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Functional Summary of the 9.2 Update

PeopleSoft 9.2 will offer some new features and help streamline transaction processing for HR campus
users. The new HR Dashboard will allow users to select from multiple quick link options accessing
specific transaction pages associated with the updated HR System. The ““HR Quick Links” will streamline
the navigation process using the HR Dashboard, making it easier for users to initiate, modify, review
and/or approve transactions.

Job Action Request (JAR) is a new feature with the 9.2 upgrade that utilizes an activity menu to track the
progression through the different stages of approval. This document covers the fundamentals of accessing
and utilizing the HR Dashboard within the JAR application.

Users with the appropriate security level access or SAR access can initiate hire/rehire transactions,
additional jobs, transfers, promotions, and separations using JAR. The JAR process guides the user
through the job data pagelets and fields required to initiate a transaction. The individual user’s SAR
access will dictate which JAR transactions can be performed within the college division. Once a
transaction completes the approval process (Dept./Central HR) it will transition over into job data and the
JAR transaction will become a permanent record in the HR system.

Background Checks (BGC) have been incorporated into the JAR as part of the hiring process. The JAR
transaction allows the initiator to select which background check options they would like performed based
on the job attributes. Once the transaction is submitted, the selected candidate will receive an email
notification containing a link to the NC State University portal. For security purposes, a second email will
follow the first email providing a user ID and password to log into the portal. The candidate will have two
weeks to complete and submit the BGC form back to NC State University for processing. Once the BGC
is approved, the transaction will advance to the next stage.

Another new feature within JAR is the ability to attach the hiring paperwork associated with the
transaction (e.g. offer letters, reference checks & patent agreement). Transaction approvers can review the
attached documents and it will become a part of the permanent record in the HR system.

The JAR tool will streamline the overall hiring process and create a permanent transaction file that can be
retrieved in the HR system. College divisions should account for the time it takes to process a JAR
transaction through all the approval stages and plan accordingly. Central HR recommends allowing a
minimum of two weeks from the start of a JAR transaction to the final stage of approval. If you have
questions, consult with your HRIM representative, https://www.ncsu.edu/human_resources/hrim/csr.php.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Basic Overview of JAR Progression

Job Action Requests (JAR) will be new for college division HR representatives, but it is similar to the
Start Employment Process (SEP) used in version 9.1. JAR transactions will progress through different
stages of approval before migrating over to job data in the HR System. Transaction progression will be
similar with both Perm (Faculty, Non-Faculty, Postdocs & Staff) and Non-Perm (Students, Temps & No
Pays) hires.

e Perms equate to EHRA, Postdoc or SHRA employee classes

e Non-Perms equate to Students, Temps or No Pay employee classes

Note: All Student Graduate (Grad) Transactions should be processed using NextGen

The following table provides an overview of the JAR progression stages. It also indicates when email
notifications are sent to the candidate, transaction initiator and transaction approver.

initiates the transaction.

JAR Progression Description Email Notification
Stages
Initiate JAR Divisional or Department HR Rep. Non-Perm hire

Candidates

College/Unit Level
Approval

1. Only required when a dept. level initiator
hires a Perm employee.

2. College level 2 approval required before
email notification.

Note: If a college level 2 approver initiates
the Perm hire, this would be considered a
pass through stage.

Perm hire Candidates

Monitor Background
Check (BGC)

Required with all hires except student
workers and visitor no pays.

Note: The Empl_ID is generated after the

Candidate when BGC
is submitted back to
NCSU

JAR Initiator when

BGC has been approved (new hires only) complete
Confirm Job Request Only required when BGC endorsement has JAR Initiator
conditional, risk-based duties.
Review Job Request Initiator review JAR Initiator

College/Central HR
Level Approval

Final Approval before transitioning to job
data.

College Approver

Populate Education Data

Updated by Central HR when education is
confirmed.

N/A

VP-HRIM

PS-Version 9.2
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Monitoring the Background Check (BGC)
As illustrated in the previous table, the Background Check (BGC) has been incorporated into the JAR
progression. This means the hiring dept. will no long have to process:

e The Personal Information Form (PIF)

e Person of Interest (POI) request for brand new employment

e The paper Background Check (BGC) Form

When a transaction has been submitted for approval, it will automatically generate an email notification to
the candidate. The email notifications will contain the necessary information to log into the MYPACK
Portal and complete the personal data required for the BGC. The candidate must do the following:

e Complete the form

e Electronically sign the form

e Submit the form back to NC State University to begin BGC program

Once the BGC has been approved/endorsed, it will advance to the next stage of approval. The
Employee_ID will be generated for brand new employees, including employment classes that do not
require a BGC.

Campus divisions will probably make adjustments to their own internal hiring process with the
implementation of JAR. Each division must account for the time it takes to imitate and complete a
transaction before it transitions over to job data.

Central HR recommends a minimum of two weeks from the time a transaction is initiated to the time it
reaches the last stage in the approval process. The following items reflect some variables associated with
the completion of a transaction:

e The candidate will not receive the hiring email notification to complete the electronic BGC form until the
JAR (hire) transaction is initiated and submitted.
e Once the candidate receives the email notifications, they will have up to 14 days to complete the
electronic form and send it back to NC State University.
o Communication is essential between the hiring dept. and the candidate to help expedite a hire
transaction.
o Typically, background checks can be endorsed within 3-5 days but it could take longer depending
on the information provided by the candidate and the various locations they may have lived.
e A candidate selected for employment should not start working until the transaction has been
approved at all levels.
e All required paperwork must be attached to the transaction before Central HR will approve any
Perm hires.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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SEP/VPAF Role

New JAR Role

JAR Description

NCH HR CAMPUS
VPAF

JAR-Modify &
Separate Non-Perm
Transactions

This role will allow users to initiate JAR
Modifications & Separations on “Active”
temps, students and no pay employees.

NCH HR CAMPUS
SEP Initiator

JAR-Initiator for
Perm & Non-Perm
Transactions

This role will allow users to initiate JAR
transactions on both Perm and Non-Perm
hire/rehire transactions.

NCH HR CAMPUS
VPAF Approver 1

JAR-Approver 1 *
Non-Perm
transactions

This role will allow users to approve
JAR Non-Perm transactions for temps,
students and no pay employees at the
college level.

NCH HR CAMPUS
Base User

JAR-Approver 2 **
College/Central HR
Level

This role will allow users the ability to
review “Perm-Hire” JAR transactions
initiated by JAR Initiators before a
Background Check is sent to the
candidate.

Divisional HR personnel currently set up in PeopleSoft (PS) 9.1 with the “SEP/VPAF” roles (left column)

will automatically transition to the equivalent JAR Role in the middle column.

College divisions will have to determine which new “JAR Roles” their HR personnel will require and
submit a Security Access Request (SAR) to make updates for each individual.

If a new college level HR administrator is hired after we go live with PS 9.2, each individual JAR Role
will have to be assigned to the individual in SAR.

*Note: If a user is set up in PS 9.2 with the “JAR-Approver 1" role, they will also be able to Initiate
JAR transactions.

**Note: If a user is set up in PS 9.2 with the “JAR-Approver 2" role, they will also be able to Initiate
JAR transactions.

