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Administer Workforce Overview 
Key Changes

Introduction of the “Person Model” in the Hiring Process
Improved capability for tracking state job titles and job 
family.
Added Military Discharge Date 
Enhanced reporting capabilities
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Your Administer Workforce Pages
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Creating/Maintaining Employee Human Resource Data



Your Administer Workforce Pages 
Search for Matching Persons
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Search Criteria
You can use this 
page to confirm a 
Person does not 
already exist 
within the system.



Your Administer Workforce Pages 
Adding a Person

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



Your Administer Workforce Pages 
Adding a Person
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Contact Information
To enter an address, 
you now click the Add 
Address Detail link. 
You can now keep a 
history of address 
changes because it is a 
separate component.



Your Administer Workforce Pages 
Adding a Person

9

Regional
Remember that 
the + sign allows 
you to add a new 
row of information 
and also keep  
historical 
information.  



Your Administer Workforce Pages 
Adding a Person
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Organizational 
Relationships
The new Person Model, 
allows you to select 
from three person types:
1.Employee
2.Contingent Worker
3.Person of Interest



Your Administer Workforce Pages 
Job Data
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Important New Field
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 payroll.



Your Administer Workforce Pages 
Job Data
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Job Information
Displays a person’s 
Job Code, Entry 
Date, Reports To, 
etc.  It also displays 
their Standard Hours 
information.

Encumbrance 
Override Field
If you select this box, 
the person will not be 
encumbered.  In 
most cases, you 
would leave this 
unselected.



Your Administer Workforce Pages 
Job Data
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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.



Your Administer Workforce Pages 
Job Data
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Multiple Components of Pay
Enter all compensation 
amounts in the Pay 
Components section.  There 
are four types of Rate Codes:
1.P Code (Calculated here)
2.A Code (Calculated on 
Additional Pay page).
3.O Code (Track here)
4.N Code (Track here)



Your Administer Workforce Pages 
Job Data
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Rate Codes
This example shows 
all four Rate Codes.  
Note that the 
Biweekly Pay Rate 
is only calculated 
from the P rate code.



Your Administer Workforce Pages 
Employment Information
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Military Discharge 
Date
Required field when 
capturing an 
employee’s discharge 
date within a 365 day 
period for VETS100 
Reporting.  



Your Administer Workforce Pages 
Identification Data
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Citizenship/Passport
The Country field is 
required to enter all 
Citizenship Status 
information.  Once you 
have entered this field 
you can go to the 
Visa/Permit Data tab.



Your Administer Workforce Pages 
Identification Data
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Visa/Permit Data
The Visa/Permit Data 
tab is used to store all 
Visa/Permit Data 
information, including 
Country, Type, 
Effective Date, and 
Status.



Your Administer Workforce Pages 
Additional Changes

Improved capability for tracking state job titles and job 
family:

State Title – Added so state titles can be tracked in this field 
instead 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.
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Understanding HR Direct: Online 
Tutorials & More

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.
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Questions
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