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STEPS TO HIRING A

STUDENT

Students may complete section 1 of
the I-9 through Orientation.

https:/ /www.hr.emory.edu/Orientation

(Do not create SNH entry if section 1

& 2 of the I-9 is not complete with
supporting I-9 documentation
attached to the Equifax record.)

HR Rep
Confirms an I-9
is on file for
student.

HR Rep May

Enter Student
Hire.

Data Services
Approves Hire

When hiring a student that requires
Section 1 & 2 of the I-9 (with attached
documents) to be completed, please
remember to complete the [-9 FIRST and
then create the student new hire (SNH)
entry. This helps with the SNH entry
being approved timely.

Data Services requests that the SNH
entry is not created prior to the
completion of Section 1 & 2 of the I-9
(with attached documents) because
notification is not received when your
SNH entry is ready to be approved.

* If the I-9 is not complete, both Section 1
& 2, the SNH entry will be deleted.
Please do not re-enter the SNH entry
until the I-9 is complete, both Section 1 &
2 with supporting 1-9 documentation
attached.

* If the I-9 is incorrect, the SNH entry
will be deleted. Please do not re-enter the
SNH entry until the I-9 is complete, both
Section 1 & 2 with supporting I-9
documentation attached.

Students may begin working once e-mail approval

message is received.

If the student is biweekly paid, train him/her on KRONOS,; the student may begin
clocking in and out once the student is visible to the timekeeper on KRONOS.
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https://www.hr.emory.edu/Orientation

Entering a Student into HR Web>Student New Hire:

Home Page (in PeopleSoft)> Emory HRWeb > Student New Hire

» From the drop down of Home Pages click HRWeb
» Click Student New Hire

¥ HRWeb

Student New Hire
Workforce Administration
R
Self Service

» Next Hiring Managers Add will display

< HRWeb Student New Hire

7| Hiring Managers Add .
Hiring Managers Add

& Hiring Managers Update 0 2 Now Vol

7| Data Services Approval
Empl ID Q

. Sequence 1
| Link to Student Data

Add
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Hiring Managers Add:

> Key the EE ID # of the student
> Click Add

< HRWeb Student New Hire

“ Hiring Managers Add .
Hiring Managers Add

£~ Hiring Managers Update

Add a New Value /
7| Data Services Approval

Empl ID &,

Sequence 1
- Link to Student Data

Add

e If you do not have the student’s EE ID#, click the spy glass
o Select the appropriate student name

o EE ID# will populate into the Empl ID field
e Click Add

o System will move to first tab (Address Information)

Notes
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Address Information:

» Verity name, DOB, and address
e If you are hiring a Non-US Citizen and you have the SSN, click Edit
National ID
o At Change National ID, key the SSN
e Click Ok
» Move to next tab (Health & Safety)

< HRWeb Student New Hire

“~ Hiring Managers Add

I Address Information I Health & Safety Job Data Account Data Summary

&~ Hiring Managers Update Empl ID:

p— . Name: Date of Birth:i
5 Data Services Approval

National ID_*****
[ Edit National Id Details ]

i Link to Student Data

HOME
City: Country: USA

State: Postal Code:
MAIL

City: Country: USA

State: Postal Code:

3 Save 4 Add

Address Information | Health & Safety | Job Data | Account Data | Summary

Notes

SNH TRAINING MANUAL



Health & Safety:

> Select appropriate work setting i.e., Campus Services, Yerkes, or All Others
by clicking the spy glass

Look Up

Question Set ID| begins with v ||

| LookUp || cClear || Cancel |BasicLookup

Search Results
View 100 First (4) 130f2 (b Last

Notes
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> Select Yes or No for each question
» Move to next tab (Job Data)

< HRWeb

Student New Hire

“ | Hiring Managers Add Address Information || Health & Safety | JobData || AccountData | Summary

-1 Hiring Managers Update Empl ID:
&= Data Services Approval Please select work setting as appropriate for this student hire: Campus Services, Yerkes, or All Others
CAMPUS SER |Q
+| Link to Student Data Personalize | Find | L2 | @ First ‘4 1-30f3 '} Last
Question *Yes or No
1 Will this individual be working for Campus Services? Yes A

PROCEED WITH
CAUTION

2 Will this employee work in areas containing animals?

3 Will this employee need unescorted access to an irradiator?

[5] save [} Add

Address Information | Health & Safety | Job Data | Account Data | Summary

il

Please use caution when answering Health & Safety questions. Students may
need additional training based on how the questions are answered. The
student will receive an email for training. The HR Rep will need to contact
the sender of the email to stop the emails.

