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Overview

Business Process

The Department Processors are responsible for initiating a Smart HR hire for Student Labor, Workstudy and
Non-UConn Student employees. Once the template is complete, the hire is routed directly into Job Data.
Student employee hires do not go through the same process as the rest of the UConn employee population
as there is a much larger group of student employees. It is assumed that the hiring of a student employee is
already approved by Student Employment, which is why the templates are not routed to Department
Approvers or the Payroll Department, but instead routed directly into Job Data (with the exception of Non-
UConn Student hires which are routed to the Student Employment Unit.

Most information on the Smart HR Hire template will auto-populate due to the integration with Student
Administration. Therefore, it is critical the information in Student Administration is accurate so the hire
template is completed correctly.

There are three Smart HR hire templates for hiring student employees:

e UC_TBH_SL: Student Labor hire
e UC_TBH_WS: Workstudy Student hire
e UC_TBH_NUCS: Non-UConn Student hire
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Process Steps: Student Labor Hire

Scenario: In this example, Robert Roberts is being hired as a Student Library Specialist to the library.

Step Action Screenshot
1 Navigation: Main Menu > Core-CT HRMS > Workforce Administration > Smart HR Template > Smart HR Transactions
On the Smart HR Transactions Smart HR Transactions
page, select the followmg' Select a template and press Create Transaction
2 e Transaction Type: All Transaction Template (7
o Select Template: UC_TBH_SL fronsaction Type |4 ]
Select Template UC_TBH_SL Q UConn Hire Template - Student Labor Hire Create Transaction
Click Create Transaction.
On the Enter Transaction Smart HR Transactions
Details page, enter the . .
> Pag Enter Transaction Details
following:
* NetiD: It is strongly The following transaction details are required.
encouraged to enter the
employee’s Net ID over their
Social Security Number (SSN) Template UConn Hire Template - Student Labor Hire
whe.n hiring. The University is @netiD O SSN
making an active effort to
remove the SSN as a key Net ID|RRRO2016 Cl, ROBERTROBERTS
3 identifier, where possible.
e Job Effective Date: This auto- *Job Effective Date |02/08/2015 Bl
populates to the current )
date. Update if necessary. Action Hire
e Action: This will default to *Reason Code | Employ W

Hire.

e Reason Code: Select a reason
for the hire action. In this
example, select Employ.

Click Continue.

Continue Cancel
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Much of the information on the
Personal Info tab will auto-
populate due to the integration
with Student Administration.

Enter the remaining
information.

Note: Fields marked with an
asterisk (*) are required.

4 When all the applicable
information is entered on the
tab, move to the Job Info tab to
enter the job-related
information.

Screenshot

Smart HR Transactions

Enter Transaction Information
Enter the following Employee or Contingent Worker information.

Personal Info Job Info Citizenship Info Funding Info Payroll Use
Employee Information
Primary Name - English

*First Name |Robert

*Last Name Roberts

Birth Information

*Date of Birth |11/05/1992 El

Person Gender

“Gender|Male ¥

Person National ID United States

*National ID|D40927000

Person Address 01 - United States
*Address Type |Home ﬂ

Address Line 2

*State|CT Q

Person Phone Number 01
“Phone Type Business [¥]
Phone Extension

Comments

Middle Name |R.

Name Sufix ]

*Address Line 1123 Main Street
*City |Hartford

*Postal Code |06331

Telephone

Comments
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Screenshot

Some of the information may
auto-populate on the Job Info
tab due to the integration with
Student Administration.

Smart HR Transactions
Enter Transaction Information
Enter the following Employee or Contingent Worker information

