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Template-Based Hires (TBH) — Training Guide

Visit the Human Resources Website for more information and training materials.

Template-Based Hires

Template-Based Hire, or TBH, is a function within People@Columbia (PAC) where new hire and rehire transactions are
initiated electronically in the departments and schools through PAC Templates. A document attachment feature allows
for the attachment of necessary documents and the electronic workflow allows for a paperless approval process.

The TBH transaction also includes the initial Salary Distribution and Additional Compensation payments known at the
time of hire.

Access to TBH is targeted to employees at Columbia University who initiate and/or approve hiring transactions. The
Human Resources Processing Center (HRPC) completes the hire/rehire transactions and creates the PAC record.

Overview
The PAC Template-Based Hires course is a web-based training course that provides you with information on how to

complete employee and position data on page 1 of a hire/rehire template and how to complete the salary distribution
(labor accounting) portion on page 2 of a hire/rehire template.

This course consists of the following activities.
e PAC Template-Based Hires Page 1 Web-Based Training Module — this training guide

e PAC Template-Based Hires and Labor Accounting Web-Based Training Module. This module also has an
associated knowledge assessment that must be successfully passed with a score of 90% or greater to gain access
to the functionality. The training guide on how to complete page 2 is “Template-Based Hires and Labor
Accounting”.

You can take the knowledge assessment 3 times. The highest grade is recorded. The Knowledge Assessment is
available at the end of completing the modules.

Access
As a new user, there are several steps required to obtain access to TBH and the Labor Accounting system.

1) If you haven't already done so, complete the PAC Security Application to request your PAC role(s). Once the
application has been approved, you will receive notifications on how to access and complete the training in the
Enterprise Learning Management (ELM) System.

2) Complete the required training course(s) for the roles and submit the Knowledge Assessment at the end of the
course.

3) You will receive an e-mail from PAC Security once your access is established.
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Introduction to Template-Based Hires
This is the Introduction to Template-Based Hires lesson of the Template-Based Hires Page 1 course. Upon completion of
this lesson, you will be able to:

e Define Template-Based Hires
e Recall the benefits to using online hiring templates
e Describe the components and users of PAC

Estimated Time to Complete Lesson: 5 minutes

The Benefit of Online Hire Transactions
Using TBH provides multiple benefits.

Securely Enter Hire and Rehire Transactions:
o Allows departments to directly enter hire transactions into PAC

e Allows entry of the distribution of regular earnings which reduces dollars allocated to suspense
e Allows entry of additional compensation payments known at the time of hire

Electronic Document Attachment:
e Electronic document attachment eliminates the need for the routing and storage of confidential identifying
paperwork

e This feature allows you to browse files on a computer or shared drive and "upload" them to the template

Electronic Workflow:
e The electronic workflow routes transactions based on pre-authorized security roles

e Several roles exist to support the distributed hire/rehire workflow:
1) Initiators
2) Approvers (1st, 2nd, and 3rd level)
3) Foreign Funding Approvers
4) Reviewer Role (for large central departments only)

5) HRPC

University Goals and Strategy:
Online hire transactions allows the University to achieve much greater value and utilization from the PAC system and
to provide accurate and secure employee information.
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Getting Started Using TBH
This is the Getting Started lesson of the Template-Based Hires Page 1 course. Upon completion of this lesson, you will

be able to:
e Logon to and Sign Out of PAC/TBH
e Recall the TBH Templates and when a Paper Hire Form is Used
e Recall the Template-Based Hire Transaction Workflows and the required approval levels

e Using the Payroll Calendar, understand the relationship between the Initiated Date, Approved Date and
Template-Based Hire Transactions

e Gather and Prepare Entry Data

Estimated Time to Complete Lesson: 15 minutes

Access Template-Based Hire Function
1. Navigate to the myColumbia portal.

2. Login with your UNI and Password
3. Click on the “HR Manager Resources” tab
4. Under the PAC Access section:

- Click the “Go to PAC” link

5. The "Hire/Rehire Employee" page is located within the “Job and Personal Information” folder within the
“Manager Self Service” folder

Access the PAC Basics for Transactors course for information on navigating PAC.

Sign Out of PAC/Template-Based Hire
Select the "Sign Out" option from within the three-dot menu icon located in the upper right-hand corner to log out of

the system.
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The TBH Templates

There is a specific template for each of the following types of employees you are hiring or rehiring.

Academic Hire - Morningside

Academic Hire - CUIMC

Academic Rehire - Morningside

Academic Rehire - CUIMC

Administrative Hire - for CUIMC and Morningside

Administrative Rehire - for CUIMC and Morningside

Academic hires include:

Officers of Instruction
Officers of Research
Officers of the Libraries

Student Officers

Administrative hires include:

TBH Page 1 - Training Guide

Officers of Administration (full-time and part-time)

Support Staff employees (includes Casual Employees)
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Faculty Appointments Key Points
Officers of Instruction:

All full-time faculty appointments must end on 6/30 unless the Affirmative Action clearance or visa expiration date
prevents appointment to that date.

On the Morningside campus all part-time faculty appointments should run 9/1-5/31, 9/1-12/31, 1/1-5/31, or 6/1-8/31,
depending on the department/school tradition unless the visa expiration date prevents such an appointment or unless
the department/school offers classes for shorter periods of time.

Appointment end dates should not be extended beyond 6/30 simply because the visa expiration date is later. End
dates are governed by the period of appointment, not driven by the visa expiration date if it is later than the
appointment end date.

CUIMC - All part-time faculty appointments at CUIMC must end on 6/30 unless visa expiration date prevents
appointment to that date or unless the person is only teaching for a specific period of time (9/1-12/31 or 1/1-5/31).

Officers of Research:

All appointments as officers of research cannot be longer than one year at a time unless the Affirmative Action
clearance, the visa expiration date, or the grant funding prevents appointment for a full year. Ideally the appointment
should end 6/30 but appointments are subject to availability of funding and should never extend beyond the date
when current funding ends.

Postdoctoral appointments must not be put on a 6/30 cycle unless they start 7/1. The date the appointment started
must be preserved to ensure that the individual does not hold an appointment for more than three years (or four or
five years if extensions are granted by the Provost). The period of appointment as a Staff Associate counts in the
three-year appointment period.

Other types of research appointments may be put on the 6/30 cycle if Affirmative Action clearance, funding, and the
visa expiration date permit.
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Hiring Types not using TBH Templates
There are certain employment instances where TBH is not used:

Students who are Teaching Assistants (TAs), Departmental Research Assistants (DRAs) or Graduate Research
Assistants (GRAs) who receive a stipend and have a Bursar/Financial Aid record in the Student Information Services
(SIS) system. These students receive a PAC identity via the SIS feed which does not allow the TBH entry to be
completed

Students who are active in the Work Study system. These students receive a PAC identity via the Work Study feed
which does not allow the TBH entry to be completed.

Retirees who are active in the system and have a PAC identity which does not allow the TBH entry to be completed

Personnel awaiting a Social Security Number (SSN)

People being hired with multiple jobs/appointments or those being hired into an additional job
Academic personnel with stipends (postdoctoral research fellows and postdoctoral clinical fellows)

Academic personnel who are reappointed on rosters (as applicable when rosters are used)

Academic personnel going on leave immediately upon hire

For these types of hires, submit a paper New Hire Personnel Action Form (PAF) for Administrative hires or a paper

Nomination Form for Academic hires both accessible in the Forms Catalog.
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Each template has a specific workflow. A workflow is the routing of transactions based on rules. Workflow is used in

PAC to route transactions for approval and processing. Within each workflow, there are multiple levels of approvers

and transactions will "stop" at each level for review and approval as needed.

Below is a representation of the Hire Rehire workflow. This is the path a TBH transaction follows when submitted.
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The Initiator gathers and enters information into the transaction pages. The transaction then moves to the approver(s) who review and approve the
transaction. The Human Resources Processing Center (HRPC) is the final stopalong the workflow and completes the hire process and adds the persan
into PAC. There are several levels of approvers in the Hire Rehire warkflow. The number of approvers required to review and approve a transaction
is determined by the type of hire and the funding departmentis).

Earnings charged outside the admin department will be approved by the foreign funders, 2nd Level Approvers provide the next level of review,
Academic transactions are approved by the Office of Faculty Affairs at CUMC or by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer appointments for the Arts and Sciences. Administrative transactions are
approved by the Payroll Office at CUMC or by the school ar department at Morningside. 3rd Level Approvers provide the final level of review,
Academic transactions are approved by the Payroll Office at CUMC or by the Provost's Office at Morningside. There is no 3rd level approval required
for administrative transactions.

Only the Initiator or 1 Approver in the admin department can make changes to a template. If any subsequent approver needs to make changes,
he/she must recycle the transaction so the admin department 1st level approver can make the requested changes.
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Workflow Roles and Access
Your role and approval level in the workflow is defined by the following factors:

1. Your PACrole, e.g. Manager Self-Service. TBH Initiator or Accounting Approver. Your role defines the pages you
can access

2. Your Approval Authority, (e.g. Add Comp, Accounting, or TBH level 1, level 2, level 3). This authority defines the

transactions you have permission to approve and at what point in the transaction

3. Your Departmental Access. The departments to which you have PAC access defines the employees for which you

can initiate or approve transactions.

4. Required Training Completion. Each role/approval authority requires completion of the application training

courses and satisfactorily passing the associated knowledge assessment(s) before access is granted

Obtaining Approver Access
Departments determine who the approvers are, at which level they can approve and for which type of

transactions. As an approver, these factors determine the role and approval access request to make as well as the
required training courses and knowledge assessments that must be completed. An individual may have both initiator
and approver roles.

Additional information specific to the approver role can be found in the course, "The Approver Role".

TBH Page 1 - Training Guide \@j‘ PA(* August 2019
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Using the Payroll Calendar
Now that we reviewed workflow, let's review the relationship between the Initiated Date, Approved Date and

Template-Based Hire Transactions.

Template-Based Hires Page 1 Training Guide

The initiated date is system generated when the transaction is created. The transaction then goes to the 1st level

home department for approval and then to any 1st level foreign department approvers if indicated by the combo

codes entered (this is on page 2 of the template). Next, the transaction goes to the 2nd level approval, if needed, and

then on the 3rd level, for final approval.

As per the CUMC or Morningside Payroll Calendar, if final approval of the template occurs in advance of the PAF,
Nomination Forms & TBH Date listed for the pay period, the template will be routed to the HRPC for completion of the
manage hire process and entry into PAC. The employee will receive a pay check as of the Check Date listed along with

any retroactive pay due. The employee will also be assigned an employee ID and will be able to enroll in the Columbia

University Benefits (as eligible).

If the template receives final approval after the PAF, Nomination Forms & TBH Date for a payroll, the template will be

routed to the HRPC for completion of the manage hire process and entry into PAC, however, the employee will not

receive pay until the following pay period.

Note the date for hire/rehire transactions to receive final approval, and thus received by HRPC, to
ensure entry intc PAC effective for that pay period.

Columbia University Py’ Calendar for July 2013 to June 2014
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Bimeskly BWE 14025 | 060214.061514 | MoaC6092014 | 0811714.061674 61314 | 06207014
Washlr BWK- 14005 060914 - 0615714 Mo 06092014 0611714 - 061614 061514 06202014
Seuni-Mauthly OUP.14012 | 081614-067014 | Meab&162014 Man 06/1472014 Fua 06202014 062314 | os07014
Sripend | Retires STR-14007 | o70114-073114 | MeaC6162014 052314 | or012014
Weekly WEL14.03 | 061612-062213 | MoaCe162014 | o61814. 062304 052414 | 06270004
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TBH Roles and Actions
As demonstrated in the workflow diagram, each role in the workflow process has a specific set of actions and steps

that allow the user to enter, review and approve information and submit the transaction through the process.

Initiator Actions

Returnio Previous Page
Save and Submit Savi foF Later Gl Wilhout Saving

Goto Top of paga

Return {o Previous Page I Appruvarﬂmtlans

Approve [ Deny | Recycia 1 Save | Qut Without Saving

Wiorkflow Status Detais

Ga to Top of page

The Initiator Role
An initiator is a user who enters a new hire or rehire transaction into PAC using the hire templates.
An employee can only have one admin department although they may have multiple positions. Only the

administrative (admin) department for the employee (the department that administers the employee's position), can
initiate the hire/rehire. Some employees have a position department (where the position resides) that is different
from the admin department. More on this in the next lesson.

An Initiator can save an incomplete transaction and return to update it prior to submitting it to the 1st Level
Approver. This "Save for Later" feature allows an Initiator to begin a hire transaction while waiting for additional

information.
An Initiator performs the following tasks when creating a hire or rehire transaction:

e Enters (or confirms/edits integrated data) all biographical (such as date of birth and gender), position and salary
data

e Scans and attaches all relevant documents into the template
e Reviews and confirms all information entered
e Submits the transaction for approval to a 1st Level Approver

Initiators do not deny transactions. They can cancel a transaction and begin again. This is the equivalent to ripping up
a sheet of paper and writing on a new sheet of paper.

Note: The "Save for Later" feature allows you to begin a transaction and complete it at a later time. This should be
balanced, however, with the number of transactions that you have in draft status at one time. Only you have access
to your draft queue and if you are out of the office, the transactions cannot be acted upon. A good practice is to
gather all information prior to initiating the transaction and complete them upon entry.

TBH Page 1 - Training Guide \%ﬁ PA(* August 2019
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The Approver Role
The approver role allows a user to approve transactions in PAC. There are several levels of approvers within each of

the four labor accounting transactions: Hire/Rehire, Salary Distributions, Additional Compensation Payments and Cost

Transfers. The number of approvers required to review and approve a transaction is determined by the type of

transaction, the campus where the employee is located and if there are any foreign funders for the transaction.

Each approval level is a touch point in the electronic workflow where the approver reviews the transaction data,

validates the information and then indicates their approval, denial, or if a change is needed.

Approvers provide a review of the transaction data and complete the approval by:

Verifying that the hire is in line with the policies and procedures of the University

Reviewing the data entered by the Administrative Department (and approved by prior approvers) to ensure it is
complete and accurate

Updating the form as needed. Note: Only 1st level approvers (and Initiators) in the administrative (home)
department can make changes to a template. All subsequent approvers and reviewers can only add a comment
to the template

Confirming the required documents are attached

Approvers can take one of five actions on a transaction:

Approve the transaction. This sends it forward in the workflow process to the next level approver or the HRPC

Deny the transaction. This will void the transaction and make it inactive. The transaction is removed from the
workflow and is no longer accessible. Transaction will need to be initiated again if denied in error

Recycle the template back for correction or additional information. Note: 1st level approvers recycle a template
to the Initiator, all subsequent approvers recycle a template back to the 1st level approver

Save the transaction. Clicking the "Save" button saves any changes you make to a transaction. This feature
allows you to change data and save those changes without leaving the page. Note: Only 1st level approvers (or
Initiator) in the administrative (home) department can make changes to a template. All subsequent approvers
and reviewers can only add a comment to the template

Quit Without Saving. Clicking this button removes any data changes you made (1st level approvers (or Initiator)
in the administrative (home) department) or comments added to the form (subsequent approvers) since it was
last saved. Any information entered/documents attached or comments added, from the last time it was saved,
will not be saved in the system. This action does not remove the transaction from the workflow; it simply brings
you back to the form as it was when it was last saved

Note: Only the Initiator and 1st level approver in the employee's admin department can make changes to a

hire/rehire template or a labor accounting transaction. If any subsequent approver needs to make changes,
he/she must recycle the transaction so the admin department 1st level approver (or initiator) can make the
requested change.

TBH Page 1 - Training Guide % PA(* August 2019
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Approval Levels
Multiple approval levels allow for additional data review and validation of information for completeness and accuracy.

1st level approvers in the home (admin) department provide the 1st level of review and approval

1st level approvers in foreign departments provide the next level of review and approval (if earnings are charged
outside the admin department)

2nd level approvers (school/department level) provide the next level of review and approval. (The Graduate
School of Arts and Sciences approves all student officer appointments (Morningside only))

3rd level approvers (campus level) provide the final level of review and approval

Note:

All hire transactions should have at least two different individuals approve the transaction. Therefore, you may act

upon a transaction as a level 1 or level 2 approver but not both

HRPC and the Manage Hire Process
HRPC is the Human Resources Processing Center and an HRPC team member can add an employee's personal, job and

tax record into the PAC system. They are the final step to adding a new hire is to perform the manage hire

process. All of the entries into the system up to this point have been done in an electronic template (form). This

information is saved on staging tables within the system. The employee is not actually added to the PAC system until

HRPC completes the Manage Hire Process.

HRPC performs the following actions on a hire transaction:

Reviews the transaction data for completeness

Completes the transaction by: adding the personal and job record to PAC and creating the tax set-up for the
employee

Recycles the transaction. This action returns the transaction to the 1st level approver if updates are needed

Deny the transaction. This action denies a transaction and makes it inactive. Note: it is rare that HRPC will deny a
transaction and will consult with a level 3 approver prior to denial

An employee is added to the PAC system once you are able to access their information in MSS (if you hold the Manager

Self-Service role). You will also know via the Status Page which we will review later in the course.

TBH Page 1 - Training Guide \%} PA(* August 2019
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Prepare to Enter a TBH Transaction
Before you begin entering the employee information into the template, or review the information in the draft

template created by the TalentLink TBH integration for administrative hires and rehires, it is beneficial to complete the

following steps as you will have all pertinent data readily available and you will not need to stop the entry process.

1.
2.

4.

Gather the required documents from which you will enter the person's information
Scan the documents into a secured shared drive or encrypted local drive

Determine if the hire was a previous employee at the University. If so, obtain the Employee ID. For Rehires, you
will use the Rehire template

Obtain the position number for the hire

Additional Points to Note:

Follow your current process to perform these steps. The information gathered from these steps determines which
template is chosen and the data that is entered into the template

It is important to select the correct template at the initial selection because once data is saved into a template, it
cannot be transferred into another template. You would have to begin the transaction over again, entering the
data in the correct template

Gather Required Documents
A first step to entering hire information into the electronic template is to gather the employee documentation

that contains the information that you will enter into the data fields.

Attaching documents electronically eliminates the need to send paper documents between offices. You can
attach as many documents as needed to an employee's template-based hire form.

Each hire type may require slightly different information and documentation to approve a transaction. Below are
examples of some of these items. For a complete list of items, the categories they are placed and the order in
which they are attached, reference the Attaching Documents Job Aid located on the HR Website.

Curriculum vitae (CV) for Faculty, Officers of Research, Officers of the Libraries. Not needed for Student Officers
Signed Offer Letter (not needed for Student Officers)

Chairman's Letter - CUMC Academic only

W4 Form

IT 2104 or 2104.1 or 2104.E

NYS 195(1) Form

Invention Agreement - Academic (as needed)

Financial/Accounting Information (note - this information is not attached to the template in a document but
necessary to complete page 2 of the entry)

TBH Page 1 - Training Guide % PA(* August 2019
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Required Documents
Group all applicable documents into the appropriate categories and scan and attach them to the template.

The “Attaching Documents in Template-Based Hire (TBH) Job Aid” provides a list of required documents per hire type.

For instructions on how to download documents from TalentLink for administrative hires to attach to the template,
refer to the “How to Obtain and Attach Hiring Documents to a TBH or PAF”. Once the pdf of documents from

TalentLink is created and saved, it can be attached to the TBH. All other hiring documents not within TalentLink, such
as the NYS 195, tax forms, etc. are still required attachments.

TBH Page 1 - Training Guide AN PAC August 2019
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Scan Documents
To be able to attach documents to a template, they must first be scanned into a secure shared drive or encrypted local

drive.

