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loday's Agenda

e QOverview of JEMS & HRS

ntroduction to PVL
ntroduction to JEMS-HIRE

Hiring an Faculty, Academic, St
Employees

Practice Hiring and Transferring
— JEMS HIRE
— Best Practices

Resources for Follow-up

Assistant

oyees



General Process to Hire for a Job

1. ldentify need for position; funding

2. Create job description

3. Obtain approvals through hierarchy-job & recruitment
4. Post the job for recruitment

5. Accept applications/resumes
6. Review applications/resumes
7

. Interview candidates
(Interview panel)

8. Select candidate

9. Background check completed
10. Make offer & send appointment letter

11.Process hire by entering data into JEMS HIRE & HRS




What is PVL, JEMS and HRS?

3 Computer Systems
UW-Madison

7

** Position Vacancy Listing (PVL)

» Position approval and recruitment system.

\/

«* Job and Employee Management System (JEMS
e Hiring of employees (hires, rehires, & transfers)
e JEMS-CHRIS HR & JEMS-HIRE

\/

** Human Resource System (HRS)

e Search for people (HRS & EPM)

e Payroll coordinators, work schedules, time approvers, security, and salary
funding

e Hire Student Help (SH)
e Maintain position, job, and person data

Other Campuses
** HRS only



JEMIS & HRS

Benefits to UW Madison

e Saves time: eliminates duplicate entry of data
e Share information more widely

e Shorten time for some tasks-information requests
 Emails keep people informed

* Error checking

Your Benefits

 Working with a modern data system

e Working with tools common to the Internet
 Timely and accurate processing of salary/benefits



What is JEMS HIRE

* Alarge computer data system used to
support hiring functions

* Implement personnel policies managed by
the Office of Human Resources (OHR)

Function: automate and facilitate data entry, data updates
and the general processing of hires for Faculty, Academic,
Limited, Employee In Training, Student Assistant, and
Other employee classifications at UW — Madison.



OVerview, of Systems

Vacancy Hi Set Up, Operations &
Management re Maintenance

«Job
Descriptions
«Management *HIRE Rglsjcr)nu?r(]:e
Approval *CHRIS-HR S
*Recruitment ystem
«Selection

/ Human Resources- \

Student Hourly
 Time & Labor

« Absence Manage.
* Benefits
* Funding Employees

- )




Hire = 3 Computer Systems

o

Enter Data for Search
HRS &
2 < Search Results EPM

Enter Person, Position, Job Data for Hire
Submit, Approve, Send to HRS

3 JEMS
Accept Data or Correct Error(s) & HRS




PVLE & JEVIS & HRS

A. JEMS HIRE is linked to both PVL and HRS

B. JEMS HIRE data is compared to PVL criteria before it is pushed to HRS
C. Some PVL data is pre-populated in JEMS HIRE
D. Some HRS data is pre-populated in JEMS HIRE

Hum ' e System




Basic Work Flow — Hiring*®

FA, AS, SA, LI, EE, OT University Staff

1. Search EPM & HRS 1. Search EPM & HRS

2. JEMS — HIRE 2. JEMS CHRIS-HR

(Search Functions)

UW Madison Campus:

e Only campus to use JEMS
» Student Help hires are the only type of hire done in HRS.

» All other employee classification hires are done through JEMS.



UW Madison - Vlajor Partners

N
Office of Human

Resources &
UW Service Center )
N

Divisions

Y,
N

Departments




Create Employment

3 Sets of Data

1. Position
2. Job
3. Person




OSItion AtEribUtes

Defaults
Information Into
Job Data

Position number
can not be reused

Position

Classified-one
person per
position




Hiring Data Workflow

Centralized Department

* Division enters approved data

(Paper Forms); salary funding, S J E M S

payroll coordinator schedules, &
time approvers

HRS |

De-Centralized Department

* Department routes CP/CJ
forms to Division —_— J E M S

« Department enters limited data,
LTE and Unclassified position
data >

* Department enters Salary [ H RS ]
Funding, Payroll Coordinators,
Schedules, and Time Approvers

Enter Student data to HRS




Employment Classifications

JEMS
CHRIS-HR

JEMS-HIRE

Univ. Staff

Univ. S_taff Fixed-Term

- Ongoing Finite
(CP) (&)

EenTpﬁg;ggy Faculty Academic Limited i'ﬁmrfé?%’iiz Asstgigte;rtt
) (FA) (AS) (L) ET) (SA)

Note: 1) This framework creates the “Empl Classes” and their codes
2) Student Help employees are hired directly in HRS



Empl IDs & Empl Rec

Empl ID = 1 Person
Empl Rec = 1 Job Row
Primary & Secondary job

indicators are separate from
Empl Recs.

&

@1

N
P
T

(-

4 )
Job 1
EmplRec =0
Job 2
EmplRec =1
\ Z
4 )
Job 3
Empl Rec =2
\_ J

Only 1 Empl ID (one per person)

Empl Recs (job data)
do not belong to
campuses, departments
or people.

