-~

\

reereer| |

BERKELEY LAB

Recruit Workforce — Creating the Rehire
Employment Form using the “Rehire
Former LBNL” process in HRIS

December 2005

BERKELEY LAB TABLE OF CONTENTS I



Contents
[0 0 31 =Y 1 1 €= ii
L0 2= VTV 1
The Overall REhire ProCess ......cciiiiiieiiieiiiiiisiissirssssssssssssssssssssssssssnsssssssenssenns 2
Closing a Job Requisition After Rehire Action is Complete......c.....ccccovvrrrenune 4
About the Selection Log: ... 4
Rehire Process for All Employee Classifications ........cccccceeecciiiiiiniinncccnnnnnnnn, 6
Rehiring an Applicant — Generating the Rehire Employment Form ............... 7
How TO GENERATE THE REHIRE EMPLOYMENT FORM ......coooiuiiiiiiiiiiiiieeee e 8
REHIRE PERSONAL DATA 1 PAGE ....iiiiioiiiieiiiiee ettt ettt e e e st eeeeatbe e e eavaeeesataeeeenareeeennseseennneas 9
REHIRE PERSONAL DATA 2 PAGE ....ooiiiiiiiieceiiie ettt ettt e et e ettt e e stveeeeaveeeesavaeessassesesansaeeesresesnnnsesennnneas 10
REHIRE EDUCATION PAGE ......uvtiiiiiiieeeiiieeeeiteeestteeeetteeeassaeessssseaessssesasssssesssssssesssssessssssseessssesessssessnsssens 11
REHIRE EMERGENCY CONTACT PAGE .....oeieetiieeiiieeeaitieeasirseeessreeesesesessssssessssssesssssessssssssessssesssssssessnsssees 12
REHIRE DIRECTORY PAGE ....cuuvttieiivieeeirieeestreeessseeesseseeeasssseeasssssaessssesssssssssssssssesssssssssssssesssssssssssssessnsssees 13
JOB REQUISITION 1 PAGE ...cciiiiiuieiiieeee ettt et eeeeee et e e e e ettt e e e s e eeaataeeeeeseesnnsaaseeeesessnsaneeeeeessannnssaeeeeas 14
JOB REQUISITION 2 PAGE ...ccovviiiiiiiiieieeiieeeeeeeeeeeeeeee et e et e e et ettt et e et e e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeereeeeees 15
REHIRE JOB/EMPLOYMENT DATA PAGE ....cuuviiiiitiie et eeeeee et e e e e e eaea e e e e e e eneeas 16
Reports and QUETIES.........cccccvmmrrerrriiisssssssssnrrre e s s sssssssssssses e e s ssssssssssnsssnsssssssanns 17
OVERVIEW ...iiiutiiiieiieteeitieeestteeeeetseeesstseeaasssseesssssaeeassssaeassseeasssssessssssssasssssessssssessssssssssssseessssessssnssesennssens 17
HOW TO RUN A REPORT ....coeiiiiiiiiiiiie ettt te e ettt e e et e e estaeeesstbeeeesesaaeesssaeessssseeeessssaesssseaansnsseeensssens 17
RUI CONIFOLID ... ettt e ettt e e 17
How 10 Run @ CryStAl REPOFT ...........coeieeiieee ettt enaeens 17
HOW TO RUN A PUBLIC QUERY ....ciettiiittieitieeitte ettt esteeestteesteeeseeeestaeesseeesssaessesesseassessssseassessnsessssessnseesseens 18
Accessing the QUETrY MANGZET ...............ccccooeioiieiiee ettt ettt enneens 18
How to Run an Existing Query without ‘0pening the qUery’ .............cccceeeevoeioeioenieenieee e 18
Tips on formatting your QUErY OUIDUL ............c.ceiouiieiieee ettt ettt 18
Historical Name SearChes.........cccoiiieiiiieiiiiiei i rea s s sna e e e nann s 19
PROCEDURE.......ooiiiiiiiiiitteeee et e et e e e e et e e e e e e eeeaaaeeeeeeeeeatbareeaeeeeastaaseeaeeeeaastaaseeeeeeeannssssaaeens 19
Rehire Benefit Matrix/FICA Indicator..........coccciieiiiiiieiiiecc e eee e e 20

BERKELEY LAB TABLE OF CONTENTS Il



RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Overview

Use the Rehire pages to create the Rehire Employment Form for an employee
applicant who has accepted a position and already has a record in the LBNL
Administer Workforce module.

In this Manual:

1. An overview of the pages and fields for Applicant Activity and how they relate
to the rehire employment form process for an applicant.

