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Learning Objectives

* Define and identify stakeholder holes

* Define and describe common terms, vocabulary, and

acronyms
* Identify and recognize where to locate resources and tools
* Describe and demonstrate understanding of JEMS Hire data

* Hire a person into a new position in JEMS HIRE



Roles - Employee

* Apply for the job.
* Agree to the terms that are negotiated for employment.
* Provide personal information to the employer.

 Complete onboarding tasks.



Roles - Departments

e Submit the JEMS transaction (e.g., JEMS PVL or JEMS HIRE).

* Approve or submit transaction to their Division JEMS

transactions.
 Complete transactions in TREMS or HRS.

e Contact their Division HR offices if they have issues with JEMS

transactions.



Roles - Divisions

* Training and developing Department(s) HR and Payroll

professionals on division business process.
* Answering policy and procedure questions.
e Submitting and approving JEMS transactions.
 Complete transactions in TREMS or HRS.

e Should contact the appropriate person in OHR if there are

guestions about JEMS transactions.



Roles — Office of Human Resources

* Training and developing Division HR and Payroll offices to

understand the business process.
* Helping to clarify policy questions that Divisions have.

* Approving requests for HRS changes that Divisions then enter

into the HRS system.

 Determining whether questions should be escalated to AG1.



Roles — Issues

Issues regarding JEMS should be directed to
jemsaccess@ohr.wisc.edu. Issues should:

* Not be directed to the Service Center AG1 ticketing system.
* Be directed to TRE if the data doesn’t push to HRS.
 Be directed to OHR if there are questions regarding policies.

* Be directed to TRE if there are questions regarding.

recruitment Processes.


mailto:jemsaccess@ohr.wisc.edu

Overview: of Systems

Position \ R.Lacl:!uril:r:l::t \ Human
VS::i:;y Ma;':sgtee:nnent | JEMS HIRE Rse"ls;:::e
Position and Approval Creating and managing Hiring System Set-up, operations, and
System recruitments * Hire employees maintenance system
* Create and manage <+ Createandmanage <+ Rehire * Manage and update
job descriptions recruitments * Multiple jobs position, job and
* Approval process * Manage applicants ¢ Transfers person data
* Selection * Hire student help
* Onboarding JEMS Other Functions
* JEMS Rate and Title ._HUman Resources
Adjustments ~—

Payroll

* JEMS Job Changes

Time and Labor

Finance




Benefits of JEMS

e Saves time: facilitates data entry & processing of hires

* Built in workflows - Data automatically flows from department

to division (emails keep people informed)

* Error checking - makes sure hires are set up based on UW-

Madison HR policy and HRS programming
e References the JEMS PVL - Hires based on recruitment

* Ease of hiring graduate appointments & C-basis employees for

Summer Session/Service



Employment Classifications

Empl Class

JEMS CHRIS-HR JEMS HIRE

Univ. Staff #Qg&?ﬂ; Temporary Post Student Student

[ Limited -
- Ongoing Finite Employee Academic Degree Assistant Help

Staff (AS) (W) Training

(CP) ) (CL) ET) (SA) (SH)

Note:

* This framework creates the “Empl Classes.” They are tied to Job Title codes.
* One hiring exception: Student Help (SH) uses HRS for hiring.

 Empl Class KB - https://kb.wisc.edu/hrs/page.php?id=15813



https://kb.wisc.edu/hrs/page.php?id=15813

. Add An Employment Instance

. Transfer




Hiring Actions

Hire Date
First UW System Job

Other Employment I| 1 '

January 1 July 1 December 31

Hire Date: 11/4/13
Previous UW System Job New UW System Job

Time Gap

June 30, 2012

04/18/11
Hire Date Use “Add anllnstance” for Job #2
Job Number 2
Job Number 1
January 1 July 1 December 31
Hire Date

Use TransferIAction for #2

UW Job Number 2

January 1 July 1 December 31

Note: Employees
who worked in the
UW System before
04/18/11 are
processed with a
“Hire” action.

Note: Employees who
were in HRS, but also
had a gap in their
employment are
processed as a
“rehire”.

Note: Employee’s
who have multiple
appointments will be
processed as
“adding an
employment
instance”.

Note: Employees
who end one job
and start another
job are
processed as
“transfer”.