FYI: If a user is set up with “JAR Approver (1 or 2)” role, they will not be able to approve any
transaction they initiated.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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The HR DASHBOARD Panel
The “HR DASHBOARD? contains information and quick access to the most common management areas
in the HR System. The following reflects a snapshot of the HR DASHBOARD panel
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The HR Dashboard data is dependent on the user’s security level access, and the panel can be organized
by the individual user. The following provides a brief description of the panels or monitors starting from
the top left corner, then moving down and across:

¢ HR Quicklinks — quick navigation to the most common transactions panels
Pay Lockout Monitor — “YES” indicates payroll lockout for the current pay period
Separation Monitor — reflects the latest separations within a 4 week timeframe of the current date
Perm Worklist — reflects a dynamic list of transactions for Faculty, Non-Faculty, Postdocs & Staff
Non-Perm Worklist — reflects a dynamic list of transactions for students, temps & no pay workers
My Temporary Employees Time — quick access to direct report timesheet data
SHRA Probation Dates — reflects an SHRA employee is within a month of achieving career status
Employee Headcount — reflects the latest headcount by employee classification within the division/dept.

Users can customize their DashBoard by clicking on the “Content” link and selecting the pagelets they would like
displayed.

Note: The remainder of this training material will focus on the HR Quicklink options.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Accessing the HR DASHBOARD

The “HR DASHBOARD” highlighted below contains HR Quicklinks navigation to the most common
transaction areas that will be managed in the HR System:

MYPACK HOME FOR FACULTY & STAFF MYTAB HR DASHBOARD
Favarites - Main Menu «

HR Quicklinks

:o Hire/Rehire Employees

&. Modify or Separate Employee

~
e

4w

|—T—| Position / Distribution
HEN

® Time and Compensation

.‘M Reporting and Query Tools
abll T

ﬁ Other Systems
o Help and User Guides

HR Quicklinks allow the user to navigate to following options:
e Hire/Rehire Employees — used to process hire transactions for all employee classifications
e Modify or Separate Employee — used to process specific transaction modifications on active
employees in the HR system. The modifications that can be performed are limited and based on
the employee classification. Once the drop down list opens, the user can see the modifications that
can be performed.

e Position/Distribution — used to update position data and distribution setup information
e Time and Compensation — used by time administrators to access and update employee timesheet.
EHRA “Additional Compensations can also be accessed from the drop down list

e Reporting and Query Tools — used by departmental HR personnel to access Query Manage,
Report2Web and Labor Distribution

e Other Systems — used by key departmental HR personnel to access Web Leave and PeopleAdmin
e Help and User Guides — being developed...

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Hire Options
Hire/Rehire Employees

HR Quicklinks [ &~ |
- : Hire/Rehire Employees
©

& Faculty, Mon - Faculty, Post Doc and Staff Assignments

& Student Werkers and Temporary Assignments

& Unpaid Assignments

&l Rapid Rehire - Faculty, Non - Faculty, Post Doc and Staff Assignments
&l Rapid Rehire - Student Workers and Temporary Assignments

&l Rapid Rehire - Unpaid Assignments

b ,f Modify or Separate Employee

. o
b ™1 Position / Distribution
HEE

3 @Time and Compensation

f" .
3 Reporting and Query Tools
alg ePorng e Query

» ﬁ Other Systems
3 9 Help and User Guides

Hire/Rehire Employees options

e Faculty, Non-Faculty & Staff — used when processing faculty, post docs, non-faculty & staff
hires

e Students Worker and Temporary Assignments — used when processing biweekly temp &
student worker hires

e Unpaid Assignments — used when processing no pay or unpaid assignments

e Rapid Rehire (All empl_classes) — used if the individual has been employed within the past 6
months at NC State University. The individual being rehired must be returning to the same dept.,
job code and compensation rate. This option is typically used with temp employees returning after
a 32 day break in service or with adjunct lecturers returning to teach a course within the same
academic year. If the system does not locate the employee ID using the rapid rehire link, then use
the hiring option that best describes the employee class.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Modify Options
Modify or Separate Employees:

HR Quicklinks [ &~ |
3 Hire/Rehire Employees
[ T—

- ”\ Modify or Separate Employee

& Medify Student Workers and Temporary Assignments

B Modify Unpaid Assignments

& Modify Personal Information

& Modify Work Location

& Separate Student Workers, Temporary and Unpaid Assignments
& Transfer Faculty, Non-Faculty & Staff Appointment

& Promote Faculty, Non-Faculty & Staff Appointment

& Create Job Data Transaction

[ ]
» 11 Position / Distribution
HEN

3 ®Time and Compensation

» -f"Re orting and Query Tools
a7 !

3 ﬁ Other Systems
3 0 Help and User Guides

Modify or Separate Employee options

Modify Students Workers and Temporary Assignments — used when processing transactions
on current active temp & student workers

Modify Unpaid Assignments — used when processing transactions on current active no pay
and/or unpaid personnel

Modify Personnel Information — used to update employee personal data but limited to (base
user) HR personnel who have the appropriate security level access to make modifications
Modify Work Location — used to update the employee’s work location

Separate Student Workers, Temporary and Unpaid Assignments — used to process separation
actions for active students, temps & unpaid employees

Transfer Faculty, Non-Faculty & Staff Appointments — used to process a transfer action
involving a faculty, non-faculty or staff member. The receiving dept. is responsible for initiating
the transaction.

Promotion Faculty, Non-Faculty & Staff Appointments — used when processing a promotion
action involving a faculty, non-faculty or staff member. The receiving dept. is responsible for
initiating the transaction.

Create Job Data Transaction — used to access the job data panel (base users only)

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Position Options
Position/Distribution:

:ﬂ Hire/Rehire Employees

’f Modify or Separate Employee

|—T—| Position / Distribution
HEN

& Enter the description, work location, and other information about a position.
& Distribution Setup (Employee/Position Funding)

[& Create TMF and supplemental Pay Redistributions

& View and Update Redistributions

® Time and Compensation

.o""’ Reporting and Query Tools
alil

ﬁ Other Systems
‘ o Help and User Guides

Position/Distribution options:

e Enter the description, work location and other information about a position — used to access
and update position data

¢ Distribution Setup — used to access and update distribution data on a specific position number
and/or the employee ID

o Create Redistribution for Temps and Supplemental Pay — used to create redistribution for
temporary employees and employees receiving supplemental pay

¢ View and Update Redistribution — used to view and update any redistributions

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Time & Compensation Options
Time and Compensation:

:0 Hire/Rehire Employees

:f Modify or Separate Employee

|—T—| Position / Distribution
]

® Time and Compensation

= Enter and Edit Timesheets

& Display/Print Timesheet (Timekeeper)
= Approve Reported Time

= EHRA Additional Compensation Request

-"‘"r' Reporting and Query Tools
ull

ﬁ COther Systems
o Help and User Guides

Time and Compensation options:
¢ Enter and Edit Timesheets — used to access, review and/or update employee timesheets
o Display/Print Timesheet (Timekeeper) — allows the timekeeper to print out employee timesheets
e Approve Reported Time — used to access employee timesheets that require approval before they
can be processed for payment
¢ EHRA Additional Compensation Request — used to open up the additional comp panel and
initiate EHRA additional payments that require approval

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Reporting & Query Tools
Reporting and Query Tools:

‘ :0 Hire/Rehire Employees

,f Modify or Separate Employee

|—T—| Position / Distribution
HEN

® Time and Compensation

-’"‘ Reporting and Query Tools
all

E Query Manager
= Query Viewer

= Report2Web

=] Fosition Control
& Labor Distribution

ﬁ Other Systems
e Help and User Guides

Reporting and Query Tools
e Query Manager — allows the user to create, edit and run queries
e Query Viewer — allows the user to create, edit and run queries
e Report2Web - used to access Report2Web (comp-control reports)
[ )

Position Control — used to access the position control reports to retrieve Financial System salary
budget data and HR Position budget data (base users only)
e Labor Distribution — used to access labor distribution reporting data

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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HR Dashboard Other System Options
Other Systems:

:ﬂl Hire/Rehire Employees

‘ ,f Modify or Separate Employee

|—T—| Position / Distribution
HENR

® Time and Compensation

,,-r""’ Reporting and Query Tools
all

ﬁ Other Systems

E Web Leave
[ Peopleddmin

o Help and User Guides

Reporting and Query Tools
e Web Leave — used to access and manage the web leave request
e PeopleAdmin — used to access the PeopleAdmin system with a valid user ID & password

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Hire/Rehire Functionality
The following example reflects the initial page that appears when hiring a new employee or rehiring a
previous employee who has been inactive in the HR system more than 6 months.

FPlease enter the Employee class, Start Date, and the Employee 1D, if known, then select the 'WEXT' button below

*Employee Class: v

*Desired Start Date: El

Employee ID: Q Next Clear

Employee Class is a required field. The following examples reflect the employee class option available:

Faculty, Post Docs, Non-Faculty & Staff No Pay, Temps & Student Workers
CWM House Officers
County Operational Supp Access Only - No Pay

EHRA County Extension

EHRA Faculty Student Workers

EHRA Non-Faculty Temp - Exempt from FLSA (TME)
EHRA SAAC Tier 1 .

EHRA SAAD Tiar Temp.- Subjectto FLSA

Law Enforcement Officers Unpaid Faculty

PostDoc Unpaid Non-Faculty

. SHREA Employes

Desired Start Date is also a required field and indicates the first day of employment with NCSU.

If the selected candidate associated with the hire transaction has applied to be a student, enrolled as a
student or been previously employed in any capacity at NC State University, an employee ID already
exists in the HR system and should be entered in the ““Employee ID”* field above. Use search match if
you are not sure the person has been affiliated with NC State University.

If a pending transaction already exists, the user would get results similar to the one illustrated below. The
latest transaction cannot continue until the pending transaction has been approved or cancelled.

. r 9 2 |
Current Active Jobs, Future Jobs and Pending Actions Persanize | Find E Fist & 1001 @ Lo

Empl

EmpID Record

| EffectiveDate  Empl Class DeptID Dept Description Supervisor Job Code  Job Title Hours/Week Hire Date Job Status Expected End Dt

1 001115543 999 0212872016 EHRA Facutty 120501 At and Design Chandra Cox FOIt Professor 40,00 022812016 Pending 06/302017

Pending Job Actions exist

New transaction not allowed until pending transaction is approved or canceled

If no pending transactions exist, the user would click the “Next” button to access the “Initiate Job
Request” page.

The following examples reflect the JAR hiring page with different employment classes.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16



STW (Student Worker) Job Request Page

Initiate Job Request

Transaction ID: AZ30005133 EmpliD:
Name
Namsa Prafly;
Firet Nams:
Middia Nama:

Last Nams: B

Namea Sufflx:

NC5U Data
“Candidate Emall Enzusd
HR Hiring Propoaal:

Job
Action: Filre

*Action Reason: 7
*Effactiva Data:

*“Expected Job End Date: 13012017 |[x
2

“Basa Compensation:
“Tax Location Code: NC ]

Distribution Data
Fiacal Year: 2018

‘Prajsst I *Aocount

E] 31450

Background Check

] Wt oy

£heck an Tnis persan

‘This parson will b2 gponsared on an H-1 \isa

A Commenial Drivers Licanse | CDL) may beused in i job

Piagga RUSH tis Saciground Chack

*Department (<3201 4

*Contact Name Vance Princs

Commants for Reviswsars | Approvars

Save b Laier SUDmit for Aporova

VP-HRIM

Qusing for mare fnan 3 days

ams: ]

Empl Clase:  Studen Warkers
Employee’s Work Location/ Address
On Campus:; | On Campus r
“Bullding & 1
“Room Humibsr: ]
“Campus Box: 1
Tims Kesping Location: =15 | coesia
“ASAPUNChEEs O
*JobCoge: P [TSAEI0 |Q Studant Wariker, Enralad@NCSU
“Departmant: 14023 1 CiviEngnesning-inacive
*Location: il ! Enginesring-Dear's Office
*SuparvisoriD: 00040572 |
+ gtandard Hours: 130 HrsWest FTE:  (0.375 Total FTE: 0.375
‘Work Againet Position Nbr:
Dwerride P Amount

10000 10000 +

Totals: 10000 1030

3 years oid

*Contact Emall

*Contact Phone 3195154

Commenta for Background Check Group {Include Werking Titie
from Poeting Number, if applicabie):

viprincancsu.edy

Show Commeans  Affachmeants

PS-Version 9.2
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NOTES:

The HR system is able to
detect if a student worker
meets the minimum criteria to
be classified as a student.

If the HR system rejects the
student worker employee
classification, cancel the

current transaction and start a
new one with the correct
Empl_Class.

“HR Hiring Proposal’ is not
required with student hires.

A Background Check (BGC) is
not required for student hires
unless the dept selects any
option related to job duties
listed under BGC.

If a BGC is required, verify
the “Candidate Email”” is
correct in order for the
electronic form to be sent to
the student.

Time tracking is required for
hourly employees and
captured by identifying the
unique Time Keeping Location
(TKL).

Once the initial job page is
completed, click the ““Submit

for Approval” button at the
bottom of the page to advance
to the next stage of approval.

Last Updated 3/28/16




TME (Temp-Exempt from FLSA) Job Request Page

Initiate Job Request

Trangaction ID: AGD0015244 EmpID: NEW

Hama: SeveMoQusan Empl Clase:  Temp- Sxampt fram FLSA

Name Employee’s Work Location | Address

e On Campue: | On Campus

*Firt Nama:  fitzve “Bullding & | SeatHa

Middia Name: “Room Number: (10138 |3

*Camipus Bou: M0 mmary 0oH

*Lagt Hame:  |McTusen LI5R

Name Suffix:
NC5U Data
*Candidate Emall: “Tamp Category: Temp 5° - A Neaded

*HR Hiring Proposal:

Job
- Hira —
Achon: — Jobcote:  F 0 TESE Temg Flscal At Praf
“ction Raason: 7 Hire Temg FLSA Evemyl .
“Effactive Data: “Dapartment: 12502 1 Environmanta Senzes
“Expactad Job End Date: *Location: 210 4, Univershy Targeied Stafing
" oo on: T [E0000000 | Aam@ 0000000 e Feem
Bapa Compansation: * Suparvieor ID: 000003733 |
Full Anmuaized salary 3t 1.0 FTE = 514 )
*Standard Hours: 1200 Hrs'Wesll  FTE:  0.250 Totdl FTE: 0250
“Tax Location Code: NC '}
Distribution Data
Flecal Year: 2015 Work Againgt Position Nor:
“ProjsetiD *agpount Orwanrids Rarcant +Amount
11301226 1 51410 1 100.000 *
Totale: |1

Background Check

Commants for Background Chack Group {Includa Working Titie
from Poating Number, If applicabis):

r Managing accoums

minars paopie Undar 12 392 of 18 years old
raity Housing for mare than 3 d3ys

nanH-1453

A
Piagse RUSH tis Background Check =
f— Artver oL ad
*Departmant 4, Contact Emall Encs
“Contact Nama \Walass Driver *Contact Phone 135137873

Commants for Reviewsre/ Approvers

Show Comments  Aflachmeants

Save for Laier SuDmit for Approva

Page |17

NOTES:
TME indicates a temporary
employee performing exempt
work from FLSA.