2. Sections covered include:
a) Applicant Activity - Offer Data and it’s status
b) Historical Searches and what it means to the rehire process
c) Review, Validation, and Data Entry fields for the rehire
d) Closing out the Job Requisition and creating the Selection Log
3. Creating the Rehire Employment From
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

The Overall Rehire Process

Once you have completed the Recruitment Process,

Entered the Job Requisition,

Updated the Applicant Activity,

Done the Requisition Linking,

Done the Routing,

Entered Interview Date,

Enter and update status to “Accepted” for the Offer Data,
you may create the Rehire Employment Form in HRIS

S o

The rehire data entry in the Employees Job Data is still done by the payroll
department. The only change is that the Rehire Employment Form is now
created in the PeopleSoft HRIS database.

Both the Applicant disposition and the Job Requisition status must be in “Ready
to Hire” mode for the rehire process to be successful. You will not be able to
call up the record for data entry if the records are not in this status.

Data for the Rehire Employment Form comes from several sources:

e The Applicant Data record and Job Requisition in the recruitment module,
e The existing current data in Administer Workforce, and
e New Data Entry Fields that are entered when the form is created.

Procedure

1. The applicant must have accepted the offer. Change the Applicant Activity-

Offer status to “Accept”
[Develop Workforce >Recruit Workforce (GBL) > Use > Applicant Activity > Offers|

2. Enter the Applicant Rehire Data and Save your data.
[Develop Workforce >Recruit Workforce (GBL) > Use > Rehire Former LBNL]

3. Create the Applicant Rehire Employment From; the form is a Crystal Report
and runs to a .pdf file format.
|Deve|op Workforce >Recruit Workforce (GBL) > LBNL_Rpts > Rehire Employment From|

a. Send to IRSO for Foreign National before start appointment
b. US Citizens save for HR Center start appointment

4. Send the Rehire Employment From to Payroll for data entry.
Once the rehire action is complete in Administer Workforce, review the
records to be sure the data is correct. Send any corrections to
payroll@Ibl.gov.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

5. Once the rehire action is completed by payroll you must update the
‘Applicant Disposition’ in Applicant Activity to “Hired” status. This will update
both the job requisition status and the status of other applicants linked and

routed to the job requisition.
|Deve|op Workforce >Recruit Workforce (GBL) > Use > Applicant Activity > Requisition|

6. Run the “Selection Log” Report. Output destination must be “Web/PDF”.
[Develop Workforce >Recruit Workforce (GBL) >LBNL Reports >Selection Log|

7. Create closed job file.
Closed job file must contain the following items:
¢ Hire Request
¢ Job Posting Description
¢ Selection Log
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Closing a Job Requisition After Rehire Action is Complete

Many Job Requisitions are created in order to create the documentation for a
Rehire action. In this case requisitions are not automatically closed because the
rehire action is not actually done in Recruit Workforce. Rehire actions require
the Applicant Activity — Requisition be manually updated in order to update the
Job Requisition status to ‘Filled’. This is only done after the rehire action is
completed in Administer Workforce.

Procedure

1. Open the Applicant Activity for the successful Applicant. Use, Applicant
Activity, Enter the Employee Number or Name, Click OK.
The Applicant Activity — Requisition page will display.

2. Edit the Disposition field to “090-Hired”.
3. Save the new data. This will automatically change all other applicants to

“110-Reject — Another Applicant was Hired” and the Requisition status to
“110-Filled”.

Important: Do not edit the Applicant Activity Disposition until the Payroll group
has completed the rehire action in Job data.

About the Selection Log:

SELECTION LOG is an LBNL Report that documents the disposition of all
applicants attached to a requisition.

Road Map
[Develop Workforce >Recruit Workforce (GBL) >LBNL Reports >Selection Log|

1. Prompts by requisition number.

2. The reports “comment” field is populated based on the Routing date,
Interview date and the Offer date. Data comes from the Applicant Activity
pages.

If Offer Date exists — then “Applicant was the best qualified for the position.”

If Interview Date exists — then “The Laboratory selected the best qualified
candidate for the position: the applicant was not the best qualified candidate.”

If Routing Date only — then “the Laboratory interviewed only very well qualified
REVISED 12/5/05 BERKELEY LAB PAGE4
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applicants: applicant was not considered to be very well qualified.”
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Process for All Employee Classifications

Only the Payroll Department may insert a REHIRE row in the HRIS Job Data
pages. This is done for all employee classifications where the person already
exists in the system. Whether you are hiring a guest/contract worker as an
LBNL employee or a former LBNL employee is returning to work, they would
both require a REHIRE action in the system.

Until the rehire mechanism is provided for divisions to enter rehires directly into
HRIS, all rehire actions must be sent to the Payroll Department for data entry.
During this time a Rehire Employment Form is required to assure that all the
data is accurately captured in the rehire record.

Important! Complete all applicant activity up to and including the offer
information. Do not mark the offer as accepted until you have generated the
Hire Request and Offer letters. Generate the Job Requisition/Hire Request and
Offer Letter reports before you mark the Applicant Activity-Offer page as Offer
“‘Accepted”. This will mark the applicant record as “Ready to Hire” and all
others attached to the requisition as “Hold”. After this you can great the Rehire
Employment Form.

