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Using HRIS to Make Changes to Temporary Employees 
 

The University has purchased a web-based time entry system ï Electronic Time Entry System (ETES) - that will allow 

employees to enter their own time electronically thus eliminating the need for either a paper time sheet or a Temp Employee 

Time Summary.  Because Temp Employee Time Summaries have been used to indicate a variety of changes to temporary 

employees, an alternative has become necessary. The new HRIS panels described in this document will provide the way for 

departments to make the following changes for temporary employees: 

 

Á Supervisor changes 

Á Job Code Changes 

Á Salary adjustments 

Á Transfers (work study to non-work study) 

Á Terminations 

Á Funding Changes 

Á Journal Entries 

 

 

Please note that changes to biweekly regular employees will continue to be handled as they are today, i.e.  

supervisor changes, job code changes, salary adjustments,and  transfers handled through your HR consultant and 

terminations documented on the Position/Appointment form and submitted to the Payroll Office.   

 

If your area is deployed, funding changes to biweekly regular employeesô positions should be entered on the HRIS Position 

Funding panel; if your area is not deployed, indicate funding changes on the Position/Appointment form and submit it to the 

Payroll Office for handling.  

 

Note:  You must check the NW Job Summary panel prior to making any of the above changes to insure that you know the 

employeeôs correct record number.  This panel is also used to determine the incumbent supervisorôs position number or 

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  

Happened 

Use this 

HRIS Action 

 

Explanation 

Employee now 

has a new 

supervisor 

Temp Panel / 

Supervisor 

Changes 

Using the Supervisor Changes action, you must change either the employeeôs Reports To or 

Supervisor ID.  

 

Please remember that with the advent of ETES, the accuracy and timeliness of the Reports 

To* or Supervisor ID** information becomes vital.  ETES will electronically route an   

employeeôs timesheet to the person identified as either the óReports Toô or the óSupervisor 

IDô.  

 

*When the supervisor is either a biweekly regular or exempt employees, he/she has a 

position and you may ONLY enter his/her Position Number in the Reports To field. 

 

** When the supervisor is a temp employee, he/she does NOT have a position and you may 

ONLY enter his/her emplid in the Supervisor ID field.      

Employeeôs job 

code needs to 

change 

Temp Panel / 

Job Change 

Using the Job Change action, you must change the employeeôs job code. 

 

Optional additional changes using this action:    

 Compensation Rate 

 

Employeeôs 

pay rate needs 

to change 

Temp Panel / 

Salary 

Adjustment 

Using the Salary Adjustment action, you must change the employeeôs compensation rate.  

Employee is 

moving to a 

different 

department 

suffix . 

 

For example, 

employee is 

currently a 

work study 

student, but has 

met his/her 

work study 

max. You must 

transfer  from 

department 

xxxx98 to 

xxxx00.      

Temp Panel / 

Transfer 

Using the Transfer action, you must change the employeeôs department.  The first four digits 

of the department ID must remain the same. 

 

Optional additional changes using this action:    

 Reports To or Supervisor ID 

 Compensation Rate 

 Job Code 
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What has  

Happened 

Use this 

HRIS Action 

 

Explanation 

Employee has 

either left the 

university or 

must be moved 

to a different 

department, i.e. 

your need for 

this tempôs 

services has 

ended 

Temp Panel / 

Termination 

Using this action, you must enter the effective date of the employeeôs termination.  

 

You must submit paper to the Payroll Office to request the re-hire of the employee in the 

new department. 

Employeeôs 

funding must 

change 

Temp 

Funding 

Panel 

Using this panel, you may revise any or all  of the following pieces of funding information: 

 

 Percentage 

 Chart String 

 Account 

 Funding Start Date 

 Funding Stop Date  

 

You would change funding if a temp was transferred from department xxxx98 to xxxx00; the 

account would change from 60122 to 60120. 

Employeeôs 

salary has been 

charged to the 

wrong account 

Enter 

Journals-

TEMP Panel 

Using this panel, you may move monies from an incorrectly charged chartsting(s) to another 

chartstring(s). 
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How to Sign on to HRIS 
 

Use this procedure to sign onto HRIS. 