Reuse Empl Recs

Use lowest available
Empl Rec

Use few Empl Recs
16



Employee ID & Employee Record Numbers

e Employee ID established on 15 hire

— Only one Empl ID number per employee, even if multiple positions

e Employee Record Number(s) (Empl Rec) = a position

— O indicates a position; start of numbering system
— 1 indicates another, concurrent, position

Example

Name: Sally Janssen, Lecturer
Empl ID: 00067651

Lecturer-History .80 FTE n

Lecturer-Pol. Science .20 FTE Empl Red 1

Note: Empl Recs are important on Rehires and Transfers! 17



HRS Rows off Data

Row # Data Relationship

1
2
3

HRS rows are pages of data that show all the applicable information for one Effective
Date. All JEMS data goes into HRS rows.

=) /Ail e Row 1 of 3

=le\ 28 « Row 2 of 3
240)/A¢H . Row 3 of 3

Future
Current
Historical #linciude Histary

18



UDDS Codes

The UDDS code describes each campus, division, &
department.

(A )( A06 0180 )

uw
Madison
Campus

DIVISION )

DEPARTMENT (AQ1 & AD2 ONLY) )

" YW YW

SUBDEPARTMENT (DEFALLT) )




Effective Dates

Effective dates allow you to keep
historical, current, and future
Information in tables. You can use
the information to look at what has
happened up to now and plan for
the future.

Effective Date

Effective Date

SD Data Row ED b Data Row FP

Time

Effective Date

SD=Start Date, ED=End Date

SD

Data Row

ED

SD = Effective Date

20



Align Effective Dates

— 1. Person —




Actions to Hire

‘ Add An Employment Instance

‘ Transfer




Hire Action

Hire Date

First UWlSystem Job

Other Employment ( \ |

January 1 July 1 December 31

Note: Employees who worked in the UW System before 04/18/11
would be processed with a “Hire” action.



Hire Date: 11/4/13
New UW System Job

A
|

Previous UW System Job

A

June 30, 2012

04/18/11



Add An Employment Instance Action

Hire Date Add an Instance for #2

A

Job Number 2

Job Number 1

January 1 July 1 December 31



lransfer Action

Hire Date
Use Transfer Action for #2

A

UW Job Number 2

UW Job Number 1

January 1 July 1 December 31



Before You Start

e Have this information available
— Name
— Date of Birth (DOB)
— Social Security Number
— Gender
— Ethnic Background
— Address
— Phone
— Business Unit, Department, Location
— Compensation Rate (Hourly Rate)
= Division/Department Funding Information
— Selective Service Registration (Ifa.male between 18-25)



Unilversity of ‘Wisconsin Service Denber Human Resource System

Unbsersity of ‘Wisconsin Serdce Denber

Add a Peraon Add a Parson

::uwuu: Ii LW Additional
e —| Enter Data From Forms/Letters fromm=:
o | : to
No— I =+=—== | O sommo=] ]
pa—  H JEMS-Hire Tabs (Views of Data Sets)
wmems |+ Find/Add Hire
o il'e Person
.  Person Contact
mﬂum Counly  Sialys  Prefered ¢ POSition Date:
- B ]e Job
» Benefits B
orem | ~— 1 o |* HRContact
 Comment
e | e Status History
Harme | | |
Sumness | | |




JEMS 7-Day Processing Window

Ente_lguﬂata Ern'_lalnvee
JEMS ired
June 1 June 2 June 3 June 4 June 5 June 6 June 7 June 11
Day 1 Day 2 Day 3 Day 4 Day 5 Day & Day 7 Day 11
Friday Saturday Sunday Monday Tusesday Wednesday Thursday handay

7 Days Before Hire Date >




?hu:b.uj
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E A Update - Star 50 e D = EE
tal
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£ Academic
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Big Picture: Process of Hiring

Complete

Search EBM/ HRS Enter Hire in JEMS transaction
In HRS

Hire
Transfer

Rehire Coordinators
Add Employ. Inst. Time Approvers

Con.c.urrent Work Schedules
Position

Salary Eunding

Does this person Payroll

already have an
EmpliD?




Madison Campus: Which System ?

’ JEMS-Hire ? JEMS CHRIS-HR ?

HRS ?

‘ Think about It...



JEIVIS=Data Entry Tabs

~-Ind/Add Hire

2erson Data

Person Contact Data
2osition Data

Job Data

Benefits

HR Contact

Comments Data

(Form or

Status History Letter)

© 00N Ok owDdE




JEMIS HIRE: Step by Step

Search
EPM
\v/ Check
PVL data
Search

W
Correct
Data
/ Send to FOYE Submit
HRS (250 edits) (5 edits)




Remember
1o
Search
EPM & HRS

st

efore the hire



Search for Matching Persons

Search EPM

EPM>Reporting Tools > Query
> Query Manager

Search/Match in HRS

Workforce
Administration>Personal
Information>Add a Person -
Search for Matching Persons




WAR

*Goal: Avoid duplicate person data

*Check for duplicate IDs with every hire!!!