Once the payroll department completes the rehire action in job data, you may
close out the applicant data and job requisitions. At this time you will be ready
to generate the Selection Log report and the Closed Job File.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehiring an Applicant — Generating the Rehire

Employment Form

Once you have completed the Recruitment Process, and have proper approvals,
you can create the rehire employment form. This must be done prior to the
employee’s start since the form must be reviewed and sent to the payroll
department in order to have the rehire row entered in the job record.

Please do not send payroll the rehire forms more than two weeks prior to their
start date. Once people are rehired, they appear in the laboratory directory,
which would allow them to be signed up for system access that will lay dormant
for months (potentially). This can lead to a security risk. In addition, correction
of dates when they must change is time consuming.

Remember that PeopleSoft IS ALSO the Payroll system. All
hires and rehires put into HRIS will be paid according to the
data you enter. If an employee’s start date changes, or any
employment data changes, it is YOUR responsibility to have the
Payroll department make the correction immediately.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

How to Generate the Rehire Employment Form

Roadmap
[Develop Workforce >Recruit Workforce(GBL) >Use >Rehire Former LBNL]

HISTORICAL NUMBER SEARCH: The rehire employment form should be started after
the historical number search has revealed that the person really requires rehire action
and that the employee id number being rehired is correct.

Procedure

1. From the Recruit Workforce, Use menu, select “Rehire Former LBNL”.
The Rehire Former LBNL- Find an Existing Value page displays.

2. Enter Applicant ID (same as EmplID) and click on Ml or hit the Enter
key. The Rehire Personal Data1 page displays.

The data and fields displayed in the rehire pages comes from several
sources; the Recruit Workforce data pages, the Administer Workforce data
pages, and blank data entry fields which are all necessary to create the
rehire employment form.

3. Click on the “tabs” to navigate through the Rehire pages and enter data as
detailed in the following pages of this manual. Important: Use these pages
to understand the affect changes will have on information and reports in the
database.

4. Save your entries. Note: you will save the data once all entries are
completed and you may return to any record at any time to update data.

5. Go to the LBNL_Rpts menu to create and print the Rehire Employment
From.

Important: There are very few field edits and system validations in the process
used to generate the rehire employment form. It is your responsibility to
understand the laboratory policies and requirements surrounding the data and
the actual rehire of an applicant, as they will be setup in the HRIS job record.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Personal Data 1 page

This page contains details regarding applicant status, name, and address information. This data
is the actual Applicant Personal Data page. You must insert a row to edit this page. Since the
Effective date must be the date of rehire, you must insert a row in order to update the date.

this page.

Harme = Develop Workforce = Recruit Workforce (GELY = Use = Rehire Former LBNL Tlew Wind o
Rehire Personal Datal Rehire Personal Data 2 Rehire Education Rehire Emergency Contact Rehire Directory » Ignore these
Applicant ID: 000347 Emplil:  ponz47 Applicant Type:  Employee 4/ flelds - dO
not update.
‘Applicant Status: | (rvalidvaluey  w|  StatusDater  |0710i2003 |El]  Reason: b
yiew Al First (4 1.0f 1 [P Last
Effective Date: | 07/08/2003 i =]
Format Using: Usa (S United States Refresh the Narme Field |
Prefix: hd
First: Geoffrey Middle:
Last: Hutchings Suffix: Q@
Name: Hutchings, Geoffrey
Country: USA Q] United States
Address 1
Address 2
Address 3
city
County Postal Code
State CA Ql california
Mailing Email Phones
Address
Req | FIELD NAME Type Description
* Effective Date DT Displays data from the Applicant Data pages.
Effective Date must be the Rehire EffDt, insert
a new row in order to edit.
Prefix LU Leave blank — Not Used
* First Name -- Enter
Middle Name -- Enter if applicable
* Last Name -- Enter
Suffix LU Enter if applicable
* Home Address-Country LU Value List available
* Home Address-Address 1 -- Enter
Home Address-Address 2 -- Enter if needed
* Home Address-City -- Enter
Home Address-County -- Leave Blank, Not Used
* Home Address-Postal -- Enter (Zip Code)
* Home Address-State LU Enter or select from value list
Mailing Address LINK | Links to Postal Address Page-Not Used
Email LINK | Links to Email Addresses Page — Not Used
* Phones LINK | Links to Telephone Numbers Page, Click and
Edit as necessary. Use Phone Type: “Main”

* Required Field
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)
Rehire Personal Data 2 page

This page displays the most recent data from Administer Workforce. Edit these fields as
necessary. If no change is needed then do not edit. These fields are saved to a separate
rehire data table and will not update the Administer Workforce record.

If data on this page is incorrect, update the data here and then contact the appropriate group to
follow through on correction of Administer Workforce.