Notes
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Job Data:
» Select appropriate Term

» Key appropriate Job Code

» Key Job Start/End Dates

» Key Supervisor ID

» Key Department

» Key Primary Department

» Key Location Code

» Key Mailstop

» Key Pay Check Location

» Key Standard Hours

» Students are permitted to work a maximum of 20 hrs. per week
» Key Compensation Rate

» Move to next tab (Account Data)

< HRWeb Student New Hire

| Hiring Managers Add

Address Information Health & Safety [ Job Data || Account Data Summary

i Hiring Managers Update Name: Emp! ID:
T Data Services Approval Term: 5201 Q. Spring 2020

Job Code: 9900 Q. Undergrad Student Employee/BW
i Link to Student Data Job Posting #: .

Job Start Date: 01/14/2020 [ (MM/DDIYYYY)

Job End Date: 05/10/2020 [5 = (am/DDRYYYY)

Supervisor |D: Qe

Please enter the supervisor responsible for managing and monitoring this student’s work.

Department: 230540 Cis
Primary Department: [830540 aQr
Location Code: 1380003 Qs

m Mailstop: 1380-003-1A4 Qs
Pay Check Location: |1380003 QF
Standard Hours: 10+

Compensation Rate: 950 = (Enter using ## ## format.)

« = Required ltems

= = Required if Jobcode is 9998

1l Save 4+ Add

Address Information | Health & Safety | Job Data | Account Data | Summary
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Job Posting # only applies to Federal Work Study (FWS) positions and it is

obtained from Handshake.

The Job Posting field for a FWS student requires an 7-digit number. Handshake

generates a 7-digit job number.

When class is not in session (summer and winter breaks) non FWS students can
work up to 40hrs/wk. When classes resume, the HR Rep will have to decrease the
student’s hours to 20 or less via e-HRAF.
*Using Action/Reason as DTA/MSC

< HRWeb Student New Hire

7~ Hiring Managers Add

Address Information

Name:

-1 Hiring Managers Update

Term:
\
. Job Code:

Job Posting #:

] Data Services Approval

& Link to Student Data

Job Start Date:

Job End Date:

Supervisor ID:

Account Data

Health & Safety ” Job Data Summary
Empl ID:
1
VIR, & Spring 2020
9900 . T

Undergrad Student Employee/BW

01012020 6 . (uwwppivYYY)

05/08/2020 |3y = (MM/IDD/YYYY)

Q-

Please enter the supervisor responsible for managing and monitoring this student's work.

Department:

Primary Department:

m Location Code:
Mailstop:

Pay Check Location:

Standard Hours:

Compensation Rate:

(5] Save

830540 Q-
830540  |Q*
1380003 Q-

1380-003-1AAQ»

1380003 Q-
20«
g5q - (Enter using ## ## format.)

« = Required items

« = Required if Jobcode is 9998

[+ Add

Address Information | Health & Safety | Job Data | Account Data | Summary
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Account Data:

» Click the spy glass and select the appropriate Pay Configuration
» Key the appropriate DDI Unit
» Check Off-Site Clock-In Allowed if applicable
» Department SpeedType Default is already defaulted to No
> Enter the Percent of Distribution
> Enter the SpeedType
o If the SpeedType should be defaulted to the department, simply
click the radial button next to Yes
e Distribution percentage and SpeedType information will not be
entered.
» Move to the next tab (Summary)

< HRWeb Student New Hire

H"'mg Managers Add Address Information Health & Safety Job Data Summary

— N 1 Empl 1D:
Hiring Managers Update ame .

Department:

. | IJDb Code: 9900 |
Data Services Approval
Pay Configuration
] Link to Student Data . ,
Pay 0104 |G DDI Unit: Shift Eligible Off-Site Clock-In Allowed
Configuration:
Dept SpeedType Default: Yes () No ® For work study positions, you must enter the SpeedType where the

department 30% distribution should be charged.