~| Effective Dates for

it ' | jobs that were
.| “Active” on

ko 14 2/10/2011 were
AL .| converted from IADS
~{with an
~|action/reason of
- |"conversion.”

IADS = Integrated Appointment Data System



Searching tor Mlatching Persons in HRS

Search: M

[+ My Favarites { Add Person

[» CLEAM_Address
[ Inbound File Upload

[ Belf Serice
b Manager Self Service Person Il INEWY ey S 2AICH fOF Matching Persons
[ Recruiting

el -7 VOO rC R Administration Add the Person

me| = Prrsonal Information

[ Biographical

[ Organizational
Relationships

[ Personal Relationships
[ Citizenship

[ Dizability

[ OEE Workforce Survey
CAMN

[ Diversity Compliance
HLD -
[ -9 Forms

= Add a Person
= Mananoe Hires
~ Madify a Person

Workforce Administration = Personal Information =2
Add a Person = Search for Matching Persons




Search tor IMlatching Persons

Add a Person - Windows Internet Explorer provided b

%v \l.'-'.l https: //test ps. wiscansin.edu/psp/hrtrn-bd/EMPLOYEE/HRMS o/ TRACK_GLOBAL_ASSIGNMENTS_(GBL), PERSONAL_DATA_ADD.GBLPPORTALPARAM_F V| 8 || 4] x| |£—|Google ||5J =

X Snag\t i H

_,' Search = More 3> . SignIn =

File Edit Yiew Favortes Tools Help x GO-‘-S'C

i:f Favarites ‘ ig E Suggested Sites = XL Learn@UW University of W...

— a
88| Il.'.'.lndd 4 Person x |QMadison Wisconsin News, Ma, .. Google | | & - B = @ * Page » Safety = Tools - @v
ORACLE’
Add to Favorites
Menu =
 Persanal Information ] New Window | Help | Custamize Page | B

[ Biographical
[ Organizational T
Relaticnships #id Persan
[» Personal Relationships

I» Citizenship

[ Disability

[ OEE Workforce Survey
CAN

[ Diversity Compliance Addthe Person
MLD

[- -9 Forms

= Add a Person .
> anace iea Click Search for
= Modify a Person
= E-Verify Status -
= Person Oraanizational M t h g P
Feiean ) atcnin ersons
= Add a Person - Student
Help
= Badaoe
= Security Clearance
— Badae/Clearance
Access Summary
= Expiration Mofification
= Expiration Inguiry
= SPVI & Email Update
[ Job Information
[- Global Assignments
[ Labor Administration
[» Absence and Vacation
[» Leave Administration USF
[- Flexible Service EG
[ Collective Processes
[+ Self Service Transactions
[ Template-Based Hire
[> Worlkdforce Reports
[> UW External HR Systems
[- Benefits
[ Compensation
[» Stock
[- Time and Labor
[ Payroll for Morth America
[ Global Payroll & Absence
Mgrmt
[» Payrall Interface
[- Workforce Development
[ Organizational Development

Person ID: Search for Matching Persons




Search Criteria

Add a Perso ndows Internet Explorer pro:

il |El Google | ‘E

m - |l'-'J https:/ test . ps. wisconsin.edu/psp/hrtrm-bd[EMPLOYEEHRIMS ol TRACK _GLOBAL_ASSIGNMENTS_(GEL) PERSONAL_DATA_ADD GEL7PORTALPARAM_F V| 4 |(|&||+

x Snagit i @‘

:',' Search + | More 2 . Signin *

Fle Edit Wiew Favorites  Tools  Help ‘X GO-'S'E

i} Favorites | {g E Suggested Sites + ﬁ Learn@LUw University of ...

=l [L’.‘J Add a Person x ‘@Madlson ‘Wisconsin Mews, Ma... GDDgIe |_| @ - B = @ - Page -~ Safety - Tools - ®v 2

ORACLE

Menu =]
= Personal Information -~ Search Critena
I» Biographical |
[> Organizational
Relationships Address Line 1 | |©\-
[» Personal Relationships
[+ Citizenship
I Disability
[- OEE Workforce Survey
CAN
[ Diversity Compliance
MNLD
[ I-9 Forms
= Add a Person First Mame Search |PARKER

= Manage Hires
- ify 3 Person
= E-Verify Status o
= Person Oraanizational Last Mame Search |ER|C EQ
Summary
= Add a Person - Student
Help
= Badage
= Security Clearance
= Badoe/Clearance
Access Summary
= Expiration MNotification
= Expiration Inguiry Gender | |®-
= SPVI & Email Update
[ Job Information
[» Global Assignments
b Labor Administration NETGHEL | e
[» Absence and Vacation
o e
[ Flexible Senice EG
[ Collective Processes Search Order Description
lgalinace e adional) 10 Name, Addr City,Bday, Gender NID
[» Template-Based Hire E i X R =
[ Woarkforce Reports
[> UW External HR Systems
[ Benefits
[> Compensation
[- Stock
[> Time and Labor
[> Payrall for Morth America
[> Global Payroll & Absence 30 MName Bday, Gender

[> Workforce Development :
b Organizational Development | 50 MName Cnly Selective Search

I Fnternrize | parninn =)

Add to Favoriles

Search Fields Value

Enter name & tab
to next field

City |

Date orgirn L s

Click Selective
Search Button

20 MID Only

e Internet

H100% -

)
.