Changes in Citizenship — notify IRSO office at x632. If country of Birth or citizenship is a sensitive country, then
contact Cl office in Integrated Safeguard and Security Group, x 5132.

Corrections of National ID (Soc Sec #) — contact payroll payroll@Ibl.gov. (Note: 999 numbers are valid for guest and
contract workers.)

Home = Develop Yorkforce = Recruit Waorkforce (GELY = Use = Rehire Former LBNL Mew Window

Rehire Personal Datal ."( Rehire Perzonal Data 2 \'. Rehire Education Fehire Emergency Contact

Hutchings, Geoffrey Emplayee EmpliD: 000347

Applicant ID: 000347
Job Requisition z 017454
National ID: |D32-67-2880

Gender: |Male 3

Date of Birth; |05/23/1981 |E5]

Citizenship Status: | ©1liZen ¥ country:|USA Q] United States

Birth Country: =
Birth State: Q
Birth Location:
Req | FIELD NAME Type Description
Applicant ID -- Display only
Job Requisition # -- Display only
* National ID -- Enter or validate SS#
* Gender -- Enter or validate — employee must self identify

and may use Employee Self-Service website.

* Date of Birth Enter or validate

* Citizenship Status VL Enter citizenship as it relates to the USA

* Country LU Enter country of Citizenship, use lookup
** | Birth Country LU Enter country of birth, use lookup

Birth State LU Enter if known, use lookup if available
** | Birth Location -- Enter city, province, or most local location

* Required Field
** Required for Foreign Nationals, or if birth country is on Sensitive Country list. (List is subject to change)

Algeria Iraq Sudan (T)
Armenia Israel Syria (T)
Azerbaijan Kazakhstan Taiwan
Belarus Kyrgyzstan Tajikistan
China, People's Republic of (includes Hong Korea, Democratic People's Republic of (North Turkmenistan
Kong) Korea) (T) Ukraine
Cuba (T) Libya (T) Uzbekistan
Georgia Moldova

India Pakistan

Iran (T) Russia
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Education page

Displays information as it exists in the most recent data rows in Administer Workforce. Edit data

here or leave it unchanged. This data is saved to a separate rehire data table and will not
update the Administer Workforce record

Homme = Develop YWorkforce = Recruit YWarkforce (GBLY = Lse = Rehire Former LBNL

Rehire Personal Data 2 I.’ Rehire Educatian \'. Rehire Emergency Contact

Rehire Fersonal Datal

P Wi o

Rehire Directony .4

Hutchings, Geoffrey Employvee EmpliD; 000347
Applicant ID: 000347
Job Requisition #: 017454
Highest Education Level: | F-Bachelor's Level Degree
[ uc student ] Full-Time Student
Campus ID: Campus: ﬂ
Account Code:
First (4 1011 [ Last
Degree: BS =Y Bachelor of Science El
Major Code: [161 Q) Industrial
School Code: 0001 Q] uC Berkeley
GPA:
Issue Date: |06i01/2005 |
Graduated
Req | FIELD NAME Type Description
Applicant ID -- Display only
Job Requisition # -- Display only
* | Highest Education Level - Enter
** | UC Student -- Update as necessary
Full-Time Student -- Update as necessary
*** | Campus ID -- Enter School Student ID Number
*** | Campus LU Enter School Code, use lookup
Project ID LU Enter for GSRAs only
Degree LU Enter, use lookup
Major Code LU Enter, use lookup
School Code LU Enter, use lookup
GPA -- Not Used
Issue Date DT Enter, must be MM/DD/YYYY (use June 1 if
exact date not known)
Graduated CK Update as necessary

*

Required Field

** Required for UC Students only
*** Required for UC Students and Faculty
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Emergency Contact page

This page displays information, as it exists in Administer Workforce. The exception is when the
“same address as employee” or “same phone as employee’ check boxes are selected then, the
address and phone fields will be auto populated from the information contained in the Applicant
Personal Data pages instead of the Administer Workforce Personal Data. Uncheck then check
the box to refresh the data display.
If you are using the same address as employee” or “same phone as employee” checkbox and
the data is incorrect, uncheck both boxes and data enter the information correctly. This pages
data is saved to a separate rehire data table and will not update the Administer Workforce

record.

All employees and guests are expected to have an Emergency Contact listed. Emergency
contacts are required, if needed, hand write the information on the form during the ‘Start
Appointment’ and payroll will enter it when the rehire action is entered in HRIS.