Personalize | Find | View All | 2| B First ‘4’ 10of1 ‘®' Last

Percent of Distribution SpeedType Total Percent
1 100.000 0000000711 Q 10000 [+ [
[5] save E} Add
mﬁddress nformation | Health & Safety | Job Data | Account Data | Summary
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Example of Account Data Tab with Dept SpeedType Default: Yes

» Percent of Distribution and SpeedType fields do not display

< HRWeb Student New Hire

E H'""g Managers Add Address Information Health & Safety Job Data Account Data Summary
— Name: Empl ID:
| Hinng Managers Update
Department:
. Job Code: 9900
| Data Services Approval
Pay Configuration
1 Link to Student Data , o )
] Pay 0104 |Q  DDI Unit: Shift Eligible Off-Site Clock-In Allowed
Configuration:
Dept SpeedType Default: Yes ® No For work study positions, you must enter the SpeedType where the
department 30% distribution should be charged.
m ] save Es Add
Address Information | Health & Safety | Joh Data | Account Data | Summary
Notes
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Example of Account Data Tab for Federal Work Study Student FWS

» Job Code is 9998
» Percent of Distribution is 25%
> Enter the SpeedType where 25% of the comp rate will be allocated

B lelng Ma"agerSMd Address Information Health & Safety Job Data Account Data Summary

Name: Empl ID:
Department:

Job Code: 09498

| Hiring Managers Update

-1 Student New Hire Manual

Pay Configuration

F-] Data Services Approval o
' App Pay Configuration: 0104 |G, DDI Unit: (] shift Eligible ] OFff-Site Clock-In Allowed
E Link to Student Data Dept SpeedType Default: Yes No
Personalize | Find | View All | (2] | E First (4) 10f1 (b Last
Percent of Distribution SpeedType Total Percent
1 25.000 Q 2500 4] [£]
[5) save E} Add

nﬂddress Information | Health & Safety | Job Data | Account Data | Summary

Notes
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Summary:

» Displays summary of the information entered for the student
» Click Save at the bottom of the page
» Print summary page for student file

< HRWeb Student New Hire
.. Address Information Health & Safety Job Data Account Data Summary
i Hiring Managers Add
Name: Empl 1D:

f] Hiring Managers Update National 1D: Date of Birth:
ﬁ Data Services Approval Job Code: 9900 Undergrad Student Employee/BW
Job Posting #:

Job Start Date: 01/14/2020
] Link to Student Data Job End Date: 05/10/2020
Supervisor ID: 0410653
Department: 830540
Primary Department: 330540 ECAS: PreHealth Mentoring Ofc
Location Code: 1330003 GOODRICH C. WHITE HALL
Pay Check Location: 1330003 GOODRICH C. WHITE HALL
Mailstop: 1330-003-1AA  Afliated Organizations
Stnd Hrs/Wk: 10.00
Comp Rate: £9.500000
Fall Award Amount:
Spr Award Amount:
Smr Award Amount:
Pay Configuration: 0104
DDI Unit:

Off-Site Clock-In Allowed Shift Eligible
Dept SpeedType Default: Yes O No @

Account Distribution
Percent of Distribution SpeedType Total Percent

1 100.000 0000000711 100.00

Health & Safety Questions DO NOT
Work Setting: CAMPUS SER CLICK ADD

Question Yes or No
1 Will this individual be working for Campus Services? Yes
2 Will this employee worlk in areas containing animals? Mo
3 Will this employee need unescorted access to an iradiator? Mo
5 Save = Add

Address Information | Health & Safety | Job Data | Account Data | Summary

Do Not Click Add on the Summary Tab. “Add” will not save your entry.
You must click Save to save the student job entry!
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Various Human Resources Actions via HR Web

There are numerous human resources actions that are completed via HR Web for
students including location changes, updating emergency contact information,
correcting the employee mailstop and pay location, entering future terms, requesting
leave of absences, updating personal data, making reporting changes, updating
earnings distributions and terminating employees.

Generally a student’s location, mailstop and pay location are rarely changed. The
information for these three fields entered in HR Web>Student New Hire at the time of
hiring the student is the information that remains in these fields until the student’s
position is termed.