1. Locate the scanner for your department or school

2. Locate the secure shared drive or encrypted local drive where scanned documents are kept for your department
or school

3. Group paper documents into category types. Every document is placed into a category within the document
attachment feature. All documents in one category are scanned together and saved as one file. Doing this allows
you to attach one file to one category. The one file may contain several documents

4. Scan the documents into a secured shared drive or encrypted local drive

5. Clearly label the document group for easy identification. Example: R.Jones_Academic Appointments Hiring
Documents

Notes:

For Morningside Academic Hires/Rehires, follow the attachment guidelines listed on the previous page

For CUMC academic hires/rehires and administrative hires/rehires, Follow your department/school/campus
current format on the order and groupings to attach documents

Attach files in '.pdf' format. PDF documents are more stable and take up less electronic storage space

If you receive a document via e-mail and save it to a secure drive, you can attach the document without scanning
it first - since it is already saved electronically

Documents with foreign wording can be scanned and saved as PDF file. This will preserve the formatting and
ensure that words will not be converted to symbols

Documents should not be e-mailed as they contain sensitive employee information

Reference the Attaching Documents Job Aid located on the HR Website for a full list of documents.

What to do with Original Documents once Scanned
Original documents and scanned copies should be kept in the department for 3 - 4 months after confirming the person

is hired into the PAC system. Please note all attached TBH documents are retained in PAC indefinitely and copies of
any submitted document can be obtained through a request to the HRPC.
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Determine if Employee is a Rehire - Select the Correct Template
Determining if an employee is a rehire is an important step in the process as the initial template selection is specific to

a hire or rehire as well as the campus (for Academic Hires). Data that is saved into one template cannot be transferred
into another template. You would need to begin the transaction again, entering the data in the correct template.

If the Employee is a Rehire
If the employee is a rehire, obtain the Employee ID as you will need to enter it into the rehire template. Entering the

Employee ID pulls some of the existing personal and job data into the template, thus eliminating the need to re-enter
all data. You will need to validate the information that appears to confirm that it is still accurate per the source

documents you obtained.
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How to determine if the Employee is a Rehire and Obtain the Employee ID

There are several ways to determine if a person was previously employed at Columbia University and confirm a match
for the Social Security Number as well as obtain the Employee ID.

1) Review the hiring paperwork that lists prior employers, to determine if worked at Columbia University.

e If the person was in your department you can locate the Employee ID using Manager Self Service (MSS). This
feature is only available for employees in your department(s) as you cannot see information for employees
outside of your department(s). This feature also requires you have access to MSS. If you do not, you can ask
the person in your department who does have access to perform the search

e If the person was not in your department, contact the department where the person worked prior to locate

the Employee ID in MSS

2) There is also a Social Security Number (SSN) check built into the templates that will search the database for a
match. Be sure to enter a valid 9 digit number. If not, an error message will appear saying that this is not a valid

SSN and to check it and try again.

Within the new hire templates:

e Enter the Social Security Number for the rehire into the Social Security Number field and then tab out of the
field or click "save for later". This will search the database and return to you one of the following results.

e If there is a match and this SSN is currently in use by a Columbia University employee, an error message will
appear saying this SSN is already in use for an employee and will provide the Employee ID. If you receive this
message, check that you entered the correct SSN, or take note of the EMPL ID to be used in the rehire
template

e If there is not a match for the person with this SSN and the person was not previously employed at the
University, again, check that the number is correct and if the person is a rehire, continue entry into the new

hire template

Within the rehire templates:

e Enter the Social Security Number on the rehire template and the search will additionally check the SSN
against the EMPL ID. If they do not match for the person, you will receive an error message asking you to
check the SSN and EMPL ID

If you are experiencing difficulty determining if the person was previously employed at the University or obtaining the

Employee ID, contact the HR Service Center.
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Obtain the Position Number
The position number indicates the job you are filling. A position number indicates various attributes of the job

including: full-time/part-time, grade, department, etc. You must enter the position number in the template, and this
in turn determines the routing of the template for approval. Note: If needed, routing of a template can be changed
and we will discuss this later in the course.

Obtain a Position Number for an Existing Position
If this is an existing position, the position number was already created and can be located on the Active Position

report. Access the HR Data Reports suite of reports, from the HR Manager Resources link in myColumbia and Run the
"Active Position" report for your department from the HR Data Reports suite of reports. This report lists all active
positions and their associated position numbers in your department. The MSS or Management Reporter role is
required to run the HR Data Reports. If you do not have one of these roles, you can obtain this data from the person
in your department who has this access and can provide the report to you.

Note: The Job Description in TalentLink or the Requisition section of the job listing in Recruitment of Academic
Personnel System (RAPS) should also include the position number.

Obtain a Position Number for a New Position

Administrative Positions
If this is a new position, the position number should be requested through TalentLink (the University’s administrative

recruitment system) when creating a job description. Central Human Resources will create the position number and
add it to the job description in TalentLink.

If you initiated the job description, you will receive a notification that the job description has been approved, which
means a position number has been added to the job description. Once you receive the approval notification, go to
your job description to review the position number.

Note: For most cases, new position numbers must be created in TalentLink. If a position number needs to be created
outside of TalentLink, contact your Client Manager.

Reference the How to Create a New Job Description Without a Position Number job aid on the HR Website for more
information on creating position numbers in TalentLink.

See the TBH TalentLink Integration Process section for information on how hire/rehire templates are created for

administrative hires.

Academic Positions
Contact the Provost Office (Morningside) or Faculty Affairs (CUIMC) to obtain the position number.
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Check Your Understanding: Getting Started Using TBH
Let's review the topics covered. Fill in the Blanks/Short Answer/Post Lesson Activity:

1. is a function within People@Columbia (PAC) where new hire and rehire transactions

are initiated electronically in the departments and schools through PAC Templates. A document attachment
feature allows for the attachment of necessary documents and the electronic workflow allows for a paperless
approval process.

2. Each template has a specific which is the routing of transactions based on rules and is used in PAC to
obtain approvals and route transactions.

3. Your role and approval level in the workflow is defined by the following factors:

i Your role, e.g. Manager Self-Service, TBH Initiator or Accounting Level 1 Approver. Your role defines
the pages you can access

ii. Your Authority, (e.g. Add Comp, Accounting, or TBH level 1, level 2, level 3). This authority defines
the transactions you have permission to approve and at what point in the transaction

iii. Your Access. The departments to which you have PAC access defines the employees for
which you can initiate or approve transactions

iv. Required Completion. Each role/approval authority requires completion of the applicable
training courses and satisfactorily passing the associated knowledge assessment(s) before access is
granted

4. What department finalizes the hire process and adds the employee into PAC?

5. Only the or can make changes to a hire/rehire template
or a labor accounting transaction. If any subsequent approver needs to make changes, he/she must recycle the
transaction back here to make the requested change.

6. If a department is missing an approval level within the workflow, can the template be completed
electronically?

7. Where can you locate the final approval date needed for a template to be completed for a pay
period?

8. What four things can you do to help facilitate a template-based hire
entry?

Answers to these questions can be found in the following section.
Post Course Activity:
Discuss the following with your supervisor/manager:
1. What is/are your role(s) in processing hire and rehire transactions?

2. Who are the 1st, 2nd and 3rd level approvers for your Department/School?
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Answer Key: Getting Started Using TBH
Below are the answers to the Check Your Understanding: Getting Started Using TBH questions:

1. Template-Based Hire is a function within People@Columbia (PAC) where new hire and rehire transactions are

initiated electronically in the departments and schools through PAC Templates. A document attachment feature
allows for the attachment of necessary documents and the electronic workflow allows for a paperless approval
process.

2. Each template has a specific workflow which is the routing of transactions based on rules and is used in PAC to
obtain approvals and route transactions.

3. Your role and approval level in the workflow is defined by the following factors:

i.  Your PACrole, e.g. Manager Self-Service, TBH Initiator or Accounting Level 1 Approver. Your role defines the
pages you can access

ii. Your Approval Authority, (e.g. Add Comp, Accounting, or TBH level 1, level 2, level 3). This authority defines
the transactions you have permission to approve and at what point in the transaction

iii. Your Departmental Access. The departments to which you have PAC access defines the employees for which
you can initiate or approve transactions

iv. Required Training Completion. Each role/approval authority requires completion of the applicable training
courses and satisfactorily passing the associated knowledge assessment(s) before access is granted

4. What department finalizes the hire process and adds the employee into PAC? The Human Resources Processing

Center (HRPC).

5. Only the 1st level approver(s) or Initiator(s) in the Admin Department can make changes to a hire/rehire template

or a labor accounting transaction. If any subsequent approver needs to make changes, he/she must recycle the
transaction back here to make the requested change.

6. If a department is missing an approval level within the workflow, can the template be completed
electronically? No, there must be a complete workflow to electronically process TBH transactions.

7. Where can you locate the final approval date needed for a template to be completed for a pay period? The Payroll
Calendar.

8. What four things can you do to help facilitate a template-based hire entry?
1. Gather the required documents from which you will enter the person's information
2. Scan the documents into a secured shared drive or encrypted local drive

3. Determine if the hire was a previous employee at the University. If so, obtain the Employee ID. For Rehires,
you will use the Rehire template

4. Obtain the position number for the hire
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This is the Enter a New Hire into Template-Based Hire lesson of the Template-Based Hires Page 1 course. Upon

completion of this lesson, you will be able to:

e Submit a new hire into Template-Based Hire

e Attach and access documents for a hire transaction

Note: This lesson contains a group of topics, "Clinical Data Fields - for CUIMC Clinical Appointments" which teach how
to complete fields specific to CUIMC Clinical Hires. If you do not process CUIMC Clinical Hires, please skip this group

of topics.

Estimated Time to Complete Lesson: 50 minutes (not including the CUIMC Clinical topics / 70 minutes (including the

CUIMC Clinical topics)
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We are here in the workflow. The Initiator:
» gathers and enters information into the transaction pages
= attaches the required documents to the transaction
*  raviews the entry before submitting it inta the workflow.
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The TBH TalentLink Integration Process

The integration between TalentLink and TBH creates draft hire/rehire templates for administrative hires (officers of
administration and support staff) and placing those drafts in PAC. Therefore, you select the draft template rather than
creating a new one.

On a nightly basis, TalentLink will send data from TalentLink to PAC for each external applicant whose application status
has been changed to “Hired/Initiate Onboarding” that day. The integration process will combine the data the applicant
entered into the New Hire Form, and the position and salary data from TalentLink, and create a draft hire/rehire
template accessible from the “Hire/Rehire Employee” page in PAC.

When an applicant’s status in TalentLink is changed to “Hired/Initiate Onboarding”, a process will run overnight to
create a draft template in PAC. The draft template can then be accessed and completed by any of the initiators in the
hiring department. For example, if the status is changed on Thursday, the TBH draft is available on Friday.

Please Note: if you create a TBH transaction directly in PAC, and then the new hire’s status in
TalentLink is changed to “Hired/Initiate Onboarding”, you will have a duplicate transaction in
PAC. Please coordinate with the TalentLink users in your school/department to ensure you do
not have duplicate transactions. After completing the TBH and submitting the transaction into
workflow, if you still have another draft TBH in your queue for the same person, you can delete
it.

Tips and Key Points

e The draft TBH will appear in all initiator queues for the hiring department, similar to the way all approval
transactions appear in the Worklist. The first person to access the template and save it will be the only one who
then sees it on their page and can submit it.

e Deleting a TalentLink-created template removes it from all initiators’ queues and cannot be retrieved. If this
happens, a new template will need to be created by the initiator. (Note the exclusion for duplicate transactions
above).

e This process is for external hires and rehires only. Internal hires (transfers) are not processed via TBH.

e Asan HR User responsible for managing the TalentLink application, once you change the status for an external
administrative hire to “Hired/Initiate Onboarding”, it is helpful to check in PAC the following day to see that the
draft template appears. Note that documents do not import from TalentLink into PAC and there are also
additional documents not in TalentLink required. Please coordinate with the initiator(s) in your department to
confirm the draft is there and that all documents are gathered for hire/rehire.

Where Can | Access Training Materials?
Please review the PAC TBH TalentLink Integration Web-Based Training Module video, available on the TalentLink page of
the CUHR Website.

Where Do | Go If | Have Questions?
If you have any questions, please contact the HR Service Center.
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For hires when the template is not automatically created by the TalentLink integration process, select a template and

begin entry. From the Template Based Hire/Rehire page, click the look up glass next to Select Template. From there

you can select the correct template needed for the hire.

Notes:

e Remember, it is important to select the correct template at the initial selection because once data is saved into a

template it cannot be transferred into another template. You would have to begin the transaction over again,

entering the data in the correct template

e The CUIMC Academic Hire and Rehire templates are used to hire or rehire ALL academic personnel at the
Columbia University Irving Medical Center. These templates are used for both clinical and non-clinical positions,

except those who are reappointed by the roster process. For clinical positions, complete the clinical data fields on

the form. For academic appointments with no clinical role, the clinical data fields are left blank

e The Morningside Academic Hire and Rehire templates are used to hire or rehire all academic personnel on the
Morningside, Lamont Doherty Earth Observatory (LDEO), Nevis and Manhattanville campuses

e The Administrative Hire and Rehire templates are used to hire or rehire all administrative positions regardless of

campus
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2.

To Access and Select a Hire Template:

Select the needed template from the search results list

3. Click “Create Transaction”

1. From within the Transaction Template section, click on the lock up button next to the Select Template field
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When you select a template, the first screen that appears displays defaulted information specific to the chosen

template as well as the Job Effective Date (the Hire Date) for the person. This date defaults to today's date and must
be changed to the employee's date of hire/start of the appointment (if it isn't today's date).

The Job Effective Date is the only item that requires entry on the screen. Once the Job Effective Date is entered, click

the "Next" button. An asterisk (*) indicates the field is required entry.

All of the remaining fields on the screen default based upon the template selected and cannot be changed. If you

selected the incorrect template, click "Cancel" and begin again.

¢ Template = Description of the template chosen. In this example, it's the Administrative template

e Organizational Relationship = the relationship of the person to the University

Country = United States is a system default
which simply indicates the country where
the majority of employees work. If the
person is working abroad and not in the US,
information about their home, mailing and
office addresses can be changed in the
template on the next screen

Category Code = the type of position the
employee is hired into

Employee ID = "NEW" as this is a new hire
who does not yet have an Employee ID

Action = the type of action taken in this
transaction, e.g. Hire

?emplate Based Hirea’-Reh‘lre

The following information is required befors hiring or rehiring a Person.

Template Hire Academic Officers (Morningside)

Country United S1ates

Category Code AcademiciClinical Pol 1y jnirial pag

Job Effective Date
(Hire Date) entered on

8.

“Employee ID NEW

[ ~Job Eff Date (Hire Datz)[07112077____ | ]

Action Hire

Reason Code Mew Hile

[ Continue | | Cancel |

Job Effective Date (Hirz Date)

Template Based Hire/Rehire
E g the A i i

[ Personali Job Data || Laber Ascounting |

appears on page 1 of the template
and can be edited from here.

l *Job Eff Date (Hire Date): 10M1172017 |5

[ Employee Information
——

Reason Code = the reason you are entering this transaction, e.g. New Hire

Note: The Job Effective Date/Hire Date entered on this page appears on the top right of page 1 of the template. The

date can be edited from either location, if needed.
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Enter Employee Information
You are now in the template, or electronic form. This is where you key in the hire data for the employee. Fields noted

with an "*' are required information and must be entered. To enter employee data into the template, scroll through
the form entering information into each data field. Note the action options at the top and bottom of the page. Let's
review these options before we review the data field entry.

Smart HR Transachons Y Go to Bettom of page
Template Based Hire/Rehire

Enter/Review the employee information.

*Job Eff Date {Hire Date): [10/11/2017 [[5]

Personal / Job Data || Labor Accounting

| Employee Information

The "Go to Bottom of Page" Button

Clicking this button brings you to the bottom of the page where you can take the following actions on the template.

The "Labor Accounting" Tab

Clicking this tab saves the information entered and moves you to page 2 of the template where you enter the
employee's Salary Distribution and Additional Compensation Payments known at the time of hire. Refer to the
Template Based Hires and Labor Accounting course for training on how to complete this page of the template.

Comments &)

Return to Enter Transaction Datails Fage

Save and Submit Save for Later Quit Without Saving

Go 1 Top of page

The "Return to Transaction Details Page" Link

Clicking this link returns you to the prior page of the template. From this page, you will return to the "Enter Hire
Details" page of the template.

Information entered in the template should remain when moving between pages. However, it is good practice to click
save periodically including before you change pages.

The "Save for Later" Button

You can save an incomplete transaction and return to update it prior to submitting it to a 1st level approver. Click this
button and you will receive the prompt to confirm this action. Click "OK" and the transaction is saved and can be
accessed, by the initiator only, on the "Transactions in Progress" section of the main page. Note: the PAC system logs
you out of the application after a thirty-minute period of inactivity. You can save the information entered and
complete it at a later time by clicking "Save for Later".
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Termplate Basad Hire/Rehirs
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The "Quit Without Saving" Button

Clicking this button removes any data changes you made to the form since it was last saved. Any information you
entered, from the last time it was saved, will not be saved in the system and any documents you attached will be
removed. This action does not remove the transaction from the workflow; it simply brings you back to the form as it
was when it was last saved.

If you already saved the form this action does not remove the transaction from your draft hires to process queue; it
simply resets the form back to the way it was when you first accessed it. The form remains in your "Transactions in
Progress" queue.

The "Go to Top of Page" Button

Clicking this button brings you to the top of the page where you can click the "Labor Accounting" tab to move to page
2 of the template.

If you have not saved the form, the data entries and documents will be erased.

&
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Social Security Number
The first entry field is the employee's Social Security Number (SSN). Ensure that this is the correct number for the

person whom you are hiring by confirming that the number that you have entered corresponds exactly to what the

employee entered on both of their tax forms.

Social Security Mo.

*Social Security N0.|

The system performs a check, once you press the 'Enter' key or tab out of the data field or click the "Save for Later"

button, that matches the number entered against existing SSNs in PAC.

If there is not a match for the person with this SSN and a valid 9-digit SSN was entered, continue on with the entry
process as no one currently in PAC has this Social Security number.

If there is a match, a pop-up box will appear letting you know that this SSN already exists in the system. This could
mean either of the following: that the SSN belongs to an active employee and thus you are unable to enter the hire
into the template, or that the SSN belongs to a terminated person and the rehire template should be used. In either
case confirm that you have been given the correct SSN by requesting the employee’s Social Security card.

SSN Search and System Check
Results returned based on the SSN check.

1. If you entered an invalid 9-digit number, an error message will appear saying that this is not a valid SSN and to
check it and try again. A Tax ID number is not a valid SSN.

2. |If there is a match and this SSN is currently in use by a Columbia University employee, an error message will
appear saying that this SSN is already in use for an employee and will provide the Employee ID. If you receive this
message, review what type of transaction should be taking place:

e check that you entered the correct SSN or that the person has changed their name, or

e if thisis for a multiple job or additional academic appointments, you cannot use TBH but must submit a
paper Nomination Form for the transaction, or
e If the person is a rehire, take note of the Employee ID and use the Rehire template to enter the transaction.

hMessage

Mational 1D is already used for employes [1000,688)

A Matipnal ID cannot be used within the same couniry far tvo different individualz, The MNational 1D you enfered is already in use by angther emplayee,
dependent, or applicant.

&)
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Primary Name
In the Primary Name section is where you enter the employee's legal name as it appears on their tax forms and other

legal documents.

Data Fields:

Name Prefix - click the drop down arrow and select a name prefix. This is a required field. When selecting a
prefix for Academic/Clinical hires, follow these rules:

e Use Professor - for faculty in a professorial position at the Morningside campus or CUMC faculty without a
medical or doctoral degree if their title contains the word "Professor"

e Use Doctor - for all CUMC faculty with appropriate degrees (medical degree, dental degree or doctoral degree)
and for all officers of research and all officers of the libraries holding doctoral degrees

e Use Mr. /Ms. - for those without doctoral degrees or without a professional title.
First Name - enter the first name (required)

Middle Name - this is optional (required for academic personnel)

Last Name - enter the last name (required)

Name Suffix - this is optional (required for academic personnel)

Honorable

Miss
Mr.
Primary Name - English Mrs.
Namepren[ V] ot
Professor

First Name Reverend

Sister

N’

Middla Name

"Last Name

Mame sumia[ V]

Junior
Senior

The Fourth
The Second
The Third
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Home and Mailing Addresses
Enter the Permanent and Mailing (if applicable) addresses for the employee.
Home Address (Perm)

The permanent home address of the employee. For people on a visa, faculty teaching on-line courses who do not live
in the New York metropolitan area as well as visiting faculty and officers of research, Home Address should reflect the
actual address of the person (either in the United States or in a foreign country).