Rehire Personal Datal Rehire Personal Data 2

Horme = Develop Waorkforce = Recruit Workforce (GBL) = Use = Rehire Former LBNL Mews Yindove

Rehire Education " Rehire Emergency Contact \I_F

Hutchings, Geoffrey

Applicant ID; 000347
Job Requisition #: 017454
Contact Name: Hirks, Jeff

Relationship to Employee: Friend

A

Employee EmpliD; 000347

Primary Contact

Country: M54 | QJ
Address Line 1: |House of Mirrors
Address Line 2:

Address Line 3:
City: | Fod
State: |CA 4l

Postal Code: | 98765

Same Address as Employee

Address Type: | HOME|QJ

Phone Type: MAIN |Q

Same Phone as Employee
Telephone: |1 800 8897228

Only one emergency
contact and phone
may be included in the
rehire employment
form, if information is
not available at time of
creating this form or if
additional rows are
needed, enter them in
Administer Workforce
or employee may add
it using the Employee
Self-Service website.

Req | FIELD NAME Type Description

Applicant ID -- Display only

Job Requisition # - Display only

Contact name -- Enter

Relationship to Employee VL Select from value list

Primary Contact CK Auto entered-one primary contact required.

Same Address as CK Check to auto-populate the same address as

Employee Applicant Personal Data. Displays only saved
data. Uncheck to enter unique address.

Address Type VL For ‘same address as employee”, select type
‘HOMFE’

Country LU Enter

Address Line 1, 2, 3 - Enter

City -- Enter

State LU Enter

Postal Code -- Enter

Same Phone as Employee CK Check to auto-populate the same phone as
Applicant Personal Data. Displays only saved
data. Uncheck to enter unique information.

Phone Type VL For ‘same phone as employee”, select type
‘MAIN’ or select whatever type is appropriate.

Telephone -- Enter full phone with area code 510/555-1212

* Required Field
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Directory page

This data is saved to a separate rehire data table and will not update the Administer Workforce
record. Only one set of work location information and work phone may be included in the rehire
employment form, if additional rows are needed, enter them in Administer Workforce or have the
employee contact telephone services to have the recode updated.

Harme = Develop Warkforce = Recruit Workforce (GELY = Use = Rehire Former LBNL  Mew Window

4 Rehire Emergency Contact f Rehire Directary ‘.I Joh Requisition 1 Joh Requisition 2 4

Hutchings,Geoffrey EmpliD; 000347
Applicant ID: 000347

Job Requisition 2 017454
Maill Drop ID: | 2540118 Ql

Nickname: |BuZ

Nickname code; #pReNd W
[ Hide Published in Phonebook [ ] Release Address?
LBNL (937 |Q) Berkeley Tower LBNL 0102 |Q) Shower
Building: Room:

office | 510/486-5674

Telephone:
Req | FIELD NAME Type Description
Applicant ID -- Display only
Job Requisition # -- Display only
* Mail Drop ID LU Enter, use lookup
Nickname -- Enter if other name is desired in web directory
Nickname Code VL Select the display option for the web directory.
Append — displays the nickname value, in
parentheses, at end of the name field on the web.
Replace — replace the fist name with the
nickname on the web.
Hide CK Not used — should be unchecked
Publish in Phonebook CK Not used — should be unchecked
Release Address? CK Enter as necessary — release address form must
be on file. This relates to home address.
* | LBNL Building LU Enter, use lookup (format: 3 digits w/alpha ‘005’
or ‘076B’)
* LBNL Room -- Enter, use lookup (format: 4 digits w/alpha ‘0200’
or ‘'0501C")
* Office Telephone LU Enter full phone with area code 510/555-1212 or
LBNL extension only (system will auto update).

* Required Field

Note: Use supervisor Bldg/Rm/Phone if exact location is not known. These are required fields
for the rehire data entry.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Job Requisition 1 page

Contains details regarding the position, supervisor and other job related fields. This data is the
same page and data as the Job Requisition; in fact it is the job requisition! When you edit this
page you are editing the original job requisition. Only edit this page if necessary, by this time the
data should have already been updated!

Joh Req #: 016532  'peptip: |ES R prevJob Req #: Ql  prev. Emplid: Ql
'Status Code: 080-Ready to Hire v ‘Status Date: | 11/05/2003 @

Date Opened: 1011772003 |E] Date Cancelled or Filled: B

'Job Code: 181 (4] Geological Sci Post Doc Fellow ] show on Web

Business Title: Geological Sci Post Doc Fellow

‘Empl Class: VFPostDoc  w

Supervisor: Mihei Kurt T Ql 125501

Recruiter Name: Pagsolingan Amy Y @l o0z063 New Position []
Appt End Date: Ed Appt Duration: |1 ¥ear Waiver of Posting?: !
Originator: Mihei Kurt T Q@ 125501

Interviewer Team Details

wiew Al First (40 1011 [P Last

Interviewer ID Mame
1128501 [ MikeiKurtT [=]
Req Field Name Type Description
* Dept ID LU Enter Level 1 code for the position
Prev. Job Req. # KU Not relevant in rehire — do not edit
Previous Emplid LU Not relevant in rehire — do not edit
Status Code VL Not relevant in rehire — do not edit
Status Date DT Not relevant in rehire — do not edit
Date Opened DT Not relevant in rehire — do not edit
Date Cacld or Filled DT Not relevant in rehire — do not edit
* Job Code LU Enter LBNL Job Code
Show on Web CB Edit as necessary - Default is checked, (OPEN &

HOLD status will displays on web). Uncheck to not
display on the web.