Personal Info Job Info Citizenship Info Funding Info
Employee Information

Work Lecation - Job Fields

Payroll Use

Ensure the remaining required *Department|UOC01325 *Location Code [UOCOD05AD Q,
fields are complete :
Job Code - Students and Grads
hd Department *Job Code 3210ST
e Location Code
Job Information - Reporting Information
e Job Code :
R . *Supervisor 1D 011321 &}
e Supervisor ID: Supervisor ID
is especially important for Job Information - Standard Hours
time reporting students as Standard Hours 20.000000
5 the supervisor approves the Job Compensation - Pay Components
timesheet. Compensation Rate 12.000000
e Standard Hours T
° Compensatlon Rate Date Code UOC Appointment Date ﬂ End Date
e End Date
Other Job Data
Note: You WI” not be abIe to SL Authorized Amt D Academic Career |UGRD
move to the next tab until all Comments
required information is entered Comments L
on this tab.
When all of the applicable
information is entered, move
to the Citizenship Info tab.
The information on the Smart HR Transactions
Citizenship Info tab will auto- Enter Transaction Information
Enter the following Employee or Contingent Worker information.
populate from the integration
L. . Personal Info Job Info Citizenship Info Funding Inio Payroll Use
from Student Administration. =
Employee Information
CITIZENSHIP DETAILS
Department Processors will Country USA Q Type of Duration [ Months v
need to enter any additional Status Date ] Visa/Permit Type[CIT Q
6 information on this tab: Visa/Permit Status[Pending 12 v Expiration Date
e Status Date: The status date CITIZENSHIP COUNTRY
does not auto-populate from Country HER
Student Administration.
Comments
Enter the I-9 approval date.
Comments Ed]

o Expiration Date: Enter the
date the Visa/Permit Status
expires, if applicable.

Move to the Funding Info tab.
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Screenshot
Funding information will not Smart HR Transactions
auto-populate. Department Enter Transaction Information
Enter the following Employee or Contingent Worker information.
Processors need to enter all
. 3 X Personal Info Job Info Citizenship Info Funding Info Payroll Use
required information. .
Employee Information
UConn Payroll Distribution Personalize | Find | View All | (2] E First ‘4’ 1of1 '»/ Last
CIICk the plus SIgn (+) to add Account Number Sub Account Number Distribution Percentage
more than one fundin
one indie 1 a a EE
account. It is University best c
omments
practice to add no more than Comments =
7 10 funding accounts for one
single employee.
Smart HR Transactions
Note: In Core-CT, student Help
employees can have more than UConn Payroll Distribution Personalize | Find | View All | Q First ‘& 10of1 ‘& Last
one funding account Account Number Sub Account Number Distribution Percentage
1[2740000 a, s 100
When the funding information Retum
is entered, move to the Payroll
Use tab.
The information on the Payroll Smart HR Transactions
; Enter Transaction Information
Info tab WI” be Completed by Enter the following Employee or Contingent Worker information.
the Payroll Department. i _ o
Personal Info Job Info Citizenship Info Funding Info Payroll Use
Employee Information
Department Processors do not Work Location - Job Indicator
8 need to enter any information *Job Indicator [ Primary Job ~
on this tab. Comments
Comments (]
Note: Comments can be added
at any time while on the Hire
template. Once comments are
saved, they cannot be deleted.
Once all information on the Return to Enter Transaction Details Page
. . . Sawe for Later Cancel
9 Hire template is complete, click
Save and Calculate
Save and Calculate.
At the bottom of the template’ Attachment Find | View Al | @l Q First ‘& 10f1 ‘&' Last
an AttaChment section WI” *Description Attached File Attach Open Delete
open. 1 Attach Open Delete [+]
10 .
If applicable, search for and
attach an attachment to
include with the hire.
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Step Action Screenshot

Click the plus sign (+) to add
additional attachments.

When a” information on the Return to Enter Transaction Details Page
Cancel
11 template is complete, click Save and Calculate | [ Submit
Submit.

o) bmitted, student hi '
nce submitted, student hires Smart HR Transactions

are processed directly into the

Job Data pages. The following Save Confirmation
message will notify the

12 Department Process the The save was successiul.
submission was successful: “ The Person ID is 187793 .

oK

Process Steps: Workstudy Student Hire
Scenario: In this example, Robert Roberts is being hired as a workstudy student to the Puerto Rican/Latin American Cultural Center.

Step Action Screenshot

1 Navigation: Main Menu > Core-CT HRMS > Workforce Administration > Smart HR Template > Smart HR Transactions

On the Smart HR Transactions Smart HR Transactions

Select a template and press Create Transaction

page, select the following:

e Transaction Type: All Transaction Template (7
2 ° Select Temp|ate: Transaction Type [Al V|
Select Template UC_TBH_WS Q UConn Hire Template - Workstudy Student Hire Create Transaction
UC_TBH_WS

Click Create Transaction.
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Step

Action

On the Enter Transaction
Details page, enter the
following:

e NetID: It is strongly
encouraged to enter the
employee’s Net ID over their
Social Security Number (SSN)
when hiring.

