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Part-Time/Temporary Workflow









PART-TIME AND TEMPORARY WORKFLOW



	OVERVIEW


	· The Part-Time Temporary Workflow is the electronic approval process to hire an employee in a part-time or temporary appointment, during which the documents are passed from one approver to another for action.  
· The contact for processing a part-time or temporary workflow is the Office of Human Resources, 606-783-2097.

	LOGIN
	· Enter user ID (7-digit MSU ID # preceded by the letter “m”).
· Enter password (MSU email password).

· Ensure database is set to “Production.”
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· Click “OK”. 

	MENU SELECTION
	· Enter XEMP in the Quick Access box. [image: image2.png]Quick AccessEMP | Eleo




· Click  “Go” [image: image3.png]Beo




· Select the appropriate workflow by entering “Y.”
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· Enter “Y” to show worklist item is complete. 
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· Click the “Save All” [image: image6.bmp] box on the toolbar at the top of the page.  



	POSITION REQUEST
(XPRQ)
	· In “Description,” enter the position title.
· In “Current Status,” enter NEW or select NEW from the drop down menu.  

· [image: image7.png]



· “Current Status Date,” will automatically be populated with the current date.  Change this date to the beginning date of employment.

· In “Existing Position,” enter the position schema, if known, for the position being requested.  If position schema is not available, enter “…(four digit department code)…, e.g., “…humr… (Human Resources department code).  
[image: image8.png]Request Number |G
Descipton [

[Ew R v

Curent Stalus
Curent Status Date.
Status Histoy/Date.

Z

Existng Positon | _puwe | |





· If you don’t know your four digit department code, you can locate the department code on MSU Web Page at the bottom of the page under “Directory”.  Click into “department” and locate your department.  They are in alphabetical order.
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· No entry required in “Proposed Position.”

· No entry required in “Proposed Title.”  
· In “Job Applicants,” enter the employee being recommended for hire.  You can enter the employee by three procedures:  By ID#, By Social Security Number or By Name.
· By ID.  Lookup Colleague ID number, (leading zeros are not necessary).  Example:  45678

· By Social Security Number.  Enter the number without dashes.  Example: 111223333

· By Name.  Recommend using partial name lookup (3-4 letters of last and first name).  A full name lookup is not recommended (Thomas Smith stored as Tom Smith).
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· On the “PERSON Lookup Screen” click the box by the appropriate individual and click [image: image11.bmp] “Save”.
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· “Job Applicants Record” will appear on screen.  Click “Save” [image: image13.bmp]and then “Update” [image: image14.png]Update record, Cancel ecord or Retum to ediing
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· If individual is not on database, exit workflow by clicking [image: image15.bmp]and contact the Office of Human Resources.

· No entry required in “Interview Checksheet.”

· No entry required in “Interview Results.”

· Enter comments if appropriate.  
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  After entering comments, select “Date/Time/Login Stamp” from the “Edit” menu.       [image: image17.png]Comments.

Bachelors degres reguired.
March 23 2008 08:59pm Cindy Thoupson




· Click [image: image18.bmp] Save and then update.
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· In “Approval Action,” enter “APP” or select “APPROVE” from the drop down menu.  [image: image20.png]Approval Action Approved






	
	· Click [image: image21.bmp] Save and then Update.”  
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· NOTE:  The XPRQ has been submitted to Human Resources for approval.  

	MTDL

(My To Do List)
	· Enter MTDL in the Quick Access box. [image: image24.png]Quick Access[MTOL ~| EdGo




· Drill down to the appropriate pending worklist item – PEEC or PEHR. 
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	PEHR / PEEC FORM
	If XPRQ approved, the system will analyze the job applicant’s  employment status .  Based on this information, you will receive a PEEC or PEHR form to complete by accessing MTDL (My To Do List). 

The PEHR form indicates that the job applicant has never been employed OR has been employed but their employment record is NOT active.

The PEEC form indicates the job applicant is employed (or their employment record has not been purged/terminated by HR).   

If not approved, the PREQ will be returned for further action on your MTDL.

	PEHR

(Personnel Employment Hiring Request)

PEHR Initiator Step
PEHR Financial Aid

PEHR Administrative Approval Step

PEHR Vice President Step
PEHR Human Resources Step
PEHR Budget Office Step

PEHR Initiator Checklist


	· Cursor will appear in “Position.”  Hit enter and position schema will appear.
· To ensure that you have selected the correct job title based on position schema and the General Ledger account, drill down into the position. [image: image26.png]Posiion
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· To ensure that the GL number associated with this position is correct, drill down into the Position Pay Information.
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· From The “PYIS” (Pay Information Screen), drill down into the first entry of the Pay Information Screen.  

                       [image: image29.png]



· After drilling down into the first entry, you will receive a menu item to select the Pay Funding Information.
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· Select “PPFI” Pay Funding Information to ensure that you have selected the right GL Number associated with this position.
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· After ensuring that the GL is correct, click the [image: image32.bmp] box until you return to the PEHR or PEEC.