Enter the employee's home/permanent address (required). The Home Address must match the address on the tax
forms. Year-end tax forms will be sent to the home address on file.

Data Fields:

e Address Type - defaults to 'Home'

e Country - defaults to USA but can be changed as needed. Once you select a country from this field, the 'State’
field contains states/provinces/areas specific to that selected country

e Address Line 1 - enter the street address (required)

e Address Line 2 - enter the apartment/suite number (if applicable)
e Address Line 3 - enter if needed

e City - enter the city (required)

e State - enter the state (required)

e Postal Code - enter a postal code (zip code for US addresses). A postal code is required if the country selected
uses postal codes
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Mailing Address (Curr)

The local home address of employees, students, visiting faculty or visiting officers of research. Enter the employee's
mailing address only if the mailing address is different from the home/permanent address (otherwise leave
blank). For people on a visa, Mailing Address should reflect where they currently live locally in the US.

Data Fields:

o Address Type - defaults to 'Mailing'

e Country - defaults to USA but can be changed as needed

e Address Line 1 - enter the street address (required, if needed)

e Address Line 2 - enter the apartment/suite number (if applicable)
e Address Line 3 - enter if needed

e City - enter the city (required, if needed)

e State - enter the state (required, if needed)

e Postal Code - enter a postal code (zip code for US addresses), if needed. A postal code is required if the
country selected uses postal codes

Hame Asdress (Pem) |
“heldrass Typs| Homa ] *Counlry SR (=1

*Address Linz1]
Address Line 2|
Address Lina 3

“Cicy| Srata| |2

Poatsl Code

tdailng Acdrass (Currh |
Acldieas Type| Maiing ! “Cauriry USA (=

Addrars Lins 1|
Aderase Ling 2|
Adfdress Line 3 )
City] Stae | (=}

Pastal Code|
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Office and Check Addresses
Enter the Office and Check Addresses for the employee (required).

Office Address
The work location is where the employee receives Columbia mail/the employee’s official CU work address (required).

For Morningside campus addresses, enter the Room and Building and Mail Code only. If the employee is notin a
campus building, enter the Firm Name (if applicable), Street, City, State, Zip /Postal Code (and Country if outside the
United States).

For faculty teaching on-line courses, the Office Address should be their CU address with “ONL” after the Room and
Building (e.g., 303 Lewisohn - ONL).

Data Fields:
e Address Type - defaults to 'CU Office' and cannot be changed.
e Country - defaults to USA but can be changed as needed.

e Addr Line 1 (Rm & BIdg) - enter the Building Address. Enter the complete name of the building and do not use
abbreviations. Refer to the Columbia University Building Names Job Aid located on the HR Website.

e Address Line 2 - do not need to enter if the above is a campus address (for Morningside addresses). For CUMC
addresses, use the street address. See example below.

e Addr Line 3 (Mail Code) - enter the Mail Code numbers only here (for Morningside addresses), e.g. 8705. For
CUMC addresses, leave blank.

e City - do not enter if Columbia address (for Morningside addresses). For CUMC addresses, enter the City.
e State - do not enter if Columbia address (for Morningside addresses). For CUMC addresses, enter the State.

e Postal Code - do not enter if Columbia address (for Morningside addresses). For CUMC addresses, enter
the Postal Code.
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Check Address
The delivery location for the employee's check, usually the address and Mail Code (if applicable) of the person in the

department handling Human Resources. This is a required field.

Data Fields:

e Check Sequence Code — You must enter the appropriate Check Sequence Code for the employee's department. If
you do not know the check sequence code for your department, refer to the Check Sequence Code Listing Job Aid
located on the HR Website

e Address Lines 1-3 - defaults once the Check Sequence Code is selected
e For more information on the use of Check Addresses at Columbia University, visit the HR Website.

Morningside Office and Check Address Example

| Office Address |

"Addrass Type 'EuumrleSA |Q

“Addr Ling 1 (Rm & Bldg) 512 Kent Hall
Address Line 2|
Addr Line 3 {Mall Code) 3528
City

Srate| =1

Postal Coda| |

| Check Address |
*Check Sequence Code Q
Address Line 1 Mid East-Asian Lan-Cult fo J. Re|
Address Ling 2 Kent Hal |
Address Line 3 MC 3928 | Humber 34501

CUIMC Office and Check Address Example

| Office Address |

*Addrass Typa *Country [USA o,

*Addr Line 1 (Rm & Bidg) MHB TGN-432 |
Address Line 2[177 Fort Washington Avenue |

Addr Line 3 (Mail Code)| |
City Hew fark |

State [NY [+

Postal Code[10032 |

Check Address |
*Check Sequence Code B o
Address Line 1 Medichne oo M. Marte-Miraz |
Address Line 2 P&5 Box 030, Medidne |
Address Line 3 Medical Center | Number 52701

TBH Page 1 - Training Guide P,\(' August 2019
*® =1\,
S EST. 2004 Page 34 of 109



@2 COLUMBIA UNIVERSITY
Human Resources Template-Based Hires Page 1 Training Guide

Phone Numbers
Enter the 10-digit number for a phone number which is the area code plus the number, e.g. 2125551234. You do not

need to enter hyphens, parentheses or the prefix of (1). The system will place this entry into the proper format, e.g.
212/555-1234 once the form is saved. The phone type defaults for each category.

Note: Phone number data fields are not system required as you can see they do not have the "*". However, please be
sure to enter either a home or mobile phone number along with the office phone number.

Home Phone Number Data Field:
¢ Telephone - enter the 10-digit number

Mobile Phone Number Data Field:
e Telephone - enter the 10-digit number (optional). If the mobile number is entered, the employee will be

automatically linked to the Public Safety Text Alerts

Office Phone Number Data Field:
Telephone - enter the 10-digit number (required). This number will display in the directory once the record is added

to PAC by HRPC. Use the employee's actual telephone number and not the main office number. Note: for
International telephone numbers, enter the number and it will appear as entered and will not reformat.

Note: an employee can update their emergency contact and phone information using Employee Self-
Service. Managers can also update an employee's phone information using Manager Self-Service.

HomerPrelemrsd Fhone

Phone Type| Homa r Telephone |

_t_v'.-u".::'}c: Fhone

Phone Type | Wobile x| . Talaphone |

CL Cdfice Phone

Phone Type | S OMce T Tabaphone |
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Gender, Birth Date and Marital Status

Person Gender Data Field:
e Gender - click the drop down arrow and select the employee's gender. Select 'Male' or 'Female'. If 'Unknown' is

selected, a pop-up message appears when navigating to page 2 prompting you that 'Unknown' was selected as the
gender. For Benefits purposes, the data feed requires that either ‘male’ or ‘female’ be selected.

Person Gender Female i

Male
*Gender 1

Birth Information Data Field:
e Date of Birth - enter the employee's date of birth. Click on the calendar icon to the right of the field to select the

date or enter the date using this format MM/DD/YYYY. An error message will appear if the date of birth entered
yields ages below 14 or above 100. Please confirm that the date of birth is entered correctly. Be especially careful
when referring to documents from countries outside of the United States since the month and day are reversed.
The format in US documents is MM/DD/YYYY. In documents from other countries the format may be DD/MM/YYYY.

*Date of Birth 05/15/1988 il

Person Marital Status Data Fields:
e Marital Status - click the drop down arrow and select the employee's marital status. This is a required field.

e Marital Status Date - this field is only required when the marital status = married. To enter the date, click on the
calendar icon to the right of the field to select the date or enter the date using this format MM/DD/YYYY. A future
date cannot be entered. A PAF will need to be submitted once the marriage has occurred to update the

information.
Person Marital Status
*Marital Status Marital Status Date
Divorced
Married
Citizenship Status Separated
Single
"US Citizen? [Widowed
TBH Page 1 - Training Guide A August 2019
. PAC

7 o Page 36 of 109



@ COLUMBIA UNIVERSITY
Human Resources Template-Based Hires Page 1 Training Guide

Citizenship and Visa Status

Citizenship Status Data Field:
e US Citizen - click the drop down arrow and select the employee's US Citizenship Status. Select'Y' if the individual

is a US citizen; 'N' if the person is not a US citizen (is on a visa or is a Permanent Resident). This is a required field.

Citizenship Status

*US Citizen? |

Visa Type Q Perm Res Reg No.
ExpirationDate |y

Visa
If the Citizenship Status is "Y", the Visa fields are greyed out and are not enterable or editable.

If the Citizenship Status is "N", the Visa Type and Expiration Date fields are required except for Permanent Residents
for whom no Expiration Date should be entered. Enter information specific to the employee's visa status (in all
templates). Note: An error message will generate if the information is not entered in the Academic Hire/Rehire
templates.

Data Fields:
e Visa Type - click the magnifying glass next to this field and from the list that appears, select the type of visa the

employee holds.

e Expiration Date - enter the expiration date of the visa. Click on the calendar icon to select the date or enter the
date using this format MM/DD/YYYY. Do not enter an expiration date for Permanent Residents.

¢ Perm Res Reg No. - enter the 'A' number for Permanent Residents in the following format: A#999-999-999.

Note: Visa Type and Expiration Date must be the same as listed in the supporting documents. In general the visa
must have been obtained by Columbia University. If another entity has obtained the visa, please be sure to attach
documentation that shows that the person is also eligible to work at Columbia University and use the expiration date
tied to the period when the person can work at Columbia rather than the expiration of the visa belonging to the other
institution.
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Ethnicity / Race
e Ethnicity/Race — select all options as indicated by the employee in the new hire paperwork. If the employee did

not specify, select the "Not Disclosed" option. Race/Ethnicity Form must be used to obtain this information.

The "Not Disclosed" option is currently visible in the Academic templates and will be applied to the
Administrative and Clinical templates. Employees can also update this information through Employee Self-

Service.
Ethnicity/Race
O Higpanic ar Latino O American Indian/Alagka Native
O Asian y O Black or African American
O Native Hawaiian/Pacific Islander O White

O Not Disclosed

Education Data
In these sections, select the highest education level achieved and enter the details for completed degrees. Please

ensure that the school information is accurate and complete.

Highest Education Level
Click the drop down arrow and select the highest education level the employee has achieved. Note: this field defaults

to "Not Indicated" and must be changed. It is a required field and is the record of the highest degree earned and not
one that is in progress. For example, if an employee currently holds a Master's degree and is in process of obtaining a
Doctorate, the highest level completed is the Master's degree. Once the employee completes the doctoral program,
the record can be updated by submitting a PAF with the appropriate documentation.

X
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Education - Highest Degree
The highest degree earned by the employee. This is a required field. The highest degree must match the highest

education level. Ensure the highest degree earned is selected.

o If the employee's highest degree is "High School Graduate", select "HS Graduate or Equivalent" in the Degree
field. If the date of graduation is known, enter the exact date. If the exact date is unknown, enter a 6/30 date
that is 18 years greater than their date of birth.

Data Fields:

e Degree — click the magnifying glass next to this field and from the list that appears, select the degree earned by
the employee

e Date Received - Required. Click the calendar icon to the right of the field to select the date or enter the date
using this format MM/DD/YYYY. If month and day are unknown, default to either 2/28, 5/31, or 10/31 if the
degree was earned at Columbia; or to 6/30 or 12/31 if the degree was earned at another institution. The actual
date (MM/DD/YYYY) must be provided for people who have received their doctorates within the past two years;
no default dates may be used in such cases. If the month and year are listed on the curriculum vitae, add the
last day of the month to complete MM/DD/YYYY

e School Code - enter the school code, if known, or click the magnifying glass next to this field and search for and
select the school where the employee earned the degree specified. Important - If a school does not appear in
the list, enter the code "2000" for a US University and "1000" for a Foreign University and enter the degree
earned, the full name of the institution, its location (US state or country), and the complete date (MM/DD/YYYY)
the degree was earned in the “Comments” field.

0 Select the University code for any degree earned from a school within that University. For example, use
Columbia University and not Columbia College

0 For High Schools that do not appear in the list, enter the code “3000” for Other High School”

e School Description - this field displays the name of the school which defaults per the School Code selected.

e State - this field displays the State location of the school which defaults per the School Code selected.

e Country - this field displays the Country location of the school which defaults per the School Code selected.

Ensure the Highest Degree earned is selected in the
Highest Degree section and that it matches the Highest
Parson Education Level Education Level. Once a school code is selected, the
- Description, State and Country fields populate and cannot
*Highest Edueation Lavel| I-Masters Level Degree 1:’7 5
" . " l : be edited. If a change is needed, reselect the School Code.

Education - 01 - Highest Degree

Degree MA (o} School Code 2093 ]
Date Received 05/31/20M7 ] School Description COLUMBIA UNIVERSITY |
State NY Country USA |
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You may not know the school code and may find it easier to locate the school using the search engine. To find a

school by name, follow these steps:

1. Click the magnifying glass next to the School Code field

2. Ensure the lookup option is on "Advanced Lookup". It will be on the Advanced Lookup feature if you see the link
below the description field read "Basic Lookup”

3. Click the drop down arrow next to the "Description" field and select the word "contains" from the list. This will

allow for a more direct search

4. Enter any part of the school name in the "Description" field. It is best to use a more specific name in the school
name. Do not use a general word such as "University"

5. Click "Lookup"

6. Locate the school from the list that appears and click on either the School Code or Description link for the
school. The information will populate into the School Code and Description fields

Notes:

o A"%"is used as a wildcard symbol when searching in PAC. For example, typing, "flor%" returns results with
school names that include both "Florida" and "Florence"

e If there are multiple entries for a school, always use the most generic one (e.g., Columbia University, not
Columbia University School of Business.)

e Thereis a project underway to clean the list of schools. Morningside departments should contact Academic
Appointments for assistance and CUMC departments should contact CUMC Faculty Affairs for
assistance if unsure which version of the school name should be used.

e School Codes that begin with an "H" indicate hospitals. Do not select a hospital for the institution from

which a degree was received.

Look Up

View 100

H052328
HO053509
HO52330
4704

<
Search Resy .,

School Code D

Look Up School Code

School Code:| begins with v

Description:

DR | Stanford
ontains
not= ncel |Basic Lookup
<
== 1-40f4 () Last
between
in
STARFURDTHILD PSYCH CLINIC

STANFCRD UNIV AFFIL HOSP
STANFORD UNIV HOSP
STANFORD UNIVERSITY

Help
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Education Data Continued

Education - Accomplishment Fields

Continue entering additional degrees the employee earned in these fields.

e Inthe Academic New Hire template, you can enter additional degrees for a total of five degrees.
e Inthe Clinical New Hire template, you can enter a total of two degrees.

¢ Inthe Administrative New Hire template, you can enter a total of four degrees.

Note for clinical appointments. When an individual has both a Doctor of Medicine and a PhD, the highest education
level should reflect what is closest to being practiced. For example, if the individual is teaching, the PhD is listed as the
highest education level and as the highest degree. If the individual is in clinical practice, the MD is listed as the highest
education level and the highest degree.

| Persen Education Level ' ' |
| “Highest Education Level[ JDoclorate ] |
[ Education - 01 - Highest Degree |
Degree PHO  |Q SchoolCode2093 o
Date Received 05312018 6 School Description COLUMBIA UNIVERSITY
State NY Country USA
“Education - 02 - Accomplishment )
Degree| & ¥l SchoolCode| Q4
Date Received | 1||EI| Schwtnescliplbn:
State | ' Cn-unrry:
| Education - 03 - Accomplishment ]
Degrea'—'l School Cndu:Q
Date Received o Scheol Deseription|
State ] Country|
Education - 04 - Accomplishment _j
Degree] | SchoolCode| @
Date Received :—_!m School Dml:ripll'nn_'
State Country|
| Education - 05 - Accomplishment |
Degree] o SchoolCode| |q
Date Received | |l Scheol Description)|
Stata| ] Country|
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Tenure Data
Click the drop down arrow to the right of the field and select the employee's tenure status (required). Administrative

hires (including support staff, casuals and work study) should always be tenure status 6. As this is a required field, see
below for both academic and administrative hire selections. Please ensure Tenure is correctly selected.

Tenure Status Data Field Options:
e Tenure Status = 1. Tenured - is used for faculty who have tenure
e Tenure Status = 2. Tenure of Title - is used for faculty who have tenure of title
e Tenure Status = 3. Non-Tenured But on Track - is used for full-time faculty who are on tenure track
e Tenure Status = 4. Other Non-Tenured - is used for full-time faculty not on tenure track and all part-time faculty
e Tenure Status = 5. None - is used for Officers of Research and Student Officers

e Tenure Status = 6. Not Applicable - is used for Officers of Administration and Support Staff, Casual employees
and Work Study

Tenure Effective Date Field:

e Tenure Eff Date (Req'd for Tenure Status 1 or Tenure Status 2 only) - is required for faculty who have tenure
status equal to "1 - Tenured" or "2 - Tenure of Title". Enter the date the tenure was effective using this format
MM/DD/YYYY

Tenure Data

*Tenure Status Tenure Eff Date (Req'd | B
1.Tenured for1 W)

2.Tenure of Title or1or2 Only)
3 Non-Tenured But on Track
Complete University Title |4.Other Non Tenured
5.None

| Not Applicable

FIEE Y : Tkl
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Position Information

The employee's position number is a required field. All other fields in this section default based upon the position
number entered.

Position Information Data Fields:

e Position Number - enter the position number
e Position Title - this defaults based on the position number entered and cannot be changed

e Position Department Number (Position Dept No.) - the department number for the position. This defaults based
on the position number entered and cannot be changed

e Position Department Name (Position Dept Name) - the department name for the position. This defaults based
on the position number entered and cannot be changed

e Full/Part Time - the full-time or part-time status associated with the position. This defaults based on the position
number entered and cannot be changed

e Salary Grade - the salary grade for the position. This defaults based on the position number entered and cannot
be changed

e Work Location - a code that indicates where the employee is working. It defaults based on the position number
entered and can be changed if needed (Override Position Data box must be checked)

e Admin Department Number (Admin Dept No.) - the administrative department number for the employee based
on the position number entered. The template will route in the workflow to this department. This field can be
changed to identify an administrative department different from the position department if needed (Override
Position Data box must be checked)

e Admin Department Name (Admin Dept Name) - the administrative department name of the administrative
department number. This defaults based on the admin department number selected.

e Job Code - the job code for the position number entered and cannot be changed. This defaults based on the
position number entered and cannot be changed

e Standard Hours - the number of hours defaults based on the position number entered and cannot be changed

[ Positien Information |

*Position Number|10001045 Q, O override Position Data
Posilion Title AAssoclate Professer | Work Location 01 |
Fosition Dept Ho.[401110X | *Admin Dept No. 401110X |
Posltion Dept Mame A&S Ecanomics | Admin Dept Name A&S Economics |

“FulliPart Time[ Full-Time ] *Job Code 011100
Salary Grade FAC Standard Hours| 35.000000]
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Override Position Data (Override Administrative Department / Work Location Data)
Check this box when you need to designate that the position is administered by a department different from the

position department or that the employee is working in a location different from the one that defaulted with the
position number entry.

e The administrative department is where the approval will be routed.
=  For example, a faculty member holds an appointment in Economics but ISERP is the administrative
department or a faculty member is trained in the discipline of Medicine and the position is in a Medicine
sub-department but Surgery is the administrative department. The hiring paperwork should reflect if a
position should be administered by another department.

Check this box to overrida the location
cade or the routing of the template
|P-agi£m Ir:fanmalion -

“Paition Numbes [OD0T0AE %y 0 Ovartide Bosition Batz Tha lacation coda indicetes whare 1ha
h — . parzon ke working. Ta change the lacatlsn
PasHlan Tiida ASEclta | Weoak Locotion[21 = )
n i = | mestionf? - KX Chick the magnilying glass and zelect the
Pxaitian Dyl Wi, FOTEI0 | spdmin Dept Mo O0GDRE |3 carrect |ocatian fiom The izl
N
Po=iion Dentﬂam&m Economics | AMHMHM'&BBW
FuluPartTrmnIFull-TmE v “lab cm n:|11|nn - -
g L The admin department indicate s the

5.:|a.:g,- Grada FHG | mnuarﬂmurnl 25.002c0 department that handles the administrative

aspects gfthe position. Te change the
default rowting, enter the number for the
admin departme nt

Notes:

e The workflow engine routes the template based on the Admin Department indicated. If the template needs to
be routed for approval to a different department, check the "Override Position Data" box and enter the
department number where the template should route.

e If you check the "Override Position Data" box, be sure to enter the department number. Otherwise, the

transaction will route to the approvers in the defaulted position department and not to the administrative
department where you would like it to go.
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Complete University Title

The Complete University Title field is a free form field which is a mandatory entry for faculty, officers of research, and

officers of the libraries. No Complete University Title should be entered for student officers.