 

 

Step Comments 

 

 

 

 
Step 1 

 

Access PeopleSoft 
application  
 

Á Select Internet Explorer 

Á Type in web address  

https://hrweb.itcs.northwestern.edu/psp 

/hr89prod/?cmd=login 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://hrweb.itcs.northwestern.edu/psp%20/hr89prod/?cmd=login
https://hrweb.itcs.northwestern.edu/psp%20/hr89prod/?cmd=login
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Step 2 

 

This screen is displayed: 

 

The PeopleSoft Signon box will appear. 

 

Á Enter your HRIS User ID 

Á Enter your Password 

Á Click Sign In 

 

 

 

 

 

 
 

This page is displayed: 

 

PeopleSoft defaults to the Home Page. 

There are several options.  

 

Click on the link ï Workforce 

Administration.  

 

The Workforce Administration link will 

bring you to the HRIS pages related to 

maintaining Temporary and Work Study 

information.  
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Navigating to the Temp Panel 
 

Use this procedure to navigate to the Temp Panel where you will be able to make changes to temporary and work study 

employeesô job information.   

 

Step Comments 

Step 1 

 

Navigation: 

 

Á Workforce Administration 

Á Job Information 

Á Maintain Job Information ï Temps 

Á Temp Funding 
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 The search page is displayed: 

 

Á This panel will allow you to enter an 

Employee ID or name of the 

employee you wish to update. 

 

 

 

 

 

 

 

 
 

 

Step 3 

 

You may choose to pull up an employee 

by Emplid or name.  

 

To pull up the record of the employee by 

using employee ID  number: 

 

Á Enter the number into the 

EmplID field as shown. 

Á Click Search 
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Step 4 

To pull up the record of the employee by 

name: 

 

Á In the Name field, enter the 

employeeôs name as shown.  Enter 

the first name and then as much of 

the last name as you wish.  

Á Click Search. 

 

 

 

 

 

 

 

The system will bring up the employee or 

a list of employees that match the name 

criteria you keyed.  

 

Click on the Emplid or Name of the 

employee whose record you wish to 

change. 

 



 

Training Guide 
 Temporary and Work Study Manual   

 

 

Updated: 12/9/2008 9 
J:\PROJECTS_CURRENT\CAFE - HRIS\P5-TRAINING\Temp Lookup Manual\Temp panel manual -ALL for PDF on 
web.doc 

 

Step 5 

 

Once you have selected an employee from 

the list, the Job Data Nw Etes panel will 

be displayed. 

 

The sections to follow will take you step-

by-step through the different transactions 

this panel was designed to be used for 

including: 

 

Á Terminations 

Á Supervisory Changes 

Á Job Code Changes 

Á Salary Adjustments 

Á Transfers 
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Terminating Temporary Employees 
 

 
Biweekly temporary and work-study employees who will no longer be working in your department for at least the next three months should 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 time. When terminated, his or her net-ID will 
be disabled and the employee will appropriately lose access to the ETES system and time entry panels.   

 

You will be able to rehire terminated employees without the need to submit all of the initial paperwork to the Payroll department.  Please follow the guidelines 
on the back of the new Personal Data Form when you wish to rehire a terminated employee. 

 

Note:  The termination date should be the day after the employeeôs last day worked.  If the employeeôs last day is Friday, July 5th, then the termination 

date should be July 6th.  The termination date is not the employeeôs last day of work. 

 

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

form and submit it to the payroll department. 

 

 

 

Step Comments 

Step 1 

 

Á Navigate to the Temp Panel. *  

Á Enter the Emplid and Empl Rcd Nbr 

of the employee being terminated.    

 

*For detailed instructions, follow the 

procedure for navigating to Job Data Nw 

Etes in Section 3 of this manual. 
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What you see on this panel is the 

employeeôs current Job record. 

 

Note:  Everything should appear 

grayed out; you cannot type anything 

or click on any of the fields or radio 

buttons. 

 

 

Step 2 

 

Á Insert a row by clicking on the blue 

plus (+) sign.    

 
 

Step 3 

 

This panel will be displayed.  Notice that 

each of the five radio buttons has been 

illuminated. 

 

Click the Termination Radio button. 

 

 

 

 

 

 
 

 