UW Multiple Jolbs Summary

> Workforce Administration » > Job Information » >

Main Menu ~ Review Job Information~ > UW Multiple Jobs Summary

* Look for other active jobs in HRS to determine if the new job should be
processed as a Hire or Transfer in JEMS Hire

— Hire in JEMS Hire will create a Rehire or Add an Employment Instance
when applicable

« May need to contact other units to determine if employee is resigning from
other position

There are impacts of not doing this:

— WRS eligibility

— Benefits eligibility
— Duplicate records
— Tax Reporting

— Payroll

UW Multiple Jobs Summary



https://test.ps.wisconsin.edu/psp/hrtrn-bd/EMPLOYEE/HRMS/c/UW_JOB_SUMMARY.UW_JOB_SUMMARY.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.HC_WORKFORCE_INFO.HC_JOB_SUMMARY.UW_JOB_SUMMARY_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder

’ - | Effective Dates for
S " |jobs that were
- | “Active” on

AT 1 2/10/2011 were

(2% | converted from |ADS

| with an

. {action/reason of

. _il"conversion.”

IADS = Integrated Appointment Data System |+ e =i



Create Employment

Three Types of Data

Position Data: Organizational Development = Position Management -
Maintain Position—> Add/Update Position Info

Person Data: Workforce Administration = Personal Information = Add a
Person

Job Data: Workforce Administration = Job Information = Job Data



Effective Dates

1. Person-must be effective before or equal to
the hire date of the first job the person holds in
HRS




Before Starting

* Person Data - Name

* Person Data - Date of Birth (DOB)

e Person Data - Social Security Number

* Person Data - Gender

* Person Data - Ethnic Background (if employee has self-reported)
* Person Data - Address (home and campus)

e Person Data - Phone

* Position Data - Business Unit, Department, Location

* Job Data - Compensation Rate (lump sum rate if applicable)
* Position Data - Division/Department Funding Information

e Position Data - Empl Class, job code, FTE, Continuity

* Job Data - Working title (if applicable)

* HR Contact information

*Some of this information can be found on a PVL, W4, or I-9 paperwork. By
gathering this information in advance it makes the process of hiring in JEMS
quicker.



Department ID/UDDS

The UDDS code describes each unit, division, & department.

 UDDS =7 digits

e Security may allow you
to see more access

e Used to fill out many

forms that are submitted
e UW Madisonis A

(
NS

A

06 01 80

N
J

CAMPUS I

owson )

DEPARTMENT (AO1 & AO2 ONLY) )

R | ) | )

SUBDEPARTMENT (DEFAULT)




Employee ID & Employee Record Numbers

e EmplID =1 Person Only 1 Empl ID (one per person)
=\ \
e Empl Rec =1 Job Row @ Job 1
~ Empl Rec=0
* Primary & Secondary job \/ / \ p y
indicators are separate from Job 2
7N
Empl Recs. T -
e _ EmplRec=1
* Empl Recs (job data) i Job 3
do not belong to campuses,
departments or people and . Empl Rec = 2 y

are reusable

e Use lowest available Empl Rec Example
Name: Sally Janssen, Lecturer

Empl ID: 00067651

G Empl Red T

Lecturer-Pol. Science .20FTE Empl Red 1



Step by Step

RECRUITMENTS THAT ARE NOT DONE VIA TREMS
Student Assistants (SA), Post Degree in Training (ET), and waivers.

If you are hiring a Student
Assistant (54), Post Degreein

Training (ET), or have an If person information populates,
approved PYL waiver for review the LW Multiple lobs Summ ary
Faculty, Academic Staff, ar in HRES to werify that you have the
Limited Appointee you will NOT 7 correct individual and other
use TREMS information needed to complete the
JEM S HIRE transaction -

Complete the transaction
and submit for approval. If

¥

there are errors in the
Once you have all of the transaction, correct and
hiring inform ation for the resubm it
position access the JEMS
HIRE Fortal .l

Onee approved by Division HR, the
transaction will push to HRS, If
there are errors, the next level up
Start with searching will deny the approval and add

forthe persononthe commentstothe comm ent tah
FindsAdd Hire Tak |_.
|

h

End — HRS can now
he accessed to
com plete new
employes fields




JEMS HIRE Portal

Thea University of Wisconsin - Madison
Office of Human Resources
Job and Employee Managemeant System (JENS)

Mew Hire Job Change

N HirelTransfer........
Job Change Request |

sumtmer Hire

My Mesw Hire Bashket My Joh Change Basket |

Exit System I & Always Use to Exit ]

https://uwservice.wisconsin.edu/hrs/jems/



Find/Add Hire Tab

File Edit Actions Tools Main Menu  APO Actions \Window Help UAT

@Hire!‘l’ransf&rEmpluyee

?