Temporary employees Exempt
from FLSA are normally
certified in a unique field of
work and typically have
supporting credentials.

The ““HR Hiring Proposal™
should reflect the approved
“HP** number from
PeopleAdmin.

Once the HR Hiring Proposal
number is entered, the system
will attach the hiring
application documents
supporting the transaction.

Time tracking is not required

and a portion of the person’s

annualized salary is paid each
biweekly pay period.

““Standard Hours” should
reflect the number of hours
worked each pay week.

A Background Check (BGC) is
required. Select the BGC items
associated with the job and
provide the “Candidate
Email” in order for the
electronic form to be sent to
the candidate.

Once the initial job page is
completed, click the ““Submit
for Approval” button at the
bottom of the page to advance
to the next stage of approval.

VP-HRIM PS-Version 9.2
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TMS (Temp-Subject to FLSA) Job Request Page

Initiate Job Request

Transaction ID: AZ00013033 EmplID: NEW
Name
Nama Praflx;
*First Nama: |
Middia Namsa:

*Last Nams:
Nama Suffix:

NC5U Data

*Candidate Emall:
*HR Hiring Propoeal;  [PG13033357

Job
Action: Hire

*Action Ragson: 7

“Effactive Date: B2ea0E |
*Expactsd Job End Date: i

*Basa Compangation: T H
“Tax Location Cods: NC Mo Caroina

Distribution Data
Flecal Year: 2016

*Project ID *Asvount

5110 )

Background Check

i On i parsan

vl b2 riving an NG5 veficle

ouid'all b Nanding manay or managing acoount

Temg- Sujactio FLSA

Hama: Empl Clasg:
Employee's Work Location | Address

On Campus: | On Camgus

“Bullding & 1

“Room Humbar: ,

“Campus Box: Hy
“Temp Catagory:

*Time Keaping Location: 1 «

KASA PUh E2°5 Oy

*Job Code: 7 4,
*Departmant. 4
*Location: '}

*Supsrviscr ID: 4,

»'standardH:ura:

Work Againet

srsfliss  FTE:

Position Nbr:

Dverride “Percent Aumourt

Totale:

Commenta for Background Check Group (Inc

from Posting Numiber, if appilcabis):

ks

'will b2 warking with minars {paopiie undar e age of 13 years ok

amsared an an H-1\isa

ACammercial Drivers Licanse (CDL) may be usad in this job

Pagza RUSH tis Sackground Chack

‘Departmant (312021 4

*Contact Name Amy Cogging

Commenta for Reviewsrs | Approvars

ave fr Laier Submit for Apprava

3 days

verslty Housing for mare than 3

‘Contact Emall  [FE0INENCEU AN

“Contact Phone (3195133357

Show Commants  Afiac

Total FTE:

juda Working Titis

Timeams

Page |18

NOTES:
TMS indicates a temporary
employee performing hourly
work subject to FLSA.

The “HR Hiring Proposal”
should reflect the approved
“HP”” number from
PeopleAdmin.

Once the HR Hiring Proposal
number is entered, the system
will attach the hiring
application documents
supporting the transaction.

Time tracking is required for
hourly employees and
captured by identifying the
unique Time Keeping Location
(TKL).

“Standard Hours™ should
reflect the number of hours
worked each pay week.

The TMS employee is
responsible for clocking
In/Out of the KABA system.

Time is processed biweekly for
the hours worked each pay
week. Hours exceeding
40 per/wk are paid as
overtime.

A Background Check (BGC) is
required. Select the BGC items
associated with the job and
provide the “Candidate
Email” in order for the
electronic form to be sent to
the candidate.

Once the initial job page is
completed, click the “Submit

for Approval” button at the
bottom of the page to advance
to the next stage of approval.

VP-HRIM

PS-Version 9.2
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ZNP (Visitor No Pay) & UNF (Unpaid Non-Faculty) Job Request Page

Initiate Job Request
Traneaction ID: AGI0DIS1T EmplID: NEW Hams: Empi Clags:  Aczass Onfy - No Pay
Hame Employee’s Work Location | Address

1 ama Prafix: " On Campus; | 0N Campus

*Firat Nams: “Bullding £ |

*Room Numbsr:

Middla Hames: N
*Campus Box: |
*Lagt Name:

Nama Suffis:

NC5U Data

“Candidate Emall:

Job

8 ot Hire

Aton: *Job Code: 2 | \iattorNa Pay
*Action Reason;

*Effactive Data: LG [ *Dapartmant. 1

*Expected Job End Date: 1232017 | *Suparviear ID: 1

Background Check

Comments for Background Check Group {Includs Working Trtie
Trom Peating Number, It applicable):

Juidwl D2 ariving an NC-3U velicka

JuUdail b2 handing mansy o managing acooums

rs {paopie undar 2 age of 13 years aid

T TT Ty re—
Plagee RUSH tis Background Check

Dapartmant 2220 ) “Contact Emall  [MErINcE@nCEEd

*Contact Name Jansa Princz *Contact Phone (195134292

Show Comments  Aftachments

Comments for Reviewsra/ Approvars

Save for Lakr Submit for Approval

VP-HRIM PS-Version 9.2
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NOTES:

Visitor or Non-Faculty
personnel whose primary
assignment requires a
courtesy/visitor access
account to specific NC
State University facilities
and services.

Examples: loaned
eXecs, visitor or consultants
who must be known to HR
System for IT access,
parking, etc...

These type of appointments
should be reviewed
annually and terminated
when the access is no
longer required.

Typically a Background
Check (BGC) is not
required for no pay hires.

Once the initial job page is
completed, click the
“Submit for Approval”
button at the bottom of the
page to advance to the next
stage of approval.

Last Updated 3/28/16




UFC (Unpaid Faculty) JAR Page

phoyes’s Work Losation | Addrece
Mame Pret e
Mama .s
L i Mama — ==
aTE Bex
ot Mame
Mame = x L
Car 2 case 2
HY Hir=g Propoas
JO0
— ot Coda
Rz Mk 7
“deparme
“Efacie Dt
"Expaced Jot End Dis AL
PpOT o
.
bept Heg - (O =
“REE Jr
Lo T L L ff’
Ra
Fcadamic Mank —l— =
ure SR e =f Currend Mark
"Rz ar
Homa
Dep
Marmei T A
&
arodn
ey for B 2
1 Poafng M i i
&
Teparima
"o iact Mame fuct
L W W B

VP-HRIM PS-Version 9.2
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NOTES:

Unpaid Faculty whose
primary assignments are
for the purpose of
conducting instruction,
research, and/or public
service, who while not paid
by NCSU, need to appear in
the system for tracking
purposes.

