Completing Hires in JEMS CHRIS-HR via TREMS

Hiring for US and US-FTF

Eile Edit sciiorns Tools Main Menu Window Help

’E}_a CHRIS Main Menu for Human Resources Staff -]
The University of Wisconsin - Madison Help
Classified Human Resources Information System

CHRIS - HR System Changes |

HR Transaction Type:
[ University Staff/US-Fixed TermVacancy | TE [ Reclass [ UpdatePD [ Reallocation [ Al Types

[ Include Positions on Hold (vacancies only)

List My Unit's HR Transactions: Edit/View HR Transaction: TranID
** Select One or More HR Transaction Types Above Edit HR Tran | View HR Tran|
Transactions | Must Review/Approve | Search HR Transactions:

Search All HR Transactions |

Transactions in Process |

Create an HR Transaction:

Process Applicant(s): (prior CHRIS Main Menu) | ** Select One HR Transaction Type Above
New Transaction |

| University Stafil)S-Fixed Term F'rocessi...|

*Va Transactions at least Division approved SRR NS T T |

Edit Profile | Exit CHRIS |

Click on <University Staff/US-Fixed Term Processing>

%A ¢ 71 Applicant Processing Menu [+
Vacancy ID: Social Security #: Empl 1D:
Applicant ID:
Position Vacancy Applicants
Update/View Position Vacancy | Add Blue Collar Transfer | Add Mandatory Right Applicant |
Position Vacancy Log | Update/iew Blue Collar Transfer | Update Mandatory Right Applic... |
HR Transaction |
Add BermissivelSpecial tpplicant Rank Mandatory Applicants |
Referred Applicants - Rank | — - - - -
Update Permissive/Special Applic... | List All Mandatory Rights |
Referred Applicants - Alpha |
Referred Applicants - Report | Add Original/New Hire Applicant | Add Personal Data |
View All Applicants | Update Original/New Hire Appl | Update Personal Data |
Refresh Referred Applicants |
ListVacancies For UDDS | A UDDS List List Vacancies For An Applicant |
List Vacancies For UDDS.I'TitIe| Title List CHR Paosition Vacancy Reports |
List CHRIS Applicant(s MIADS F'erson(...| CHRIS Main Menu | Return

Enter the JEMS Transaction ID in the <Vacancy ID> field
Click on either <Referred Applicants — Rank> or <Referred Applicants — Alpha>



When clicking on Referred Applicants — Alpha

’EEI CHRIS: Referred Applicants in Alphabetical Order

| Pos Vac Id [00058167¢ Dept Ref# | UDDS |2486700 Fte| 1.000 Status |Selected

! Job Code 21312 |PAY & BEM SPECIALIST ADV More| Contact Becky White |608-262-1137
ININETEEN, MIA APP SS# [265-47-9762 petail|  ROA|EE
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Frevioie || Nexti0 *Select Data| Rank Ligll| All Appls List| Vacancy| ME Comment| Save |
| | MNextVacancy| Fantliand PrintRefgffals| ApptLetter | Return | Menu | Push Hire to HRS |

Click on <Detail> to open applicant data

When clicking on Referred Applicant — Rank

’ég CHRIS: Referred Applicants in RankiScore Order

Pos Vac ID 00081676 Dept Ref#| UDDS (4436700 Fte|1.000 Status|Selected
Job Code [21312 |PAY & BEN SPECIALIST ADV: More|  Contact |Becky White |608-262-1137
Applic Type Reg/Permissive Rank Score Seniority Dt Gender Ethnic  Hdcp Vel ExEmp
Basic Traditional [ 1 | | o [Hms [N [N | | Roa|BE
[NINETEEN, MIA APP $5#265-47-9762 H|608-111-1111 W
|123 BUCKY LANE, MADISON WI 53715 Detail |

Erevion.. [MERTL ‘Select Data | Alpha List

Mext Vacancy Bankand

Appls List| Vacan..| NE Comment| Save |
ApptLetter | Return | Menu | Push Hire to HRS |