· In “Appointment Reason” enter ‘NHR’ or choose “New Hire” from the drop down menu.  
· [image: image33.png]Appointment Reason




· “Start Date” will automatically be populated with the beginning date of employment entered on the PREQ.  [image: image34.png]Start Date §




· In “End Date” enter the date employment will end.  [image: image35.png]EndDate | _ 05/26/08 |




· In “Employment Status” choose the appropriate part-time or temporary status from the drop down menu. 
     [image: image36.png]Employment Status




· “Workload Percent” automatically populates with 100.  If employee’s position is staff exempt, enter the percentage of time the employee will work.  If employee’s position is nonexempt, leave at 100.

· No entry is required in Grade/Step.

· In “Hourly Rate” enter hourly wage or contract salary for the period of employment.  [image: image37.png]



· In “Contract Length/Units” enter the hours per week or the contract period and choose the appropriate work schedule in the adjacent box.  [image: image38.png]Contract Length/Units | 20.00 (8] | HPW Hours per week.




· In “Comments” enter information regarding the terms of employment.  After entering comments, select “Date/Time/Login Stamp” from the “Edit” menu. [image: image39.png]Comments
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· Click “Save” [image: image40.bmp]and then “Update”

· “Interview Checksheets” will automatically be populated with ‘No.’

· In “Approval Action” enter ‘APP’ or choose “Approved” from the drop down menu.
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· Click on “Save All”.  [image: image42.bmp]
· Approved PEHR will be forwarded to the Administrative Approver’s My To Do List (MTDL) or to the Financial Aid’s MTDL if a student.
· If individual recommended for employment is a student, the PEHR will go to Financial Aid for approval.  If not a student, the PEHR will skip the Financial Aid  step.
· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEHR enter “REJ” or choose “Rejected” from the drop down menu.

· [image: image44.png]Approval Action | APP Approved v




· If rejected, the PEHR will be returned to the Initiator and an explanation must be provided in “Comments.”
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· Click on “Save All”.  [image: image46.bmp]
· If approved, the PEHR will be forwarded to the Administrative Approver’s MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
[image: image47.png]Pending Worklist tems

s

Escalate  Reminder tem Created Assignment
Priority Warkiow Iniiator Warkllow Age Private Wel
[ ] | 031808 DBGCA |





· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEHR enter “REJ” or choose “Rejected” from the drop down menu.

· [image: image48.png]Approval Action | APP Approved v




· If rejected, the PEHR will be returned to the Initiator and an explanation must be provided in “Comments.”
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· Click on “Save All”.  [image: image50.bmp]
· If approved, the PEHR will be forwarded to the Vice President’s MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the, enter ‘rej’ or choose Rejected from the drop down menu.
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· If rejected, the PEHR will be returned to the Initiator and an explanation must be provided in “Comments.”
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· Click on “Save All”.  [image: image54.bmp]
· If approved, the PEHR will be forwarded to Human Resources’ MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP”or choose “Approved” from the drop down menu.  To reject the PEHR, enter “REJ” or choose “Rejected” from the drop down menu.

            [image: image56.png]‘Approval Action




· If rejected, the PEHR will be returned to the Initiator and an explanation must be provided in “Comments.”
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· Click on “Save All”.  [image: image58.bmp]
· If approved, the PEHR will be forwarded to Budgets MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “FA” or choose “Final Approval” from the drop down menu.  To reject the PEHR, enter “REJ” or choose “Rejected” from the drop down menu.
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· If rejected, the PEHR will be returned to the Initiator and an explanation must be provided in “Comments.”
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· Click on “Save All”.  [image: image62.bmp]
· If approved, an Initiator Checklist will be forwarded to the Initiator’s  MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Employment Offer Accepted” Enter “Y” (Yes) or “N” (No).  If “N” (No), email will be sent to all prior approvers that person did not accept offer of employment.

· In “Retiree of KERS,” “Retiree of KTRS,” and “KTRS Retiree-Public School,” enter “Y” (Yes) or “N” (No).  

· In “Has this worklist item been completed” enter “Y” (Yes). [image: image64.png]WANLMC-Worklist Manual Canfirmation
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· Click on “Save All”.  [image: image65.bmp]
· Once the worklist has been completed, this item will fall off the Initiator’s My To Do List (MTDL).
· The initator will follow the same steps in“LOGIN”, “MENU SELECTION”, “POSITION REQUEST”, and MTDL (My To Do List) as stated above on Pages 1 through 5.
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	· 

	PEEC (Personnel Employment Changes)

PEEC Initiator Step
PEEC Financial Aid

PEEC Administrative Approval Step

PEEC Vice President Step

PEEC Human Resources Step
PEEC Budget Step
PEEC Initiator Checklist
	· “New Primary Position” will automatically be populated with the position schema.  [image: image67.png]LENZUENY 405-0FFWORHUMR Office Worker (OHR) [l




· In “Old Status Change Reason” enter “PTR” or choose “PT/Temp Rehire” from the drop down menu if the individual is returning to employment.  Enter “PTE” or choose “PT/Temp Extension” if the employment is being extended with no break in service.
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· In “New Appointment Reason” enter “PTR” or choose “PT/Temp Rehire” from the drop down menu if the individual is returning to employment.  Enter “PTE” or choose “PT/Temp Extension” if the employment is being extended with no break in service.