Examples: ROTC faculty,
Adjunct faculty

An offer letter should
accompany this type of
appointment reflecting the
work being performed and
the duration of time it will
take to complete the
assignment.

Select any BGC items
associated with the work
duties. The candidate must
complete the BGC form
regardless. Provide the
“Candidate Email’ in
order for the electronic
form to be sent to the
candidate.

If a BGC should not be
processed, insert a note in
the comment section.

Once the initial job page is
completed, click the
“Submit for Approval”
button at the bottom of the
page to advance to the next
stage of approval.

Last Updated 3/28/16



PDC (Post Doc), CHO (CVM House Officer) JAR Page

o

D meqguest

L M
M
MG R D
T ¥
#
JO0
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e dob oo
nie — D
rpecied Job End T
=
Huwe CompaTato
ar Loy Coda ¥ irm
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NOTES:
Postdocs are "At-Will"
appointments holding the
title Postdoctoral: Research
Scholar, Teaching Scholar
or Fellowships

The ““HR Hiring Proposal™
should reflect the approved
“HP”” number from
PeopleAdmin or approved
“AC” posting wavier
number.

Once the HR Hiring
Proposal number is entered,
the system will attach the
hiring application
documents supporting the
transaction.

Position updates should be
performed prior to initiating
the hire transaction.

Postdocs typically register
for classes at NCSU and
normally have a student ID
which should be entered
when selecting the employee
class.

A Background Check (BGC)
is required. Select the BGC
items associated with the job
and provide the “Candidate
Email’ in order for the
electronic form to be sent to
the candidate.

Once the initial job page is
completed, click the ““Submit
for Approval’ button at the
bottom of the page to
advance to the next stage of
approval.

Last Updated 3/28/16



SHRA (Subject to Human Resources Act) JAR Page

Hire SHRA Employee for AGOO00SE30
*Firet Namg:  |Jan2
Middla Nama:

“Lagt Mama;  [Dos

hama Sufflx:

NC5U Data
‘CandigateEmal; A 0REgmaloam

*HR Hiring Propoaal; =711 1152

Job
Action: Hire

*Action Reason: 7

*Effective Dats: Q3252015 |m
*Posltion Numbsr: 00020035 |
Expacted Job End Date: L
*Bana Companeation: 31,327.000000 A

Full Auaized salary at 1.0 FTE = $3327.00
“Tax Location Code: NG |@ Mo Caoina

» probationary 7

Encumbranca Ovarrida

Encumber to Appt End
Tims Limited

Distribution Diata
Fiocal Year: 2015 DeptiD: &67301

*Projest D *Agsount

124178

Background Check

ACommercial Drivars Licansa (COL) may be used in s job

Plagza AUSH s Sackground Chack

“Department  =¥2201 4

*Contact Name [Vane Princ

Commante for Reviswars ! Approvars

Save o Lakr Faihmii o Annroua

VP-HRIM

*Contact Emall

“Bulkding £ )
*Room Numbsr. '}
'CiTFI.IBEEi: 4

Tima Keaping Location:

*Job Code:
“Department:

*Location:

*Reports To Position: 00043452

* Standard Hours:

*Recurring Contract
* Salary Admin Plan:

Work Againat
ok srosnt
100.000
Total: |1

yaars o

E \ilins Lergy
HrsWest  FTE:  1.000 Total FTE: 1.000
12 Mo Assignment

ST *Laval: 01 Stap:3

Posttion Nor:

Commeants for Background Check Group {Includs Working Titie
from Posting Numbsr, It appiicable):

“Contact Phone (1351500

Show Commerts  Aftachments Cragie Offer Latiar

PS-Version 9.2
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NOTES:
SHRA includes campus staff Subject
to FLSA and Exempt from FLSA.

It also includes
Law Enforcement Officers formally
called SLE and CSX county
operation support staff.

The ““HR Hiring Proposal’” should
reflect the approved “HP”” number
from PeopleAdmin or approved
“AC” posting wavier number.

Once the HR Hiring Proposal
number is entered, the system will
attach the hiring application
documents supporting the
transaction.

FLSA status and job code are based
on position data.

Any approved position data updates
should be performed prior to
initiating the SHRA hire transaction.

The Job and Distribution data
sections on this page will populate
automatically when the position
number is entered and the user tabs
out of the position field.

By default, the probation box will be
checked for all SHRA hires/rehires.

If an SHRA employee is transferring
from another North Carolina State
agency, use the appropriate
Action/Reason (Transfer for Regular
Employment). If an employee has
prior state service, it will have to be
confirmed.

A Background Check (BGC) is
required. Select the BGC items
associated with the job and provide
the “Candidate Email” in order for
the electronic form to be sent to the
candidate.

Once the initial job page is
completed, click the ““Submit for
Approval’ button at the bottom of
the page to advance to the next stage
of approval.

Last Updated 3/28/16



Page |23

EHRA (Exempt from Human Resources Act) JAR Page

Hive EHFA Facuily for AGDOOOSESY

e — . i e A NOTES:

— — - S The following EHRA employment
S Pt s classifications exist:
Mt u S . ES1 & ES2 - Senior Administrative

Academic Officers

ENF — Non-Faculty

EFX - Faculty

ECX — County Extensions
I : The “HR Hiring Proposal” should
E— r E . reflect the approved “HP”” number
S — from PeopleAdmin or approved
Erpacses ok £ e “AC” posting wavier number.

Once the HR Hiring Proposal
E number is entered, the system will
oo - : attach the hiring application
T e documents supporting the
e 150 - transaction.

If the EHRA employee is assigned to
a position, the Job and Distribution
Data sections will be populated

automatically when the position
"Ambopues Aept Lanas : ‘ p number is entered and the user tabs
. out of the position field.

o e : Any position data updates should be
) E Tt ranonc ke § performed prior to initiating an
s Hams e o4 et st - EHRA hire transaction.

Pl The “Appointment Information™ is
Disibubon Dal used to define the contract dates and
i e 3 i mgae S s the “Anticipated Appt. Length™ is
o o e e essential in determining benefits
& = eligibility.

“Rank/Tenure Data’” will need to be
updated if the employee holds rank
e T within the University.

A Background Check (BGC) is
required. Select the BGC items
associated with the job and provide
the “Candidate Email” in order for
the electronic form to be sent to the
candidate.

Once the initial job page is
completed, click the “Submit for
Approval’ button at the bottom of
the page to advance to the next stage
of approval.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Activity Menu & Task Progression

The “Activity Guide” will always appear when a JAR transaction is initiated or re-opened from the
worklist. The example on the left illustrates the “Initiate Job Request” is being updated but has not been
submitted. The example on the right illustrates the “Initiate Job Request” has been submitted and
progressed to “Monitor Background Check”.

