Completing Hires in JEMS Hire via TREMS

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

New Hire Job Change
I Hire/Transfer... ..
Job Change Request |
Summer Hire
My Mew Hire Basket My Job Change Basket

/
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Click on <My New Hire Basket>




JEM System Search Close

Quick Search Advanced Search l Advanced Search Results l

Advanced Search

Department: |contains j |.A
Empl Class: |contains j |
Job Code: |contains j |
Hire Type: |= j | j
Pay Basis: |= j | j
Continuity Code: = j E
PVL Number From: To: — Multiple Selection Criteria
Job Date Range: | To: | You may make more than one selection for this Criteria.
Status Date Range: |03!DBI20'15 To: |DQ:’DBI2D1E Use S“Iﬂ-ClICILfOf _contlnguous selection. Control-click for
selecting non-contiguous elements.
JobApply Ind (YIN): | Current Status
Apo Approved-Sent To Hrs -
Search | Clear | Apo Hold
Cancelled
Department Approved
Division Approved
Division Approved-Sent To Hrs
Division Hold
Clear
Draft j

Click on <Advanced Search>

Enter the PVL Number and click on <Search>



@JEMS Search Screen
JEM System Search

Advanced Search

Advanced Search Results ‘

Quick Search l

Advanced Search Results
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Close
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Emplid / Position Empl
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EmplRed [N Nbr  CI Dept Jobcod

A343300) T16DN §1
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View _M.QGJEJ Print List Record Count: 1
Detail for Highlighted Line
Hire [ Status Pay Continuity
H 0252016 Al |
Type| e Effective Basis iy Code
JobApply |N_

Review Selected Candidate’s name and click on <Modify>



Save
DRAFT Close
Print
Find/Add Hire Person ‘Person Contactl Position ] Job l Benefits I HR Contact] Commentsl Status Historyl

Empl ID
Effective Date™
First Name*
Last Name*
Date of Birth*
Gender*
Ethnic Group

—

10/03/2016

Bioaraphical Details

Person Data

Waived Person

IMICHAEL

Middle Name |

[KoRS

03/01M1957
Male A

Suffix -

|White

National ID

National ID

555-66-2311

Foreign National

Foreign National -
Foreign National Working Outside US r

Review information that populated from TREMS in Person Tab

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

Click on <Find/Add Hire> tab to review PVL nhumber




Y21 Add a Position and Job for: KORS, MICHAEL =S

Save

__save_|
DRAFT Close
__prnt_|

Print
Flndedleel Person l Person Contact] Position ] Job ] Benefits ] HR Contaml Commentsl Status Historyl

Social Security Nbr: |- = |
EmplID: |= =] |
First Name: |= j |
Last Name: |= =] |
Searchl Clear |
Search Results Sort By |Emplid K

Select Emplid

m Add Hire

Recruitment Type |Hire nased on PYL/\Waiver j PVL Number |7

/
/

Review PVL Number mapped from TREMS



{#9Add a Position and Job for: KORS, MICHAEL ==l
Save
DRAFT Close

il

Print

Find/Add Hire] Person Person Contactl Position ] Job I Benefits I HR Contadl Commentsl Status Historyl

Person Contact Information

Current Addresses

Releaze Home Information & No " Yes EditiView Address Detail |
Address Line 1* Address Line 2 City/State*
Home Address 08 N MIDVALE BLVD |I.I'—.DISCH"'I
Location Description Room #/Mail Drop
Office Address | | |

Phone Information

Phone Number Preferred
Home Phone |EEIS-555-3E|E|E| r
Office Phone | r

(Format: 608-262-0000)