            [image: image69.png]



· In “New Start/End Date” the start date will automatically be populated with the beginning date of employment entered on the PREQ.  Enter the date employment will end in the adjacent box.  [image: image70.png]06/30/08





· In “New Status” enter the appropriate part-time or temporary status from the drop down menu.  [image: image71.png]New Status b




· “Workload Percent” automatically populates with 100.  If employee’s position is staff exempt, enter the percentage of time the employee will work.  If employee’s position is nonexempt, leave at 100.
· No entry is required in Grade/Step.

· In “Hourly Rate” enter hourly wage or contract salary for the period of employment.  [image: image72.png]Hourly Rate




· In “Comments” enter information regarding the terms of employment, i.e. hours worked per week, percentage of time worked.  (Note:  “Comments” is a required field on the PEEC.) After entering comments, select “Date/Time/Login Stamp” from the “Edit” menu. [image: image73.png]Comments
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· If you don’t enter comments regarding hours worked, etc., you will receive the following message.  [image: image74.png]Yo must enter the rumbe of hours per week for houy emplogess,
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· Click “Save” [image: image75.bmp]and then “Update”
· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.
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· Click on “Save All” [image: image77.bmp].  

· Approved PEEC will be forwarded to the Administrative Approver’s My To Do List (MTDL) or to Financial Aid’s MTDL if a student.

· If individual recommended for employment is a student, the PEEC will go to Financial Aid for approval.  If not a student, the PEEC will skip the FinancialAid step.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEEC enter “REJ” or choose “Rejected” from the drop down menu.

· If rejected, the PEEC will be returned to the Initiator and an explanation must be provided in “Comments.”  [image: image79.png]‘Yo must enter comments elated t tis emplopment action request,
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· Click on “Save All” [image: image80.bmp] .  

· If approved, the PEEC will be forwarded to the Administrative Approver’s MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEEC enter “REJ” or choose “Rejected” from the drop down menu.
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· If rejected, the PEEC will be returned to the Initiator and an explanation must be provided in “Comments.”  [image: image83.png]ou sttt comrts g o s cnplymerbpton et
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· Click on “Save All” [image: image84.bmp].  

· If approved, the PEEC will be forwarded to the Vice President’s MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEEC, enter “REJ” or choose “Rejected” from the drop down menu.
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· If rejected, the PEEC will be returned to the Initiator and an explanation must be provided in “Comments.”  [image: image87.png]“You mustenter commerts relat] 1o this employment acton request.
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· Click on “Save All” [image: image88.bmp].  

· If approved, the PEEC will be forwarded to Human Resources’ MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Approval Action” enter “APP” or choose “Approved” from the drop down menu.  To reject the PEEC, enter “REJ” or choose “Rejected” from the drop down menu.
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· If rejected, the PEEC will be returned to the Initiator and an explanation must be provided in “Comments.”  [image: image91.png]‘Yo must enter comments elated t tis emplopment action request,
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· Click on “Save All” [image: image92.bmp].  

· If approved, the PEEC will be forwarded to Budgets’ MTDL.

· Drill down to the appropriate pending worklist item.
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· In “Approval Action” enter “FA” or choose “Final Approval” from the drop down menu.  To reject the PEEC, enter “REJ” or choose “Rejected” from the drop down menu.
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· If rejected, the PEEC will be returned to the Initiator and an explanation must be provided in “Comments.”  [image: image95.png]‘Yo must enter comments elated t tis emplopment action request,
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· Click on “Save All”.  [image: image96.bmp]
· If approved, an Initiator Checklist will be forwarded to the Initiator’s  MTDL.

· Drill down to the appropriate pending worklist item on MTDL.
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· In “Employment Offer Accepted” Enter “Y” (Yes) or “N” (No).  If “N” (No), email will be sent to all prior approvers that person did not accept offer of employment.
· In “Retiree of KERS,” “Retiree of KTRS,” and “KTRS Retiree-Public School,” enter “Y” (Yes) or “N” (No).  

· In “Has this worklist item been completed” enter “Y” (Yes). [image: image98.png]WiWLMC-Worklist Manual Canfimation
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· Click on “Save All”.  [image: image99.bmp]
· Once the worklist has been completed, this item will fall off the Initiator’s My To Do List (MTDL).
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