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Using HRIS to Make Changes to Temporey Employees

The University has purchased a wadsed time entry systeiin Electronic Time Entry System (ETES)that will allow
employees to enter their own time electronically thus eliminating the need for either a paper time shiehprEanployes
Time Summary BecauseTemp Employee Time Summarles/e been used to indicate a variety of changes to temp,
employees, an alternative has become necessary. The new HRIS panels described in this document will provide t
departments to make thellbwing changes for temporary employees:

Supervisor changes

Job Code Changes

Salary adjustments

Transfers (work study to nework study)
Terminations

Funding Changes

Journal Entries

2 D D D D D

Please note that changes liweekly regular employes will continue to be handled as they are today,.i.e
supervisor changes, jobode changes, salary adjustments,and transfers handled through your HR consultant and
terminations documented on the Position/Appointment form and submitted to the Payroll Office.

fyourarea i s deployed, funding changes to biweekly regu
Funding panel; if your area is not deployed, indicate funding changes on the Position/Appointment form and submit it 1
Payroll Office for handling.

Note: You must check theNW Job Summarypanel prior to making any of the above changes to insure that you know th
empl oyeeds correct record number. This panel i s als
EmplID for making supervisory changes.

The table to follow outlines the steps necessary for different situations.

On the next page is a guide to which panel/action with HRIS to use to accomplish each of the tasks listed above.
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What has Use his

Happened HRIS Action | Explanation

Employee now | TempPanel |Usi ng the Supervisor Changes ac tReports,T@ory

has a new Supervisor Supervisor ID

supervisor Changes
Please remember that with the advent of ETES, theacgand timeliness of tHeeports
To* or Supervisor ID* information becomes vital. ETES will electronically route an
empl oyeeds ti mesheet t o Rdpats e rosBupetviga e
IDa
*When the supervisor is either angiekly regular or exempt employees, he/she has a
position and you may ONLY enter his/her Position Number irRidygorts Tdield.
** When the supervisor is a temp employee, he/she does NOT have a position and yo
ONLY enter his/her emplid in th8upevisor ID field.

Empl| oy e| TempPanel | Usingthe Job Changeactignou must change the empl oy

code needs to | Job Change

change Optional additional changes using this action:
e Compensation Rate

Empl oye|TempPanel |[Using the Salary Adjust ment a&anpdansationratg.o

pay rate needs | Salary

to chamge Adjustment

Employee is TempPanel |Using the Transfer action, you must <ch

moving to a Transfer of the department ID must remain the same.

different

department Optional additional chargg using this action:

suffix . e Reports Tar Supervisor ID
e Compensation Rate

For example, e Job Code

employee is

currently a

work study

student, but hag

met his/her

work study

max. You must

transfer from

department

XxXxx98 to

xxxx00.
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What has Use this
Happened HRIS Action | Explanation
Employee has | TempPanel |Using this action, you must enter the
either left the | Termination

university or
must be moved
to a different
department, i.e,
your need for

You must submit paper to the Payroll Office to request tHaireeof the employee in th
new department.

wrong account

this te
senices ha
ended
Empl oy el Temp Using this panel, you may revise any or all of the following pieces of funding informati
funding must | Funding
change Panel e Percentage
e Chart String
e Account
e Funding Start Date
e Funding Stop Date
You would change funding if a temp was transferred from depattrxx98 to xxxx00Q the
accountwould change fron60122 t060120.
Empl oy e| Enter Using this panel, you may move monies from an incorrectly chargadstings) to another
salary has bee| Journals chartstrings).
charged to thg TEMP Panel
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How to Sign on to HRIS

Use this procedure to sign onto HRIS.