The position title and the position department should be combined to create the complete title (adhering to any

exceptions).

Reference the Enter a Complete University Title Guide on the in the HR Website for complete instructions and
examples including modified and unmodified titles for faculty, named professors, officers of research, officers of the

libraries, and multiple appointments (via paper process).

The Complete University Title should not have any abbreviations or symbols (e.g. “&”). Academic personnel with one
or more distinct titles (e.g., academic and administrative) should have these titles separated by a “semicolon” (e.g.,

Professor of History; Chair, Department of History).

Paosition Description and Department/School

Enter the Complete University Title that incorporates the academic/clinical officer’s

/

| Complete University Title ,
Compiata University  (hssistant Professor of Economics
Title

[ Position Information

*Pasiticn H.umh-erQ O Owverride Position Data
Position Title 'p‘ﬁwcfate Pml’essw | Work Location 01
Position Dept No. 401110X ' *Admin Dept No, 201110X
Position Uept Harne 'MS ECDMNCS Admin Depl Name AES Ecunomlcs
< FurL’PartThm [Full-Time \__| < J.gb c“.:@
#PS Salary Gtade:| I' Tl-' Standard Hours|

\1

Position Department Number and Name default from the Position Number entered

Note: For administrative positions, the generic description (e.g. Administrative Assistant, Billing Supervisor, Finance

Manager) is acceptable and does not require editing.
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Interdisciplinary Departments
In the Interdisciplinary Departments section, enter the department, if applicable.

Officers of instruction in a professorial rank who fulfill significant functions in more than one department orin a
department, an institute, or a center may hold interdisciplinary appointments.

There is one (1) section for an Interdisciplinary Department entry on the Morningside Academic Template and there
are two (2) sections for Interdisciplinary Department entries on the CUMC Academic Template.

Interdisciplinary Department Data Fields

o Effective Date - the effective date defaults to the date of hire once a department number is entered
e Department No. - enter the department number of the Interdisciplinary Department
e Department Name - this field defaults based upon the department number selected

Note: If an individual holds an Interdisciplinary Appointment, be sure to attach the Memorandum of Agreement as
one of the documents in the transaction.

Interdisciplinary Departmeant - 01

Effective Date| | Departmant N u.:t}_

Departmant Name|

&
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Compensation Information - Salary Information Section
There are two sections where compensation information is entered. Completion of these sections is dependent upon

the type of hire and the campus.

Salary Information Section

The first section is the Salary Information Section. Complete this section for academic/clinical hires whose
appointment has an end date. This section is not completed for administrative hires. For admin hires, leave this
section blank and continue to the next section.

Salary Information Data Fields:

e Period Salary - enter the salary amount here for the period of the appointment. If the period of the appointment
is equal to a full year, this number will equal the full base salary and the annual salary. If the period of the
appointment is less than a full year, calculate this number outside of the template and then enter that number in
this field. Use the Annualization and Periodization Calculator to assist you with this calculation. This cannot deal

with appointments of less than a month.

o Full Base Salary - enter the full salary amount the employee would earn if they were employed for a full year.

0 Compensation Rate (Annual Salary) — see next section.

e Appointment End Date - enter the date the appointment ends. This is a required field when a Period/Contract
Salary is entered. An appointment end date cannot be longer than one year and cannot be later than the visa
expiration date. Note: Tenured faculty should not have an appointment end date unless their visa expires within
the current year.

All three data fields must be Satary Information
d Ferlad Salary E5004.000000 Appointment End Data [[E0213 (]
entere T
_— [__e5000.000000) : =
Full Base Salan{ = £5000 000000 Hera is an example where tha academic
officer I3 hirad for a full year and the Perad
Salary and Full Base Salary are (he same
ameunt. Hire peried = THME -6/30/19
Salary
Period Salary [ 14166 666700] Appointment End Date 153172016 |5

Full Base Sala B5000.000041 ;
e “..__'.—— q Hera iz an la whara the 1tiz a pariod aflass

than a full year. The Period Salary is less than the Tull base
salary. Hire period = 4r11/18 - 531/18,
Annualization and Periodization Calculator || using te Annuaiization and Parisdization Calculator, the
Period Selary was datermined and entered inta tha termplats.

Period: Erterths Stad Data and End Data of tha pariod
Slan Date (mrdsipyyy _ 4012018 faooyph  Erd Dale imvsatond: _ O5B1EAE

Period Salary to Annual Salary
Enler Pengd Salary:  § 00000 10 find he Annual Sslary:  § 0.0000

Annual Salary o Period Salary

Enter fnnual Saary:  § 85, 00000 10 find the Parind Salary: S 14,166.6667
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Compensation Information - Job Compensation Section
The second section is the Job Compensation Section. In this section, enter information specific to the employee's

earnings. This is where the employee's pay is entered. This information feeds to Payroll and is used to calculate an
employee's regular earnings.

Job Compensation - Pay Components Data Fields:

Salary Type - click the drop down arrow to the right of this field and select the type of salary an employee
receives. Salary types include:

NAANNL = Annual Salaried Employees.

e For administrative hires, this choice is used for Officers of Administration and most Support Staff

e For Morningside academic hires, this choice is used only for tenured faculty and officers of the libraries who do
not have limited clearance

e For CUMC academic hires, this choice is used only for tenured faculty

CNTRCT = Contract Employees.

e For Morningside academic hires, this choice is used only for faculty with a tenure status of 3 or 4; officers of
research; student officers; and officers of the libraries with limited appointments

e For CUMC academic hires, this choice is used for faculty with a tenure status of 3 or 4; officers of research; and
student officers

LGHRLY = For HRPC Use Only

NAHRLY = Hourly Salaried Employees (Administrative Positions Only).

e For administrative hires, this choice can be used for Casual employees, Union employees or Non-Union Support
Staff

TBH Page 1 - Training Guide % PA(* August 2019

S EST. 2004 Page 48 of 109



Gi;? COLUMBIA UNIVERSITY
Human Resources

Template-Based Hires Page 1 Training Guide

Compensation Rate (Annual/Hourly Rate) - enter the dollar amount of the compensation (the employee/academic
officer's regular earnings) in this field. Enter two decimal places. Do not enter the "$" or commas. Paychecks are
generated using this number. If the salary is unknown, leave this section blank and an Approver will enter it. If this is

a "zero salary appointment”, leave this field blank. See next section for more information.

Compensation Frequency - this field defaults from the comp rate code selected and is used by the system to calculate
pay. "A" for "Annual" defaults when either NAANNL or CNTRCT is selected. "H" for "Hourly" defaults when NAHRLY is
selected.

Joi Compena g - Py Companears Heve aie thies esnmples of
“§n mﬁt:[ ‘I‘I ey Horle [Frea ) ot ] AnnusiMourly Rals sniliso | R
eyl [1 P T bt thin Corpaimslion Fraquenty
fiedd detmaits par the Rate selegted,
C ornpm paaiion &
S 1) A contractamphoyis with regular
&
Sols Carupanearkif - Pay DL pdrueity m.m '“
*Salry Type | Bt . £ e [ 21 As anniual salaiied emgloyes
ey Trp | R e s L ot
i pem e A $48 03000
lregeeery
3} An Rourly pakd smployes wizh
Jei Campenaiien - Pay Comgonaest ] . ragular earmiegd @ §12.50 par
* Iypa | WARRLY v s wwsine oty AT
Tailary Type | Paren w-"ﬂh:"m oo - -
s parsaion 17 ganGrated using Me Compiasanon
i g ..-" Ill § . ' !
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Compensation Information - Zero Salary and Zero Stipend Appointments

A Zero Salary Appointment is an academic appointment for Officers of Instruction and Officers of Research who work
part-time at the University and are not receiving a base salary.

Postdoctoral Research Fellows and Postdoctoral Clinical Fellows not receiving a stipend are also entered in TBH. If the
person does not yet have a Social Security Number, it needs to be submitted via a paper Nomination Form.

How does the system know that this is a Zero Salary Appointment or Zero Stipend Postdoctoral Fellow
Appointment?

e Select "CNTRCT" for the Comp Rate Code and do not enter a salary in the Compensation Rate field

¢ Inthe Comments box, enter a note stating that this appointment is "zero salary" or "zero stipend"

Zero Salary/Zero Stipend Appointments and Workflow

e At CUIMC, the 3rd Level Approver provides the financial review for appointments and does not review SO
salary/S0 stipend appointments. A SO salary/SO0 stipend appointment transaction moves directly to HRPC after
the 2nd level review and approval. The template will route directly from the Office of Faculty Affairs to the HRPC

Zero Salary Appointment Example

Fosilion Infarmatian

“Pasition Humber [1000TT1T [+% 0 Qverride Positon Data
Posilicn Tale Instuclor in Clin | Work Locaon 02 |
Position Dept No. [F56400% ] =Admin Dept No. TE5400X
Position Dept Rame NSC Meurossisnce | Adinin Dept Name WSC Neurcacience | Here is an example of a $§0 Salary Appointment

entry - page 1 of the hire template.

-sum-mmel@o
“Job Cods 113100 | 1} Enter the position

salory Grade FAC | Standard Howra | 500000 2} Enter “0" in the Pericd and Full Base Salary
Fields (note the “0" does not show) and

enter the Appointment End Date

Salary Information 3) Select “CHTRCT as the Comp Rate Code
Peciod Salary | Appointnent End Dotz PEG0Z01E @ and enter a “0”in the Compensation Rate
B ok Field {note the 0" does not show)
Full Base Salary | .
— -
Job Cormpensation - Pay Companenls
*Salary Type [CHNTRET - Com) thon Roda
i Q@EDD ety
Corr;m‘nsaﬂen A et
rUEnCy
Here is an example of the Salary Distribution
entry for a $0 Salary Appointment - page 2 of
Salary Dislribution - 1a | the hire template.
Comhbination Code [[0000 13005 o Funding End Date 0512015 i}
= T 1} Enter the “"Combination Code™ for the
Description 53410-URIUEG0E-T0073-RE2604) M funding [even though there are no actual
Combe Gode Department T564403 N5C Bruna Lab ] dollars allocated)
Comboe Cods Amount Percent of Distribution 100.000004] 2) Enter the Funding End Date
3} Enter “1007in the Percant of Distribution™
field
TBH Page 1 - Training Guide W C August 2019
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Position Inf ian
*Position Numbe:["D:IZﬁﬁ Q, U gverride Position Data Here is an example of a $0 Stipend
Pu;l‘[[on Title Posidoctoral Research Fellow Viork L tion 02 | Appointment entry - page 1 of the hire
Position Dept No. 756400X | “Admin Dept No. 756400X | template.
Position Dept Name NSC Neurosciance ] dmin Dept Name NSC Neurosciance | 1) Enter the “Fellow™ position
2) Enter"0" in the Period and Full Base
“FulliPart Time [Full-Time ] Salary Fields (note the 0" does not
"Job: Code 116100 show) and enter the Appointment End
Salary Grade RES ] Standard Hours | 35000000 Date

3) Select"CNTRCT” as the Comp Rate

. Code and enter a "0” in the

Salary Informaticn Compensation Rate Field (note the “0”
Pariod Salary o Appointment End Date |05r31,*2o19 C] does not show)
Full Base Salary .
"Jab Compensation - Pay Components
*Salary Type [CNTRCT ¥ Compensation Rate |
0 L o (Annust or Hourly R1)’
Campensation A |

Frequency

Here is an example of the Salary

Distribution entry for a $0 Stipend

Salary Distnbuton - 1a

Appointment - page 2 of the hire template.

Combination Code 1000013006 Q,

Deseription 54410-URJ06608-T00T3-RB2E04
Combo Code Dep

Funding End Date 053172013 3

7564403 NSC Bruna Lab
Combo Code Nnount:

Percent of Distribution 100.000000

1) Enterthe “"Combination Code forthe
funding (even though there are no
actual dollars allocated)

2) Enterthe Funding End Date

3) Enter 100" in the Percent of
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[-9 Validation
In the Validation of I-9 section, check the "Completion of I-9 Validation" box if the employee completed Section 2 of

their I-9. On or before the first day of employment, employees should complete Section 1 of the Form I-9 online and
electronically sign the form. Once Section 1 is completed, the list of acceptable documents for Section 2 are
presented. The employee is to bring the required documents to an I-9 Center at the University within 3 business days
of the start date or by the first day of their class for faculty on the Morningside campus in order to complete Section 2
of the I-9 in person. In the Comments area, note the date that Section 2 was completed: "I-9 completed
MM/DD/YYYY"

What is the I-9 form, and Why do Employees Need to Complete One?

An |-9 Form is the Employment Eligibility Verification Form required by the Department of Homeland Security (DHS) to
verify an employee's identity and eligibility to work. All employees receiving salary must complete this form and
provide valid original identifications. Employees are not eligible for pay until they have completed the I-9. For more
information, visit the U.S. Citizenship and Naturalization Services website, a branch of DHS.

How Do | Know if the Employee Completed the 1-9?

For departments that have Form |-9s completed in a central location (Kent, CUMC HR, Studebaker, etc.) this field will
be completed by a 1st or 2nd level approver who verifies I-9 in I-9 Management. If there is a completed I-9 in I-9
Management, then:

e 1st level approvers - check the "Completion of I-9 Validation" box
e 2nd level approvers - enter the date and a comment in the Comments box (as they cannot update the form)

For departments that are also I-9 centers, the Initiator or 1st level approver may check the "Completion of I-9
Validation" box upon verification by either verifying I-9 in I-9 Management or viewing the employee receipt of
completion. NOTE: The University does not keep copies of the employee's |-9 receipt nor should it be an attached
document for the hire.

Validation of 1-9

Completion of 19 Validation
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CU I-9 Service Centers

Morningside Campus:
e 210 Kent Hall
e 4th Floor Studebaker, 615 West 131st Street

Lamont-Doherty Earth Observatory: 205 Administration

Medical Center:

e CUMC Human Resources — Black Building, Room 101

¢ Medicine — PH 8 West Room 862

e Mailman School of Public Health — 600 W. 168th, 7th Floor
e Pediatrics — PH 17th floor — room 201

e Surgery — 21 Audubon Avenue, 2nd floor, Suite 209

e Psychiatry — 1051 Riverside Drive, Unit 5

e OB/GYN — PH 16021

e College of Dental Medicine — P&S 7th Floor
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Affirmative Action
In the Affirmative Action section enter the following information, as applicable.

e AA Clearance - click the drop down arrow and select one of the following: Full Clearance or Limited Clearance
e Effective Date - enter the effective date of the clearance. This should be on or before the employee's hire date

e Expiration Date - if the Affirmative Action Clearance is Limited, you will need to enter the Expiration Date of that
clearance. Full Clearance does not have an expiration date and thus does not require a date be entered

Is This Section Completed for all Employees?

This section is required for all administrative positions (all grades) and for all full-time faculty, officers of research,
officers of the libraries and certain postdoctoral appointments. Part-time academic personnel do not need clearance
so the section for them should be left blank.

Visit the Equal Opportunity and Affirmative Action website for more information.

How Do | Know if the Affirmative Action Clearance Process Completed?
e For administrative hires, the clearance type and effective date is listed in Jobs at Columbia (JAC)

e For academic hires, the clearance type and effective date is listed in the Recruitment of Academic Personnel
System (RAPS)

Affirmative Action

AA Clearance | Full Clearance ~
Effective Date 07/01/2014 x |5 Expiration Datej i)
TBH Page 1 - Training Guide ' August 2019
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Attach Documents
Attaching documents electronically eliminates the need to send paper documents between offices. You can attach as

many documents as needed to an employee's template-based hire form. In this step, you will attach the documents
that you scanned to your department secured drive. Refer to the Getting Started lesson for information on grouping
and scanning documents. Remember, original documents and scanned copies should be kept in the department for 3 -
4 months after confirming the person is hired into the PAC system. All attached TBH documents are retained in PAC
indefinitely and copies of any submitted document can be obtained through a request to the HRPC.

Be sure to attach all documents. HRPC will recycle the transaction back if any documents are missing. Also ensure
that the NYS 195 Form is completed correctly and is properly signed and dated.

Steps:

Attaching documents to a template is similar to attaching a document to an e-mail. You attach documents to the
transaction by accessing the documents you have scanned into your computer's encrypted local hard drive or the
department's secure share drive. You then can navigate to the saved documents and attach them to the form. To
attach documents, follow these steps:

1. Inthe attachments section of the hire template, indicate the attachment type by selecting the category from the
drop down list under attachment type

2. Click the "Upload" button
3. Click "Browse" and navigate to the folder where the scanned document(s) are saved

4. Select the document or package of documents to attach. The name of the attached file is shown in the attached
file window. E.g. R Jones_Hiring Documents

5. Click the "Upload" button
6. Click the "View" button to see the attached documents (to confirm the correct documents are attached)
7. Click the "+" button to add another row to attach additional documents

8. If needed, click the "-" button to delete attached documents
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Notes:

e Allow pop-ups from the Columbia site by making *ais.columbia.edu a trusted site on your computer. This allows
the PAC system to communicate with your computer and you can see the attachments

e Do not save documents with a very long title as this may "push out" the "+" and "-" buttons and thus not be able
to add more documents

e Refer to the Attaching Documents job aid in the Course Catalog (http://hr.columbia.edu/course-catalog/search)

on the HR Website for a listing of document categories and the order in which they must be attached

e Remember: Original documents and scanned copies should be kept in the department for 3 - 4 months after
confirming the person is hired into the PAC system. All attached TBH documents are retained in PAC indefinitely
and copies of any submitted document can be obtained through a request to the HRPC

Morningside Academic Hires Categories - there are two categories used for hiring academic personnel on the
Morningside Campus. They are the Academic Hiring Documents (AHD) and Academic Appointment Supporting
Documents (AASD). For guidance on the documents to include in each category and the order in which they must be
attached, please access the "Attaching Documents in Template Based Hire (TBH) Job Aid" on the HR Website.

Alwsys allow |
. * iaedu, [ oo e | Mare settings Ta view dacuments you attachad, allaw
Internet Explorer blocked & pop-up fram %.ce.columbiaedu Allowance || | Dptions for this site ~ | | g pap-ups from this site. Performthis step
before beginning entry.
g Fird s pening @ pprup i X Above example is the Internet Explorer
: = message and below is the Mozilla Firefox
Fawrifes~ | MainMena= > Warkiorce Administration = » Smar HR Template = » Smart HR Transactions Allan pop-ups o hristwehcocobmbizedy mass:ge,
[dit Popeug Bocker Optinrs..,
EIA,E Boritshaw this mesaage when pop-ups ar bosked
Show hitp: |umbia.edu i gty SITEDA..
Attachments Personalize | Find |v.ew.kll|[-_"-| |Ij First' 4 120122 Last
Seq  Attached File 0t Type sﬁ&"&““ ?}rﬂ‘:"”‘m Date Upload View
1 Peytor_Wilow_Hiing_Documents.paf Zeumen s [Ugead | [ Vew | =
2 Paylon_Willow_Tax_Forms.pdf ﬂ ] ?‘{;ﬁu‘w | Upload | T . Ble)
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Clinical Data Fields - For CUIMC Clinical Appointments
This module applies to individuals who have a clinical appointment. If the individual has a clinical appointment, the

data fields that capture clinical data must be completed.

Remember, the CUIMC Academic Hire and Rehire templates are used to hire or rehire ALL academic personnel at the
Columbia University Irving Medical Center. These templates are used for both clinical and non-clinical positions. For
clinical positions, complete the clinical data fields on the form. For academic appointments with no clinical role, the
clinical data fields are left blank.