From the Main Menu, Future Terms, Leave of Absence, Reporting Change, Personal
Data and Emergency Contact, are handled via:
Emory HRWeb>General Update>[specific action].

General Update Special Update Student New Hire

Notes
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Entering Future Terms:

» From the drop down of Home Pages click HRWeb

» Click General Update
» Click Future Terms

» Key the EE ID#

» Click Search

> Enter the Future Termination Date

» Click the spy glass

» Select the appropriate Future Termination Reason

< HRWeb

1 Job Summary

& Additional Pay
p— i " Emory Job Data
© Administrative Posts

Empl ID:
5 Appointment Summary
E1 Change Location

£~ Emergency Contact m

5| Employee Mail Stop

[§]save || Returnto Search

&1 Employee Pay Location

5 Faculty Data

5| Future Terms

Empl Record: 0

Future Termination Reason: |G |Q

General Update
Employee Empl Empl
ID Record

Find First ‘4’ 10f8 ‘*' Last

Effective Date: 01/01/2018 Effective
Sequence:

Future Termination Date: [09/01/2021 |[&)

TMP - End Temp Employment

1

Future Termination Reason

Description

G

TMP - End Temp Employment

L

CNT - End of Contract

Notes
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Requesting Leave of Absence:

*Student leave of absence (SLA) should be used only for graduate level students with continuous or
consecutive employment within the same department. The action LOA is an unpaid status; therefore,
monthly-paid students placed on LOA will not receive their salaries and stipends while in this status. Hourly
paid students will also not receive pay, by virtue of not having hours in Kronos.

*SLA is not for undergraduate students, unless the student has a track record of working in your department
and returning to your department. Under no circumstances is SLA permissible for Federal Work Study
Students.

Leave of Absence:

» From the drop down of Home Pages click HRWeb
» Click Leave Administration

» Click Leave of Absence

> Key the EE ID#

» Click Search

> Enter the Effective Date

» Click the spy glass for the Action and select LOA

» Click the spy glass for the Reason Code and select SLA
» Click Save

< Leave Administration Leave Administration
| Leave of Absence LOA
Employee Empl Empl 0

ID Record
Company: EUV Emory University Payroll Status: Active

Business Unit: EMUNV Job Code:

Department: Last Date Worked:

Location Code: Expected Return Date:

Find | View All First ‘4 10f1 ‘»' Last
m Effective Date: (101012017 |5  action: LOA |Q Reason Code: SLA |Q

[F]5ave ||[Eh Return to Search
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Leave of Absence (Con’t):

Returning the student from LOA/SLA
> Enter the Effective Date
» Click the spy glass for the Action and select RFL
» Click the spy glass for the Reason Code and select RFL

< Leave Administration Leave Administration
| Leave of Absence TOA
Employee Empl Empl 0
D Record
Company: EUV Emory University Payroll Status: Active
Business Unit: EMUNV Job Code:
Department: Last Date Worked:
Location Code: Expected Return Date:
Find | View Al First ‘4 10f1 '®/ Last
m Effective Date; 102012017 E‘j Action: RFL |& Reason Code; [RFL |Q

[5]Save ||[@ Returnto Search

Notes
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Reporting Change:

» From the drop down of Home Pages click HRWeb

» Click General Update

» Click Supervisor Change

> Enter the effective date of the reporting change

» Key the Department number or select the spy glass and select the
department number

» Click Continue

» Check the box for the appropriate employee

» Click Continue

» Ensure *Reporting Change Date is accurate

» Type the name of the new supervisor into the *Supervisor field or click
the spy glass and select the appropriate name

» Click Submit

» Click OK on the Save Confirmation page

< HRWeb General Update

7 Job Summary Job_Summary

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

Find an Existing Value

Administrative Posts Search Criteria

&~ Appointment Summary Empl ID| begins with v
Empl Record| = v
= Change Location Last Name, First Name| begins with v

First Name| begins with v
Last Name| begins with v

Emergency Contact m Department| begins with v

i~ Employee Mail Stop )
Search Clear Basic Search @7 Save Search Criteria
| Employee Pay Location
Faculty Data
Future Terms

Personal Data

i~ Supervisor Change
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Views of Reporting Changes