Find/Add Hire | Person Person Cuntactl Position | Joh | Benefits | HR Cuntac’tl Cummentsl Status Histuryrl

Find Person

No PVL-(SA, ET, OT)
No PVL-Lump sum pay basis appts.

ave
Close

Print

Ul

=%

Select Emplid

Social Security Nbr: |- =
EmplID: = |
First Name: = j
Last Hame: = j
_search| _Clear |
Search Results Sort By [Emplid =

% Searching function

in JEMS searches
HRS, EPM, and IADS

Last Name

Add Hire

Recruitment Type

~|  PVL Number| [ o |

fAdd Hire |




PVL System-Salary/Title Tab

Click the x button

£ UW-Madison Office of Human Resources, Job and Employee Management System [JEMS) tolclase

File Edit Actions Tools Main Menu Window Help UAT

y&;;_lil FYL# 59260 - HIRE PEMDIMNG -

Currrent Status: HIEE PERDIMNG Malidated for this Status)
Major Department: 4539730 - SmphfSurgenyDentl-Plastc Sroy

PVL Numfg) 59260 Job Code(s): DOZMNM DO3NM

| RECRUITMEMNT

Core SalaniTitle l Contact l cuals l Duties l ProgramsiDocs REF Incumbent | Camment l Status Histu:ur'g.fl
TitlerSalary

Salary

Pay Basis CIHIHIS/IE hd |I Salary Qualifier |F'Iu5 Livy Medical Foundation j |ﬁ

Minimum 47 100.000 Mazinmum 266, 398.000 Authorized Max 256, 398.000
Advertize I—_|v Pre Approved Higher I—_|v Request to Exceed I—_|'
Salary Max Mo Market Range Mo Q Salary Max Mo
Appointment FTE

Minimum | 1 poon Maximun 1 ooon

Titles being recruited: [Min and Max are from Historical Title or Extraordinary Salary Range Min and Max]
Under LHilized

Job Code Job Hame Grade WomenMinorities Min Max Basiz

- | [ §,999,999.000 n el

| |DoanN |ASST PROFESSOR (CHS) 46,200,000 | 9,999,909.000 | A

-
| B
—

S
T =IE

-




Step by Step

RECRUITMENTS THAT ARE DONE USING TREMS

Faculty, Academic Staff, Limited Appointees

Create Position Vacancy Chnce the applicant COMPLETES the onboarding

Listing (PWL) farm, the information will "push’ to JERS End —HRS can now be accessedto

com plete new employee fields
(e.g. funding time and labor, etc..)

PvL creation is not required This process typically takes 60 minutes after the

for Student Assistants (5A), onboarding form iscom pleted.
Fost Degree in Training
(ET), and PYWL W aivers |

appointments,

Access IERS HIRE COnce
partal, choose my approved by

rew hire basket Diwision HR,
the

transaction

If access to TREMS verify that the
infarmation matches the TRERS
transaction. If the information does —

h J

Oncethe PYLis submitted L. niot match the information needs to will ‘push’ to
and CHR CET approved, Search for be changed via TREMS. HRS
create recruitment in the transaction using

Talent Recruitment PY1L#E [som e
Management System infarm ation will
[TREMS. ‘push’ fram TREMS
to IEMNS HIRE
¥ _ Complete
o oo R et 1= If an Empl ID automatically the
created, submitted Cffer made to an populates, this meansthe personis remEEEO T
and approved, N applicant and » already in HRS. Fl_ewew LW Multiple » in JEMS
complete accepted via Jobs Summary in HRS for needed and submit
recruitm ent using TRERS information for
TREMS approval




TREMS Integration

Tha Univers

oried PVL recruitment (FA/AS/LI)

Job and Employee Managemeant System (JENS)

Mew Hire Job Change

N HirelTransfer........
Job Change Request |

sumtmer Hire

# My Mesw Hire Bashket My Job Change Basket

Exit System




TREMS Integration

=%

Close |

@JEMS Search Screen
JEM System Search

Quick Search Advanced Search | Advanced Search Results |
Advanced Search
Department: contains |A E

Empl Class: contains vI n
Joh Code: contains vI E

Hire Type: = w | j
Pay Basis: = w j
Continuity Code: = hd

“ PYL Number From: To: — Multiple Selection Criteria

Job Date Range: I To: I You may make more than one selection for this Criteria.