The following lessons review the clinical data fields and how they are completed.

e For CUIMC Academic hires, if the hire is in a non-clinical position, you can enter information regarding any

research fellowships they completed

e If you process Administrative Hires or Morningside Academic Hires, skip this module and continue with the
"Comment Section and Review Entry" module
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Postdoctoral Data
There are two Postdoctoral Data sections where you can enter information.

e Training Type. Select the type of postdoctoral training the individual completed. The choices are: postdoctoral
clinical fellow, postdoctoral research fellow or postdoctoral residency fellow

e Start Date. Enter the start date of the postdoctoral training

e End Date. Enter the end date of the postdoctoral training

e School Code. Select the code of the school where the individual completed the postdoctoral training
e School Description. This field information defaults based upon the school code selected

e Program Code. Select the code indicating the type of postdoctoral program the individual completed
e Program Description. This field information defaults based upon the program code selected

Tip: School codes that begin with an "H" are hospitals and school codes that begin with an "I" are institutes.

Postdoctoral - 01

Training Type :PD-RSDCY Ow. School Code :H249135 @,
*Start Date 07/01/1995 5 School Description |4 GEN HOSP
*End Date 06/30/2002 5) Program Code PD-0330 Q
Program Description | EDICINE, GENEI

Postdoctoral - 02

Training Type PD-CLIN Q, School Code 2562 @,
*Start Date :mmnggg E'-; School Description [NEW YORK UNIVE
*End Date [06/30/2002 5 Program Code P0-0212 Q
Program Description |Gastros
TBH Page 1 - Training Guide ' August 2019
e g B.PAC ;

S EST. 2004 Page 58 of 109



@ COLUMBIA UNIVERSITY
Human Resources Template-Based Hires Page 1 Training Guide

Participation Data
In this section, click the drop down arrow to the right of the field and select the option that indicates the practice plan
membership the individual holds. Choices include:

e CFPO. Columbia Faculty Practice Organization
e |IPA. Individual Practice Agreement

e None

Participation

Practice Plan [ CFPO v
Participation

Voting Privileges
Enter the effective date and voting department in this section if the individual has faculty council voting privileges.

e  Faculty Council Voting Privileges. Check the box to indicate the individual has voting privileges
o Effective Date. Enter the effective date of the voting privileges
¢ Voting Department. Enter the department number where the individual has voting privileges

Note: Voting privileges for the individual are in the department specified in the Memorandum of Agreement (MOA).

Voting Privileges

Faculty Council Voting Privil.
Effective Date 07/01/2014 by Voting Department 7218101 Q,
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Appointment
In this section, enter the Non-Renewal effective date of the appointment for an individual whose appointment will not

be renewed, otherwise, leave blank. If this applies, the individual will also receive a letter of non-renewal. This field is
completed specifically for those who are in a one year appointment.

¢ Non Renewal Eff Dt. Enter the effective date of the appointment

Appointment

NonRenewalEtfpt |i)

Reciprocal Appointments - Cornell
The Home Institution is a required field and must be entered for individuals who have reciprocal appointments with
Cornell and also for those who do not. Enter into this field as follows:

e For employees who do not have reciprocal appointments, select "Columbia" as the Home Institution. Do not
leave the field blank

e For employees who do have a reciprocal appointment with Cornell, select either "Columbia" or "Cornell" as the
Home Institution to indicate the home institution. If Cornell is the home institution, be sure to select "Cornell"
from the list

Reciprocal Appeintments - Cornell

*Home Institution
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Hospital Affiliation
There are up to three Hospital Affiliation sections where you can enter information about where our faculty member is

practicing.

e Appointment Type. Click the drop down arrow to the right of the field and select the type of appointment the
individual holds. Choices include: Hospital Affiliate, Medical Service Agreement (MSA) or Reciprocal. If the
individual holds a reciprocal appointment with Cornell, "Reciprocal” will be selected here.

o Affiliated Hospital. Select the hospital where the individual holds the affiliation.

¢ Hospital Hire Date. Enter the hire date of the hospital appointment.

e Hospital Appointment End Dt. Enter the end date of the hospital appointment.

e Service Code. Select the service code that indicates the type of service performed for the appointment.
e Description. This field defaults based upon the service code selected.

e Hospital Title. Select the hospital title code that indicates the title the person holds at the hospital.

e Description. This field information defaults based upon the hospital title code selected.

e Position Effective Dt. Enter the hire date of the position.

e Admitting Privileges. Check this box if the person has admitting privileges at the hospital.

¢ Visiting Fellow Rotator. Check this box if the person is a visiting fellow rotator at the hospital.

e Cornell Univ Title. Select the Cornell University title, if applicable. Access the Cornell University Titles Job Aid on
the HR Website for more information.

e Description. This field information defaults based upon the Cornell University title code selected.

Hospital Affiliation - 01

Appointment Type | Hospital Affliate v

*Affiliated Hospital 003 Q Description [New York Presbytenan

Hospital Hire Date 07/01/2014 ) Hospital Appt End Dt 08/30/2015 )

service Code |42 Q, Description [Vedicine - Cardiology
HospltaITmesm Q Description l stant Attending
Position Effective Dt|07/01/2014 [
[] Admitting Privileges [ visiting Fellow Rotator
Cornell Univ Title | Q Description |
Hospital Affiliation - 02

Appointment Type | Hospital Affiliate v|

*Affiliated Hospital [033 Q Description [Stamiord Hospita
In this example, the physician practices at both Presbyterian and )
Stamford Hospitals. For the Stamford information, enter the
Hospital Affiliate and the Affiliated Hospital. The remaining fields
do not need to be completed.

Position Effective Dt ()
[ Admitting Privileges [ visiting Fellow Rotator
Cornell Univ Title Q Description I
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Reciprocal Appointments - Cornell

*Home Institution | Columbi V|

Hospital Affiliation - 01

Type[Reciprocal

Description [New York Presbyterian

Annt Cnd O [l

For those whose Home Institution is Columbia and they hold a
reciprocal appointment at Cornell, select:

“Columbia” from the Home Institution drop down list

“Reciprocal” from the Appointment Type drop down list

“NYP" from the Affiliated Hospital search list and

“The Cornell Univ Title” from the Cornell Univ Title search list - E.g.
“Adj Clinical Asst Professor”

Cornell Univ Title

=

Description |Adj Clinical Asst Professor

T T TOUTITOT

| Reciprocal Appointments - Cornell

| *Home Institution

\
[ Hospital Affiliation - 01

\\
Appoi R\

Type [Reciprocal

il

Afﬂl!amd Hospital 008

I

Description New York Presbylerian

Hospital Hire Date

Forthose whose Home Institution is Cornell and they hold a reciprocal

pp t at Columbia, select:

ServiceCode[ ]
pital Tile[ |

Position Effective Dt

“Cornell” from the Home Institution drop down list

“Reciprocal” from the Appointment Type drop down list

“NYP" from the Affiliated Hospital search list and

“The Cornell Univ Title” from the Cornell Univ Title search list - E.g.
“Assi Clinical Profi

Comell Univ Title Q

LI Visliing Fellow Rotator
Clinical Profe |
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Comment Section and Review Entry
Comment Section

If you would like to add a comment to the transaction that will be viewable to all roles (Initiator, Approver and HRPC),
you can do so by entering text in the Comments field at the end of page 1 of the form. The comment is visible when
the form is opened and viewed. The comment will not display in the approver worklist page. Comments are viewable
to all roles in the transaction workflow unless they are deleted. Once HRPC adds the employee to PAC, the comments
are removed from the transaction and are no longer viewable or retrievable.

Review Entry

An important step in the hire transaction entry process is to review and confirm the information entered before
moving to page 2 and submitting the transaction to an approver. To review entered data:

e scroll through page 1 of the template and confirm all entered information

e confirm that all required documents are attached to the template

Comments

Comments | You may enter comments here )

Retum to Previous Page

Save for Later Quit Without Saving

Goto Top of page
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Complete Financial Accounting Information on Page 2
Now that you reviewed and confirmed that the information on page 1 is correct, you are ready to move to page 2 of

the template where the Financial/Accounting information is entered.

e Click the "Labor Accounting" tab. Edits will run to check that all required fields were completed. Review any
error messages that appear and make any corrections, as needed

e Enter the Salary Distribution - required for template submission

e Enter any Additional Compensation payments known at the time of hire - not required for template submission

e If an additional compensation is added please note in Comments section, "Add Comp included"

Note:

Training on how to complete page 2 of the
Hire/Rehire templates is located on the HR
Website.

Print the Template

| Personal/ Job Data \I Labor Accounting I

Employee Information

Salary Distribution - 1a

Combination Code | 1000004677 =N Funding End Date 05/30/2015 B

Description |54 100-URDD33
Combo Code Department [41347102 A&S Cent

Combo Code Amount

Percent of Distribution [ 100.000000]

A Print button is located on the bottom of each page of a template. To print the template, click the Print button and a

new tab appears in the browser containing a "pdf" document of the printed version. Using the browser's print

command, you can print the template which is displayed in three pages.

Note that on the printed document the Social Security Number appears as XXX-XX-2345, with the first 5 numbers
masked and the last 4 displayed. Itis very important to make sure that the Social Security number entered on the

template matches the Social Security Number on the tax forms. Also make sure that the Social Security Number on all

tax forms match.

When the Print button is pressed, the template also saves any new entries made since the last time 'Save for Later'

was pressed.

| Save and Submit i

Save for Later

|| Quit Without Saving |

| Go to Top of page |

TBH Page 1 - Training Guide

August 2019

P, PAC

S EST, 2004 Page 64 of 109



@ COLUMBIA UNIVERSITY
Human Resources Template-Based Hires Page 1 Training Guide

Submit the Transaction
Now that the template is complete, you are ready to submit the form into the workflow for approval.

To do this, click on the "Save and Submit" button, then click "OK" to the Submit Confirmation message and the
transaction will electronically move into the Approvers worklist and will be removed from the "Draft Hires to Process"
section of your main page.

Once you submit the transaction into workflow, you cannot retrieve it unless the 1st level approver recycles it back to
you.

Eaweand Submi S tar Latar ] QuEwithaul 2ing

Submit Confirmation

GolnTopalpage |

“ The HirgMehire ransaclion hes veen sxved and senlto e TsLARDrRer nthe Home depamment1or ooyl

Terpls Jasad HirelSerke [Tariplzie Eawad H mRatine

el oy e g o e Tom s (P S W

ET

oAz Transaction submitted into warkflow andis no longer accessible from the initiator's "Transaciion in Frogress" section S

Initiator Notifications
As an Initiator you will receive an e-mail notification when a transaction that you created has the following action

made to it:
e Recycled to you (by your 1st level approver)
¢ Final Approval was received by the final approver and the transaction was sent to HRPC
e Denied (by any approver in your workflow or HRPC)
Where are the transactions now?
¢ Recycled - the transaction is in your Draft Hires to Process section for access and updating
e Final Approval - the transaction is in the HRPC work list
¢ Denied - the transaction is no longer accessible or retrievable

See the following sections for sample e-mail notifications and status screen prints
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Initiator Notification - Recycled Transaction
See below for a sample e-mail notification for a recycled transaction for employee "George Eliot".

From; haig Brekmibia ety Senlk Twe3/16/2000 447 P
Too dI2552 Boobumina.edu

cc

Subject: Hire or Rehire fransaction for Gearge Ellot Has Been Returned Tor Correctian

bl

The hirefrehire transaction for George Eliot has been returned for ywour review and correctlon. Inltiator pleasze
ravigw the transaction and make any necessary additions or corrections and resubmit it to the first approver.

This e-mail message was sent from a notiflcation-only address that cannot accept incoming e-mail. Pleasze do not
reply to this message.

Thank you.

Initiator Notification - Final Approval and Denied
See below for sample e-mail notifications of a transaction receiving final approval and sent to HRPC and one for a

denied transaction.

Transaction received final approval and was sent to HRPC worklist notification

From: hris@columbiaedu [hhs@columbiaedu] Sent: Wed 3717/2010 11:48 AM
Tae dI25 3@ colunsbia adu
Ce:
Subject: Final Approval Geanied for Mancy Newcombe Hire or Behire
Adtechments:
View As Web Page

The hire/rehine ieansaction for Nancy Meweombe has been approved by the final approver, The transaction has been
moved 1o the HRPC work list for final processing

This c-mail message was sent from 2 nodification-only address that cannot accept incoming e-mail. Flease do not reply to
this message.

Thank you

Transaction was denied by either an approver or by HRPC notification

Note: if this transaction was denied by HRPC the e-mail will be identical except that the end of the 1st sentence would
say denied “by HRPC.”

derk Tee TAGTI0 R Fd

Fram: s el a2

T 32520 Sealurisie #od

[

Sakjot Hac or Bxbis Traniaulian I Bud e Wels B Bsn anicd

Tha hire/rehire trassactins f2o Fodora Welty has hesn dended. This transactios casnnb he ensified oo furttar
precessed.  OF yeu wbtlll wish to Blee this dndivldosl, poo sust ireske & nee hirefrehire trassactlos.

Thiz ¢-mall mssage was SeoT From a reTiflcatlos.only address That canndt atcesdt Iscomlng <-mall. Pleass do not
regply To this message,

Thank yad.
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Initiator Status Page
On the Hire/Rehire Status page, you can see a snapshot of statuses for transactions you submitted. The statuses

include:
e Pending approval means that the transaction is in workflow and pending approval by an approver
e Requested means that the transaction is pending approval by the HRPC
e Cancelled means that the transaction was denied by an approver or the HRPC
e Processed means that the transaction was processed by the HRPC
Notes:
e You cannot access transactions from the status page. It is a snapshot of submitted transactions

e Thisis an Initiator status page. You can see transactions here that you submitted as an Initiator. If another
Initiator submitted the transaction, you will not see it on this page

e If you are also an Approver, you can see statuses of transactions in the Worklist Status Page and also the location
of transactions in the Workflow Status Page. See the Approver Lesson for more information on these pages

Access the Initiator Status Page

Access the Hire/Rehire Status page by clicking the link within the Job and Personal Information folder within the
Manager Self Service folder.

Sample View of a Template-Based Hire Status Page

The following fransactions ae panding, caneeled of have been processed By Human Resoung s,

HR Review Status [ Processed |
Template Eased Hire/Rehire Status Transaction Type | Al
Cancellad
T ion Status | Fending
The fallowing transactions are pending, canceled or have been processed by Human Re ransaction Status
Start Date From 03062015 |5 To 032562015 [
HR Review Status [All v
Transaction Type Al V] [ Remssn | | Cear |
Transaction Slatusl All V|
Start Date From [0122:2015 [ Ta 0271172015 | Transaction Status can be searched by type. All /
Cancelled / Pending and Processed.
Refresh | Clear |
Transaction Status (7 Personalize | Find [E0 103 Fist 0 1001 Last
Select Transaction Iype Effective Date Transaction Status Narme Person 1D Action
O Hire/Rehire 020012015 Pending Approval Walter Jones NEW Hire
Select Al Deselect All
Delate Selected Transatlions
Go To Hire/Rehire Transactions
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Additional Main Page Actions
In addition to selecting a template to initiate a hire or accessing saved and recycled transactions, there are additional

buttons and actions available to you on the main Template-Based Hire page that you can use to manage
transactions. Below is a visual and explanation of these options.

The "Delete Select Names" Button: Template Based Hire/Rehire
Clicking on this button will delete any (i | Select a hire template. A
transactions that were checked. Doing this will sewt Tempie s Tiansacion
. v
delete the transaction(s) and remove them - . L
from the Transactions in Progress section. This
feature is useful if it is decided that the (E— T = . A
employee will not be hired and you need to Transactions in Progress section; saved
. and recycled transactions are accessed
remove the saved entry. You can begin re- here. s
entry of the transaction, if needed, in a new = — = = e
\._ v
template. R ]
— k— \
To delete a transaction. Click the box on the line of the transaction
then press the “Delete Selected Transactions” button. This deletes
the selected transaction(s) and will remove your entry entirely and
cannotbe accessed again.
TBH Page 1 - Training Guide August 2019
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Check Your Understanding: Enter a New Hire - The Initiator Role

Fill in the Blanks/True or False/Yes or No/Short Answer/Post Lesson Activity:

1. Itisimportant to select the correct template at the initial selection because once data is saved into a template it
cannot be transferred into another template. You would have to begin the transaction over again, entering the
data in the correct template. TRUE or FALSE

2. Morningside/LDEO /Nevis/Manhattanville only. The Morningside Academic Hire and Rehire templates are used to
hire or rehire all academic personnel on the Morningside, Lamont Doherty Earth Observatory (LDEO), Nevis and
Manhattanville campuses. TRUE or FALSE

3. The Administrative Hire and Rehire templates are used to hire or rehire all administrative positions regardless of
campus. TRUE or FALSE

4. CUMConly. The CUMC Academic Hire and Rehire templates are used to hire or rehire ALL academic personnel at
the Columbia University Medical Center. These templates are used for both clinical and non-clinical
positions. TRUE or FALSE

5. CUMConly. For CUMC academic and clinical positions, are all clinical data fields on the form
completed? YES or NO

6. If you are hiring an employee for multiple jobs or a 2nd job, you can use the electronic hire or rehire
templates? YES or NO

7. If you are entering a new hire and the Social Security Number is currently in use by a Columbia University
employee, can the electronic hire template be used? YES or NO

8. Is a Mailing Address required for all hire entries? YES or NO
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11.

12.

13.

14.

15.

16.

17.
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What is a Check Address and Check Sequence
Code?

Must the entry of the highest education degree earned by the employee match the highest education
level? YES or NO

The Administrative (or Admin or Home) Department for an employee is

The Complete University Title field is a free form field which is an optional entry for all positions? TRUE or FALSE

The Rate field is where the employee's pay is entered. This information feeds to

and is used to calculate an employee's regular earnings.

Employees must complete Section 2 of their -9 Form within 3 business days of their start date? TRUE or FALSE

If you save a transaction to complete it at a later time, where is it saved and how do you access
it?

Can you access transactions from the Template-Based Hire Status page? YES or NO

What are three types of initiator notifications received from the system and where are the
transactions?

Post Course Activity:

Discuss the following with your supervisor/manager:

1.
2.

What employee types are hired in your department?

Are there any hiring specifics that | will encounter frequently? E.g. tenure types for different types of academic

appointments, dates used for partial year, partial semester or summer session academic hires.

If possible, review examples of prior hires
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Answer Key: Enter a New Hire - The Initiator Role

Below are the answers to the Check Your Understanding: Enter a New Hire in TBH - The Initiator Role questions:

1. Itisimportant to select the correct template at the initial selection because once data is saved into a template it
cannot be transferred into another template. You would have to begin the transaction over again, entering the
data in the correct template. TRUE or FALSE

2. Morningside/LDEO/Nevis/Manhattanville only. The Morningside Academic Hire and Rehire templates are used to
hire or rehire all academic personnel on the Morningside and Lamont Doherty Earth Observatory (LDEO)
/Nevis/Manhattanville campuses. TRUE or FALSE

3. The Administrative Hire and Rehire templates are used to hire or rehire all administrative positions regardless of
campus. TRUE or FALSE

4. CUMC only. The CUMC Academic Hire and Rehire templates are used to hire or rehire ALL academic personnel at
the Columbia University Medical Center. These templates are used for both clinical and non-clinical
positions. TRUE or FALSE

5. CUMConly. For CUMC academic and clinical positions, are all clinical data fields on the form
completed? YES or NO. The clinical data fields apply to individuals who have a clinical appointment. If the
individual has a clinical appointment, the data fields that capture clinical data must be completed. For
academic appointments with no clinical role, the clinical data fields are left blank. If the hire is in a non-clinical
position, you can enter information regarding any research fellowships they completed.

6. If you are hiring an employee for a multiple job or a 2nd job, can the electronic hire or rehire templates be
used? YES or NO. To hire someone into a multiple job/ appointment or 2nd job, submit a paper PAF, or
Nomination Form (for additional academic appointments or academic administrative appointments) for the
transaction.
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If you are entering a new hire and the Social Security Number is currently in use by a Columbia University
employee, can the electronic hire template be used? YES or NO. If there is a match and the SSN is currently in
use by a Columbia University employee, an error message will appear saying that this SSN is already in use for
an employee and will provide the Employee ID. If you receive this message, review what type of transaction
should be taking place: check that you entered the correct SSN, or if this is for a multiple job or appointment or a
2nd job, submit a paper PAF, or Nomination Form (for additional academic appointments or academic
administrative appointments) for the transaction, or, if the person is a rehire, take note of the Employee ID and
use the Rehire template to enter the transaction.