Reporting Change

Reporting Change
Initiate 3 reporting change for one or more of your employees

Select the employees (o be assigned 1o a new supervisor

|~ batrwctboebe |
Follow this process 1o assign one or more employees 10 a néw supervisor

[Salact the employess 10 be assigned 1o the naw supervisor. Youw will be able o process anly thass
lormployaos thal repor 10 you as of the dals entered on the firdl page
[Once you have finished seleci Confinue fo enter the new supendisor.
1. Enter the date the reporting change will 1ake effect. You will be able to process only those
employees that report 10 you as of this date
2 SelecUEnter a dep >

Baoturp to Provious Page

P or use the search button to search a departmeni(s)
3. Use +/-to add or delete more departments

Yiew Solacied Employaos
Reports To: = A OF 0432015
e epopryrien | conunue |

Enter the date this change is effective

Select Employees
Swlect Mames Empl 1D Empl Hod® Empl Class HR Status
o Siaft Aclive

*Department Description

ECAS: PreHealth Mentoring Ofc [+ =

- 1 Siudent employes Active
=1 : R e
Request Reporting Change

=% Instructions

Below is a list of the employees you selected for the reporting change. Select Submit once you have entered the reporting change information.
Selected Employees

Name Job Title Empl ID Supervisor
Grad Student Employee/Mo

Reporting Change Details
*Reporting Change Date [04/03/2015 [  Enter effective date

New Information

Current Information
'Supewisor|

Q@
(Mame Format: First Last)

* Required Field

Return to Select Employees

Notes
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Updating Personal Data:

» From the drop down of Home Pages click HRWeb
» Click General Update

» Click Personal Data

» Key the EE ID#

» Click Search

» Select Contact Information Tab
» Click View Address Detail

» Click “+” icon

» Click Add Address

» Key appropriate address fields
» Click OK

» Click Save

*Department must ensure that the student’s personal information on the
Personal Information panel mirrors the student’s personal information in Opus.

Update Emergency Contact Information:

» From the drop down of Home Pages click HRWeb

» Click General Update

» Click Emergency Contact

> Key the EE ID#

> Type the name in the Contact Name field

» Click the dropdown box for Relationship to Employee and select the
appropriate relationship

» Check the appropriate box for Primary Contact, Same Address as
Employee or Same Phone as Employee

» Key the Phone number

» Click Save
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Updating Earnings Distributions:

» From the drop down of Home Pages click HRWeb
» Click Special Update

» Click Earnings Distribution

> Key the EE ID#

» Click Search

» Select the record number, if applicable

> Enter the date in the Effective Date field

» Click Select/Edit SpeedType

» Key the SpeedType in the Combination Code field
> Enter the percentage in the Percent of Distribution field
» Click Ok

» Click Save

e To enter additional speedtypes to existing earnings distributions,

click “+”

e Enter the speedtype in the SpeedType field

e Enter the percentage in the Percent of Distribution field
e Click Save *You will be directed to view the changes in Job Summary.

< HRWeb Special Update
a— Adminictration Employesa Empl Empl
4] Record
Department: GRS

i~ Create Additional Pay

Dept SpeedType Default: Yes No:

— Pay Rate Change Current Earnings Distribution

Effec SpeedType Percent of Distribution Grant End Dt Monthly Rate

09/012016 0000057356 100.000 01/3172021
i~ Approve Pay Rate Change
— Effective Date i Default to Dept Account? Dlves * No

Audit Pay Rate Change - - wbeda
Change Eamings Distribution
SelectEdit SpeedType Percent of Distribution Grant End Date Monthly Rate
4 Submitter Review Pay Change SeleclVEdt SpeedType 100.000 013172021
7~ Earnings Distribution
Distribution Percent Total: 100.000

i~ Earnings Distribtn w/Approval e .
9 App After hitting Save, ff you receive a message that you are not authorized for the next component, click OK in

the message box That will save your entry which you can then confirm by going to the Job Summary page
7" Approve Earnings Distribution to view Eamings Distribution for the effective date you entered

1 Save 2> Return to Search
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ChartField Details ChartField Details box

Employee ID . .
Combination Code 0000057356 Q will display.