Step Comments

Step 1

i Address @j https:{fhrweb.itcs.northwestern.edu/psc/hr89prod_1 JEMPLOYEE/HRMS/?cmd=logout

[ & Viewpaint '1 #| Web Search - ,ﬁsaar:h Results | |\ Bookmarks 1 v!lﬁng-!ps:} 37\‘ «# My Fotomat }

Access PeopleSoft
application

Human Resources

Information System

Northwestern University

A Selectinternet Explorer

A Type in web address
https://hrweb.itcs.northwestern.edu/psp
[hr89prod/?cmd=login

User ID: |
Password: ‘
Sign In

HNorthwestern University
Human Resources
720 University P
Evanston, IL 60208
Phone: 847-491.7513
Fax: 847-467-2288
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Step 2

This screen is displayed:
ThePeopleSoft Signomox will appear.
Enter your HRISUser ID

Enter yourPassword
Click Sign In

> >

: Address 3@] https:{fhrweb.itcs.northwestern.edu/psp/hré9prodf?cmd=login

© Viewpaint | < Web Search [+|[ & Search Results [} |1} Bookmarks H | X Pop-ups q @ [v My Fotomat

Human Resources

Information System

Northwestern University

User ID: | |

Password: | |

Northwestern University
Human Resources
720 University PL
Evanston, IL 60208
Phone: 847-491-7513
Fax: 847-467-2288

This page is displayed:

PeopkSoftdefaults to the Home Page.
There are several options.

Click on the linkk Workforce
Administration.

The Workforce Administration link will
bring you to the HRIS pages related to

maintaining Temporary and Work Study
information.

PeopleSoft. —

Menu - X
Search:

| |®

[» My Favorites

[» Workforce Administration
[ PeopleTools

[ Reporting Tools

[» Warklist

— Change My Password

Updated:12/92008
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empl oyeesd job i

Use this procedure to navigate to themp Panelwhere you will be able to make changes to temporary and work
nformat.i

on.

Step

Comments

Step 1

Navigation:

A Workforce Administration

A Job Information

A Maintain Job Informatiofi Temps
A Temp Funding

ORACLE
e 8

Search:
> My Favorites

[ Qrganizational Development
> Payrall for North America
= Workforce Administration
> Personal Information
< Job Informition
[ Maintain Appraver
nformatian
[* Review.Job Information
[ Maintain ETES Data
 Maintain Job
Informafion-Temps
- Temp Panel
- Temp Funding
- Enter Joumals-TEWP
1 Conflct of Inferest
[ Reports
- Employee | eave Accrual
- View L eave History
- Job Dafa
- New Employment
Instance
- ERISAHours
~ Nefid Coordinator
~ Faculty Tenure
- Job Summary
> Benefits

Home: Wiorklst Add to Favorites

Main Wenu > Workforce Administration > Job Information »

ﬁ Maintain Job Information-Temps

Maintain Job information for temparary or work study employess. Includes ETES Job page for temps, Temp Journals, tc.

E" Temp Panel E Temp Funding E Enter Journals-TEMP
NV Temp Pane! - Waintain Job Data for temporary and work NV Employee Distribution - Funding for temporary and work NW Enter Journale-TENP
study employees. study employees
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The search page is displayed:

A This panel will allow you to enter an|
Employee ID or name of the
employee you wish to update.

ORACLE'
e

Search:

1@

> My Favarites
> Organizational Development
> Payroll for North America
= Workforce Administration
> Personal Information
= Job Information
[+ Waintain Approver
Information
[ Review Job Information
[> Maintain ETES Data
= Maintain Job
Information-Temps
- Temp Funding
- Enter Journals-TEMP
> Conflict of Interest
> Reports
- Emplovee Leave Accrua
- View Leave History
- Job Dala
- New Employment
Instance
- ERISA Hours
- Nefid Coordinator
- Faculty Tenure

- Job Summary
> Benefits

H

Temp Panel

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

Find an Existing Value

Alternate Character Name:| begins with + H

Middle Name:

EmpllD: |beginswith v“ |
Empl Red ar: ¥ |
Name: |neginswnh v| |
Last Name; |neginswnh v| |
Second Name; |beginswith VH |

|

|

|Degins wilh v |

[include History

Search Clear | pasic Search [E] Save Search Crteria

Step 3

You may choose to pull up an employeg
by Emplid or name

To pull up the record of the employee b
using employee ID number:

A Enter the number into the
EmplID field as shown.
A Click Search

ORACLE’
[Menu O
Search:

®

[> My Favorites
[> Self Service
I> Manager Self Senice
I> Organizational Development
1> Recruiting
1> Payroll for North America
= Workforce Administration
[> Personal Information
= Job Information
[ Maintain Approver
Information
[» Review Job Information
[ Maintain ETES Data
= Maintain Job
Information-Temps
— Temp Funding
- Temp Employee
Eunding History
— Enter Journals-TEMP
— Reactivate/Update
Termination

—

3

Temp Panel

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

EmpliD:

Empl Rcd Nbr:
Name:

Last Name:

Second Name:

Alternate Character Name:

Middle Name:

‘ begins with ~ | 2341789

& |

‘ begins with v H

‘ begins with H

‘ begins with H

[begins with ~ |

‘ begins with |+ H

[include History [] Correct History

Search |

Clear ‘ Basic Search [E) Save Search Criteria

Updated:12/92008
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ORACLE —
Menu &
Search: f
®)
e Pes Tenp Pare

To pull up the record of the employee b
name:
A In theNamefield, enterthe

empl oyeeds natare
the first name and then as much of
the last name as you wish.

A Click Search.

[» Manager Self Service
[ Organizational Development
[ Recruiting
[> Payrall for North America
= Workforce Administration
[» Personal Information
+ Job Information
[ Maintain Appraver
Information
[> Review Job Information
[ Maintain ETES Data
= Maintain Job
Information-Temps

- Temp Funding

- Temp Employee
Funding History

- Enter Journals-TEMP

- Reactivate/Jpdate
Termination

T Aok e Lo

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Alternate Character Name:| begins with + H

EmplD: |begmswwth v” |
Empl Red Nbr. E v | |
Hame: [begins with | Mary |
Last Name: |begmswith v |
Second Name: |begmswith v |

|

|

Middle Name: |begmswwth "H

[include History [correct History

Search Clear | pasicSearch [E Save Search Criteria

[> Payrall for North America A
= Workforce Administration T
I Personal Information
= .Jab Information Temp Panel
[ Maintain Approver Enter any infarmation you have and click Search. Leave fields blank for a list of all values
Information
[» Review Job Information { Find an Existing Value |
[ Maintain ETES Data
< Waintain Job
Information-Temps EmpliD: |hegms with "H ‘
‘Emp 3” Empl Red Nor: [= ¥ \
. . — Temp Funding
The SyStem Wl" brlng Up the employee ( — Temp Employee HName: |hegms with V”Haﬁ- ‘
i Funding Histary )
a list of employees that match the name e e | Lastiame: [begins win v]] \
criteria you keyed. > Conflict of Interest Second Name: |begms with v” ‘
[» Reports
— Employee | eave Accrual Alternate Character Name:| begins with » H ‘
. . o —
Click on the Emplld or Name of the VH?E‘;;:“;E‘?? Middle Name: |hegms with v” ‘
- =[@ 0
employee whose record yoush to - Job Data [include History  [] Correct History
change — New Employment
. Instance
- Current Job Search ] Clear | pasicsearch B Save Search Criteria
— Disability
— ERISA Hours
~ Netid Coordinator Search Results
- Faculty Tenure 132022
S EmplID Empl Red Nor Name LastName Second Name Alternate Character Name Middle Name|
‘M—gﬁsiﬁf&’fzﬂies 1085322 Han Alige Ackerman ACKERMAN  (blank) blank) J
— DUSiness Cxpenses Mar & (EA| y ‘ \
~ Company Property llary Ann Onveali  QHYEALI (blank) (blank) u
I Workforce Reports Iary Ann Onveall ONYEALL blank) blank) M
[ Collective Processes Ifary Bowmann BOWMANN  (blank) (blank) E
[> Benefits Idary Elizabeth Bushy BUSBY (blank) blank) (Blank)
[ Compensation Iary Francis FRANCIS (blank) (Blank) E
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Step 5

Once you have selected an employee ft
the list, theJob Data Nw Etepanel will
be displayed.