Is a Mailing Address required for all hire entries? YES or NO. A mailing address is the local home address of
employees, students, visiting faculty/researchers or non-resident aliens. Enter the employee's mailing address
only if the current address is different from the home/permanent address (otherwise leave blank). For people
on a visa, who have filed for tax treaty status, Mailing Address should reflect where they currently live locally in
the US.

What is a Check Address and Check Sequence Code? A Check Address is the delivery location for the employee's
check, usually the location of the Departmental Administrator. A Check Sequence Code indicates the

employee's department/location of the check address. The codes are based on the pre-7/2012 department
numbers. If you do not know the prior department number and address location, refer to the Check Sequence
Code Listing Job Aid) on the HR Website

Must the entry of the highest education degree earned by the employee match the highest education level? YES
or NO. Yes, they must match. Additional degrees entered need to be in chronological order.

The Administrative (or Admin or Home) Department for an employee is The administrative department for the
employee defaults based on the position number entered. The template will route in the workflow path for this
department. This field can be changed to identify an administrative department different from the position
department if needed

The Complete University Title field is a free form field which is an optional entry for all
positions? TRUE or FALSE. The Complete University Title field is a free form field which is an optional entry for
administrative positions and a mandatory entry for faculty, officers of research, and officers of the libraries. It

should not be used for student officers.

The Compensation Rate field is where the employee's pay is entered. This information feeds to Payroll and is
used to calculate an employee's regular earnings.
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Employees must complete Section 2 of their I-9 Form within 3 business days of their start

date? TRUE or FALSE. An I-9 Form is the Employment Eligibility Verification Form required by the Department
of Homeland Security (DHS) to verify an employee's identity and eligibility to work. All employees receiving
salary must complete this form and provide valid original identifications. Employees are not eligible for pay until
they have completed the I-9. For more information, visit the U.S. Citizenship and Naturalization Services
website, a branch of DHS.

If you save a transaction to complete it at a later time, where is it saved and how do you access it? On the "Draft
Hires to Process" section of the main page.

Can you access transactions from the Template-Based Hire Status page? YES or NO. You cannot access

transactions from the status page. It is a snapshot of submitted transactions.

What are three types of initiator notifications received from the system and where are the transactions? As an
Initiator you will receive an e-mail notification when a transaction that you created has the following action
made to it:

e Recycled to you (by your 1st level approver) - the transaction is in your Draft Hires to Process section for

access and updating

e Final Approval was given by the final approver and the transaction was sent to HRPC. The transaction is in the
HRPC work list

e Denied (by any approver in your workflow or HRPC) - the transaction is no longer accessible or retrievable
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Review a Hire Entry - The Approver Role
This is the Review a Hire Entry - The Approver Role lesson of the Template-Based Hires Page 1 course. Upon

completion of this lesson, you will be able to:

Template-Based Hires Page 1 Training Guide

e Access, review and perform the approver actions for a hire transaction

Note: If you are not an approver, you may continue the course by reviewing the topics, "1st Level Approver Actions"

and "Subsequent Level Approver Actions" to see what actions an approver can take on a transaction and how a

transaction can be recycled back to you. After viewing those topics, please continue the course beginning with the

"HRPC Review" topic which is in thi

s lesson.

Estimated Time to Complete Lesson: 20 minutes

required,
as many

Forelgm

Funding

Momingside \

Schoal Campus
fe======== jm=—=——= 1
] : | 1
] CUMC i | cumc | !
T JAead s | T Contraller
2™ Level | | LB ! ]
Raigwar [ : | 1
A T S ——
| When |
| requiredfor |
1 Academic :
I Agpoinlmanls |
_________ J
Department/School Campus
[ ===
] 2™ Loval 1 ! i
i Approver 1 1
1 i
= Lavel | 1 —| ! Frovost: =
'L [ Yowh 1
A I e
: Cahs H 1 required for 2
1 I I academic |
! Wihan ! | Appoirimenis 1
| applicabbe | 1 j

HRPC

approves of denies the transaction

Y¥e ara here in the workflow. The 1% level approverin the Admin (home) department:

+ yerifies the hirae is in line with the policies and procedures of the Linivaersity
reviews the data entered by the initiator to enzure it iz complete and accurate
confimes the required documents are attached

»  updates or recyeles the form to the Initator Tor updating any needed or missing
information
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Approver Levels and Workflow
Now that the hire template was submitted into the workflow, it is ready for review and approval. The first stop in the

workflow is at the 1st level approver in the Admin (or Home Department).
Do you recall what a workflow is and the roles, approval levels and actions an approver can make on a transaction?

A workflow is the routing of transactions based on rules. Workflow is used in PAC to obtain approvals and route
transactions. Access the TBH Workflow and TBH Roles and Actions lessons for reference on the specific roles, approval
levels and approver actions.

Access the Hire Transaction
Let’s practice reviewing transaction data and approving Initiator entries. The process begins by accessing transactions

in your worklist.
What is a Worklist?

The Worklist is a shared PAC page that displays all transactions pending your approval. All approvers in a department
can see transactions for the approval level held and per the department access. For example, a level 1 TBH approver
will see all Template-Based Hire transactions pending level 1 approval. A level 2 TBH approver will see all Template-
Based Hire transactions pending level 2 approval. When a transaction is routed in the workflow, it is put into the
worklist.

Access the hire transaction ready for your review
e You will receive an e-mail notification from PAC once there is a transaction ready for review. This notification is

part of the electronic workflow and is determined by the administrative department of the position being
hired. Click the link in the email to access the worklist

e Once you log in to the PAC application, you can also access your worklist by clicking on “Worklist” from the main
menu (either from the left side menu or the horizontal menu) or by clicking on “Worklist” from the toolbar

e Select the employee transaction you want to review by clicking on the link for that employee
e The “Hire Details” information appears for the hire transaction

Note: If there are several 1st Level Approvers in your department, the hire transaction will appear on all 1st Level
Approver’s worklists, for that department. If an approver opens a transaction and just looks at the data without
making any updates, and then closes the form, the transaction will remain in all 1st Level Approver worklists. If an
approver opens a transaction and makes an update to the form, saves the changes, but does not approve or recycle
the transaction and then closes the form, it will remain in all 1st Level Approver worklists. If two 1st Level approvers
happen to open the same transaction from the worklist at the same time, the approver who accessed it first will be
able to continue working. The other approver will receive a system message that they are unable to process the
transaction if they try to “save” or “save and submit.” Also, once a transaction has been approved, it will be removed
from all worklists for that level.
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e-mail notification to the 1st Level Approver that there is a transaction ready for review

When you receive the e-mail notification that there is a transaction awaiting approval, you can simply click on the link in
the e-mail and you will be brought directly to log in to your worklist. To access your worklist from within the
application, click the Worklist link from either the top or side menu or from the toolbar.

From: s Gokrstia,exha Serk Fi3A2EL0
T 42532 Brokumbia. sy var 2| Eovkerbis. ek hris-bes Brrkemue sy

73

Subject 1ire ar Rehirs Tranesction fos lack lanes dwaring dpproval

& hirefrehire transaction for Jack Jones has been subaitted and Es awalting your review and approval, Fleace click here
https:/Awoinerf.sis. columhia. edu 15188/ ns0/hrapef EMPLOYE E/HAMS /W HIREL 15T TCAC t bonaTCW cuboril 1 5t&He auahorkl 1 stéMarket «68LAPans] GrouakiancsHOTKLTST ta
log Enta your PAC work 1EST and review and spprove any peading Transaclions.

Thiz e-mail message wes sent from a motificetion-only address that canrot accept intoming e-nail. Please de not reply to thil Sagka

Thank yau. Acce:_ssmg the
worklist via the
email notificatioh

Wain Manu Accessing the worklist via the

Seif Service top navigation menu

Ravigste o your e service nlormalon and actviies.
L1 Pargons! nformason
1 Payrol and Compensston

?\ Manager Sell Service " — -
a;. Havigase b il SErvce i fomation e Accessmg the Faoiites — Main Manul- |
L3 Jot ana Parsongl b formaso = + .
i et il worklist via the laft PAC @ ‘Search Menu: ]
1 Compensation - - . - A
S side navigation menu por e 08 ®=
242 viorktorce Administration 01 seirdendce f
A\ Hire empioyees, acd non-empioykes, mantan personal and ot dala, admnisder gk .
L bar roat, abaencs and vglatan, T 1 mandoer Selr Senice v
[ Columisia Specilic [0 woreres Admipistratian '
[ Parsunsd nfuimsson .

[C1 HireRshine Employes

Wiorklist Stalus
Wiarklist
Wiorklist Details

3 Payrodl for North Amgfica
Haintain emgiyee paoghl niomation, peocess peyeks, colacd loxes and pocass
requirements.
[ Cobimisia Speci

L1 Reparting Taols
L1 PrapteToals

Y | viorkist [ cnange by Pasew Voo Status
gzﬂ:ﬁ‘;‘m:‘w‘"‘ e Iass Review Agdl Pay
= Workiat Mass Review Salary Dusi
9 =) ‘:‘;g Doty Mass Reviaw Cost Transtar

Favarites - | Main Menu -~ * Mznzger Seff Sendce = » Job and Personal Infarmation = * HireRehire Ermployes

PAC Accessing the Hossg Add 1o Favortes  Sign out
st L worklist via the

toolbar on the top
of the Home page
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Select the Transaction
From your worklist, select the hire transaction that you would like to review. Click on the employee’s name. The Hire

Template-Based Hires Page 1 Training Guide

Details for the transaction displays. Use the worklist columns to help prioritize your work. They can assist you in

selecting transactions that must be completed based on closing payroll dates.

You should check your worklist regularly to manage work items.

Template Hire Academic OMicars (CUC)
Organizational Relationship Employee
Country United States
Category Code Academic/Clinical Posilions

*Employee ID

*Job Eff Date (Hire Date) [02101:2015 |63

Action  Hire

Worklist
Worldist for ca_dl2532- Denize Luciana
EEEE WWorklis Filters
Workkst Hama
From Date Fram Wnrk Item Type of Trans Effective Dute
Luciana Renise 1EGZIE Level & Apprower Agd Pay Approal 11014
Luciana Denise  GEP20E Leval 3 Approwar A Pay Appraal WS
Lugiana,Denisa AzIENS Leval 3 Appraver  Add Pay Appraval QGENS
Lugian,Deriza Q272G Leval 3 Approver A Pay Approval 1201+
PAS Traning id 12172014 Lewel 1 Apprower Al Pay Home Dept Appreval 120162014
PAZ Training id 12182014 Leel 1 Apprewer Al Pay Heme Dept Appreval 120172014
PAS Traiming id 12222012 Lewnl 1 Approwtr A4 Pay Home Diept Appreal 120042012
Pac Trzning K (AT Lewnl 1 Approwmr Add Pay Home DeptApproaal 02016015
PG Traming b RER T B Leuel 1 Apprower Add Pay Home Dept Approal A0S
PAZ Traming AXBZNS Lavel 1 Approver Add Pay Home Dept &pproval QIS
Dieneze Luciang RSy i B Level 2 Approver HireRehire spprzzl 02052015
PAC Traming IO 0E0ZI5 Level 1 Approver HireRehite Home Dept Approval - 02012015
L apafunes ERELCEE] daveld e AL -3 E]
wersl Template Based Hire/Rehire 2182015
PACT] 2162014
Hame Walter Jones
F&ZT) 100172015
el The fellawing infarmalion is required bafare hiring of rehiring a Person. 012015

Jab Code

410
411190
4110

212900

Department
TRAINDZ
TRANDT
TRANGZ

TRANDZ

- [ Feed =
Pessanalice | Find | View Al |20 15 Frsp ™ 4220122 0 Last

Link Hame FTOT
2014-12-18.0 Gaerard Lauren F1
0123456, 0201 4-11-29, 0 Chaate Calhening F1
197954, Gersrglauren, 101EIETL O
U1 1!;0r . . Gerard Lauren FT
192952 Stevenson Shawng,
TOTEAEEE D S04 1 12 1 Stevanson Shawna  FT

StemnsonShawna  FT
Stesnson Shawna  FT
‘:21;;237!'.0_2;n'1a-nlz-?z.-n Tharmwsaed Mathaniel FT
22378 conte e INIAREL L. ¢ 0opp Michac) FT
‘2‘21;&;__1" a2l A0S, g, Micnacl FT
i,

Sullvan Steven FT
Smith Jahn FT
JonesWalles FT
Grant Gina T
FT
FT

Johnsen daanna

10283 @ levenson S
015 0 Stevenson,Shawna

012100
012100
012100
210400
210400
3m

010100
010100
T
314101

012900

V
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Filtering and Sorting the Worklist
Review The PAC Worklist web-based training module for more information on how to filter and sort the worklist.

Review the Hire Transaction Information
The first screen that appears is the Hire Details page. Here you are confirming that the employee's name, hire date

and position type data are correct. If the information is correct, click on the Continue button to review the rest of the
employee data. If the information is incorrect, you would also click on the Continue button as the options to recycle
or deny the transaction are on the following pages of the template.

You may not be aware of the exact hire date as you do not have the paper documents in front of you. The electronic
documents are accessed on the next page where you can confirm the hire date.

Let's go to the next page and access the supporting documents.

Access Electronic Documents
All data is reviewed for completeness and errors. To validate the information, compare the template data to the

source data. Recall that the required source documents were scanned and attached to the hire transaction. Here is
how to access and view the documents.

Scroll down to the end of the transaction to the Attachments section and click on the "View" button for each
attachment. The documents will appear in a separate browser window. You can toggle between the two windows,
adjust the size of each browser window to see both the template and the documents on one screen or if you have two
monitors, you can display the documents on one monitor while the transaction information is visible on the other

monitor.
Attachments Personalize | Find |viewan | B9 | First't 12002 % Last
Seq  Attached File Attachment Type 3“"‘;0'::""‘ Attachment Date Uplaad View
S - Click the View buttan next to each
1 Peyton_Willow_Hiring_Dotuments gdf e Upioad || [ View | HE attachment item and the
documents will appearin a
02012015 e T
2 Peyton_Willow_Tax_Forms. pdf 523PM | view || separate browser window

Note regarding viewing documents. Remember to allow pop ups from the Columbia site by making *ais.columbia.edu
a trusted site on your computer. This allows the PAC system to communicate with your computer and you can see the
attachments. Refer to the Attaching Documents Job Aid on the HR Website for information.
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Confirm Template Data
Now that the documents are viewable, scroll through the template to review and confirm each field of information

and that all required documents are attached. If documents are missing or you have additional documents to attach,
you may attach them to the transaction or recycle the transaction to the Initiator to attach. Ensure that the document
are clear and clearly readable. Reference the Attach Documents lesson for steps on how to attach documents.

Compare the entered template data to the attached documents to ensure accuracy and completeness.

Each template field of information can be confirmed with one of the attached documents. For example, home
addresses and Social Security Numbers appear on the tax forms; school and education information appears on
resumes or CVs, salary and additional compensation information appears on offer letters, etc.

Note regarding -9 data - verify that an |-9 has been completed.

e [f this box is checked that means the Initiator verified that the Form I-9 was completed

e If the box is not checked, verify that the Form |-9 was completed in I-9 Management, if you have access to I-9
Management

e If the Form I-9 was completed, check off the “check-box” next to “Completion of I-9 Validation”

e Remember to add the date that Section 2 was completed on the Comments section as "I-9 completed
MM/DD/YYYY"

Validation of I-9

Completion of 1.9 Validation

Remember that only the Initiator or 1st level approver in the home department can update a template. Therefore, if a
role other than the Initiator or 1st level approver in the home department confirms the Form 1-9 was completed, they
will enter a comment as they cannot update the form by checking off the “check-box” next to “Completion of I-9
Validation”.
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Add a Comment (optional)
Read through any entered comments and if you would like to add a comment you can do so by entering text in the

Comments field at the end of page 1 of the form. The comment is visible to all roles in the transaction workflow
(Initiator, Approver and HRPC), when the form is opened and viewed, unless they are deleted.

The comment will not display in the approver worklist page. Once HRPC adds the employee to PAC, the comments are
removed from the transaction and are no longer viewable or retrievable.

Comments

Comments | You may enter comments here @

Retumn to Previous Page

[ Save for Later Quit Without Saving

Go to Top of page

Review the Financial Accounting Information on Page 2
Now that you reviewed and confirmed the information on page 1, you are ready to move to page 2 of the template

where the Financial/Accounting information is entered.

e Click the "Labor Accounting" tab. Edits will run to check that all required fields were completed, if you happened
to make any changes to the data. Review any error messages that appear and make any corrections, as needed

e Confirm the Salary Distribution
e Confirm any Additional Compensation payments known at the time of hire - if applicable
Note:

Training on how to complete page 2 of the Hire/Rehire templates is located in the Course Catalog of the HR Website.

‘ Personal / Job Data |I Labor Accounting I

Employee Information

| Salary Distribution - 1a
Combination Code 1000004677 N Funding End Date (06/30/2015 Eﬂ

Description |=4 1W4-

Combo Code Department [4124102 A&S Cent

Combo Code Amnunti Percent of Distribution|  100.000000]
TBH Page 1 - Training Guide ' August 2019
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1st Level Approver Actions
At this point you reviewed and validated the information entered into the form and are ready to indicate the approver

action. You have 5 options available: Approve, Deny, Recycle, Save and Quit Without Saving.

Return ta Previous Page Approver Actions
Agprove || Deny | [ meeyme | | Save | | outwaneursavag |
Wiorkflow Stafus Detais
Ga to Top of page

Approve the Transaction — submit to the next level approver
Once you confirm that the information is correct, you are ready to approve the transaction and submit the form to the

next level approver for review. To do this, click on the Approve button at the bottom of page 2 of the transaction,
then click “OK”. The transaction will electronically move into the next level Approver(s) worklist and will be removed
from your worklist. Recall that this distribution process and access is determined by the established workflow.

e If a foreign department(s) is charged a portion of the salary distribution or additional compensation payment(s),
the template will route to the 1st level approver in the foreign department for each foreign department indicated
for review and approval

e If no foreign departments are indicated in the salary distribution or additional compensation sections, the
template will route to the 2nd level reviewer role, if established for the department, and to the 2nd level
approver in the home department at the same time

Deny a Transaction
If you determine that this hire transaction should not go through, you can deny the transaction, which will stop the

transaction and make it inactive. To do this, click on the Deny button. The transaction will disappear from all

worklists and cannot be retrieved.

Recycle a Transaction back to the Initiator
If you determine that there is information in the form that requires a change, you can make this change yourself or

you can send it back to the Initiator to make the correction. To do this, click on the Recycle button. The transaction
will disappear from your worklist and will be routed to the Initiator in your department who created and submitted
the transaction. When a transaction is recycled, the Initiator receives an e-mail notification that the transaction was
recycled. This notification does not include the reason for the recycle. Be sure to enter a comment to explain what is

needed.
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The Save Button
Clicking on this button will save any changes you made to the form without leaving the page. If you close out of the
form, it will remain in all 1st Level Approver worklists and include the changes made.

The Quit Without Saving Button
Clicking this button removes any data changes you made to the form since it was last saved. Any information you
entered, from the last time it was saved, will not be saved in the system and any documents you attached will be
removed. This action does not remove the transaction from the workflow; it simply brings you back to the form as it
was when it was last saved.

1st Level Approver Actions Diagram

The Approve, Deny, Recycle, Save, Quit Without Saving, Return to Previous Page, Workflow Status and Details buttons
and links are located at the bottom of page two (2) of the template. Below is a visual and a description of these
options.

Clicking 'Deny” woids the Hire Transaction and
the temiplate is no longer accessible. To deny a
wansactian, click the 'Deny” buttan and then click
the “Yes” button. Clieking the “No' button does

Jenplae Based Hire

WMessage not dt_;n'_.l the transaction and retume you to the Recyele Conmrmation
worklist
Clizk Was'io Cany T2 ansackion or He'loretum o your wardbs L0 ng 1'/ The bireiteh rinfoemetion Fes Lesn rewgcked.