Enter SpeedType Information

Please note: Account 50999 is a default value for all HR SpeedTypes and wil
account for the employee and/or earnings code when the payroll is distribute
system. You cannot choose another account value on this page.

ChartField Detail
Account Operating Unit Department Fund C
50999 ‘@ 20000 Q@ [737000 l@, 5200

Lok | cancel |

Once on Summary
Page Cth Spy glaSS | - ’ s Look Up Select DeptiD
Click hyperlink for | ]

dept # ‘ | tookUp || Clear || Cancel |BasicLookup
Search Results
N View 100 First ‘& 1011 2 Last

862140 GRS: GDBBS NS

< HRWeb Special Update

. rst Start Uate:  09/01/201 Contact the Benefits

E Job Summary Eff Date: 0970172013 Department for
Campus Mail Loc: Last Start Date:  09/01/2013 assistance.
o Service Date:  09/01/2013
Administration .
= Primary Dept and Pay Check Location  Find 10f2 & Term Date: Vacation and Sick
hours for exempt
. Company: EUV Primary Department ID: Vac Hours Bal: employees are
i1 Create Additional Pay ; . yess
Eff Date: 03012015 Pay Check DistLoc: Sick Hours Bar ittt
i1 Pay Rate Change Job Information Find | View Al First ‘4 10f8 * Last
Eff Date: 010172016 Company: EUV Disttype: N Salary Grade: 099
i Approve Pay Rate Change Acion:  DTA Location Code: Elig Config 1: PTTEMP
RsnCode: CFS Comection-FICA Status  Deptld: Std Hours:  10.00
7 Audit Pay Rate Change ActDate:  01/11/2016 Job Code: FTE: 0.250000
Supervisor: Empl Class: Future Term Date: 09/01/2021
I Submitter Review Pay Change Comp Freq: Empl Status:  Active Future Term Rsn:  TMP - End Temp .
Comp Rate: Employment ‘ 7 1€W
I} Eamings Distribution Annual Rate:
E Earni Distribtn \pp | sdachemiDFfﬂNO Q Enler a department or click the lookup icon to select a department to vigw account distribition g
Department Default SpeedType 0000000495 ] EI‘lteI'Ed

i Approve Earnings Distribution amings Distribution Find | View Al Fist & 1of12 © Last

Dept ID 862140 Fiscal Year 2013

SpeedType Dept Default Yes: No: *
Effective Date 0&/01/2017 Eff Seq 0
Distrb % Grant End Date
] Retire Employee . 0000057356 100.000 0173172021
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Creating Pay Rate Changes:

» From the drop down of H
» Click Special Update

» Click Pay Rate Change

» Key the EE ID#

» Click Search

ome Pages click HRWeb

» Key the correct date in the Effective Date field
» Click the box for Amount Calc in the Calculate By field
> Enter the compensation in the Compensation Rate field
» Press Tab on your keyboard

» Click Submit

[Py Rate Change

Jab Code: F90%

Salary Grade; 058
Comp Rave: L5005 OO0®DH0
Annual Rate: $5000.000
Mext Rewiew Daie: R

|| Empl Record: 1

LCAS PreHea®h Menlormg
Orle

Deparimant 320540

Mlin;
[*FTH
Effde 012015
view Rating:

Raoveew Dates

I Efiective Datg: 04012015 B

I Reason Code: MER I

Calculated Amounts

Calculate By: ) Amount Cale || Percent Cale

F o pEfi s aton Rate:

&00. 00000 I Change Percant;

Review Dake H

Imc Aumi; 100000300

Rawiew Qnly

Annuasl Inc: 1200000

Annual Rate: T200.000

Fercant bnc; 20,00

Review REting: Mekt Review Date: =
Ty
View Attachenent Disncripdion :}::L::::“ Uplosded Hy
Wit Aflachreent i}

Submit Confirmation

The sulbbmission was successiu
Ch Bfipe will appaar i HRWab afer fnal sppioval is
Fhease usa the navigabon bar above I pIoCEss and

]9

FecarmEd
hoeer fransachon of ko reham fo Bhe Main Meny
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* Enter the new
monthly or hourly rate
in the Compensation
Rate field. Do not enter
the difference in this
field. In this example,
the comp rate increased
by $100.