¢ Job Effective Date: This auto-
populates to the current

Screenshot

Smart HR Transactions
Enter Transaction Details

The following transaction details are required.

Template UConn Hire Template - Workstudy Student Hire

® NetID

Net ID |[RRR0O8016

() 88N

Q, ROBERTROEERTS

3 date. Update if necessary.
* Action: This will default to *Job Effective Date [08/08/2016 5
Hire.
e Reason Code: Select a reason Action Hire
for the hire action. In this .
Reason Code | Employ d
example, select Employ.
e Aid Year: Enter the year in Aid Year 2016 |Q_ [] Summer Semester
which the employee is
earning the aid. Continue Cancel
Click Continue.
Much of the information on the | |Smart HR Transactions
; _ Enter Transaction Information
Personal Info tab WI” auto Enter the following Employee or Contingent Worker information_
populate due to the integration B _
Personal Info Job Info Citzenship Info Funding Info Payroll Use
with Student Administration. Employee Information
Primary Name - English
Enter the remaining NamePrefix[ ] *First Name [Robert
information. Middle Name R. *Last Name |Roberts
Name sumx[ 9]
Note: Fields marked with an Birth Information
asterisk (*) are required. *Date of Birth [11/05/1992 El
Person Gender
When all the applicable *Gender [Male v
4 information is entered on the Person National ID United States
tab, move to the Job Info tab to “National ID)[040927000
enter the job-re|ated Person Address 01 - United States
information *Address Type Home ﬂ *Address Line 1|123 Main Street
Address Line 2 *City Hartford
*State |CT a, *Postal Code 06311
Person Phone Number 01
“Phone Type Business ﬂ Telephone

Phone Extension

Comments

Comments
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Screenshot
Some of the information may Smart HR Transactions
~ Enter Transaction Information
auto pOPUIate on the JOb Info Enter the following Employee or Contingent Worker information
tab due to the integration with - S
Personal Info Job Info Citzenship Info Funding Info Payroll Use
Student Administration. Employee Information
Work Location - Job Fields
Ensure the remaining required *Department [UOC01090 *Location Code [UOCO00104 (s}
fields are complete :
Job Code - Students and Grads
° Department *Job Code 29305T
e Location Code
Job Information - Reporting Information
e Job Code poring
. . *Supervisor ID 000191 a,
e Supervisor ID: Supervisor ID
is especially important for Job Information - Standard Hours
s time reporting students as Standard Hours 40.000000
the supervisor approves the Job Compensation - Pay Components
timesheet. Compensation Rate 0.00
°
Standard H?urs UConn Dates
o Compensatlon Rate Date Code | UOC Appointment Date ﬂ End Date El
Note: You will not be able to S vt
. Aid ID \WWSU Aid Y 20186
move to the next tab until all ' et
required information iS entered Fall Award 1100.000000 Spring Award 1100.000000
on thiS tab Total Fall/Spring Award Summer Award
Comments
When all of the applicable Comments =
information is entered, move
to the Citizenship Info tab.
The information on the Smart HR Transactions
Citizenship Info tab will auto- Enter Transaction Information
Enter the following Employee or Contingent Worker information.
populate from the integration
L. . Personal Info Job Info Citizenship Info Funding Info Payroll Use
from Student Administration. -
Employee Information
CITIZENSHIP DETAILS
Department Processors will Country USA Q Type of Duration [ Months v
need to enter any additional Status Date El Visa/Permit Type [CIT a,
6 information on this tab: Visa/Permit Status [ Pending 19 v Expiration Date E
e Status Date: The status date CITIZENSHIP COUNTRY
does not auto-populate from Country 5D
Student Administration.
Comments
Enter the |-9 approval date.
. Comments (Ed]
o Expiration Date: Enter the
date the Visa/Permit Status
expires, if applicable.
Move to the Funding Info tab.
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Screenshot
Funding information will not Smart HR Transactions
auto-populate. Department Enter Transaction Information
Enter the following Employee or Contingent Worker information.
Processors need to enter all
. 3 X Personal Info Job Info Citizenship Info Funding Info Payroll Use
required information. .
Employee Information
UConn Payroll Distribution Personalize | Find | View All | (2] E First ‘4’ 1of1 '»/ Last
CIICk the plus SIgn (+) to add Account Number Sub Account Number Distribution Percentage
more than one fundin
one Tindine 1 a a EE
account. It is University best c
omments
; practice to add no more than Comments =
10 funding accounts for one
single employee.
Smart HR Transactions
When the funding information Help
is entered move to the Payroll UConn Payroll Distribution Personalize | Find | View All | E First ‘& 1 of1 &/ Last
’
Use ta b Account Number Sub Account Number Distribution Percentage
1[5295430 a | a, 100 000000
Return
The information on the Payroll Smart HR Transactions
: Enter Transaction Information
Info tab WI” be Comp|Eted by Enter the following Employee or Contingent Worker information.
the Payroll Department. : . o —
Personal Info Job Info Citzenship Info Funding Info Payroll Use
Employee Information
Department Processors do not Work Location - Job Indicator
8 need to enter any information *Job Indicator [Primary Job V]
on this tab. Job - Payroll Information
FICA Status-Employee | Exempt v
C t
Note: Comments can be added e
) . . Comments
at any time while on the Hire
template. Once comments are
saved, they cannot be deleted.
Once all information on the Retfurn to Enter Transaction Details Page
. . . Save for Later Cancel
9 Hire template is complete, click
Save and Calculate
Save and Calculate.
At the bottom of the template, Attachment Find | View Al | 2] E§  First @ 10f1 ) Last
an AttaChment section WI” *Description Attached File Attach Open Delete
open. 1 Attach Open Delete [+]
10 If applicable, search for and
attach an attachment to
include with the hire.
Click the plus sign (+) to add
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Step