Status Date Range: W To: W Use Sr_lift-CIi[:k for _t:untinguuus selection. Control-click for
selecting non-contiguous elements.
JobApply Ind (Y/N): | Current Status
Apo Approved-Sent To Hrs =
“ Search | Clear | Apo Hold
Cancelled
Deparntment Approved
Division Approved
Division Approved-Sent To Hrs I

Division Hald
oo - _Clear |




TREMS Integration

€8 EMS Search Screen =1 x|
JEM System Search Close |
Quick Search | Advanced Search Advanced Search Results |

Advanced Search Results

J g Azcending
-

Sort By |Emp|n:|3ree s LastMame " Descending

Emplid / Position Empl Joh
Empl Bed IT\ Hbr de Effective PVI# Current Status

-

# view | #_Mﬂ.dlﬁd Print List | Record Cuunt:|—1

Detail for Highlighted Line
Hire |, Status Pay Continuity
H IDBIEEIEEH 6 A I I
Tj-,rpel e Effective Basisl nnia Code
JobApply IN_




TREMS Integration

Y3 Add a Position and Job for: KORS, MICHAEL = x|
falidated for this Status) Save |
DRAFT Close |
Print |

Find/Add Hire | Person | Person Cuntac’tl Position | Joh | Benefits | HR Cuntactl Cummentsl Status Histuryrl

Find Person

Social Security Nbr: |- ~| [ Note: If hiring via TREMS and information is incorrect,
EmpliD: = =l corrections will need to be made in TREMS on the
First Name: = R Offer Card which could result in an amended

Last Name: - | appointment letter

Select Emplid

Recruitment Type ||l R SHETED PYL Humber I?ETES “ Add Hire |




Person Data Tab

ile Edit Actions Tools Main Menu APQ Actions Window Help UAT

—— - =

Tabs: Start left &

. Save
work to the right M
Close
erson Mame and the Hiring Dept.(Position Tab) will he Required to save this record.
Find/Add Hire  Person ‘Persun Cunta-::t] Position l Job l Benefits ] HR Cuntaml Cummentsl Status Histun_u'l
Person Effective date is before or Person Data
equal to hire date of the first job
Empl ID Fields with asterisk } |
Effective Date* |[EFEPIRE 2 are required
First Name* | Middle Name |
Last Hame™ | Suffix | j
Date of Birth* |
Gender® |

Ethnic Group

j Arrow indicates
- multiple choices
Selective Service

Registered - Reason | Signature Date
| [ |

National ID Foreign National

Foreign Mational I

Foreign National Working Outside US I

Mational ID




Person Contact Tab

ile Edit Actions Tools Main Menu  APC Actions Window Help UAT

_ HireiTransfer Employees

M ey
Close
Ferson Mame and t iring Dept. (Fosition Tab) will be Required to save this record.
Find/Add Hire Person Person Contact | Position Job Benefits | HR Contact Cnmmentsl Status History

Person Contact Information

Current Addresses

Release Home Information &+ o " Yes 1 Edit//View Address Detail |
Address Line 1* Address Line 2 City/State™

Home Address | |

Location Description Room #/Mail Drop
Office Address | | |

Phone Information

Phone Numbher Preferred
Home Phone | [
Office Phone | v

tFormat; BOS-262-0000)

Email Addresses

Email Address

Home Email |




Home | Office |

— Home Address

City™
State™
County

Add/Modify Address

Address Line 1* |
Address Line2 |
Address Line 3 |

Click Save/Closed )

Person Contact Information

when done

ToAddiMod  hddres

Coun' IEGLEELLT 2 wldress

(.

The County field
is required

Home Office | Search for the }
location code

) — Office Address

Search for Location Using

Location Code I “ ’7 & Building Mame " Location Code

Description

|
Room # |
|

| Mail Drop ID




Position Tab

File Edit Actions Tools Main Menu  APO Actions ‘Window Help UAT

’E_EI HireiTransfer Employees

Save

[+ ey
Close

Person Mame and the Hiring Dept.(Fositio gt will be Reguired to save this recaord.

Find/Add Hire | Person | Person Contact Position Joh t:tl Cummentsl Status History

Position Effective
Position Da| Date must be before
TA Quick Add | or equal to hire date

of job mherl

Position Effective Date™ 0S8 272008

Department™ I.-'J-.ESEITSEI “ SMPHISURGERYIDEMNTL-PLASTC SRGY

Empl Class™ IAS n Academic Staff
PVL may prepopulate a
Job Code | o — value

FTE* [ 1000
PVL may
HR Dept Location™ I prepopulate a value }

Back-up

Mo ~
{Concurrent Position)

Continuity Status Information

Cuntinuit}f‘l “ Job SEcurit}fl j Guaranteed Lengthl 'I




ile Edit Actions Tools Main Menu  APO Actions Window Help UAT

HirelTransfer Emplovee

] ey
Close
Ferson Mame and the Hiring Dept.(Fosition Tab) will he Rguired to save this record.
Find/Add Hire | Person | Person Cuntaml Position Joh | Benefits | HR Cuntat:tl Comments | Status History
Job Data
Hire / Transfer
Hire Type® - Empl Rcd# I “

Action |Hire Action Reason |DriginaIINew Hire 010 n
Effective Date* |1011512008 v/
Working Tit | Job Effective Date is

oring Trte the start date of the

Expected End Date appointment

Criminal Background
Check [CBC Date)

!
|
Probation Type | j Probation End Date
!
!