* Business Title -- Working Title — Auto fills from Job Code with Job title,
edit as needed.
* Empl Class LU Enter Select from Value List (required)
* Supervisor LU Enter, should be Supervisor Name (PeopleSoft
format)
* Appt End Date DT Edit or Enter as needed, Last date of appointment
(mm/dd/yy)
Appt Duration -- Not relevant in rehire — do not edit
New Position CB Not relevant in rehire — do not edit
Appt Duration - Not relevant in rehire — do not edit
New Position CB Not relevant in rehire — do not edit
Recruiter Name LU Not relevant in rehire — do not edit
Waiver of Posting? - Not relevant in rehire — do not edit
Originator LU Not relevant in rehire — do not edit
Interviewer Id LU Not relevant in rehire — do not edit

* Required Field
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Job Requisition 2 page

Contains details regarding the position, supervisor and other job related fields. This data is the
same page and data as the Job Requisition; in fact it is the job requisition! When you edit this
page you are editing the original job requisition. Only edit this page if necessary, by this time the
data should have already been updated!

Haorme = Develop Warkforce = RecruitWaorkforce (GHL) = Lse = Rehire Former LENL ey Whiindonne

4 Rehire Emergency Contact Rehire Directory Job Requisition 1 I.'.JobRequisitionE Y Rehire JoEmployment Data

Job Requisition #: 017454 peptiD: FA Facilities Job Code; 7893
Level 2: ITS Q] Tech Genices Level 3: |L @ Lahorer
Level 4: QJ Underutilization yiew 100 First [ 1.5 of 1400 I3 Last
Regular Sh}ﬂ: 1 v Standard Work vy
Period:
% Time: 100.0000 Standard Hours: |0-00

@ Full-Time O Part-Time O Variable Time

HEERA Stat: Mon-Supery s

i ¥
[ Confidential Employee? Relocation Authorized: [N

[] Designated Official
O Background Check Required

Req | Field Name Type | Description
** Level 2 LU Enter, use lookup
*x Level 3 LU Enter, use lookup
** Level 4 LU Enter, use lookup
* Regular Shift VL Should be N/A
* % Time -- Enter percentage hours per week
* Standard Hours -- Enter number of hour to work each week
* Full/Part/Ind RB Click as appropriate
* HEERA Status VL Defaults: non-supervisor, requires LER approval
*x Confidential Employee? | CB Defaults unchecked, requires LER approval
Relocation Authorized -—-- Defaults N, change to “Y” if authorized
** Designated Official CB Defaults unchecked, Check this box if this is
a “designated" position. Financial disclosure
requirements apply.
* Background Check CB Check this box all positions require a
Required background check.
Underutilization -- This data is not displayed in rehire pages.

** Required if applicable
* Required Field
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Job/Employment Data page

Contains details regarding the position, supervisor and other job related fields. This data is a
combination of data from the existing data in Administer Workforce and the special rehire fields.
This data is saved to a separate rehire data table and will not update the Administer Workforce
record.

(Edit is necessary; all “Variable” appts are hourly paid no matter the job
Horme = Develop Workforee = Recruit\Workforce (GBLY = Use = Rehire Former LBNL ey Windovy

4 Rehire Emergency Contact Rehire Directary

Job Requisition 1

Job Requisition 2} Rehire Job/Employment Data \L

Hutchings, Geoffrey

Applicant ID; 000347
Job Requisition # 017434

Emplovee

EmplID; 000347

Last Termination Date: 11192004 |
Rehire Date: | 10/01/2006 |[E] Hourly rate for biweekly or
pay Group: |MON/Q Full-Time Equivalent rate
Compensation Frequency: M | mmm/ for monthly
Compensation Rate; | 5000.000000 |
Location 0001 QJ Berkeley
Code:
FICA Status- Exermpt w
Cor:[:ra“r]l;ugzl:iorﬂyDate: 06r29/1998 |
Service Date: | U6/28/1988 |
Prior UC Service
Benefit Program: | CAR Q] Full Benefit Program
code)
Req | Field Name Type Description
Applicant ID -- Display only
Job Requisition # -- Display only
Last Termination Date DT Display only for information

* Rehire Date DT Enter effective date of rehire action, must be equal to
or greater than effective date entered on Rehire
Personal Data 1 page.

