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Hiring an Employee: Classified Employee

Overview The HR Department is responsible for initiating a hire for classified employees. Once the template is
complete with the employee’s biographical, demographical, job and pay information, the hire is submitted
for approval to the Department Approver, and then finalized centrally at the Payroll Department.

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

There is one template the HR Department will use to hire a classified employee:

e UC_TBH_CLS: Classified hire

El]
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Process Steps

Scenario: In this example, John Johnson, a University Trades Worker, is being hired to the Facilities Department.

Step

Action

Screenshot

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

On the Smart HR Transactions
page, select the following:

e Transaction Type: All
o Select Template:
UC_TBH_CLS

Click Create Transaction.

Smart HR Transactions

Select a template and press Create Transaction.

Transaction Template (7

Transaction Type [All [

Select Template UC_TBH_CLS Q UGonn Hire Template - Classified Group Create Transaction

On the Enter Transaction
Details page, enter the
following:

e SSN: Enter the employee’s
social security number. If
unknown, use the magnifying
glass to search for the
employee by Last Name or
First Name.

¢ 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
for the hire action. In this
example, select Employ.

Click Continue.

Smart HR Transactions
Enter Transaction Details

The following transaction details are required.

Template UConn Hire Template - Classified Group

SSN 231218500 Q John Johnson
*Job Effective Date 08/05/2016 54)

Action Hire

*Reason Code | Employ hd

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

Enter the remaining
information:

e Gender

Marital Status
Address Line 1

o City

State

Postal Code

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

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

Smart HR Transactions
Enter Transaction Information

Enter the following Employee or Contingent Worker information.

Personal Info | Jobinfo | Citizenship Info
Employee Information
Primary Name - English

Name refix V]

Middle Name F

Namo Sufix ]

Birth Information

*Date of Birth 06/20/1980

Person Gender

Funding Info Payroll Use

*Gender [Male

Person Marital Status

*Marital Status [Mamied

Person National ID United States

National 1D | 231218500

Person Address 01 - United States
*Address Type Home [+]

Address Line 2
State CT
Person Phone Number 01
*“Phone Type |Business
Phone Extension

Comments

*First Name |John

*Last Name Johnson

Address Line 1123 Main Street
City |Hariford

Postal Code 12345

Telephone |833-388-8388

Comments
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Screenshot
Some of the information may Smart HR Transactions
auto-populate on the Job Data Enter Transaction Information
. X X Emler the folkreing Employes ar Contingent Worker informalion
tab due to the integration with
. . Fersanal Info Jab Infe Citzerahip Irda Funding Infia Paryroll Lsa
Recruiting Solutions.
Employee Information
Work Lacation - Pasition Data
Ensure the remaining required Pasition Number H0055624 a
flelds are Complete: Work Location - Job Fields
e Location Code *Department | I0CH1534 o “Location Gode UOCO000SE o
e Supervisor ID
° Employee Classification Job Information - Job Code
e Certification List Number "Job Codu [B876C1 =
o FLSA Period in Days Job information - Reporting Information
“Supervisar D 502525 Q,
Note: You will not be able to Job Information - Status
move to the next tab until all *Regulani Temporary [Regular ~ *FulliPart Time [Fuil-Time w
reqUIred information is entered Job Information - Employves Classification
on this tab. “Ernpiloyes Clissifeation [FE - Probaton Pancd Classil w
Job Information - Standard Hours
5 When all of the required Standard Hours 4000000 FTE 1000000
information is entered, move “Certfication List 1180020
P ber
to the Citizenship Info tab. i i
Job Infarmation - United States
“FLSA, SIJ'Iuilr-l:l R o “FLEA Periad in D-‘l:.lilFLEh"'- ¥ Dy, 40 howrs e
Job Labor - Union Code
Unien Code 17 Q,
Job - Salary Plan
*Salary Administratian CL s} * Salary Grade 014 s}
Flar
“Siep G &1
UCann Dates
Date Gode [ LGOS Probationary Dale e Start Date DOD201E i
End Bate 010017 i
Other Job Data
Appaintrment Term 12 Months N RE Jabk Opening D 15245 00000
Caomments
Comments e
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Screenshot

The information on the
Citizenship Info tab will be
completed by the Payroll

Smart HR Transactions

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

funding information has
changed between the entry
into Recruiting Solutions and
the hire date, update it
accordingly.

7 Click the plus sign (+) to add
more than one funding
account. It is University best
practice to add no more than
10 funding accounts for one
single employee.

When the funding information
is entered, move to the Payroll
Use tab.

Personal Info || JobInfo || Citizenship Info | Funding info || Payroll Use
Department' Employee Information

CITIZENSHIP DETAILS
Department Processors do not Country Q Type of Duration | V]

6 need to enter any information Status Date E Visa/Permit Type Q

on this tab. Visa/Permit Status | ~ Expiration Date [+

CITIZENSHIP COUNTRY
Move to the Funding Info tab. Country Q

Comments

Comments (E
This information auto- Smart HR Transactions
populates from the integration Enter Transaction Information 7
Enter the following Employee or Contingent Worker information

with Recruiting Solutions. If the

Personal Info Job Info Citizenship Info Funding Info Payroll Use

Employee Information
UConn Payroll Distribution Personalize | Find | View Al | f—‘| B First ‘& 1of1 ‘» Last

Account Number Sub Account Number Distribution Percentage

12842030 Q Q 100.000000 [#][=]

Comments

Comments

I
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Screenshot
The information on the Payroll Smart HR Transactions
Use tab will be completed by Enter Transaction Information
Enter the following Employee or Contingent Worker information.
the Payroll Department.
Personal Info Job Info Citizenship Info Funding Info Payroll Use
Employee Information
Department Processors dO not Work Location - Job Indicator
need to enter any information *Job Indicator [Primary Job v
8 on this tab. Job - Payroll Infermation
FICA Status-Employee | v
Note: Comments can be added Benefit Program - Benefit Status
at any time while on the Hire Annual Benefils Base
template. Once comments are Comments
saved, they cannot be deleted. Comments e
Once all information on the Return 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 | ©0] ¥ First (0 10f1 ) Last
an AttaChment section WI” *Description Attached File Attach Open Delete
open. 1 Attach Open Delete [+]
If applicable, search for and
10 attach an attachment to
include with the department
change.
Click the plus sign (+) to add
additional attachments.
When a” information on the Return to Enter Transaction Details Page
Cancel
template iS Comp|ete, CIiCk Save and Calculate Submit
11 Submit to route the Hire
template to the Department
Approver for approval.