[

Seasonal Status

Additional Pay/Lump Sum

Compensation

Pay Basis™ Iﬂnnual n Comp Rate*l




Benefits Tab

File Edit Actions Tools Main Menu APO Actions Window Help UAT

Save
New Close
Person Name and the Hiring Dept.(Position Tab) will be Requiredto s is record. Print I
Find/Add Hire | Person | Person Contact| Position Job Benefits | HR Contactl Commentsl Status Historyl
Benefits
This field is
important for
Rehired Annuitant N .
: i - E WRS benefits
Visiting from I L]
Other Institution

Work Out

of State Required Al =

Eligible for Full

Employer Contribution * |Full-Time ~|

*This refers to health insurance premiums.

Record: 1/1 | | | |<osc>



Human Resource/Fiscal Contacts

S ' ' Once the
Find/Add Hire] Person ] Person Cuntactl Position ] Joh ] Benefits HR Contact l Cummentsl Status His*tur‘_i,rl contact is
HR Contact added, a
Last Name First Name Contact Type designation of
_ _ _ primary,
funding and
| | | additional can
AddContact |  DeleteContact |  Copy datato another Contact & Frinoy € Py © beadded /
Find/Add Hire] Person ] Person Cuntactl Position ] Job ] Benefits HR Contact l Cummentsl Status His*tur‘_i,rl
HR Contact
Last Name Eirst Name Contact Type

-A# boe | DeleteContart |  Gopydstato another Contoct & rimary © Firding €

Detail for Selected Contact
The SEARCH funclion performs a 'fuzzy”
Contact Type _ - h zearch on the last andfor first name entered

on the left. In addition, if vou are unsure of
a zpeling you can use the % wildcard. For

L N example: pf3% could result in Feen, Pfeffer,
‘ ast Name | Pfender and others.

First Hame | Search Address Listings |

Click Get My Contact Data
Phone Get My Contact Data |

to input your profile
Email Address information in fields. )




Comments Tab

10015 maln Menu AP ACTIONS wWINODW Help  usl

e eIt ACTIONS

_ Add a Position and Jab far: JOHM, DOE
(Mot validated far this Status) Save
Prior DRAFT Close
comments are
. . shown in this . .
Find/Add Hire table Cunta-::tl Position | Job | Benefits | HR Contact Comments | Status Hlsturyrl
Comments
Logon
Created ID \/ Comment Logged Events

— Detail for Hightlighted Lin(e T e . w
ICK on ommen

first and enter comments -

here.
Add Comment |
Delete Comment |

Comment Last Updated By:




Status History Screen

File Edit Actions Tools Main Menu APO Actions Window Help UAT

Find/Add Hire Person

(Validated for this Status)

FINISHED - ENTERED IN HRS

Person Contact| Position Job Benefits | HR Contact | Comments

Save

Close |
Print |

Status History |

Status

FINISHED - ENTERED IN HRS

Status History

Status Effective Date/Time
Date User Logon ID/Name Status Changed

0110912014 09-JAN-2014 113155 AW

|DIVISION APPROVED-SENT TOHRS  [01/09/2014 |oHR0g (Ohr08 Ohrog) [09-JAN-2014 11:21:42 AM

|DEPARTMENT APPROVED

[o1/09:2014 |oHR 08 (Ohr08 Ohrog) [09-JAN-2014 11:20:15 AR

|ENTERED

[DRAFT \

[01/0012014 |oHRO8 (Ohr08 Ohr08) [09-JAN-2014 11:18:07 AM

Bl D

\14 11:17:34 AM

Multiple Statuses Describe Work Flow

Draft

Entered

Dept. Approved

Div. Approved - Sent to HRS
Finished - Entered in HRS

L

Record: 1/5 \ |

! <0SC>



Finish the Hire-Menu Actions

(1) Use Action
= menu at upper left
of screen

Zreate Draft

Submit
(2) Click the
AR |"|:|'|.|'E\/L Submit Link (5 J
/ (3) Click the . edits)

Approve Link to Sendito HES
send an email to o
Division for their ;
approval (250 edits) E EJ = I:t
This may create E AMNCE I
errors that need to ( Grey Menu Item - not
\bebcc.)rrected befé)rej H L I I::I available at this time
eing approved.
pN
Llncancel
LInhold