* Pay Group LU Default depending on the job code Monthly,
Biweekly. (Edit is necessary; all “Variable” appts are
hourly paid no matter the job code)

* Comp Frequency LU Default depending on the job code M or H value only.
(Edit is necessary; all “Variable” appts are hourly paid
no matter the job code)

* Compensation Rate -- Enter rate of pay (Hourly rate for Biweekly or Full
Time Equivalent rate for Monthly, payroll will
calculate comp for part-time employees)

* Location Code LU Defaults to Berkeley — only edit if tax location is other
than Berkeley, contact payroll with questions.

* FICA Status- VL Enter FICA eligibility; use the Rehire Benefit Matrix

Employee pg 20 to determine eligibility.
Company Seniority DT Do Not Update — Payroll will adjust
Date

* Service Date DT Enter, based on service credit rules and service
credit calculation worksheet. Must be updated on or
around time of rehire: requires proper documentation.

* Prior UC Service CB Check as needed

* Benefit Program DT Enter Ben Program; use the Rehire Benefit Matrix on
pg 20 to determine Benefit Program.

* Required Field
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Reports and Queries

Overview

HRIS 8.3 runs both reports and queries to web based applications. The output may be printed or saved to
the user’s desktop according to the output selected at the time the report or query is run.

SQR and Crystal — There are two primary Report types, SQR and Crystal. Both report types ‘print’ the
output to Adobe Acrobat. Hardcopies can be reviewed and printed from there.

Queries — Always output to an html version of Excel. Users should use the .CSV format to save the query
output to their desktop. This file should be opened with Excel — the data will automatically parse the data
into the worksheet. Note: Data formats for numbers (including emplid), date, time, and dollar values will
need to be formatted. This version of query-excel does not impose standard formatting on the exported
data fields. Tips on formatting output in Excel are included in this section.

How to Run a Report

Run Control ID

When you want to run a report or process, you need to tell the system when and where you want it to
print. For most reports or processes, you also need to set parameters that determine the content of the
report, such as the business unit or time period on which to report.

A run control is a database record that provides values for these settings. Instead of entering the same
values each time you run a report, you create (and save) a run control with those settings. The next time

you run the report, you select the run control, and the system fills in the settings.

A run control is created in “Add” mode and is saved when either the save button is pressed or when the
selected report runs successfully. Once you create a run control ID you should always use the same one.

Rehire Employment Form is a Crystal Report

How to Run a Crystal Report

—

Select the Report you wish to run (update display mode)
Enter a Run Control ID

Enter Parameters or skip to step 4

Click the “Run” button

Select Server Name: PSNT

Select Type: Web

Select Format: PDF

Click OK, the report will “process”

O 0 N kv

To view and print the report, Click the Process Monitor link

—_
(=]

. Click the “Refresh” button until the Run Status is “Success”
. Click Details link
. Click View Log/Trace link

— e ek
W N

. Click the *.pdf file link (the name will consist of the file name and run instance #)

14. View and print report from Acrobat .pdf file
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

How to Run a Public Query

Accessing the Query Manager

Roadmap

Home > PeopleTools > Query Manager > Use > Query Manager

How to Run an Existing Query without ‘opening the query’

1. Search for the Query you wish to run

e Enter a partial query title and click the Search button

e Leave search criteria blank to view all available Queries
2. Click Search button to list available Queries

Click the Run link on the row for the title you wish to execute, a separate IE window will open to
display the prompts and results.

4. Enter Prompts if applicable and Click the View Results button. If the query has no prompts your
query results will be displayed.

Results will display in IE html page. Data can be viewed or downloaded to your desktop.
6. To download to Excel —Use the “CSV Text File“ link. Do Not use the “Excel Spreadsheet” link.

e  CSV Text File link creates a simple text file that is automatically opened in Excel and easily
formatted

o Excel Spreadsheet link creates an excel file with very unfriendly formatting. Not recommended.
7. Save the CSV file to your desktop, rename if desired.

8. Double click the CSV file on your desktop and the file will open in Excel. Format the file as needed.
See Query Excel formatting tips listed a below.

9. To exit the query, Close the Query — Results IE window.

10. To run a new query, Activate the Query Manager IE window, it should still be open but minimized.

NOTE: A query must be “SAVED” before it will run. If you edit
any part of a query you must first save it before running.

Tips on formatting your Query Output

1) When you first open the CSV file, always format the spreadsheet and save.

a) Select all cells in the spreadsheet using the top left cell. Hot Key: Ctrl-A

b) AutoFit the column width — Format, Column, AutoFit Selection. Hot Key: Alt-O,C,A

c) Left Justify all columns — click the Align Left tool bar button

d) Change the .CSV format of the spreadsheet - Save your CSV file, edit the “Save as type” to be
Excel Workbook, Click OK.