Action

additional attachments.

Screenshot

When all information on the
template is complete, click
Submit.

Return to Enter Transaction Details Page
Cancel

Save and Calculate Submit

Once submitted, student hires
are processed directly into the
Job Data pages. The following
message will notify the
Department Process the
submission was successful:

Smart HR Transactions
Save Confirmation

The save was successful.
“ The Person ID is 137793 .

oK

Process Steps: Non-UConn Student Hire

Scenario: In this example, Robert Roberts is not enrolled at the University but is being hired to a student job at Dining Services.

) Action Screenshot
1 Navigation: Main Menu > Core-CT HRMS > Workforce Administration > Smart HR Template > Smart HR Transactions
On the Smart HR Transactions Smart HR Transactions
page Select the fO||OWing' Select a template and press Create Transaction
e Transaction Type: All Transaction Template (7
2 e Select Template: v Tope[A |
Select Template UC_TBH_NUCS Q UConn Hire Template - Non-UConn Student Create Transaction

UC_TBH_NUCS

Click Create Transaction.
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Step

Action

On the Enter Transaction
Details page, enter the
following:

o Job Effective Date: This auto-
populates to the current
date. Update if necessary.

e Action: This will default to
Hire.

e Reason Code: Select a reason

Screenshot

Smart HRE Transactions
Enter Transaction Details

The following transaction details are required.

Template UConn Hire Template - Mon-UConn Student

*Job Effective Date 02/03/2016

!

3 for the hire action. In this
xampl lect Employ. . .
example, select Employ Action Hire
E ]
Reminder: There is no Reason Code | Employ ol
integration that feeds into the
Non-UConn Student hire Continue Cancel
templates.
Click Continue.
Enter the required information Smart HR Transactions
on the tab: Enter Transaction Information
' Enter the following Employee or Contingent Worker information.
e First Name — —
Personal Info Job Info Citizenship Info Funding Info Payroll Use
e Last Name -
. Employee Information
* Date of Birth Primary Name - English
¢ Gender Name Prefix[ +] *First Name [Robert
* Natlonal ID Middle Name R. *Last Name Roberts
e Address Line 1
it Name sufix[ <]
° 1 y
e State Birth Information
. POStal Code *Date of Birth | 11/05/1952 [
Person Gender
Note: Fields marked with an “Gender|Male hd
4 asterisk (*) are required Person National ID United States
“National 1D 040927000
When all the applicable Person Address 01 - United States
information is entered on the *Address Type Home [~] Address Line 1123 Main Street
Add Line 2 Add Line 3
tab, move to the Job Info tab to fessHne resstne
. City |Hartford State |CT
enter the job-related fty [Hartion tate Q
information Postal Code 06311 County
Person Phone Number 01
*Phone Type Business ﬂ Telephone
Phone Extension
Comments
Comments Ell

11
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Screenshot

Ensure that at least the
required fields are complete :
e Department

Smart HR Transactions

Enter Transaction Information
Enter the following Employee or Contingent Worker information.