Hire Employee (HIR/REH/ADL) 9 « [ Hire Employee (HR/REH/ADL) o «
Activity Guide S wov ) Activity Guide S 4~
Legend Legend
Task Progress ) Tazk Progress (R
0 7 0 2 7

Q@ Approve - UnitiCollege Level & Approve - UnitiCollege Level

9 wonitor Background Check (2 Monitor Background Check

9 Confirm Job Request i Confirm Job Request

Q Review Job Data 9 Review Job Data

9 Approve - Central Office 9 Approve - Central Office

Q@ Populate Education Data 9 Populate Education Data

Activity Guide Icons

" The blank circle - means the task is in progress or currently being reviewed

W The green circle/with a check mark - means the task has been completed

OThe blue circle - means the task is dependent on the previous task approval (top to bottom)

There is also a “Task Progress™ bar at the top on the Activity Guide

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Attaching Supporting Documents
Hire SHRA Employee for AG0D005071

Onbase Document Type Upload Document Required Received
1 HR Employment References Upload Document @

2 HR Hiring Proposal Hiring Proposal 4484384

3 HR Hiring Proposal Hiring Proposal 4484385

4 HR Offer Letter Upload Document @

5 HR Fatent Agreement Upload Document ﬁ
Back

Transaction approval cannot be achieved for EHRA & SHRA employees unless the
supporting documentation has been uploaded.

The HR Hiring Proposal documents will automatically be attached when the
corresponding “HR Hiring Proposal’” number has been entered.

The “Upload Document™ button allows the campus HR rep. to upload supporting
documents required by Central HR for transaction approval. Supporting documents
can be attached at any time during the transaction progression.

If the hiring dept. uploads any incorrect supporting documents, they can be trashed and
reloaded by clicking on the trash can icon.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Worklist Page
Perm Worklist

Worklist
e T Q Request Type Transaction Status
a #| Hire EHRA, SHRA, or PostDoc * Al v «| In Frogress
Employee ID:
ploy ¥ Promote EHRA or SHRA Al v Complete
Employee Class: ¥ . . . T
L 4| Rehire EHRA, SHRA, or PostDoc [ ** All v ST
Department: Q #| Transfer EHRA or SHRA Al v
Search Clear
Non-Perm Worklist
Worklist
Transaction ID: Q Request Type Transaction Status
| Hire Employess 500 - Approve Job Reques v @ InProgress
Employee ID: Q o
Modify Employees Al Complete
. v
LpKyeeiasss Rehire Employees atAg| .
Q Cancelled
Department: Separate Employees "l
Clear
14 rows returmned
] - -
Results Personalize | Find | View Al | IE First & 1-140f14 &
Transaction 1D Current Step Action Request  Employee ID Name Department Job Code Location Start Date  Entered By Action Status
1 AGDDD05228 Approve Job Request Hire 007145533 Refro Employee 254001 - Directors Gfice lg?r””'m”‘C""”-“WS”D”‘ D44 0402016 Wallace Driver  In Progress
2AGDODSMG  Approve Job Request Hire 001062568 Michasl J. Mel oy e B CMPENTEIC 7547 vistoriNo Pay o 010172016 Shannon Willams In Progress
3 AGD0D05359 Approve Job Request Hire 200061522  shannonwilliams ;?FE;EDE'EIEW‘SCWUE“WGWC‘ TE100 - Temporary Executive 024 01/01/2016 Shannon Williams  In Progress
g SWO910 - Student W
4 AGIOUDS386  Approve Job Request Hire 200111532 égfl‘a“‘m'"a““h"m' 242274 -WolfRidge Apartments ;Fféﬁeg@i‘é‘s‘ﬁmaw 27 030772016 Signa Carter  In Progress

NOTES:

Two separate “Worklist” pages exist (Perm & Non-Perm). The worklist is essential in determining
overall transaction status.

Users can simply click the ““Search’ button using the transaction default setting, (top ex).
OR
Users can select specific search criteria to narrow down the results (bottom ex), then click the
search button.

The results will have column names that can be sorted by clicking on the header name.

Current Step: (highlighted above) reflects where the transaction is currently at in the transaction
progression.
Action Status: (highlighted above) reflects if the transaction is “In Progress, Complete or
Cancelled”.

A transaction can be cancelled when the “Trash Can” icon is displayed (not in this ex).
However, if the trash can is not available on the worklist, the transaction can no longer be cancelled
without being pushed back to the initiator from College or Central HR.

To OPEN a transaction from the worklist, click on the “Transaction ID#”’

Last
Details

E

=
=
=

VP-HRIM PS-Version 9.2 Last Updated 3/28/16



Promotion / Transfer Page (example for EHRA)

Promate SHRA Employes for AGODD0STEH
Firet Hame:  Siama
Middla Hama: yyome

Last Wams:  Dickzy

Heama Suffi:

NC5U Data
Candidats Emall:
*HR Hiring Propasal:

MADOy @Sl U

Job

Action: Pramatian
*Actlon Reason: 7

*Effactiva Date: 12212016 |[w
*Poaition Numbar.

Expacted Job End Dats: M

*Baa Compansation: A

“Ta Location Code: NG |Q NoihCardina
Probaticnary 7

Encumbrancs Ovarride

Encumbsr to Appt End
Timsa Limited

Distribution Data
Flecal Year: 2115 DaptiD:

‘Project ID *Agount

Background Check

i)
H

23se RUSH tnis Background Cneck

“Dapartment *Z120!

*Contact Name [Vans Princs

Commants for Reviewsrs | Approvers

Rave iy | Aar Tyl dw dnnrual

VP-HRIM

*Contact Emall

“Bulkding

*Room Numibar: 4

*Campus Box: 4

Tims Keaping Location:

“ASA Punch £5s Ol

*Job Code:
*Dapartmant.

*Location:

*Reporta To Poaltion:

* Standard Houre:

*Recurring Contract
* Salary Admin Plan:

Work Against

Terride *Perosnt

Totals:

Ovarrids Position Data

4,
Hrsest  FTE: Total FTE:
12 Manth Assignment

1 *Loval: ] Stap:

!

Postion Nbr:

Amount

Commenta for Background Chack Group {Includs Working Titie
from Posting Number, I applicatis]:

2 0f 13 years ok

*Contact Phone (313513423

Show Comments  Aftachmants Cragiz Offer Latler

PS-Version 9.2
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NOTES:
Promotions or Transfers can
occur with active SHRA and/or
EHRA employees.

When a person is selected for a
promotion or transfer, the
(receiving) College/Unit is

responsible for initiating the
transaction.

A Background Check (BGC) is
typically required. Select the
BGC items associated with the
job and verify the “Candidate
Email’ in order for the
electronic form to be sent to
the candidate.

Once the initial page is
completed, click the ““Submit
for Approval” button at the
bottom of the page to advance
to the next stage of approval.

Last Updated 3/28/16
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Rapid Rehire Transaction

Rehire Non-Perm Employees

*Fuployee Class:

"Decwod Start Date
*Employee 1D

Enwloyes Stalus  Deparlmenl Depl Desaiptivn Juli Code

pl Class Deptil Lept Descnphion Supensor JobCode  Job litle Houreeek Hire Date Ao Status Expectad End Ut

NOTES:
Rapid Rehire only works if the employee has been separated from the University within the past 6
months and is returning to the same job, same dept./OUC and the same rate of pay.

Once the “Employee Class, Desired Start Date and Employee ID”” are entered at the top, simply click
the *“Search” button to retrieve the results.