Einishing the Hire-Menu Actions

1. Select “Submit” from Action menu

5 Edits

2. Select “Approve” from Action menu

A. The “Approve Action” may result in an error
message(s) (250 edits)

1. Read message, analyze it, & determine correct
data

a) Critical Message Type (will stop processing)
b) Note Message Type (will not stop processing)



JEMIS HIRE Error IMessage Screen/List

Describes the error
and data field, and
what action to take

Action: Click to go to
data field and correct
error with data

 Read message, analyze
message & take action

uman Resowrces, Job and Employes Management System [JEMS)

 Make data change; click
save button

 C(Click “Refresh Error List”

Check for Person: JEMS HAMMES

_omse |

Syshem Emmor List 8 Errors Founad

Flrld.l'MdHIel 2 "G50 To Error Button will fake you to the problem data. To reviess the next error, select Eamer List' on the menu bar. .
T T S— * Repeat process until no
Geated ey B - e =
osizsinnra) — — - error messages
T GeTaBmor it e Acatemic St or OT2w® - .
— —3 * Use Action menu, select
l_ G0 To Error | Critizal
e 22 - Approve
o Ta Error |2 on E 3 .
e o [t - * Use Action menu, select
- e = Send to HRS (Division action)
- 50 Ta Emor ezl :—*E—’ -5:-_- 5— o =

-/ Critical messages will

stop processing
Note Message will not
fFecon s N <08C> stop processing




JEMS Error Correction

UW-Madison Office of Human Resources, Job and Employee Management System (JEMS)

Fi Colit  Metism T, | hdmiv Bdmmay 0Ty Sobie e window HEIp EEfI’ESh Errar List Qﬂ

(3) After correction, use
Refresh Error List menu (only

(2) After entering

Malidated for this

appears when the message list data, click on Save
appears) & go back to list of button.
errors P osition Job | Benefits | HR Cuntaml Cummentsl Status Histur}-'l enu bar.
Job Data
Hire / Transfer E =

Hire Type™ [Hire “ Empl Rcd# I_n :

Action |Hire Action Reason |OriginaIINeW Hire /010 n Z
Effective Date™ W the 2]
Working Title IAg Associate Professor E

Expected End Date IDSISHEME
Criminal Background I—
Check (CBC Date)

Probation Type INntﬁequired j Prohation End Date

(1) Data field is -
highlighted in blue.
Enter data here.

Seasonal Status |IZ|9 Manth j

Additional Pay/Lump Sum |

Compensation

Pay Basis™ IAcademic n Comp Rate™

Record: 1/1 | | - | =050




Close Button

ile Edit Actions Tools Wain Menu  APO Actions “Window Help UAT

After submitted &
approved, click on

_ HireiTransfer Employes

close
P ey
Close
Person Mame and the Hiring Dept.(Position Tab) will be Reguired to save this record.
Find/Add Hire| Person | Person Contact| Position Joh Benefits | HR Contact| Comments Status History

Status History

Status Fifective Date/Time
Status Date User Logon ID/Hame Status Changed

I—\i——:

Ultimate Status Goal:
“Finished — Entered in
HRS

/

Kl




My New: Hire Basket

File Edit Actions Tools Main Menu APOD Actions Window Help UAT

The University of Wisconsin - Madison
Office of Human Resources
Job and Employee Managemeant Systam (JENS)

—

New Hire

I HirefTransfer ..

Sumrmer Hire

iy Mesy Hire Basket

Job Change

Joh Change Fegquest

My Job Change Basket

Exit System




Set Up Profile

File Edit Actions Tools Main Menu  APO Actions Window Help  UAT

JEM System Search Close |

Quick Search Advanced Search Advanced Search Results |

Enter any information you have and press Search. Leave fields blank for a list of all values.

Current Status: = j j
Department: contains j E |
Job Code: contains j E
Last Mame: containg j

First Name: cantains j

Status Date Range: |12/08/2015 To: 06082016

Search| _clear | __Chanae My Profile |

Search Results

Sort By IEmpInyee's Last Mame j & pzcending  ( Descending

Dept Jobcode Job Effective Pay Basis  Status Effective

|«

Detail far Highlighted Line Record Count: I 0
View | _Mﬂ.dlﬁd ’7Current Status




Change My Profile

User Profile

Welcame Jdoshua Schwab !

zdick Search Profile | Contact Information

=et vour default zearch terms for the Quick Search function belowy . The defaults are used when you
firzt enter the screen. You may abways change the criteria on the Search Screen, when needed.
Changes take effect the next time vou enter the screen.