ORACLE’

= Personal Information

[ Biographical

[» Crganizational
Relaticnships

[» Personal Relationships

[» Citizenship

[> Disahility

[» OEE Waorkforce Survey
CAN

[» Diversity Compliance
MLD

I> I-9 Forms

= Manage Hires
= Modify a Person
= E-Merify Status
= Person Organizational
Summary
= Add a Persaon - Student
Help
= Badage
= Security Clearance
= Badge/Clearance
ACCESS Sumimary
= Expiration Motification
= Expiration Inguiry
= 5PVl & Email Update
[> Job Information
[> Glohal Assignments
[» Labaor Administration
[» Absence and Vacation
[» Leave Administration USF
[» Flexible Service EG
[ Collective Processes
[» Self Service Transactions
[» Template-Based Hire
[ Workforce Reports
[ UW External HR Systems
[ Benefits
[= Compensation
[» Stock
[ Time and Labar
[ Payrall for Morth America
[= Global Payroll & Absence
Mgmt
[= Payroll Interface
[= Workforce Development
[> Organizational Development
[ Fnternrice | earninn

Assess Search Results

Search Results

Search Type: Ferson Ad Hoc Search

copy Empl ID

HR Auto Run at Save Time

Review data and

Search Parameter: PSHR_SAVE_TIME

Result Code: P3HR_GEMNERAL General Core HR Results

Return to Search Criteria

Humber of ID's Found: 4

Search Order Number:

Search Results
Results

First U

tomize | Find | Vi 1-4 of 4

Hame Effective

EmpiID o First Name Last Name National 1D
1 Carn-'IDl 004755068 PRI 02102011 ERIC PARKS 295149457
2 CarWIDl 00485232 PRI 02102011 ERIK FARKER 497041197
3 CarryIDl 00520804 PRI 02102011 ERIC PARKER 564151656
4 Carl‘stDl 00523956 PRI 02102011 ERIC PARKER 595462927

New Window | Help | B

0 Internet

3 -

L 100%



JEVIS Overview

e JEMS Hire  JEMS CHRIS HR
— JEMS Hiring Functions — Hiring Functions
e Hire/Transfer « List My Unit’s Transactions
e Summer Hire  Process Applicants
« My New Hire Basket « Edit/View HR Transactions
« Search HR Transactions

» Create/Copy an HR
— JEMS Job Change Transaction

(Both Unclassified and Classified) e Edit Profile
» Job Change Request
e My Job Change Basket



Entry Screen

File Edit Actions Tools Main Menu APO Actions Window Help UAT

The University of Wisconsin - Madison
Office of Human Resources
Job and Employee Management System (JEMS)

New Hire Job Change

R Hireflransfer ..
Job Change Request I

Summer Hire

My Mew Hire Basket My Job Change Basket |

| I/{ Always Use to Exit ]

Exit System

33



Find/Add Hire Tab

ile Edit Actions Tools Main Menu  APOD Actions Window Help UAT

_ HirelTransfer Employee
JEMS Search (Steps #1 & 2)-use when ="
you know the person is in HRS. Not a Close

substitute for searching in HRS & EPM. |

Find Person

1 Social Security Nbr:  |= ﬂ |
EmplID: = =] ]
First Name: = = Skip Steps #1 & 2 if this
Last Name: = =l IS a new (tO UW) hire.
Search| ClEﬂJ
Search Results Sort By |Emplid =l

Select Emplid Last Hame

Recruitment Type ﬂ PVL Number | J —I

36




PVL System-Salary/Title Tab

£9 UW-Madison Office of Human Resources, Job and Employee Management System [JEMS) Click the x
Window Help UAT button to close

File Edit Actions Tools Main Menu

T ol # 59260 - HIRE PEMNDING - antls aciate Praofessar (CHS) - Plastic and Reconstructive Surgeny
Currrent Status: HIREE PERDIMNG Malidated far this Status)

Major Department: 2539730 - SmphfSurgendDentl-Plastc Sroy
YL Humber 59260 Job Codefs): DO2MMN DO3MMN

OFPEM RECRLUITMENT

Core Salawﬂ'itlel Contact l Qals l Duties lPrngramsIDncs REF Incurnbent CummentlﬁtatusHistDw]
TitlerSalany