If the system locates the previous employee, it will reflect the latest employment status. In this example,
the last job data entry was a separation. If no results are found within the past 6 months, the user will
have to use the Hire/Rehire HR Quicklink.

Users could also see pending job actions (not displayed in this ex.) entered by a different dept.
attempting to hire the same candidate. If the search results indicate any pending transaction, the user
will have to wait until the transaction is approved or cancelled before processing the rapid rehire.

To initiate a rapid rehire, simply check the box in the ““Select” column then click the “Rehire
Employee” button at the bottom.

The “Initiate Job Request™ page will open (below) and populate the demographic and job data
information from the previous job.

Rehire Temp- Subject to FLSA for AG00006064

Initiate Job Request

Transaction ID: AGO000E6064 EmplID: 000315518 Rcd#: 0 Name: NMrKevin M. Wahl Empl Class: Temp- Subjectto FLSA
Name Employee's Work Location / Address
Name Prefix: |Mr__ ¥ On Campus: | On Campus i
*First Name: Kevin *Building #: 238 |Q Public Safety Center
Middle Name: *Room Number: 00122 a,

*Last Name: *Campus Box: 7220 |Q PUBLIC SAFETY

Name Suffix: v

VP-HRIM PS-Version 9.2 Last Updated 3/28/16
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Background Check — Disclosure & Release Acknowledgment

MYPACK HOME FOR FACULTY & STAFF MyTAB HR Dashboard

SWOTES = Main Menu - Human Resources Systems = Job Action Reguests{JAR) = Background Check Processin

o BGC Worklist

Background Check Disclosure and Release
Questions about this form? Contact the Background Check Program at (919) 513-2283

Notice

wide a copy of

A Summary of

ring the backgrow =

arding Background |nvestigation Pursuant to California

DMSEMET Chedit repornt at nd Charnges i one is obtainsd oy the

California Applicant

Minnesota and Dklahoms applicants or employees only: Please check this box if You wWoukd ke to recsive 3 Copy of 3 consumer report if one is obtained oy the
Company

Minnesota/COklahoma Applicant

| I ac}-mnwl-ed'ge I have read the above informatian Mext

NOTE:
The background check has been incorporated into the hiring process. It is one of the
key approvals in the transaction progression and must be endorsed before moving to
the next stage of approval.

The individual selected for employment will have up to 14 days to complete and submit
the background check forms. Temporary access will expire after 14 days.

Employees should not start working before the effective hire date in the HR system.
If an individual needs to be active in the HR system prior to the effective approval date

from BGC, an exception will have to be granted by the
Central HR - Assoc Vice Chancellor or Designee (AVC).

VP-HRIM PS-Version 9.2 Last Updated 3/28/16



Background Check — Page 2

MYPACK HO ME
Mazin Menu =

Favorites =

FOR FACULTY & STAFF
Human Resources Systems =

MyTAB HR Dashboard

Job Action Reguests{JAR) = Backgrouwnd i =

Background Check Disclosure and Release

Are you a Current or Former NC5U Student?
Are you a Current or Former BC5U Employee or Temp Employee?

Are you a Current or Former State of NC Government Employee?

Are you an NC5U Retiree?

T BE COMPLETED BY FINALIST CANDIDATE

Yes = No
Yes = No
Yes = No
Yes = Mo

Please enter Employee/Campus 1D, if known:

Legal Hame

Preferred Name

* Social Security # [Enter 9 Xs if no S55H)
Other Social Security # used in past:
*Date of Birth: "

Cell Phone:

Home Phone: I

Email:

Ethnicity Information
Are you Hispanic or Latino?

Tes = Mo

Current Address
Coourntry

Address

| I ;“’lckﬂowled’ge that | have reviewed the above informadon and it is correct

“Legal First HName:
Lepgal Middle Hame:

*Legal Last Name:
Legal Suffix: .

Prefix: -
First Hame:
Middle Name:

Last Mamve:

Suffix: =

Driver’s License Number:

Expiration Date: Li
State of Issue: —4,
*Gender: Male ™ Female

What is your race? American Indian or Alaska Mative
Select one or more: Asian

Black or African American

Mative Hawaiian or Pacific Islander

=+ White

Bt

Guestions about this form?® Contact the Background Check Program at {9153} 313-Z283

NOTE:

Prior state service will have to be verified with the previous state agency before the
Benefit service date can be updated in the HR system. This does not apply for temporary
work performed during their employment.

HRIM will process the prior state service form after the person has completed all stages

of approval.

VP-HRIM

PS-Version 9.2
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Background Check — Page 3

MYPACK HOME FOR FACULTY & STAFF MyTAB HR Dashbo

Favorites = Main Menu = Human Resources Systems « Job Action Requests|JAR) = Background Check Pr

Background Check Disclosure and Release

Questions about this form? Contact the Background Check Program at [918) 513-2283

Mafional Residence History

If you have lived in any Country besides the United States since the age of 16, please fill out the section below. {Disregard
this section if you were active Military Personnel at the time)

*Country of Birth:| |,

& 1of1 W Last

A
| 7

First NamaUsad  Mioie Kame Used Last Name Usad ApproxFrom Dats  Approx To Date Country

Past U5 Addresses Other than NC or Other Names Used - Fill in Below if you ...
n have been known by ANY OTHER MAME to include legal name change, married, alias, surname, family name, ete.
E:-Rhaue LIVED OUTSIDE OF North Carolina SINCE AGE OF 18
T S e

Firt Nama Used  Middle Nams Ussd Laet Name Used City County State Approx FromDate - Approx To Date
Q ] i + =
Education
"Have you completed High Scheol or do you have a GED? ' Yes ' Mo

Please enter all education information for degrees completed after High School

| &2 First ‘& 1of1 “* Last

Dagrea Nama of Collsgaiiniverstty Country Stats CityiProvinca Month Esmed  Year Earmed | Major Flald of Study

Criminal History
Have you ever been convicted of any unlawful offense other than a minor traffic viclation? Yes No

This includes DUIDW, worthless checks, violations of local ordinances or state statutes that resubted in a fine or incarceration, misdemeanars,
felonies, ete. Guilty verdicts, guilty pleas, prayers for judgment (PJC), and 'no-contest” pleas must be included unless the convictions have been
expunged from your record.

If YES, list below the date(s), county(ies), state(s) and specific crimefs). Use continuation shest rf ru'-c—'-ssary A pF"\‘lBI..S conviction will not
automatically disqualify you from employment. However, failure to provide plete and accurate inf "falsification,” and
your application may be removed from consideration. If falsfication ozours iyah arg curerlﬂy empkweu yal. ma.y be subject to disciplinary
action up to and including termination of employment. If you ars unsun 5 o answering

Please note: Pending criminal charges may delay the University's employment decision until after 3 verdict in the case has been rendered.
| 2 ¥ qof 1 W Last

Approx Date County State Conviction Commant

Authorization to Conduct Background Check

| hereby cenify that all information | have provided on this form, as well a5 any additional continuation sheet is true and complete. By signing below,
| authorze the University's verification of any information contained in both this form and my employment application. | authorize the University to
obtain "zonsumer reports” through third-parties in order to verify this information and thus authorize any law enforcement agency, administrator,
state or federal agency, cour, institution, school or university, information service bureau, employer, or insurance company to furnish any and all
background infermation requested by the University or cutside organization acting on behalf of the University. | understand that by admitting to a
conviction for any unlawful offense, | will not be disqualfied automatically from consideration for employment. | understand that false or misleading
information or dotumentation, of an omission or failure to inclede all relevant information, may result in rejection of my application, action up to and
inciuding termination if hired, andfor criminal prosecution. |f hired, | understand the University complies with State law and is required to terminate my
employment if false or misleading information is given in order to meet the requirements for the position involved.