. Personal Info || Job Info Citizenship Info Funding Info Payroll Use
¢ Location Code =
Employee Information
°
Job Code Work Location - Job Fields
e Supervisor ID: Supervisor ID *Department UOC01681 “Location Code [UOCOD0263 Q
is especially important for
time reporting students as Job Code - Students and Grads
the supervisor approves the “Job Code 1510ST
timesheet. Job Information - Reporting Information
e Standard Hours Supervisor ID 001007 Q
e Compensation Rate
Job Information - Status
e End Date ) :
“Regular/Temporary | Temporary ~ *FulliPart Time [Full-Time v
5
Note: You will not be able to Job Information - Standard Hours
move to the next tab until all Standard Hours 40.000000 Standard Work Period W
reqUIred information is entered Job Labor - Bargaining Unit and Labor Agreement
on this tab. Bargaining Unit USL
Job Compensation - Pay Components
When all of the applicable “Comp Rate Code UCHRLY Compensation Rate 10.250000
information is entered, move
.. . UConn Dates
to the Citizenship Info tab. .
Date Code UOC Appointment Date ﬂ End Date E{J
Comments
Comments (Ed]
The information on the Smart HR Transactions
iy P ; Enter Transaction Information
CItlzenShlp Info tab WI” be Enter the following Employee or Contingent Waorker information.
blank. The Payroll Department
Personal Info Job Info Citizenship Info Funding Info Payroll Use
will complete this tab. = -
mployee Information
CITIZENSHIP DETAILS
Department Processors do not Country & Type of Duration | v
6 need to enter any information Status Date & Visa/Permit Type Q
on this tab. Visa/Permit Status | v Expiration Date El
CITIZENSHIP COUNTRY
Move to the Funding Info tab. Country Q
Comments
Comments (Ed]

12
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Screenshot
This information auto- Smart HR Transactions
populates from the integration Enter Transaction Information
Enter the following Employee or Contingent Worker information.
with Student Administration. If
X 3 X Personal Info Job Info Citizenship Info Funding Info Payroll Use
the funding information has .
Employee Information
Changed between the entry UConn Payroll Distribution Personalize | Find | View All | (2] E First ‘&' 1of1 ‘»' Last
into StUdent AdmInIStratlon Account Number Sub Account Number Distribution Percentage
and the hire date, update it
; P ! Q Q # =
accordlngly. Comments
Comments Ed]
7 Click the plus sign (+) to add
more than one funding
account. It is University best Smart HR Transactions
practice to add no more than UConn Payroll Distribution Personalize | Find | View All | E& First '4) 10f1 (b Last A
10 funding aCCOUntS for one Account Number Sub Account Number Distribution Percentage
single employee. 1[4195270 Q Q 100.000000 -_l
Return v
When the funding information < 5
is entered, move to the Payroll
Use tab.
The information on the Payroll Smart HR Transactions
; Enter Transaction Information
Info tab WI” be Completed by Enter the following Employee or Contingent Worker information.
the Payroll Department. _ — —
Personal Info Job Info Citzenship Info Funding Info Payroll Use
Employee Information
Department Processors do not Work Location - Job Indicator
g need to enter any information *Job Indicator Primary Job v
on this tab. Job - Payroll Information
FICA Status-Employee | Exempt v
C t:
Note: Comments can be added .
. ) X Comments
at any time while on the Hire
template. Once comments are
saved, they cannot be deleted.
Once all information on the Return to Enter Transaction Details Page
. . . Sawe for Later Cancel
9 Hire template is complete, click
Save and Calculate
Save and Calculate.
At the bottom of the template’ Attachment Find | View Al | @l Q First ‘& 10f1 ‘&' Last
an AttaChment section WI” *Description Attached File Attach Open Delete
open. 1 Attach Open Delete [+]
10 .
If applicable, search for and
attach an attachment to
include with the hire.
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Step

Action

Click the plus sign (+) to add

additional attachments.

Screenshot

11

When all information on the
template is complete, click
Submit. The template will be
routed to the Student
Employment Office.

Return to Enter Transaction Details Page

Save and Calculate

Cancel

Submit

14