Salary

Pay Basis |0 ~||a Salary Qualifier |Plus U Medical Foundation MIC

Mininn 47 100,000 Maximun 266,398 000 Authorized hax 286, 398 001
Advertize l—_|T Pre Approved Higher l—_|T Request to Exceed l—_|T
Salary Max Mo Market Range Mo 4 Salary Max Mo
Appointment FTE

Minimum | 1 0000 M@ximom | 1 0000

Titles heing recruited: [Min and Max are from Historical Title or Extraordinary Salary Range Min and Max]
Under LKilized

Job Code Job Hame Grade WomenMinorities Min Max Basis

T T=1E




Person Data Tab

ile Edit Actions Tools Main Menu AP Actions Window Help UAT

This is the a
New Hire

HireiTransfar Employee

P et

Ferson Mame and the Hiring Dept.{Faosition Tab) will he Reguired 1o save this recard. I E—
Find/Add Hire  Person IPersun Cunta[:tl Position l Job l Benefits l HR Cuntat:tl Cummentsl Status History

Person Data

Biographical Details

Empl |D |
Effective Date™  |[IELIALN Tabs: Start Ieft &
First Name~ Middle Name | | work to the right

|
Last Hame™® | Suffiz | j
Date of Birth* |
|
|

Gender*
Ethnic Group

[ [ o . .
ﬂ\ Arrow indicates multiple choices

A
|

Selective Service

Registered - Reason | Signature Date
| | | [ |

Hational 1D Foreign Hational
. . -

National ID Foreign National
Foreign National Working Outside US [




Person Contact Tab

ile Edit Actions Tools Main Menu  APO Actions Window Help UAT

HirefTransfer Employes

R

Ferson Mame and the Hiring Dept.(Faosition Tab) will he Required to save this recard.

Find/Add Hire] Person Person Cuntaml Position l Joh l Benefits l HR Cuntactl Cummentsl Status Histury'l

Person Contact Information

Current Addresses

Release Home Information ' o Yes ﬁ Edit/View Address Detail |
Address Line 1* Address Line 2 City/State™
Home Address | | |
Location Description RHoom #/Mail Drop

Office Address | | |
Phone Information

Phone Numher Preferred ) ; .
Home Phone | - .ThIS field is al_so
Office Phone | ~ iImportant foreign

(Format: 608-262-0000] national employees

Email Addresses

Email Address

W
©

Home Email




Add/Moedify: Address

" Add J Modify Addresses

_Save/Close | :
. Home | office | Click
— Home Address SaVe/CIOSEd
when done

| | Address Line 1° |

Address Line 2 | \
Address Line 3 I Person Contact Information

City* |
1 State*® I i I em Add / Modify Addresses
| | County | Coun Search for the

\\\

- ! Home Dfﬁt:el

\

f_.
. The County I Search for Location Using
f|e|d IS reqU|red ! Location Code I “ ’7 & Building Name " Location Cade

Description I

Room # |

location code

/

— Office Address V

| Mail Drop ID |




Position Tab

File Edit Actions Tools Main Menu APOD Actions Window Help  UAT

’.';'_EI HirefTransfer Employee
Save
M) e
Close
Ferson Hame and the Hiring Dept.(Fosition Tak) will be Reguired to sawve this record.
Find/Add Hire| Person | Person Contact Position | Joh | Benefits | HR Cuntactl Cummentsl Status History

Position Data

TA Quick add | )
Prepopulated ] Position Numher|—

Position Effective Date™

Department® IP-.EEEITEEI n SMPHISURGERYDEMTL-PLASTC SRGY

Empl Class® [as B acace
Job Code* I

FTE" 1.000

PVL may prepopulate a value

PVL may prepopulate a value

HR Dept Location™

Back-up
{Concurrent Position)

Continuity Status Information

Cuntinuit}f*l “ Joh SE[:urityrI j Guaranteed Lengthl 'l




ile Edit Actions Tools Main Menu APOD Actions Window Help UAT

HireiTransfer Emplayes

Save
) ey
Close
Ferson Mame and the Hiring Dept.(Pasition Taky will be Reguired to save this recard.
Find/Add Hire| Person | Person Cunta[:tl Position Job | Benefits | HR Cunta[:tl Comments | Status History

Job Data

Hire / Transfer

Hire Type® - Empl Rcd# I “
Action |Hire Action Reason |DriginaIINew Hire s 010 n
Effective Date® 10/ 52008
Working Title | Person, Position,
Expected End Date and Job Effective

Criminal Background
Check [CBC Date)

| Dates must match
Probation Type | j Probation End [.‘latel
|
|

Seasonal Status

[

Additional Pay/Lump Sum

Compensation

Pay Basis™ |~nnual n Comp Rate®




Benefits Tab

File Edit Actions Tools Wain Menu APO Actions Window Help UAT

Save |
Mew Close |
Person Mame and the Hiring Dept.(Fosition Tab) will be Required to save this record. Print |

Find/Add Hire | Person Person Contact| Position Job Benefits |HR {Zontaml {Zommentﬁl Status Hismryl

1

Benefits ( i I i
This field is
important for
Rehired Annuitant Mo WRS beneflts

Visiting from I
Other Institution

Work Qut = .
of State Required

Eligible for Full :

Employer Contribution * |Full-Time -

#This refers to health insurance premiums.