Clicking ‘Recycle’ sende the ransaction back to

[ I | the Initiator to update information on the
template. To recycls a wansacton, click the

'Recyele’ button and then click the QK" button

Chicking ‘Retum to Previous Page'

returns you to page 1 of the lemplate /

1 !
u( er—r._______,.-

Ty [ [ | [ rere ] | Eave ] [ cutwinsssoving |

Go¥ Tooof paos

Cllcking ‘Quit Without Saving' removes any

= = \ data entered in the ransaction since it was.
Submit Confirmatign last savad. Also returnsyou to the main
age
V- The HireRenine b <acion has beensaved and s2n! e nad managertar appreval L

Clicking ‘Approve’ indicates your approval Clicking ‘Save' saves any changss made to
N and sends the transaction to the next level the form without leaving the page. If you
[Q'(_—— approver. Toappravea iransaction, click the close aut of the form, it will remain in all 15t
“Approve’ Butten and then cliek the 0" level appraver workizte and includa the
bButton changes made
Clicking "Workflow Status' displays Chicking ‘Details’ displays the
the location and status of the Empleves Name, Department,
tranzactanin the warkfow st the Catmbe Code{s) and ChanFields
appraver queusawhere the allocated to I the transacton
transaction residas
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1st Level Approver Notifications
As a 1st Level Approver, you will receive an e-mail notification when the following actions occur on transactions within

your workflow.

e Recycled to you (by any subsequent approver or HRPC)

e Submitted (by any Initiator in your workflow)

Template-Based Hires Page 1 Training Guide

e Final Approval was received by the final approver and the transaction was sent to HRPC

e Denied (by any approver in your workflow or HRPC)

Where are the transactions now?

e Recycled - the transaction is in your worklist for access and updating

e Submitted - the transaction is in your worklist

e Final Approval - the transaction is in the HRPC worklist

e Denied - the transaction is no longer accessible or retrievable

1st Approver

Notifications - Samples

Sample e-mail notification for a transaction recycled to a 1st Level Approver

Thark you,

Fiom Frafectmina. edu

Ta: 13 gockrina. wrhy; var 200 1gostiniua. wdu; hrotemt eobomina edu

e

Sukjeck Hire 6 Rghies BanuscHon far lark kanes Hac Gren Asbzmed for Coereclian

The Birefrehire tramgaction for Jack Jomes Fas been returned For your revles and orregtlen, Please review the transacilon and sake a0y mecessary
additions ¢ (perections and resubeir,

This e-pall nedssge was sept from a notitlcstlen-enly address thet canmot sccept Imcoping =-rail, Plesce o pot reply to thls sessage,

fere Pk

Sample e-mail notification for a transaction ready for 1st Level Approver review

rigm:
Ta

e
Subjed:

hre i i)
2532 Feohrbia. pchr i 2 Soobumbia wdu; v 320 LGxshunbia acig bra -lev! oo, rdu

kire ar Rerite Tiznsidion dor Reberd Swilh Amating fapioval

aeng Kan 1700

4 Biredrehire Lranzaclion for Bubery SmElh has Been subailied ond §5 ewalling your revies ond ppprovel, Plesse <lick here
httos! Mlwsaperf_ais. solughbia_adint 15180/ pealhe e FRELOYFE HAHS SO REL TAT P TCAST fan=TEW anwierk 11 sTaHEnI=kor k1 1S TAMarke T wbRl RPana ] Grouplars s WRKELIST T

Log 1NT0 Your PAC woek 115t and Pewies and appeove dny peNEINg TPEASACTIONG.
Thiz e-mail ressage was sent from 2 notificatlon-only address that cannet accept inconing e-mail, Flease do not reply to this message.

Thank yo.
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Sample e-mail notification for a transaction that received final approval and was sent to the HRPC

From: hris Ecolumbia, edu Senk:  Wlon 3152010 12:34 Fra
Ta: d2532Fcolumbis edu

e

Subject Final Appreval Granted Tor Jack lanes Hire or Rehire

[}

The hirefrehlre transaction far Jack lones has been approved by the final approver. The transaction has been
moved to the HRPC work list for final precessing.

This e-mail message was sent fron a notification-only address that cannot accept incoming e-mail. Please do not
reply to this message.

Thank you.

Sample e-mail notification for a transaction that was denied by either an approver or by the HRPC. Note: if this

transaction was denied by HRPC the e-mail will be identical except that the end of the 1st sentence would say denied
“by HRPC.”

Fram: breSocslurhbia,edu Sanlk  Mon 3452000 1102 AM
Ta: 2532 &ochumbis. edu

co

Subjech Hire of Rehire Transaction Tor Famela Jores Has Been Denied

vl

The hirefrebire transaction for Pamela Jones has been demled. This transactlion camnot be modified or further
processed.  IF you £till wish to hire this individwal, you must create a new hirefrehire transaction.

This e-mail message was sent from a notificaticn-only address that cannot accept incoming e-mail. Please do not
reply to this message.

Thank you
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Approver Worklist Status Page
In the Worklist folder, there is a page where you can see a snapshot of statuses for transactions in that

Worklist. There are three sections on this page which show you the following:

e Pending Transactions displays transactions that are pending approval by an approver or pending processing by
the HRPC

e Cancelled Transactions displays transactions that were denied by an approver or the HRPC

e Processed Transactions displays transactions that were processed by the HRPC

e You cannot access transactions from the status page. It is a snapshot of submitted transactions

e This is an approver status page. Transactions that appear on this page will be based on the department
access. Any approver who has access to a particular department (or set of departments) will see those template
transactions in their Worklist Status Page

¢ Inthe Pending Transactions section, the Status field will display either a "Pending Approval" or "Requested"
status for TBH transactions. "Pending Approval" means that the transaction is in workflow and pending
approval by one of the approvers in that workflow. "Requested" means that the transaction received its final
approval and is with the HRPC for final review and processing

e As an approver you can also see the location of transactions in the Workflow Status Page. See the Approver
Lesson for more information on these pages

Access the Worklist Status Page
Access the Worklist Status page by clicking the Worklist link within the three dot menu icon.

Subsequent Approver Reviews
The hire transaction was submitted into the workflow and approved by the 1st level approver in the home

department. Itis now ready for the next levels of review and validation. The next approval role to review the
transaction depends upon the type of hire and if foreign departments are charged for the salary or additional
compensation. Remember, each approval level is a touch point in the electronic workflow.

In the next steps of the process, the subsequent level approvers provide further review and confirmation of the
transaction information entered by the initiator and the 1st level approver and check the transaction for completeness
and errors.
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Let's recap the approval roles at Columbia University

Approver Role Additional Information

1st level approver
{administrative
department)

Foreign funding
approver(s)

2nd level approver

Graduate School of
Arts and Sciences
(GSAS)

The 1st level of approval in the workflow  The only role other than
—in the employee’s administrative (home) the Initiatorthat can
department update the template

1stlevel approvers not in the employee’s  Only review if providing

administrative department funding for regular
earnings or additional
compensation payments

School/department level at This is the final approval
Morningside/LDEQ. Campus level at level for administrative
cumcC. hires

Reviews student officer appointmentsfor  Morningside Only
the Arts & Sciences

3rd level approver Campus level This is the final level of
approval for academic
hires
Department School Campus
|
! |
cume | ! | [Tcume ] !
Acat Appls. T I
7% Leval = : Congs i
Feyiewer : ]
When :
requirad fior I
i Acadamic :
I Appoiniments
_________ I
|
—— HRPC
Dea mant'School Campus
__________ ————— — =y
""""""""" 2 Lewel ] ! i
i H Approver | H 1
- — |
:L ] ! |
il gsas |1 | When
1 1 ' | raquarad for
Morningside | Academic |

i When 1 | Appaintments |
y anplicabbe J 1 :

=

¥i'e are here in the workflow. The subsegquent approvers:

= werify the hire ks in line with the policies and procedures of the University

= review the data entered and approvedio ensura it is complete and accurate

* check the transaction for completensss and emmors

* recycle the form to the 15 level approver in the home department for updating ,if needed

* approve or deny tha transaction
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Subsequent Approver Review Steps
The steps to access and review a hire transaction are the same for all level approvers. Refer to the Review a Hire Entry

- The Approver Role Lesson for detailed information. Below is a brief step by step of the review process.

1.

Access the hire transaction from the worklist - pending transactions are located in your worklist and ready for

your review. A separate e-mail notification is not sent to 2nd or 3rd level approvers. A good practice is to access
your worklist periodically to assess your work and pending transactions

Review the hire transaction information - the steps to access documents and review a hire transaction are the

same for all approvers. Refer to the Review the Hire Information, Access Electronic Documents and Confirm
Template Data topics for detailed information. Remember that only 1st level approvers in the home department
can make changes to a template. Subsequent approvers can add a comment and recycle the form for correcting

Review the documentation for completeness - confirm that all required documents are attached

Add a comment - this is optional for approvals but necessary for recycles to explain the reason for returning the
form

Review the Financial Accounting Information on Page 2 of the Template - confirm the Salary Distribution and any

Additional Compensation payments - if applicable

Submit the form through the workflow - see the next section for subsequent approver actions

Subsequent Level Approver Actions
At this point you reviewed and validated the information entered into the form and are ready to indicate the approver

action. You have 5 options available: Approve, Deny, Recycle, Save and Quit Without Saving.

Feturn ta Previous Page AFIFITOUEFN:UOI'IE
Approve | | peny | | meeyse | | save | | outwanoutSaving |
Wiorkflow Status Detais
Ga to Top of page

Approve the Transaction - submit to the next Level Approver or HRPC
Once you confirm that the information is correct, you are ready to approve the transaction and submit the form to the

next Level Approver, or HRPC if this is the final approval, for review. To do this, click on the Approve button at the

bottom of page 2 of the transaction, then click “OK”. The transaction will electronically move into the next level

Approver(s), or HRPC, worklist and will be removed from your worklist. Recall that this distribution process and access

is determined by the established workflow.
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Deny the Transaction
If you determine that this hire transaction should not go through, you can deny the transaction, which will stop the

transaction and make it inactive. To do this, click on the Deny button. The transaction will disappear from all
worklists and cannot be retrieved.

Recycle the Transaction back to the 1st Level Approver
If you determine that there is information in the form that requires a change, you can send it back to the 1st Level

Approver to make this correction. To do this, click on the Recycle button. The transaction will disappear from your
worklist and will be routed to all 1st Level Approvers in the appropriate department. When a transaction is recycled,
the appropriate 1st Level Approvers receive an e-mail notification that the transaction was recycled. This notification
does not include the reason for the recycle. Be sure to enter a comment to explain what is needed.

The Save Button
Clicking this button saves any comments you added to the form without leaving the page. If you close out of the form,

it will remain in the worklists and include the comment.

The Quit Without Saving Button
Clicking this button removes any comments you added to the form since it was last saved. This action does not

remove the transaction from the workflow; it simply brings you back to the form as it was when it was last saved.
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Subsequent Level Approver Actions Diagram
The Approve, Deny, Recycle, Save, Quit Without Saving and Previous buttons are located at both the top and bottom

Template-Based Hires Page 1 Training Guide

of page 2 of the template. Below is a visual and a description of these options for approvers subsequent to the Level 1

Approver in the home department.

Message

Cligk Yas'1a Dany s fransaction or Mo ln remm o yzur mr-:is.}{qn:.

worklist

Clicking 'Deny’ voids the Hire Transaction and
the templateis no longer accessible. Todeny a
wansactian, click the 'Deny” buttan and then click
tha “Yes” button. Clleking the “No' button doas
not deny the transaction and retume you to the

Terplane Based Hrg
Recycle Confirmatian

[:;tea;__/fiu_'

Chicking “Retum te Previous Page'
returns you to page 1 of the template

& The bl rainloemaion Feg e roog bed.

Clicking 'Recycle’ sends the ransaction back to

the 1"t Level Approverto update information on
Bl the template. To recycle a rtansaction, click the

'Recycle’ button and then click the “OK™ button

e

1 Fi
|‘I,;
Approve [ Doy ] Ricycle Saue | | outwanees sovng |

WeerkTiow Shalus I
L

e

Submit Confirmatign

* The HireRerine bymsadion has bzen saved and szn

fhe nadt managarfar spproval

it wacs last saved. Alsoreturns you to the
main page

\, Clicking 'Quit Without Saving' rermoves any
commants éntared in the wansaction aince

e

Clicking “Approve’ indicates your approwal
and sends the tansaction to the next lewel
approver ar the HRPC if ihis is the final
approval. Toapprove 8 rangactlon, click the
“Approve’ button and than click the “OK"
button

Clicking “Save' saves any comments
entered in the form witheut keaving the
page, If you close out of the form, it will
remaln In the worklist and include the
comments

transaction residas

Clicking "Waorkflow Status' displays
the location and status of the
transactionin the warkflow and the
approver queusswhere the
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Subsequent Level Approver Notifications
As a subsequent approver to the 1st Level Approver, you will receive an e-mail notification when a transaction that

you approved or initiated has the following action made to it.

e Denied - by any approver or HRPC after you created or approved a transaction in your workflow. For example, if
you approve a transaction as a 2nd level approver, you will receive the denial notification e-mail if the transaction
is denied by a 3rd level approver or HRPC

Where are the transactions now?
e Denied - the transaction is no longer accessible or retrievable

Note on recycled transactions - If you or a higher level approver recycle a transaction, you will not receive an e-mail
stating that it was recycled. The transaction is in the 1st level approver worklist for access and updating and the 1st
level approver will receive an e-mail notification.

Sample e-mail notification for a transaction that was denied by either a higher level approver or by the HRPC.

Note: if this transaction was denied by HRPC the e-mail will be identical except that the end of the 1st sentence would
say denied “by HRPC.” You would only receive this e-mail if you created or approved the transaction and it was then
denied by a subsequent approver or HRPC.

Fram: Fri Seolumhia, edu Sank  Man 3152000 1102 AR
Ta: d2532&cohumbis.edu

Co

Subjac: Hire or Rehire Transaction Tor Famela Janes Has Been Denied

The hirefrehire transaction for Pamela Jones has been denled. This transaction cannot be modifled or further
processed. IT you still wish to hire this individual, you must create a new hirefrehire transaction.

This =-mail message was sent from a notificaticon-only address that cannot accept incoming e-mail. Please do not
reply to this message.

Thank you.
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HRPC Review
Now that the template has received all approvals, the transaction is in the HRPC worklist for the final review. If the

transaction is complete, the employee is added to the PAC system. For additional information on HRPC actions,
reference the HRPC and the Manage Hire Process topic.

Once an employee is added to the PAC system, you are able to access their information in MSS (Manager Self-
Service). You will also see that the employee appears on the Processed Transaction section of the Worklist Status
Page. Initiators will see this on the Hire/Rehire Status Page.

Department School Campus
e ettt | i ttattal jm====== i
x 1 Faraign 1 I 1 I
rr’/‘l~ pdmin Dot ) | gyning 1| ocumc || 1| cume | !
)| Inhistar i | I L Anprover = T |Acad Appts.[ I ™| contraller |
Lr=r—r=y—r—y—y—y ¥ Ney—y—p—y—y— ] 2" Laval 1
| 1 ; I | I I
: Foragn | | Revigwer : H L ____1
Furding |-+ I
I 1 I When i
CUmMC : Appns 1 : raquired for |
H When i : | Acadamic :
| required; | Appeinbments |
I samany o i
L 3snesded | |
HRPC
Department DapartmentiSehosl Campus
i in— C [Pee] 1
I BV 1
e Dept| 1| :;;‘E; | | Appraver [ ] 1 ! ]
Inksiator Apprower 11| porvar l 7 Laval | 1 —| ' 7| Provest
——————————————— LI | Ravi I 1 1 1
I - i I 1 H 1
Fureign 1 L 1
: Funding I | A:J Whenrc :
Morningside gE-=ip : { et |
| When | 1 i ! i
| raquiad; i | : Appoirdmeanis. i
| asmany : (I - ol B S, i
I_ 35 nooded

We are here in the workflow, The HRPC:
+  Reviews the transaction data and petforms the final hire entry

+ Completes the transaction by: adding the personal and job record to PAC and creating the tax set-up
for tha employea

+ Recycles the transaction. This action raturns the transaction to the 1st lavel approver if updates are
neadsd

+ Deny the transaction. This action denias a transaction and makes it inactive. Note: it is rare that
HRPC will denwy & tranzaction and will consultwith & level 3 approver
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Confirm the Employee is in PAC - Initiators
The transaction was sent to the HRPC team who performs the steps to complete the hire process and add the

employee's personal, job and tax data into the PAC system. As an Initiator you will know that an employee is added to
the PAC system once their name appears on the Processed section of the Template-Based Hire/Rehire Status

Page. Once an employee is added to PAC, an Employee ID is assigned and is viewable in the Person ID column. See
the "Initiator Status Page" lesson for a visual of the page.

Confirm the Employee is in PAC - Approvers
The transaction was sent to the HRPC team who performs the steps to complete the hire process and add the

employee's personal, job and tax data into the PAC system. As an Approver you will know that an employee is added
to the PAC system once their name appears on the Processed Transactions section of the Worklist Status Page. Once
an employee is added to PAC, an Employee ID is assigned and is viewable in the Person ID column of the Processed
Transaction section of the page. See the "Approver Worklist Status Page" lesson for a visual of the page.

Employee Information in Manager Self-Service
Once employees are added to PAC you can view their personal and job information in MSS if you have Manager Self-

Service access. There are several features from which you can locate employee data. To access MSS, first log in to
PAC and from the main menu navigate to Manager Self-Service.
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View Employee Personal Information
One way to view employee data in Manager Self-Service is through the View Employee Personal Info link. To access

this, first open the Job and Personal Information folder within the Manager Self-Service folder, then click on the View
Employee Personal Info link to retrieve the information.

The Employee Information page displays addresses, phone numbers, emergency contacts, job summary and other
information.

Here is how to access the Employee Personal Information Page in MSS:

1. Open the Job and Personal Information link within the Manager Self Service folder from the menu
Click the View Employee Personal Info link (the employee list as of today's date appears)

3. Change the date (if needed). The date defaults to today’s date and you can change it to an earlier date if you
want to see data from a prior time period for viewing non-active faculty and staff.** If the date was changed,
click the Refresh Employees button; the Employee List will refresh, displaying the active employees as of that
date

4. Click the Select button next to the employee’s name (the employee information appears)

View the Individual Job Summary
Another point of access to view employee data in MSS is through the Individual Job Summary page. This page is a link

within the Employee Personal Information but can also be accessed directly. To do this, first click on the Job and
Personal Information Page within the Manager Self-Service menu, then click on the Individual Job Summary link to
retrieve the information.

The Individual Job Summary page displays a summary overview of history on a specific position. On this page you will
see changes to position data, action reasons, effective and status dates, department and job codes and budgeting
information.
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Here is how to access the Individual Job Summary Page within the Employee Record:

1. Click the Individual Job Summary link from the bottom of the Employee Information page

Employee Information

Personal Information

EmplID 10183882 First Start Date 07/16/2012
Business Title:
Position AsstDir, Admissions 21112402 Department Training Dep
Job Code Director - ADMN 314101 Location Korningside
Company Columbia University cu RegularTemporary Regular
Business Unit Columbia Business Unit CUBUS FullPart Time Full-Time
Position Humber: 21112402 AsstDir, Admissions Annual Rate:  G5000.000
Position Dept1D:  TRAINO1 Salary Grade:
Contract Period Sak Appointment End Date:

Additional Information

Home and Mailing Addresses Indnidual Job Summary Birthday

Email Addresses
Phone Humbers Check Address

o

Emergency Contacts Interdisciplinary Appointments

Here is how to access the Individual Job Summary Page from the Menu:

1. Open the Job and Personal Information folder within the Manager Self Service folder from the menu
2. Click the Individual Job Summary link

3. Enter Employee data values into any of the available search fields

4, Click the Search button
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View Employee in a Personnel Action Report
Another point of access to view transaction effective dates for employees in MSS is through the Personnel Action

Report. This report lists employees in your department who had a transaction action date in the current month.