Clicking OK on the
Submit Confirmation
page will bounce you to
the Job Summary page.
You will receive an email
stating the pay change has
been submitted and
requires approval. You
will receive notification
upon final approval.



Terminate Employment:

» From the drop down of Home Pages click HRWeb

» Click Special Update

» Click Terminate Employee

> Enter the Effective Date of the Termination

» Key the Department number or select the spy glass and select the

department number
» Click Continue

< HRWeb Special Update

-

i-| Pay Rate Change Terminate Employee
Initiate a request to terminate an employee(s)

% Approve Pay Rate Change

Instructions
% Audit Pay Rate Change Follow this process to terminate an employee(s):

1. Enter the date the termination will take effect. You will be able to process only those employees
that report to you as of this date.
== Submitter Review Pay Change 2. Select/Enter a department number or use the search button to search a department(s)
3. Use +/- to add or delete more departments

5| Earnings Distribution Exaniiesxotialg

Enter the effective date for this termination 087282017 |[3)
% Earnings Distribtn w/Approval Grid Personalize | Find | (2 | & First ‘4 10of1 ‘& Last
m *Department Description
5 Approve Earnings Distribution : Q EH =
%1 Audit Earnings Dist Change
Continue

7| Retire Employee
7| Approve Retirement
& View Retirement Status

7 Terminate Employee

> Select the employee
» Click Continue
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< HRWeb Special Update

i} Pay Rate Change " [Terminate Employee ]

Select the employee(s) to be terminated

| Approve Pay Rate Change

Instructions

= Audit Pay Rate Change Select the employee(s) to be terminated. You will be able to process only those employees that report to
you as of the date entered on the first page

- 3 < Use “Find" to search by emplid, Last Name, First Name or any item on the employee list . Click on the
{1~ Submitter Review Pay Change column name to sort employee list by that column

Once you have finished click Continue to enter the termination reason

i~ Earnings Distribution
Return to Previous Page View Selected Employees

= Eaminas Distri lect Employees
-] Eanings Distribtn w/Approval S e

m Reports To: - As Of: 08/28/2017
i~ Approve Earnings Distribution

Select Employees

i1 Audit Earnings Dist Change Select Namea Empl ID Empl Red#  Empl Class HR Status
i1 Retire Employee 0 Staff Active
i~ Approve Retirement v 0 Staff Active
7~ View Retirement Status 0 Staff Active

7~ Terminate Employee

n Odnd A ~binim

» Make sure the effective date in the Termination Date field is accurate

» Click the drop down box in the Reason for Termination field and select
End Temporary Employment

» Click Submit *You will be directed to Save Confirmation screen

» Click OK

< HRWeb Special Update

] Pay Rate Change *| Terminate Employee
Termination Details
B~ Approve Pay Rate Change

Below is a list of the employees you selected for termination. Select Submit once you have entered
the termination information

Auwdit Pay Rat= Change Selected Employees

Empl ID Last Name First Name Job Title
E~ Submitter Review Pay Change
Termination Details

f— Eamings Distribution

*Tormination Biataz 08282017 |5 Enter effective date

i~ Eamings Distribtn w/Approval *Reason for Termination: LENd Temporary Empioyment ¥ | Terminate Employee

Save Confirmation
-] Approve Eamings Distribution * Required Field

v The Save was successful.
Return to Select Employees -m

i Audit Eamnings Dist Change

| Retire Employee

-] Approve Retirement

] View Retirement Status

T Terminate Employee
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APPENDIX

JOB CODE DESCRIPTION
9900 Undergrad Student EE/BW
9901 Training Fellow
9909 Grad Student EE/MO
9910 Undergrad Student EE/MO
9911 Grad Student EE/BW
9912 Grad Asst. Teaching
9958 Pre Doctoral NRSA Fellow
9959 Undergraduate NRSA Fellow
9998 Federal Work Study
9913 Non-Emory Student/BW
9914 Non-Emory Student/ MO

*Job Codes 9913 and 9914 for non-Emory students are not hired via HR
Web Student Hire. These hires are completed via ICIMS as EE Class 7,
temporary staff.
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Thank you for attending
HR Data Services Student Hire Training.

Congratulations!

You are ready to hire students and complete various
student Human Resources actions in HRWeb for your
department!
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