Record: 1/1 | | | <0sC>



Human Resource/Fiscal Contacts

Find/Add Hirel Person | Person Cuntaml Position | Job | Benefits HR Contact | Cummentsl Status Histury"
HR. Contact
Last Name First Name Contact Type

e

Add Contact |  Delete Contact |  Copy datato another Contact & frincr © Funding € Acdiions
Find/Add Hirel Person | Person Cuntaml Position | Job | Benefits HR Contact | Cummentsl Status History
HR Contact
Last Name First Hame Contact Type

{E}//

Done

e ————

I Delete Contact | Copy data to another Contact & Primary O Funding © Additional

Contact Type

Last Name

Detail for Selected Contact

on the left. In addition, if you are unsure of
a spelling vou can use the % wildcard. For

The SEARCH function performs a 'fuzzy”
I_ - I{— zearch on the last andfor first name entered

example: pf% could result in Feen, Pfeffer,
— I Pfender and others.

{3

First H\ame I Search Address Listings |
Phone Click button to put \> Get My Contact Data |
your profile

Email Address

L information in fields.




Uncla55|f|ed Hires

em Add a Position and Job for; JOHRM, DOE

(Mot alidated far this Status) Save
DRAFT
Close
Find/Add Hire| Person | Person Contact| Position Joh Benefits HR Contact | Comments | Status History
HR Contact
Last Hame First Name Contact Type
Srmith Jane Pritnary -
Add Contact | Delete Contact I Copy data to another Contact " Primary * Funding ¢ additional
Detail for Selected Contact
The SEARCH function performs a 'fuzzy!
Contact Type Funding j search on the last andid first name entered
_ on the left. In addition, if vou are unsure of
Funding Contact a zpeling you can uze the % wildcard. For
- example: pf% could result in Feen, Pfeffer,
Last Name Smith Pfender and athers.
First Name Jane Search Address Listings
Phone B08-123-4567 Get My Contact Data
Email Address jane.smithi@wisc. edu




Comments Tab

e Edit Actions Lools  Mam Menu  APOACtons wWindow Help  UAL

Add a Position and . Inhk for AOHRK TiCE

. (Mot validated far this Status) Save

Prior comments are |-,
. . Cl

shown in this table. ose

Find/Add Hire | Person I ﬁ Position Joh Benefits | HR Contact Comments | Status History

Comments
Logon
Created ID Comment Logged Fvents

— Detaf@or Hightlighted Line

Enter comments
here.

Add Comment |
Delete Comiment |

[4]

Comment Last Updated By:




Status Histoery Screen

File Edit Actions Tools WMain Menu APO Actions Window Help UAT

MWalidated for this Status)
FINISHED - ENTERED IN HRES

Print

i

Find/Add Hire Person Person Contact | Position Job Benefits | HR Contact | Comments S5Status History |

Status History

Status Effective Date/Time
Status Date User L ogon ID/MName Status Changed
FIMISHED - EMTERED IM HRS 01/09/2014 089-JAN-2014 11:31:55 AM L]
DIWISION APPROVED-SENT TO HRS 01/09/2014 OHROS (Ohr0g Chria) 09-JAN-2014 11:21:42 AM
DEPARTMENMT APFROVED 01/09/2014 OHROS (Ohr0g Chrid) 09-JAN-2014 11:20:15 AM
EMTERED 0140852014 OHROE (OhrOg Chrig) 089-JAM-2014 11:18:07 AM
DRAFT onoend OLEne (ohs Shonos OOkl and 444734 A8
W — . . ~
:\w/ Multiple Statuses Describe Work Flow \
\\ Statuses
\ Draft
Entered

Dept. Approved
Div. Approved-Sent to HRS s

Finished-Entered in HRS

abkhwbE

,

Record: 1/5 | | |




Einishing the Hire-Vienu Actions

1. Select “Submit” from Action menu

5 Edits

2. Select “Approve” from Action menu

A. The “Approve Action” may result in an error
message(s) (250 edits)

1. Read message, analyze it, & determine
correct data

a) Critical Message Type (will stop processing)
b) Note Message Type (will not stop processing)



Submit & Approve Screen Shot

Zreate Dira
S bmit

Use Action
menu at upper
left of screen

ARprove
. Send to HRS
Lok the Click the
Approve Rejert o
Link to ) Submit Link
send an Cancel
email to
Division for Haold
their

'd
. approval / u e Grey Menu Item - not
Hlslalnlls! available at this time




JEMS HIRE Error Vessage Screen/List

Only appears with message list

UW-Madison Office of Human Resources, Job and Employee Management S W.am (JEMS)
File Edit Actions Tools MainMenu 2P0 Actions Window Help Refresh ErorList QA