The following Criteria cannot be left blank. The system has set defaults for you.
You may change these defaults to any of the available selections.

upbs IE “ Sort by [Employves Name j

Set this to the status which requires your immediate attention. For example,
if you are Division level set to Department Approved 1o see records waiting
Division Approval for the above Department code.

Current Status j

Last Modified |27-APR-2016 11:071:34 Ab




Other Features

e Summer Hire

— Used to hire ongoing 9-month employees into Summer Session
and Summer Service jobs

« TA/RA Wizard

— Used to add graduate assistant TA/RA positions faster and using
the fixed stipend rate

« JEMS Change

— Used by some decentralized units as a workflow for approval of
job changes

— Does not flow into HRS



Summer Hire-C Basis (9 month)

Set up a Summer Hire without a waiver

when...

4 In an active status with a C-Basis appointment
« Could be on a “Leave of Absence” within HRS

 Continuity is renewable (01, 03, 04) or terminal (02 or
05); and the Expected Job End Date is after the end
of the current academic year

 C-Basis job has no changes to:
« Job title
- Rate of pay
* Department



Summer Hire

-Madison C
File Edit Actions Tools Main Menu APOD Actions Window Help UAT

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

Mew Hire Job Change

T HirglTransmer. ... |

Jaoh Change Reguest
» Summer Hire

iy Mewe Hire Basket My Job Change Basket

Exit System




JEMIS Summer Hire- Eind/Add Hire Tab

of Human Resources, Job and Employee Management System (JEMSE

File Edit actions Tools Main Menu APD Actions \Window Help  UAT

@Hire summer Employves =1

P ety Close |

Find/Add Hire | Person | Person Cuntaml Position | Joh | HR Cuntaml Cummentsl Status Histury'l

Find Person/Joh Record

Do not use this screen if the individual is a Rehired Annuitant.

EmplID: = > |oozss17 “ Person Search |
SCHWAB, LESLIE

Search Job I Clear |

Search Results

Select Empl Rcd Position Nbr Jobcode Deptid Pay Basis
Mote that on L4 2MM A484400 Academic -
C-hasis Empl R

the selected Emplid are
pulled from HRS.

Now hiring for Summer 2016 Pay Basis |Surmmer Service E Add Hire |




JEMIS Summer Hire-Position Tab

TR Add a Position and Job for, JEMS-M&Y, JOM

alidated for this Status) Save |
DRAFT Close |
Print |

Find/Add Hire Person Person Contact  Position Joh HR Contact| Comments | Status Histury'l

Position Data

Position Humherl

Department IAENDDD SOHEGEMERAL ADMIMISTRATION

Empl Class IFA Faculty
Joh Code |C4UNN ASSISTAMT PROFESSOR
FTE* I 1.00000

The continuity is
grayed out,
cannot update

Continuity Status Information

Continuity IIZIEA: Fixed Term = 1 semi@ mths




JEMIS Summer Hire Job Tab

’E_EI Add a Position and Job for, JEMS-

Malidated for this Status) Save |
DRAFT Close |
Print |

Find/Add Hire Person Person Contact| Position Job HR Contact| Comments | Status Histury'l

Joh Data

Hire / Transfer

Hire Type |Hire Empl Rod# I

Action IHire Action Reason IOriginaIINew Hire 1 010

Effective Date* 0512812012 “
Expected End Date” IDEIEEIEM p, h

Compensation

Pay Basis |5ummer Session Comp Ratel 88,000.000




TA/RA Wizard

@Hire!‘l’ransf&rEmpluyee =1l
ave
ey Close

Ferson Mame and the Hiring Dept.(Fosition Tab) will be Reqguired to save this record. Print

Ul

Find/Add Hire Person | Person Contact  Position Job Benefits | HR Cuntaml Cummentsl Status Histury'l

Position Data

TA JRA Quick Add | Position Number |

Position Effective Date™

I TA T RA Wizard

Department” | TA ! RA Wizard
Empl Class* Please Select : ApplyiClose |

Job Code* [ ’7 1A Cancel_|
FTE* I_ Hire T |Hire H.&l
I_

HR Dept Location™

— Teaching Assistant
Back-up

IN -
(Concurrent Position) ° Job Code I J

Select Session

Continuity Status Information Year I— n Begin Date I—
Cuntinuilfl Session Code I End Datel

Comprate will hel




TA/RA Wizard

er Employes
Save |
Mewy Close |
Perzon Mame and the Hiring Dept.(Fasition Tab) will be Reguired to save this record. Print |
Find/Add Hire Person | Person Contact  Position | Job Benefits | HR Cuntactl Cummentsl Status Hismr],rl