Note: In the first week of every month, only the preceding month's data is available. To do this, first navigate to the
Manager Self-Service Reports link within the Manager Self-Service menu, then click on the Generate a Personnel
Action Report link to generate the report.

The Personnel Action Report displays the Employee's Name, ID, Status, Department, Position, Annual Rate, Action
Reason Codes, Action and Effective Dates.

Here is how to access the Personnel Action Report within MSS:
1. Open the Manager Reports folder within the MSS folder
2. Click the Manager SS Reports link

3. Click the Generate a Personnel Action Report link
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Check Your Understanding: Review a Hire Entry - The Approver Role
Let's review the topics covered. Fill in the Blanks/True or False/Yes or No/Short Answer/Post Lesson Activity:

10.

Approvers access transactions to review via the

How does an approver review a Template-Based Hire Transaction? List the steps

How do you access the attached documents?

If an approver has already approved a transaction, why does it require another level of review?

Does a hire transaction always go to foreign funding approvers? YES or NO and WHY
Can you access transactions from the Worklist Status page? YES or NO

What are the four types of 1st level approver notifications received from the system and where are the
transactions?

Subsequent approvers receive the same system e-mail notifications as a 1st level approver? TRUE or FALSE

List the approver actions that can be made on the transaction once you have reviewed and validated the
template data.

Once adds an employee to the PAC system, you will be able to access their information in . You
will also see that the employee appears on the section of the Page

Post Course Activity:

Discuss the following with your team/supervisor/manager:

1. What are some examples of recycling a hire transaction?

2. Where do | locate the financial/accounting information for an employee?

3. How do | find the combo codes used by our department to charge an employee's earnings?

4. |If possible, review examples of prior hires
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Answer Key: Review a Hire Entry - The Approver Role

Below are the answers to the Check Your Understanding: Review a Hire Entry - The Approver Role questions:

1. Approvers access transactions to review via the Worklist. 1st Level Approvers receive e-mail notifications that

there is a transaction ready for review. Subsequent level approvers do not receive this e-mail. E-mail notification

is not sent to 2nd or 3rd level approvers. A good practice is to access your worklist periodically to assess your

work and pending transactions.

2. How does an approver review a Template-Based Hire Transaction? List the steps: 1 - Access the electronic

documents, 2 - Confirm all documents are attached, 3 - Review the transaction information - Compare the

template data to the source data, 4 - Add a comment - this is optional for approvals but necessary for recycles to

explain the reason for returning the form, 5 - Review the Financial Accounting Information on Page 2 of the

Template - confirm the Salary Distribution and any Additional Compensation payments - if applicable, 6 - Indicate

your approval action and submit the form through the workflow - Remember that only 1st level approvers in the

home department can make changes to a template. Subsequent approvers can add a comment and recycle the

form for correcting.

3. How do you access the attached documents? Scroll down to the end of transaction to the Attachments section

and click on the "View" button for each attachment. The documents will appear in a separate browser

window. You can toggle between the two windows, adjust the size of each browser window to see both the

template and the documents on one screen or if you have two monitors, you can display the documents on one

monitor while the transaction information is visible on the other monitor.

4. |If an approver has already approved a transaction, why does it require another level of review? All hire
transactions must have at least two different individuals approve the transaction.

5. Does a hire transaction always go to foreign funding approvers? YES or NO and WHY. TBH Transactions only
route to foreign funding approvers if earnings are charged outside of the admin (home) department.

6. Can you access transactions from the Worklist Status page? YES or NO. You cannot access transactions from the

status page. It is a snapshot of submitted transactions.
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What are four types of 1st level approver notifications received from the system and where are the
transactions. As a 1st level approver you will receive an e-mail notification when the following actions occur on
transactions within your workflow: 1 - Recycled to you (by a 1st level foreign funding approver, 2nd or 3rd level

approver in your workflow or HRPC and sent back to you for updating) - the transaction is in your worklist for

access and updating 2 - Submitted (by any Initiator in your workflow) - the transaction is in your worklist 3 - Final

Approval was received by the final approver and the transaction was sent to HRPC - the transaction is in the HRPC

worklist 4 - Denied (by any approver in your workflow or HRPC) - the transaction is no longer accessible or

retrievable.

Subsequent approvers receive the same system e-mail notifications as a 1st level approver? TRUE or FALSE. As a
subsequent approver to the 1st Level Approver, you will receive an e-mail notification when a transaction has

been Denied by any approver or HRPC after you created or approved a transaction in your workflow.

List the approver actions that can be made on the transaction once you have reviewed and validated the template
data. You have 5 options available: 1 - Approve. The transaction will electronically move into the next level

Approver(s) worklist and will be removed from your worklist. Recall that this distribution process and access is
determined by the established workflow 2 - Deny. The transaction is inactivated and it will disappear from all
worklists and cannot be re-accessed 3 - Recycle. The information in the form requires a change and you send it
back in the workflow for correction. A 1st level approver recycles to the Initiator and subsequent level approvers
recycle to the 1st level approver in the home department. Be sure to enter a comment to explain what is needed
4 - Save. Saves any changes a 1st Level Approver in the home department made to the form without leaving the
page. Subsequent level approvers can only add a comment 5 - Quit Without Saving. This removes any data

changes you made to the form since it was last saved. Any information you entered, from the last time it was
saved, will not be saved in the system and any documents you attached will be removed. This action does not
remove the transaction from the workflow; it simply brings you back to the form as it was when it was last
saved. Subsequent level approvers can only add a comment.

Once HRPC adds an employee to the PAC system, you will be able to access their information in MSS. You will also
see that the employee appears on the Processed Transactions section of the Worklist Status page.

Remember that as an approver you are verifying that the hire is in line with the policies and procedures of the
University and ensuring the transaction is complete and accurate.
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The Rehire Template
This is The Rehire Template lesson of the Template-Based Hires Page 1 course. Upon completion of this lesson, you will

be able to:

e Enter arehire into Template-Based Hire

e Recognize defaulted data

e Determine which data fields require update or entry
Estimated Time to Complete Lesson: 10 minutes

Note: Refer to the "Enter a New Hire - The Initiator Role" and "Review a Hire Entry - The Approver Role" lessons for
most of the practice entry exercises as the field entry is similar.

What is a Rehire

Use the rehire template to rehire someone who was previously employed by the University and who is returning to
work at the University. However,

For Morningside, Lamont Doherty Earth Observatory, Nevis and Manhattanville campuses:

e The rehire template should not be used for academic personnel (i.e., faculty, officers of research, officers of the
libraries and student officers) who have been terminated within the two past years.

e Faculty and officers of research who have retired from the University cannot be rehired as special lecturers or
special research scholars/scientists using the rehire template. A paper nomination form using the codes REH/MJB
must be used to rehire them.

For CUIMC:

. the rehire template is not used for academic personnel who are reappointed on rosters

When adding a rehire into the system, some of the rehire’s personal and job information which still exists in PAC will
be loaded into the template. This information is pulled into the template by simply entering the person’s Employee ID
(EMPLID) that was established when they previously worked at the University. When processing a rehire transaction,
you should confirm the uploaded data, updating any new information and also entering data where there are blank
fields (as needed).

Refer to the “Getting Started” lesson for information on how to obtain an employee ID.
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The Initiator Role
The preparation, required information, data entry and document attachment process you follow to enter a rehire into

the template is the same process used as when you are entering a new hire. It is important to select the rehire
template at the initial selection because once data is saved into a template, it cannot be transferred into another
template. You would have to begin the transaction over again, entering the data in the correct template.

The rehire template has an additional data field where the Employee ID is entered. This entry is what pulls the existing
information into the template.

Question: Do you recall how to determine if the person you are hiring is a rehire? Once you determine that the
person is a rehire, note the prior Employee ID.

Refer to the Enter a New Hire in TBH - The Initiator Role lesson for detailed information on access and field entry. The
following pages will provide the steps followed and highlight any differences regarding a rehire entry.

Access the Rehire Template
Now that you gathered the employee's information, you are ready to select a template and begin entry.

First, select a rehire template and create the transaction. Or, if the draft template was created by the TBH TalentLink
integration process, select the draft template from the Hire/Rehire Employee page.

Notes:

e Remember, it is important to select the correct template at the initial selection because once data is saved into a
template it cannot be transferred into another template. You would have to begin the transaction over again,
entering the data in the correct template

e The CUMC Academic Hire and Rehire templates are used to hire or rehire ALL academic personnel at the Columbia
University Medical Center, except those who are reappointed by the roster process. These templates are used for
both clinical and non-clinical positions. For clinical positions, complete the clinical data fields on the form. For
academic appointments with no clinical role, the clinical data fields are left blank

e The Morningside Academic Hire and Rehire templates are used to hire or rehire all academic personnel on the
Morningside, Lamont Doherty Earth Observatory (LDEO), Nevis and Manhattanville campuses, except those who
are reappointed by roster, and who have been terminated for less than two years

e The Administrative Hire and Rehire templates are used to hire or rehire all administrative positions regardless of
campus
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Template Based Hire/Rehire
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To Access and Select a Rehire Template:
From within the Transaction Template section, click on the look up button next to the Select Template field

Select the needed template from the search results list

3. Click “Create Transaction”
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Enter the Employee ID and Job Effective Date
When using the Rehire Template, the Employee ID (EMPLID) and Job Effective Date must be entered.

The Employee ID (EmplID) entry pulls the personal and job information that exists in PAC for the person and places it
into the data fields on the template. For a review of how to determine if the employee is a rehire and to obtain the
Employee ID, go to the Prepare to Enter a TBH Transaction topic in the Getting Started Using TBH lesson.

Note that on the Academic Rehire template only, the Action and Reason Codes default to Rehire/Contract Renewal.

Template Based Hira/Rahira

Tha fallowing Infarmadan ks requlrad before hirng or rehldng a Persan.
Template Rshirs Academic Cfficars (fMamingside)

Organlzational Relatlonship Employas

Country Unitad S1ates

Category Code AcademiciCEnical Positians

‘Empleyee ID i 223544 o

. Here is an example of a Morningside Academic Rehire

Jobr EFf Date (Hire D 00112018 o

i _'M i B TemplatefEnter Hire Details Screen. The Employee ID
Action Rehira must be entered along with the hire date.

Reason Code Conlract Renewal

[ Cantinue | Cancal |

If you enter an Employee ID for a person who does not exist in the system, an error message appears to change the
action to a hire. First, check the number to ensure it was entered correctly.

Category Code Acadamic/Clinical Poziligns

‘Employee 1D[11223344 Qal Message
Date (Hire Date) [04/01/2018 3§

Action Rehire

Plaase enlar a diffarent Person 10 or changa the Aclion 10 Hira. {1007 65)

The Person 1D you entered dees not currently exist in Ihe system. You cannot rehire a person who dogs nol
exisl in the system,

Reason Code Contract Renewal

Cancel

Recall from the Enter a New Hire in TBH - The Initiator Role lesson, that the hire date (Job Effective Date) is required
on the first screen once a template is selected. This date defaults to today's date and must be changed to the
employee's date of rehire/start of the appointment (if it isn't today's date). For a review of the definitions of the
defaulted field data on this screen, go to the Enter the Hire Details topic in the Enter a New Hire in TBH - The Initiator
Role lesson.
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Validate the Social Security Number and Employee ID for a Rehire
You are now at the Enter Employee Information screen. Before confirming and entering data into the template, the

system will perform a check to determine that the SSN and Employee ID match.

If the person was previously hired under a 'dummy' Social Security Number, the Rehire Template cannot be
used. Please print a PAF, update the Social Security Number and update the rest of the information.

Let’s take a closer look at the search performed in the system on the SSN and EMPLID.

When you enter a SSN and EMPLID into the rehire template and click 'Next', the system will perform a search to match
the EMPLID against the database. The following results are returned.

1. Ifthe EMPLID and SSN match, proceed with the transaction

2. If the EMPLID and SSN do not match, you will receive an error message asking you to check the SSN and EMPLID
and try again

3. If the EMPLID entered is not a valid 8 digit number or if the SSN entered is not a valid 9 digit number, you will
receive an error message saying the number is not valid and to please check it and try again

4. If the EMPLID only exists in the PSYCHE database (a retired legacy system that contains data for employees
terminated prior to 2002 and whose information is not in PAC), an error message will appear saying that this
EMPLID only exists on PSYCHE and that HRPC needs to process the hire. To complete the hire transaction, please
submit it via a PAF

Error Message Examples

The page at https://wwwperf.ais.columbia.edu:15100 says: ) ' x|

y.  The EMPLID and National ID do not match. (22100,43)
&en)
The EMPLID and National ID do not match. If you believe you received this message in error,
please check the EMPLID or National ID and try again. Otherwise, please contact your supervisor.

The page at https://wwwperf.ais.columbia.edu:15100 says: _ x|
[ The Format of the National ID Type PR for country USA has to be 999-99-9999, (13180,102)
The Farmat of the Mational ID has to be set as indicated For this National ID Type.
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Confirm Update and Enter Employee Information
Now that the system validated the SSN against the Employee ID, you are ready to complete the template fields. As

with the Hire template, fields noted with an ‘*’ are required information and must be entered. By entering the
Employee ID into the template, the person’s prior PAC data was pulled into the fields. Processing a rehire requires
confirming the data that pre-populated as well as updating or entering any new information.

Using the supporting documents for source information, perform the following on page 1 of the template:

1. Confirm the information that defaulted into the data fields on the form is correct. If it is incorrect, the field is
open allowing for changes. For example, an employee's home address appears. Confirm that this address is
correct. Ifitis, no edits are necessary. Ifit is not, simply enter the correct address in the field

2. Enter information that is new or changed on the form. Not all data defaults into the fields. Where the fields are
blank or needs to be revised, enter the data

For rehires, you are confirming that the information in the system is still correct and if not, updating it with current
information obtained from the source documents.

All data that is pulled into the template can be changed except for the EMPLID, Previous Position Data, Previous
Education Data, Previous Salary Information.
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The Education Section
Depending on the template, there are a set number of degree sections to enter into and also that display from the
Hire template. If the person has earned an additional degree or degrees since last working at Columbia, be sure to
enter them into the Education section. If the new degree results in a new Highest Education Level, be sure to also
update that field.

For Academic Rehire Templates
Five degrees can be displayed from existing education data in the system. These degrees are uneditable. If this

information is incorrect, do not use the template. Submit a PAF with the new appointment, correcting information on
the PAF. Previous degrees should be added/corrected in the "Comments" section. There is space to add three
new/additional degrees.

For Clinical Rehire Templates
Four degrees can be displayed from existing education data in the system. These degrees are uneditable. There is

space to add two new/additional degrees.

For Administrative Rehire Templates
Four degrees can be displayed from existing education data in the system. These degrees are uneditable. There is

space to add four new/additional degrees.

Refer to the Enter Employee Information topics for a description on the hire details fields.
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Additional Rehire Template Sections and Information
Previous Position Data

In the Previous Position Data section, the position data for the person’s last primary job defaults into the fields and
cannot be changed.

Previous Salary Information

In the Previous Salary Information section, Period Salary, Full Base Salary, Appointment Start and End Dates and
Action/Reason for the termination for the person’s last primary job defaults into the fields and cannot be changed.

Previous Compensation

In the Previous Compensation section, Salary Type and Compensation Rate for the person’s last primary job defaults
into the fields and cannot be changed.

Attach Documents Add a Comment and Review Template

Attach Documents

Attaching documents electronically eliminates the need to send paper documents between offices. You can attach as
many documents as needed to a template-based rehire form. Remember, only an Initiator or 1st level approver in the
home department can attach documents to a template.

Refer to the Attach Documents topic and the Attaching Documents Job Aid for information on how to prepare, scan
and attach documents.

Add a Comment

If you would like to add a comment to the transaction that will be visible to the approvers, you can do so by entering
text in the Comments field at the end of the form. Your approver will see this when the form is opened and
viewed. Note - the comment does not display in the approver worklist page.

Review Information

An important step in the template entry process is to review and confirm the information entered before moving to
page 2 and submitting the transaction to an approver. To review pre-populated and entered data, scroll through page
1 of the template and confirm the information in the data fields and that all required documents are attached.
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Complete the Financial Accounting Information
Now that you reviewed and confirmed that the information on page 1 is correct, you are ready to move to page 2 of

the template.

e Click the "Labor Accounting" tab. Edits will run to check that all required fields were completed. Review any
error messages that appear and make any corrections, as needed

e Enter the Salary Distribution - required for template submission

e Enter any Additional Compensation payments known at the time of hire - not required for template submission

e If an additional compensation is added please note in Comments section, "Add Comp included"

Training on how to complete page 2 of the Hire/Rehire templates is located in the Course Catalog of the HR Website.

Submit the Template to an Approver
Now that you completed page 2 of the template, you are ready to submit the form to an approver. To do this, click on

the “Save and Submit” button, then click “OK” and the transaction will electronically move into the Approvers worklist
and will be removed from the “Draft Hires to Process” section of your main page.

Refer to the Enter Employee Information lesson for detailed information on submitting transactions and additional
transaction options.

Review a Rehire Template - The Approver Role
The next steps to processing a rehire is for each approver to review the information that was submitted by the

Initiator and check for completeness and errors. Upon review of the template, it can be approved and submitted
through the workflow up to receipt by the HRPC Team for review and entry into the PAC system. Or, if needed, it can
be denied or recycled back into workflow for correction.

The review process and action steps approvers perform for a rehire transaction are the same as performed for a new
hire transaction. Refer to the Review a Hire Entry - The Approver Role for detailed information on how to complete
approver reviews.
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Check Your Understanding: The Rehire Template

Let's review the topics covered. Fill in the Blanks/True or False/Yes or No/Short Answer/Post Lesson Activity:

1. What is the definition of a Rehire?

2. The Rehire Template is used for all Academic personnel. TRUE or FALSE

3. What must be entered into the Rehire Template to pull the personal and job information that exists in PAC for the
person and place it into the data fields on the template?

4. What two fields, once entered, initiates a system search to confirm that they match for the employee in the
database? and

5. Do all data fields pre-populate with defaulted information in the Rehire Template? YES or NO

6. The Financial Accounting information on page 2 of the template does not need to be completed for
rehires. TRUE or FALSE

7. The review process and action steps approvers perform for a rehire transaction are the same as performed for a
new hire transaction. TRUE or FALSE

Post Course Activity:

Discuss the following with your team/supervisor/manager:
1. Approximately how many employees do we process in our department who are rehires?

2. |If possible, review examples of prior rehires
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Answer Key: The Rehire Template - Below are the answers to the Check Your Understanding: The Rehire
Template questions:

1. What is the definition of a Rehire? A rehire is someone who was previously employed by the University and is

returning to work at the University. As the person was previously employed here, he or she is considered a rehire

versus a new hire.

2. The Rehire Template is used for all Academic personnel. TRUE or FALSE. For the Morningside template - The
rehire template is not used for academic personnel who are reappointed on rosters or who were terminated
within the past two years. For the CUMC Clinical template - The rehire template is not used for academic
personnel who are reappointed via the roster process.

3. What must be entered into the Rehire Template to pull the personal and job information that exists in PAC for
the person and place it into the data fields on the template? The Employee ID (EmplID) of the rehire.

4. What two fields, once entered, initiates a system search to confirm that they match for the employee in the
database? Social Security Number and Employee ID (EmplID).

5. Do all data fields pre-populate with defaulted information in the Rehire Template? YES or NO. All fields are not
automatically pre-populated with prior information. Processing a rehire requires confirming the data that pre-
populated as well as updating or entering any new information.

6. The Financial Accounting information on page 2 of the template does not need to be completed for
rehires. TRUE or FALSE. A Salary Distribution is required for all employees. Once you review and confirm that
the information on page 1 is correct, you are ready to move to page 2 of the template where the salary
distribution is entered (required for template submission) along with any additional compensation payments
known at the time of hire (not required for template submission).

7. The review process and action steps approvers perform for a rehire transaction are the same as performed for a
new hire transaction. TRUE or FALSE

Course References

You can access the Lesson, Job Aids, Policies, and Procedures that were referenced throughout this course on the HR
Website.
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