
iInstead of the Job Family field.

Job Family — This will be used to categorize a job code into a
more general grouping. For example, all faculty-related positions
might be grouped into a job family called Faculty.

19
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Understanding HR Direct: Online
Tutorials & More

m You will have access to the following training tools:
Training Courses (Classroom)
Online Tutorials
Job Aids

Direct help within the HR Direct Application, click the Help link.

20
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Direct
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