Email Addresses
Email Address

Home Email |susan.bacu|ik@wisc.edu

Click on <Person Contact> tab

Review home address and add Office address and phone number



{#Add a Position and Job for: KORS, MICHAEL =]

wﬁﬂ
Print

Find/Add Hire | Person ] Person Contact  Position l Job Benefits | HR Contactl Comments] Status Historyl

il

Position Data

TA /RA Quick Add | Position Number

Position Effective Date® 10/03/2016

Department* A348E00 VCRGE/PRIMATE/PRIMATE

Empl Class* l-Si Academic Staff

Job Code® [rieon RESEARCH SPECIALIST
FTE* [ 1.00000

HR Dept Location® Ii

Back-up

Mo A
(Concurrent Position)

Continuity™* |IJC TEXT FOUND Job Security | Guaranteed Length -

Click on <Position> tab

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.
Add <HR Dept Location>

Add <Continuity>



@Md a Position and Job for: KORS, MICHAEL

FindIAddHirel Person lPersonContactl Position

DRAFT

Job

Save

__save_|
Close
__prnt_|

Print

=x

I Benefits ] HR Contact] Commentsl Status Historyl

Hire ! Transfer

Job Data

Hire Type* IE

Override

Empl Red#

Action

Effective Date™

Working Title
Expected End Date

Criminal Background
Check (CBC Date)
Probation Type

Seasonal Status

Additional Pay/Lump Sum

Pay Basis™ |Annual

| Action Reason

10/03/2016

—

|Eva|uati0n Period j
| B
|

Position of Trust |No j

Probation End Date |10/02/2017

Compensation

Comp Rate®

43,000.000

Review information on the <Job> tab - 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.

-
Click on in Hire Type field and select appropriate Hire Type (This comes over as “Hire” from TREMS

but it doesn’t automatically populate the Action and Action Reason)
Review fields and complete as necessary

(Working Title will populate in Production Environment)



Find/Add Hire

Print |

Person Person Contact| Position Job Benefits | HR Contact Commentsl Status Historyl

Benefits

Rehired Annuitant INo n

Visiting from I j
Other Institution

Work QOut

of State Required No h

Eligible for Full
Employer Contribution *

|Fuil-Time =

#This refers to health insurance premiums.

Review information on the <Benefits> tab and make changes as necessary
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DRAFT Close
Print
Find/Add Hire] Person ] Person Contactl Puosition ] Job ] Benefits HR Contact | Commentsl Status History I
HR Contact
Last Name Eirst Name Contact Type

Add Contact | Delete Contact | Copy data to another Contact ' Primary  Funding  Additional

Detail for Selected Contact

The SEARCH function performs a "fuzzy’
Contact Type - search on the last andlor first name entered
on the left. In addition, if you are unsure of
a speling you can use the % wildcard. For
example: pf% could result in Feen, Pfeffer,
Pfender and others.

Last Name |

First Name | Search Address Listings |

Phone Get My Contact Data |

Email Address |

Enter Contact Information on the <HR Contact> tab
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Find/Add Hirel Person | Person Contactl Position | Job | Benefits | HR Contact Comments | Status Historyl
Comments
Logon
Created 1D Comment Logged Events

— Detail for Hightlighted Line

|»

Add Comment |
Delete Comment |

Lol

Comment Last Updated By: I

Just a screen shot of the <Comments> tab



Save |
DRAFT Close |
Print |

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

Status History

Status Effective Date/MTime

Status Date User Logon ID/Name Status Changed

15

PVCHRIS

Just a screen shot of the <Status History> tab
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Empl ID
Effective Date™
First Name*
Last Name*
Date of Birth*
Gender*
Ethnic Group

for: KORS, MICHAEL

DRAFT

son lPerson Contact] Position ]

—

10/03/2016

Person Data

m Uncancel
O
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Save

__save_|
Close
__prmt_|

Print

Job ] Benefits ] HR Contactl Commentsl Status Historyl

Waived Person

[MICHAEL

Middle Name |

|koRs

03/01/1957
Male <

Suffix hd

[white

Registered

OHNLY for Male Student Assistant Appointment

Reason

T

National ID

National ID

555-66-2311

Foreign National

Foreign National -
Foreign National Working Qutside US r

Once complete click on <Actions> and select <Submit>from the dropdown list