The sections to follow will take you step
by-step through the different transaction
this panel was designed to be used for
including:

Terminations
Supervisory Changes
Job Code Changes
Salary Adjustments
Transfers

> v D >

[ Payroll for North America
[~ Workforce Administration
I Personal Infarmation

= Job Information
[+ Maintain Approver
Information

[> Review Job Information

[ Maintain ETES Data
= Maintain Job
Information-Temps

— Temp Employee

Funding Histary

— Enter Journals-TEMP.

[> Conflict of Interest
> Reports

— New Employment
Instance
- Current Job

— Job Summary

— Pay Rate Change
— Business Expenses
— Company Property

[ Workforce Reports
AR D e

| NwEtes Job Start \_ Work Location y JobInformation |~ JobLabor )~ Payroll | Salary Plan | Compensation | [V

Termination Supervisor Changes Job Change Salary Adjustment Transfer
L T =E
*Effective Date: |04/13/2008 Compensation Rate: 8.150000]
*Action: nan *Job Code: | Administrative Aide WS
*Reason Code: |5 SPV - Change 1o Superviser
I Incum .
Reports To: QU Business Manager NU . 1019052 George Jetson
;  Press Supvr:
Supervisor |D:
*Department: i NU Press Administration
& save | JAReturnto Search | +[E Previous in List | +[E Nextin Llat' [=] otity 1 (=5 Next tab HZl Includ

EmplID: 3331089 Empl Red# 1

Wildcat, Wilma

First [ 1 or1 [H] Last

Find | View All

Updated:12/92008
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Terminating Temporary Employees

Biweekly temporary and worktudy employees who will no longer be working in your department for at least the next three nehwibkl be terminated If
you do not terminate the employee, he/she will continue to have access to the ETES system and the ability to enter terrainteel his or her néd will
be disabled and the employee will appropriately lose access tdEf® &/stem and time entry panels.

You will be able to rehire terminated employees without the need to submit all of the initial paperwork to the PaynoledepBiease follow the guidelines
on the back of the nefRersonal Data Formvhen you wish taehire a terminated employee.

Not e: The termination date should be the day after ths themtheteonnatiend
date should be July 8. The termination date isnott h e e mp asodgyefenbrk. |

Note: If you wish to terminate a regular biweekly employee, please fill out the appropriate fields on the Position/Appoir

form and submit it to the payroll department.

Step Comments

[ Payroll far Maorth America A
[~ Warkforce Administration T
I» Personal Information

= Job Information Temp Panel
[> Maintain Approver Enter any information you have and click Search. Leave fields blank for a list of all values.
Step 1 Infarmation

[» Review Job Information { Find an Existing Value

[» Maintain ETES Data

A Navigate to th@emp Panel* < Maintain Job , e
A . Information-Temps EmpliD: | begins with s ||
A Enter he Emp“d and Emp| Rcd Nbr it ot M
of the employee being terminated. ~ Temo Funding ,
— Temp Empl Name:
Fun-j.in; I—!\stcr.' Last Name:
*For detailed instructions, follow the seensreer ol
procedure for navigating tdob Data Nw b Repors ;
. . . — Emplovee Leave Accrual Alternate Character Name:
Etesin Section 3 of this manual. — View Leave History T
— EMLA Begin/End ' - | Bt
—Job Data [include History [ Correct History

— New Employment

Instance
- Current Job Search Clear | pasicsearch [ save Search Criteria

— Disability
— EDISA Hanre
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What you see on this panel is the
empl oyeeds current

Note: Everything should appear
grayed out; you cannot type anything
or click on any of the fields or radio
buttons.

Step 2

A Insert a row by clicking on the blue
plus (+) sign.

Step 3
This panel will be displayed. Notice tha
each of the five radibuttons has been
illuminated.

Click theTerminationRadio button.
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