’5_‘-3 Add a Position and Joh for: JEMS-HAMMES, BENNIE

"8 Error Check for Person: JEMS-HAMMES

— JEM System Error List 8 Errors Found

Find/Add Hire The 'Ga To Error* button will take you to the problem data. To review the next error, select ‘Refresh Error List' on the menu bar.
Error Action

Created

The Job Security field should be populated only for
Go To Error |Critical |20 Empl Class of Acadermic Staff or OT2 with

iohcade of Z99MM (hackup position)
Frobation Type must be blank far Faculty positions
Go To Error |Crifical
- Ifthe Pay Basis is ‘Academic' (C-Basis), then the
Go To Error (S1tical | ok Expected End Date must be no later than the
end date ofthe Academic Year Calendar.

Add C citical If not a Wisiting Title, then the Yisiting from Another
| GoToError | MR it o ield must be blank
_ Edil

Delete | Critical If Job Security is populated, then Continuity must
ml he 03" {note that Job Security is anly used for

Academic Stafftites or OT2 when the jobcode is

Please select blank fram the drop down list

Flease selectthe blank line fram the list {itis the
last entry in the list)

— Detail for |

Please adjust the Job Expected End Date
accordingly.

Please select Blank ithe last line on the drop
dowen list)

Please adjustthe data accordingly.

R I R I I | K N

(IO IO I [ (KO A

iRecord: 178

|<08c= |

Read message, analyze
message & take action

Click “Go To Error”
button

Make data change; click
save button

Click “Refresh Error
List”

Repeat process until no
error messages

Use Action menu, select
Approve

Use Action menu, select
Send to HRS (Division)



JEVIS HIRE Mlessage/List Screen-cont.

Describes the error
and data field

UW-Madison Office of Human Resources, Job and Employee Management System (JEMS)

File Edit Actions Tools Main Menu AFO Actions Window Help Refresk ErrorList QA

'E_E Add a Position and Job for: JEMS-HAMMES, BENNIE

4 Error Check for Person: JEMS-HAMMES

Close |

— JEM System Error List 8 Errors Found D i b h
Find/Add Hire The "Go To Error* button will take you to the prohlermlat/wmwtmor, select 'Refresh Error List' on the menu bar. eS C rl eS W at
Error Message Error Action aCtI 0 n tO take

nirmum .

Institution' field must be blank. dowen list).

3

Critical If Joh Security is populated, then Continuity must
p |Go To Error be 03 note that.Job Security is only used for
Academic Stafftitles or OTZ2 when the jobcode is

Flease adjustthe data accardingly.

Created

N

The Job Security field should be populated only for | |Please select blank from the drop down list. =

Go To Error |Critical an Empl Class of Acadernic Staff or OT2 with ot |

jobcode of Z99MM (hackup position). ;I I~

Frobation Type must be blank for Faculty positions. | |Pleaze selectthe blank line from the list {itis the =]

Go To ErmrlCriticaI __| last entry in the list). |

— Detail for | hd jad

N Ifthe Pay Basis is Academic' (C-Basis), thenthe  ~| |Please adjustthe Joh Expected End Date =

Go To Error [S1tical | on Evpected End Date must be no laterthan the  — [accordingly. _

end date of the Academic Year Calendar. I~ I~

Add If not a Visiting Title, then the Visiting from Another &) |Please select Blank the lastline onthe drop 1=

Action: Click to go to |
data field and correct |
error with data o oo |




-

JEVIS Error Correction

After correction, use
Refresh Error List menu
(only appears when the

d Employee Management System [JEMS)
indow Help  Refresh Error List QA

message list appears) & go
back to list of errors (vl

After entering

ET TERED

data, click on
Save button.

3

Find/Add Hirel Person | Person Cunta[:tl Position Joh | Benefits | HR Cuntaml Com

Save |
Close |
Print |

r{z}us Hisiuryl enu bar.
4

Job Data

Hire / Transfer

Hire Type™ [Hire “ Empl Rcd# I “

Action |Hire Action Reason |OriginaIINeW Hire /010
Effective Date™ IDdIEDIZM 2
Working Title IAg Associate Professor

Expected End Date IDSISHEME
Criminal Background I—
Check (CBC Date)

Seasonal Status |IZ|9 Manth j

Additional Pay/Lump Sum |

Compensation

Pay Basis™ IAcademic n Comp Rate™

Probation Type INDt Required j Prohation End Date I

| |» |4‘ l»\
|»

the

Ll [»]|

|

Data field is
highlighted in blue.
nter data here.

il B

Record: 1/1 || - | =050




Close Button

ile Edit Actions Taools Main Menu  APO Actions Window Hely

After submitted &
approved, click on

HirefTransfer Employee

5
close e
P
Close
Fersan Mame and the Hiring Dept.(Fasition Tab) will be Reguired to save this record.
Find/Add Hire| Person | Person Contact| Position Job | Benefits | HR Contact | Comments Status History