Position Data

14 [RA Quick drdd I Position Numherl
Position Effective Date™ I -

T TA T RA Wizard
Department® I

TA { RA Wizard
Empl Class*

Please Select ApplyiClose |
1A & pAa " Ho Selection
Job Code*® I B B - Cancel |

FTE® I Hire T4 Hire RA | If A-basis is selected, then you must specify
. a 'Begin Date' in order to get the Comprate.
HR Dept Location® I — Research Assistant
Back-up Ii Job Code I TN
Mo

{Concurrent Position) Pay Basis [nnual ~ Step 2: enter a Begin Date

Enter Begin Date for Annual ('A") Basis, Select Se%sipn For All Others

Year| ﬂ Begin Date J0a/01/2012
Cnntinuitf| Session Cudel End Datel

: | 40,200,000

Continuity Status Information

Step 3: press <Get Comprate> button




JEMS Change Workflow

-Madison C
File Edit Actions Tools Main Menu  APO Actions ‘Window Help  UAT

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

MNew Hire Job Change
N HirelTransfer. ...
» Job Change Regquest |
Summer Hire
hly Meww Hire Easket My Job Change Basket

Exit System




JEMIS Job Change

Overview

Used by decentralized Divisions for workflow approval
Does not flow directly into HRS

Authority for final approval is either Division HR or OHR based
on change type

WiscIT Chart:

https://uwservice.wisconsin.edu/docs/publications/jems-ohr-

wiscit-chart.pdf

Divisions contact AG1 and/or OHR
— Departments contact division with change requests


https://uwservice.wisconsin.edu/docs/publications/jems-ohr-wiscit-chart.pdf

JEIVIS Data Changes

Job Data Example Position Data Example

Comp Rate Continuity
Job - Expected Job End Date Department
Job Security Empl Class
Probation End Date Job Code
Probation Type Pay Basis

Effective Date on Hire Row (HRS) Standard Hours/FTE
Time Approver




JEVIS Data Changes — Find Person/Job

@Jnh Change(s) for: Stoeckel, Matthew J - Emplid: 004459064 ;IE
Person Summary Save
Mame |Stoeckel, Matthew J Emplid [00449064 Current Status Close
Posn Nbr |EIEEIT254? Empl Recd# IIII— DRAFT
Jobcode [REZFIASSOC DATA BASE ADMIN Deptid [4535500 (validated for this Status) _ print_ |

Find Person/Job |ﬂdd£l‘u‘|udify Change[s]l Position | Job | Contact | Comments | Status His*turyrl

Find Person/Joh

& Active Jobs Only 4l Jobs |
EmplID: contains | |oos4s064 “
First Hame: contains j
Last Name: contains j
_search|
Search Results Sort By [Emplid =
Empl Joh Effective  Becruitment
Select Emplid Hame i Jobcode Department Rod Date System/Number
no449064 .
00442064 [Stoeckel Matthewd)  |sA& | [vaann | [azaseo0 [ o [owotzoos
n0449064 Stoeckel, Matthew J SA3 TAAMM A433300 1] 01172013

[ N B

-

Modify Job | n Record Cuuntl 3




JEMIS Job Changes

LW-Madison Office of Human Resources, Job and Employee Management System (JEMS)

File Edit Actions Tools Main Menu APO Actions Window Help UAT \
Process

1) Click “Add Contact” button
2) Select contact type

'2‘_5 Joh Chang for: Moehr Matthew J - Emplid: 00449064

Person Summary

Name  |uiochr Matthew Emplid |00443054
3) Enter data
Posn Nbr [01354337 Empl Recd# |0 . .
_ 4) Click “Done” button
Jobcode |Y43NNIF'RO..IECTAEST—REG Deptid |~345500 j
Find Persunf.]uhl Add/Modify Change[s]l Position l Job Contact l Comments l Status Histuryrl
Contact
Last Hame First Name Contact Type

Done | Delete Contact | Copy data to another Contact -

Detail for Selected Contact
Contact T]FPE Code I—L| The SEARCH function perfarms a 'fuzzy

zearch on the last andfar first name entered
on the left. In addition, if you are unsure of a
zpeling you can use the %% wildcard. For
| example: pf% could result in Feen, Pfeffer,
Pfender and others.

Last Hame

First Name | Search Address Listings |
“ Phone Get My Contact Data |

Email Address |




Resources

* JEMS and HRS Program Links
https://uwservice.wisconsin.edu/hrs/
jems/

* Knowledge Base (KB) & HRS Glossary
http://kb.wisc.edu/hrs/



https://uwservice.wisconsin.edu/hrs/jems/
http://kb.wisc.edu/hrs/

Questions?