Click on <Detail> to open applicant data



’:';fl CHRIS: Original/Mew Hire Applicant

Position Vacancy Id| 00081676 EmplClass [CP Fte | 1.000 Status [Selected
Job Code |21312 |F'AY&EIEN SPECIALIST ADV, UDDS |MBE?UU |L&SJ’F’HYS|CSJ’F’HYSICS
Announced Job(‘.ode|21312 |F'AY&EIEN SPECIALIST AD  More SchedulerRangelﬁ—lﬁ HAM m
Soc Sec# |265-47-9762 Empl ID Applicant Id | 0000017682 Ehange 55+ 0rEmpl 1D
Hame: Last [KICISI=Sy| First ||'v'||A Address |123 BUCKY LAMNE
Middle |APP Name Suffix| - |
Home Phone |603-111-1111  Weork Phone City [MADISON Statelﬁ
Email |app19@app19.com Zip Code (53715~ County
Birth Date | 01/01/1935 Adj Cont Service Date Country | pited State -
Gender Release Home Addr.|n
Veteran [N Handicapped [N Ethnicity || HISPA |HispaniciLatino
Applicant Type ||Original/New Hire ExceptlEmp | | Appointed |
Payrolled |1
ROA |SE [10/03/2016
NextVacancy|  ApptLetter| Vacancy | VacancyLog| Delete | Save | Appointment Data
Next Applicant| View VacAppls | Return | Menu | Push Hire to HRS |

Review Selected Candidate’s data - Note: If information is incorrect, corrections will need to be made in TREMS on the Offer Card
which could result in an amended appointment letter.

If the selected candidate is a current or former employee the Empl iD will populate

Enter or edit the Adjusted Continuous Service Date as necessary

Click on <Appointment Data>

I y?;fl CHRIS: "Selected” Applicant Data

Data for the Selected Applicant
* ININETEEN IMIA AF  EmplRec#|
| Anticipated Begin Date |[[NERIZIRL End Date
| Hire Type | | |
Action | |

Action Reason | |
Appointed Job Code | 21312 |PAY & BEN SPECIALIST ADVANCED
ESRUsed [r  Hired Above The Midpoint [y  AtRiskEmp.” Yes  No

| Prior Employer | Continuity/Duration | |1 000000
CBC StatusDate| ~ Position Of Trust | No v
Hourly Rate |23.000 Rate OverMax [
Probation Type |probationaryPeriod | Probation End Date (04/10/2017
' Rehired Annuitant [ g ~| Std. Out-of-state Plan [ Foreign National [

Appointed | Position # Payrolled 1|
Ok Cancel

LA
i)
o
1=
il
LA
T
=
i

Review Data - Note: If information is incorrect, corrections will need to be made in TREMS on the Offer Card which could result in
an amended appointment letter.
Enter <Hire Type>, <Action Reason>, <At Risk Emp>, <Prior Employer>



Click <ok>

IJ

JEE L Original/™ew Hire Applicant - P
| Position Vacancy Id| 00081676 Empl Class [CP Fte | 1.000 Status [Selected

| JobCode [21312 [PAY & BEN SPECIALIST ADY, UDDS [A486700 [L&S/PHYSICSIPHYSICS
Announced Job Code 21312 |PAY & BEN SPECIALIST AD More|  Schedule/Range |31 -[04 HAM |1
Soc Sec# |265-47-9762 Empl ID Applicant Id | 0000017682 Ehange SSHErEmpiD
Name: Last [JIN=1==Y First (1114 Address [123 BUCKY LANE
Middle APP Name Suffix| - |
Home Phone | 605-111-1111 | Work Phone City [MADISON State | W
Email |app19@app19.com Zip Code (53715 County
Birth Date |01/01/1985 Adj Cont Service Date Country |United State -
Gender Release Home Addr.[n
Veteran [N Handicapped [N Ethnicity | HISPA |HispaniciLatino
Applicant Type || Original/New Hire ExceptlEmp || | Appointed |
Payrolled |1
ROA [SE [10/03/2016
MextVacancy|  ApptLetter| Vacancy | Vacancy Log| Delete | Save | ———
MNext Applicant| View VacAppls | Return | Menu | Push Hire to HRS |

Click on <Push Hire to HRS>



TE Hire

CHRIS - HR

The University of Wisconsin - Madison
Classified Human Resources Information System

Help
System Changes

HR Transaction Type:

[ Include Positions on Hold (vacancies only)

[ University StaffflUS-Fixed Term Vacancy W TE [ Reclass [ UpdatePD [ Reallocation

[ Al Types

List My Unit's HR Transactions:
** Select One or More HR Transaction Types Above

Transactions | Must Reviewl/Approve |

Transactions in Process |

EditView HR Transaction: Tran D
Edit HR Tran |

Search HR Transactions:
[ Search Al HR T1a

Process Applicant(s): (prior CHRIS Main Menu)
University StafflU3-Fixed Term Prncessi...|

**Wacancy Transactions at least Division approved

vy from Existing Transaction |

Edit Profile |

Exit CHRIS |

Enter JEMS Transaction ID in <Edit/View HR Transaction> field and click on <Edit>

e

General Data l Goals Activities Knowledge and Skills Org Chart

Page 1 [ Page 2 Essential Justification TE Detail

REFP Comments History

TE Appt History

Date Duties Began:
Last PD-of-Record Date:

Click on <TE Detail> tab

PDILTE Eff Date: |10/11/2016
Empl ID / Empl Red: al ]

Save

HR Transaction General Information: Page 1 Employee: MIA APP NINETEEN Help
Please Read: - An item with a blue la and an asterisk (*) is required. leg
- Only fields with white fackgrounds can be key entered. o
UDDS*: |A022050 |GENERAL SERVICESIOFFICE il Status: |Class Approved Tran Comments
Code Classification
Title(s)*: [19410 [HR ASST Applicant Status: |LTE Applicant Entered
Rate Range™: Minimum: |515.000 Maxighum: |$31.500 Post Max Rate on Web: [
Supervisor: Last Name* st Name Title*
|I'u1anager |Dire|:10r
Supervisor's Email Address*: |supervisor isc.edu
Employees With Similar Duties
Last Name st Name Title
| | More|
Required Exclusion Forms: Con ntial W Management W Supervisory W
PD Discussion Date: Position # HR Transaction ID: | 000031643

Cert Number: | 00081643

HR Transaction Type: [Temporary Employment




General Data Goals Activities Knowledge and Skills Org Chart REP Comments History

Page 1 Page 2 Essential Justification TE Detail l TE Appt History
Details for Selected TE Applicant Note: Only 1 Applicant Can Be Entered for a Given Vacancy Help
Title: [19410" [HR ASST Sched-Range: [31 - (05 TE Max Rate: [$13.700
Soc Secd [265-47-9762 EmplID Change, Madify, Delete Selected Applicant | ‘
Name: Last* |NINETEEN Address®: 123 BUCKY LANE
First™ [MIA Middle |APP I
Home Phone*: | 608-111-1111 Work Phone: City*: [MADISON State™: [ Wl
Email: |app19@app19.com Zip*: [53715- County:
Birth Date*: |01/01/1985 Adj Cont Service Date: Country™: |{jnited 5t ~| Release Home Address*: [n
Gender*: Ethnicity | HISPA |[Hispanic/Latino
Hire Type { [ Empl Rec#: | | TEBegin Date*: [10/11/2016
[ [ Hourly Rate™: [320.000  Continuity/Duration®: R

Action Reason | | | CBC Status Date: Position Of Trust: _

Rehired Annuitant> | +| Std. Outof-state Plan: [ Foreign National: [ Eligible for Full Time State Rate: [ |

Above TE Maximum: ~ Yes ® No Justification: | Edit
Out of State: Cves ®yp Justification: | Edit|
Overload: T Yes ®No  Employment Overlbad Form | Living Wage Exception: | =
TE Comments (e.g., Out of State hire or Title Not Usual for the UW): | Edit

Save

Review Data — Note: If information is incorrect, corrections will need to be made in TREMS on the Offer Card which could result in
an amended appointment letter.

Enter <Hire Type>, <Action Reason>, <Rehired Annuitant> and other information as necessary

Click <Save>

= Tools MainMenu Window Help

{ Submit HR Transaction
e LTE Action
Approve Project Position Justification
! R
R

=RAL SERVICESIOFFICE OF HUMAN RESOURCESITALENT MGMT / &

edge and Skills QOrg Chart REP Comments History

HRAransachion tial Justification TEDetail | TE ApptHistory

iis for Selected TE Applicant Hote: Only 1 Applicant Can Be Entered for a Given Vacancy Help
HI:I e [19410 HRASST Sched-Range: [81 -[05 TE Max Rate: [$13.700
| E Sec# |265-47-9762 EmplID [ Change, Modify, Delete Selected Applicant | ‘
E Mhe: Last* WINETEEN Address*: 123 BUCKY LANE
e First* [MIA Middle [APP \
hone*: [608-111-1111 Work Phone: | City*: [MADISOM State™ | W
Email: |app19@app19.com Zip*: |53715- County: |
- [01/01/1985 ~ AdjCont Service Date: [ Country*: || Release Home Address®: [y
— : Ethmicity | HISPA | HispaniciLating
fi1 P C Fmpl Rec#: [ TEBegin Date®: [10/11/2015
I [ Hourly Rate*: [$20.000 Continuity/Duration*: 2
= . T CBCStatusDate:|  position Of Trust: _
| nuitant | | Std.Out-of-state Plan: [ Foreign National: [ Eligible for Full Time State Rate: [~
I laximum:  Yes ® No Justification: | Edit
|  ves ® g Justification: | Edit|
I " Yes ® g Employment Overload Form | Living Wage Exception: | =

s (e.g., Out of State hire or Title Not Usual for the UW): |

g
£

Save

Click on <Actions> dropdown list

Click on <LTE Action>



¥4 Approve/Reject LTE
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Click on <Approve LTE Applicant Only>

Hire will automatically push to HRS