Sign section | Signature: Date:

Previous | | Submit to NC State
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Modify existing JOB (Students, Temps and No Pays)

Modify Job Search Page

Job Action Request - Modify

Employee Class: Student Worker _]v

Temp- Exempt from FLSA
Temp- Subject to FLSA
Unpaid Faculty

Unpaid Non-Faculty

Visitor No Pay Search ] | Clear ]
Current and Future Jobs
Emplid Empl Red |Name Empl Class |Deptid |Job Code Supervisor [Hours per week |Empl Status |Expected End Date |Select
200014864 |0 Amy Bryant | STW 110901 | NCSU Student worker | Jane Jones | 10 Active 12/15/2014 O
200014864 1 Amy Bryant | TMS 110902 | Office Support Jane Jones |8 Active 5/15/2014 &
000013695 |2 Todd Bryant | TME 110901 | Lab Assistant Jane Jones |20 Active 10/15/2014 O

Medify Job information

Modify Non-Perm Employees
*Employee Class: Student Workers v Department: Q
*Effective Date: 12/01/2015 £l First Name:
Employee ID: 000000BDS Q Kathleen Reilly Last Name:
Clear
[E]
Search Results Personalize | Find |~ | E First & 1of1 &' Last
Select Employee ID Empl# Name Employee Classification ngf:“"’e E‘[‘;‘;ﬁ”” Department Dept Description qunbue Juigc%%ffm Expected Job End Date
0 0210912016
Modify Job Information
Modify Non-Perm Employees
*Employee Class: Temp- Subject to FLSA M Department: (e}
*Effective Date: 12/01/2015 First Name:
Employee ID: 000000809 Q Kathlsen Reilly Last Name:
Search Clear
JEd]
Search Results Personalize | Find |~ | E First ‘& 10f1 &) Last
Select Employee ID Empl#  Name Employee Classification Cliectie | Employee Department Dept Description Job Code  Job Code Description  Expected Job End Date
000000808 0 Kathlsen Reilly Temp- Subjectto FLSA 0BH7R015  Active 244030 Student Health Services Tnrip  lemporany Skilled  oo05048
’ Craftsperson

Modify Job Information ‘

NOTES:
Job modifications can only be performed on “ACTIVE” employees.

“Red Text” will appear if the data provided in the required fields is ““Incorrect™.

Once the “Correct’ data is provided, the user can locate the employee, check the select
box and click on the “Modify Job Information™ to advance to the next page.
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Modify Job Page

Modify Temp- Subject to FLSA for AGDODDGDGT

Transaction ID: AGDODDS0ST Empl ID: 001115422 Recd# 0 MName: Joseph Temp Empl Class: Temp- Subject to FLSA
*Make Changes effective on this £
date:

Current Information New Information

Department: 515001 Enterprise Application S Department: 515001 Enterprise Application Sves
Location: 354 Enterprise Application Svc *Location: 354 Q Enterprise Application Sves

Supervisor 1Dz Soifer, Richard *Supervisor |D: Q. soifer, Richard

Job Code: TNSDO Temp Admin / Offc Suppt Staff *Job Code Temp Admin / Offc Suppt Staff
Expected Job End Date: 05 *Expected Job End [21)

. . Date:

Standard Hours: 7.00 *Standard Hours:

FTE: 0.425 FTE: 0.425 Total FTE: 0.430000
Annual Salary: DE&08.000 Annual Salary:

Monthly: 884.000 Monthly:

Bi-Weekly: 408.000 Bi-Weekly:

Hourly: 12.000000 *Hourly:

Annual Rate if 1.0 FTE: Annual Rate if 1.0 FTE

Salary Change Amount: Salary Change Amount: 0.00D000

Salary Change Percent: Salary Change Percent: 0.000

Time Keeping Location: 141 *Time Keeping 141 |G OIT EAS

Location:
Encumbrance Override: N Encumbrance Override:
Encumber to Appt End: N Encumber to Appt End:
I @
Distribution as of Effdt above Personalize | Find | | m First ‘& 10f1 &' Last
Effective Date Department Project/Grant Account Distrb %
] 515001 51410
Comments for Reviewers | Approvers Show Comments
g
Submit for Approval Cancel

NOTE:
The job modification page above reflects the ““Current (job) Information” displayed on the
left side of the page.

The user could make modifications under the “New Information™ column on the right side
of the page.

Once the new information has been updated, click the ““Submit for Approval’ button to
process the transaction.

VP-HRIM PS-Version 9.2 Last Updated 3/28/16



Employee Separation (Students, Temps and No Pays)

Page |34

To separate an active student and/or temporary worker first select the Employee Class, Effective Date and

Employee ID. Click the “Search”button to retrieve the results.

Separate Non-Perm Employees

Temp- Subject to FLSA

Employee Class: Department:
*Effective Date: B9 rter the dey efer thelastdoy cr wory FI7SE Name:
Employee ID: Last Name:

R Joseph Temp — =
Searcl lear

1 row returned in 0.71 seconds

Search Results

Select Employee ID

Empl#  MName Employee Classification Effective Date ;’m:"“ Department Dept Description
1 001115422 DJoseph Temp  Temp- Subject to FLSA Active 515001
Current Active Jobs, Future Jobs and Pending Actions
Empl ID E’;‘C"Jm Effective Date  Empl Class DeptID Dept Description Supervisor Job Code Job Title

1 001115422 00113012016 Temp- Subject to FLSA st5001 | EMerprise Appleation

Richard Soifer TNSDO

Process Separation

Enterprise Application Sves

Temp Admin / Offe Suppt Staff

> |
Personalize | Find | IE First ‘&' 10f1 ‘& Last

Job Code  Job Code Description Expected Job End Date

— Temp Admin / Offt
THEDD Suppt Staff

& 1
Personalze | Find | | ﬂ: First ‘4" 10of1 Last

HoursWeek Hire Date Job Status Expected End Dt

Check the box under the “Select” column followed by clicking on the “Process Separation” button.

Separate Temp- Subject to FLSA for AGD0006065

Initiate Job Request

Transaction ID: AGODD0S062 Empl ID: 001115422 Red# 0 Name: Joseph Temp Empl Class: Temp- Subject to FLSA

Department: 515001 Enterprise Application Svcs
Supervisor:  Richard Soifer

*Make this separation effective on this date:|p2/21/2016 |5
(Enter the day after the last day of work)

Please select the reason for Separation

*Separation REason: b

Death
Comments for Revig End Appt. TempiGrad Assignment

Did Not Report
ration

Submit for Approval Cancel

As Of Date: [02/31/2016

5

NOTES:
Select the appropriate
separation option from the
drop-down list.

Click the “Submit for
Approval’ button to process
the transaction.

This concludes the 9.2 HR Dashboard & JAR Overview. If you have any questions
regarding the JAR process, contact your HRIM Specialist.
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