Status History

Status Effective Date/Time
Status Date User Logon ID/Name Status Changed

/ \

Ultimate Status
Goal:
“Finished —
Entered in HRS

L]




Iraining Reseurces

DesireZ2Learn Courses
UNIVERSITY OF Abowt EoardofRegents FPresident Folicies Campuses MNews Offices  Contact —

WISCONSIN SYSTEM
A
UV
D2L/LEARN@UW

For UW System Administration

LOGIN 0 REPORT A PROELEM SYSTEM CHECK OTHER D2L/LEARN@UW SITES

News Students Technical Support

No active news articles at this time. Student Login = Check your systent's D2L compatibility
= Frequently asked guestions (FAQ)

Mo active news articles. Visit
httpz//helpdeskwisc.edw/uwnews.php for news archive. Uw S}(Stem Fﬂ{:ulty & S.taff = Knownissues - Learn@UW Knowledge Base

If you're experiencing an issue or unscheduled outage:

Posted on 4 March 2015 | 6:36 pm Faculty & Staff Lagin
= CHECKWITH YOUR PROGRAM'S HELF DESK OR
SUPPORT FIRST.

UW System Guests —

Non-faculty/staff, non-student Login = Contact the UW-Madison Helpdesk at +1-(608)
-264-HELF (4357). Mention that your course is on
W System Administration’s D2L.

Consortium/Alliance Users

Consorim Sl gL isers Mainteananea Schadula

Web Address: https://Iwww.wisconsin.edu/d2l/



https://www.wisconsin.edu/d2l/
https://www.wisconsin.edu/d2l/

Support

 Knowledge Base nttps:/ikb.wisc.edu/hrs/

JEMS documents
(See training handout for a listing.)

e JEMS Portal

e Service Center
e 890-1501
e 1-855-4UW-SUPP

servicecenter@sc.wisc.edu

Google

Al Toics - SEARCH ADVANCED

Get Help with HRS
Call 855-489-7877 o0 T :
Lo st Getting Help via Phone

The Service Center is here 1o b

v 1 agng from 600 AM
16600 PM, Monday-Friday. Just cal 855-485.71

Emall
senvicorenterdscwisc.edu o £08.850.1501
UveChat with an agent

Ipvi
bty Yo wah fowt More Infa: Fhones Emal Char  Web Fom
View Dutage Information

Uselul links for Employees  Tap Documents of the Week
My UW System Portal g o
e Savios Conrar HES Training - Student Timeshee!

2. HRS Training - Agg

A= 2 -
v Mvewch o B W e S &
BB &

Get Help

LA®@

833-489-7877 or 608-890-1501

gvel Funging fgr 7013 Summar Senice (Resedssh g Adminislrative) Assianment

My UW-Madison
3 MRS Time and Labor - Creats Malntain TL Securin

Links for HR Professionals 3. HRS Payred - 201 eneral Sxglanation
Login 12 HRS S. HRES Trgining - Add

poimeent Level Funding fo- 2012 Summre: Session Tegching Assicnmant

UWEE Adminkstrative info . MRS Time Approval Ceming Stared wath Time Aporgval thrguah the Poral
7. HRAHE-SummerService & Summer Session Positionsioby
8. MRS Suppor - Who To Contact For Malg

Most Recently Updated Documents

HES Time and Labor - Creare Mainzain Ty Securiny
Lopy Fgaiign

jng the Inter oYing Dugry Libirgr

HES WR - Summer Senvice § Summer Session Positiony/lob
Ll Funding for 20

HES Training - Add

& summer Sendce (Research or Adminkstoatiel Asskannent

9 for 2012 Summer Seesion Teach

- P

-

ing crign Preg; o

39.A%;

MosL 2EINT Docee | [[Edciw



https://kb.wisc.edu/hrs/

Your Toollbox

e JEMS and HRS Program Links

http://www.ohr.wisc.edu/ohr/Informationsystems/in
dex hrs.htm

e JEMS Forms

https://uwservice.wisc.edu/hrs/jems/forms-
review.php

e HRS Forms

ttps://uwservice.wisc.edu/hrs/forms-review.php

 Knowledge Base (KB)
http://kb.wisc.edu/hrs/



http://www.ohr.wisc.edu/ohr/Informationsystems/index_hrs.htm
http://www.ohr.wisc.edu/ohr/Informationsystems/index_hrs.htm
https://uwservice.wisc.edu/hrs/jems/forms-review.php
https://uwservice.wisc.edu/hrs/jems/forms-review.php
https://uwservice.wisc.edu/hrs/forms-review.php
http://kb.wisc.edu/hrs/

Remember!

The Rs of Success in JEMS and HRS

1

Right Person

N

Right Empl ID

= L

Right Empl Rec

A%




Questions??
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