2) Use Excel’s Format, Cells menu option to standardize field by column. Fields that we suggest
formatting are: Numbers (including emplid), Dates, and Time.
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RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Historical Name Searches

Roadmap

\ Develop Workforce >Recruit Workforce (GBL) >Use >Historical Employees

Procedure
1. On Historical Employees — Find an Existing Value page:

a. Select Last Name from the Search By value list

b. Enter the known last name or partial last name in the Last Name field.

c. Click [Search |,
The Search returns a list of all current and historical employees who meet
the criteria specified.

d. Click on the last name or EmplID of the record you wish to display.
The historical data page displays for your review.

Note: PeopleSoft HRIS data was loaded as of 6/23/96. At that time all available
history was loaded for active records only. For non-active records, only the most
current data row was loaded.

REVISED 12/5/05 BERKELEY LAB PAGE19



RECRUITMENT- REHIRE FORMER LBNL (EMPLOYMENT FORM)

Rehire Benefit Matrix/FICA Indicator

Rehire Benefits Matrix/FICA Indicator

Full-ti me [ 100%%)
40 hirshvk

Fart i me [S084)
20 hrafed

49.99% - 43.75%
=2 lezst 175 hrated

Lessthan 42.7F4

Varizble

N - Career

Fell Berefts (TIF)
Fult FICA ( Siect)®

Full Benefits (FF)
Full FICA (Subject)*

Enployes must be eclgssifizd to U ded with 2 end dae

A= Term: -7 years max
Flezse see RPMior ddzils

Full Berafts (TIF)
Full FICA ( Suifent)

Full Benefitz (HF)
Full FIGA (Subyject)

Enployes must be molzesifed to Ln ded with 2 end dae

F- Pastdoc: morethan 2 yrs

Felt Berefits (TIE)
Fult FICA ( Suigect)

Full Berefits (HE)
Full FICA (Suiyect)

Ent ployees irust be eclzzzsifed o Un ded with 2 end dabe

- Wisiting Postdoc:
B mos or more (2 yrs max]

Nf-Leve! Berefiz (LTT)
Sfeaieze Only

Nfd-Leve! Benefs (LTT)
Ifediczre Crly

Enployes must be molzesified to Lin ded with 2 end dae

T- Limited: Lessthan 3 mo

CORE wiTiP (G071
Neaicame Cly

CORE wTiP (COT)™
Medizare Crly

CORE wiTIP (50T
Nedfcare Oy

Ao Heath & Wekare (MICAN
IWfedicare Ol

Mo Hezth & Wekam (O™
Medicae Cnly

T- Limited: 2 moto less than

Nl -Leve! Beyrefts (LTT)™

CORE w'TIF (COT)

CORE weTiF (COR™

o Heali & Welfare (NOW)

Mo Heaith & Welame (0N

4000 hrs Nediname Only Medivare Crly Meafoane Only edinze Cnly Mediczre Cnly

5- Student [UC Studert) Mo Health & Welzme (W07 Ao Headh L Welfae (Won) Mo Heakh & Welfze oA Mo Heallh & Welare (WMON) (Ao Health & Wekzme (W00
Ifeaicare Chly Iedicare Oy Mo FICA (Exen o) Mo FICA (Exenr i) Mo FICA (Exempl)

5- Student [non-UC Student) Mo Heaglth & Wekfzme (WON) Mo Headh & Welfzm (WO Mo Heabh & Welfze (WON) Mo Healih & Welare (WOND |0 SHealth & Welame (W00
Nedicame Cnly Medivare Cly Medicare Cnly Miedinzre Ciely Medic zre Cly

G- GERA fio Health & Wekfzme (WO Mo Headh & Welfame (o) fio Heabh & Welfzme (IO Mo Heallh & Welare (WOND) (W0 Health & Wekzme (W00
Mo FICA (Exenot) Mo FICA (Exemot) Mo FICA (Exenr o) o FICA (Exenr i) Mo FICA (Exempl)

F - Faoulty Mo Heaglth & Wekfzme (WON) Mo Headh & Welfame (i o) Mo Heabl & W elfzme ron) Mo Heallh & Wedare (MO Mo Headh & Welame 0N
Nedinae Only Nedivare Crly Meaicare Cnly fedinzre Cily Nediczre Oy

G- Rehired Retires Mo Hezith & Welame (O™

[le=s=sthan 1000 hoursin arolling Ifedicae Oy

DA N NiA NifA . ;

12 manth period] M=t have sigred Waiver

H - %isiting Ressarcher: Nl -Lzved Berefts (LTT)™

3- 12 months at 100%not to eaicame Chly

exceed one year (totd period of A AdA NirA A

consedtive serdoe not to

exceedtwo years)

® The gbove suntnndry asmunmes fire relire or hire is mof B or 2 mon-intarig et aliens. For F1 or M rehires, plegse consulf with RS0, Berefifs ardfor Payrol.

= Affer 1000 hours workied it 3 rollin g fwelve monfh perod, eligible for Full Bemefifs and Full FICA. Musf be moved info Carcer posifion.

Do not distribute for HR use ONLY
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