CHRIS-HR
Classified Human Resources Information System

Welcome to the University of Wisconsin - Madison Classified Vacancy & Position Description
Entry System.

Introduction

The Classified Human Resources Information System - HR (CHRIS-HR) system is a web-based
application system built under the auspices of Classified Human Resources (CHR) within the Office of Human
Resources at the University of Wisconsin - Madison.

The purpose of the CHRIS-HR system is to automate and facilitate entry, update, hiring and other
processing of position descriptions for positions at the UW - Madison. The intent of developing and implementing
this system is:

- to provide consistency in PD structure across campus.

- to allow all campus staff access to PDs created in any division for
reference or to use as a template for creating similar positions.

- to expedite the processes of approving and filling positions,
reclassifying positions, and updating position descriptions by reducing
the paper flow between the various offices while making electronic
versions of the information available to the approval staff immediately
upon position description entry.

- to reduce the amount of paper generated during the lifecycle of
position description creation and approval.

- to allow both current and prospective employees the ability to review
position descriptions online for vacancies.

The primary users of the system are UW - Madison supervisors, department and division Human
Resources staff, and CHR staff.



Overview of the Position Description System

1. MENUS

A. CHRIS-HR takes advantage of a menu bar at the top of the various screens. The design mimics
the standard menu layout of Windows-based applications; e.g., Edit contains Create New, Save, Print, and Exit,
among other options; Window displays all windows that are open and is helpful in locating windows that are
hidden or minimized.

B. The various options are available depending on the screen that is displayed, the authorization of
the person logged on, and the status of a given record.

C. System users should familiarize themselves with the various selections.
2. BUSINESS PROCESS
A. Workflow - the general workflow for a PD Package is as follows:

- A supervisor (or representative) logs on through the JEMS CHRIS or CHRIS-HR URL to
create a new PD Package, either from a blank form or by copying an existing PD Package. At this time an HR
Transaction number is generated to identify the PD package.

- Upon submittal by the supervisor, Department HR staff will be notified of the creation of the
PD. (For most divisions, department level HR staff are not part of this process and submittals go directly to
division HR staff).

NOTE: All HR staff access the Position Descriptions by logging on through CHRIS-HR.

- Upon review and approval by the Department HR staff, Division HR staff will be notified.

- Upon review and approval by the Division HR staff, the CHR is now the responsible group.

- If the UW does not have delegation for a title, review and approval by CHR staff will cause
the PD to be sent to UW System Administration and/or the Office of State Employment Relations, in accordance
with the UW-Madison delegation agreement for review and approval.

B. User Roles

1). Supervisor (or representative) - creates a PD package and submits it to employing unit HR
staff for approval.

2). Department HR Staff - Reviews PD Package and modify and approve, or reject the
transaction. (For most divisions, department level HR staff are not part of this process).

3). Division HR Staff - Reviews PD Package and modify and approve, or reject the
transaction.



4). CHR Specialists - Reviews PD Package and modify and approve, or reject the transaction.
Reviews and approves project position justification.

C. Business Rules The business rules followed during the lifecycle of the electronic PD are the
same as for the prior paper process. The application is able to enforce those rules and supports the general
workflow for PD and position vacancy processing.

D. Hard Copy Position Descriptions - With the implementation of CHRIS-HR, only two paper
copies of the PD are required. The original signed copy should be sent to CHR for inclusion in the employee’s
official PFile. The duplicate should be given to the employee. Additional copies may be made in accordance with
Divisional procedures.

3. APPLICATION SCREENS
The screens in the Position Description system are designed to display discrete functions or logical
groups of data related to the PD process. Each tab represents one of those logical groups. In some cases those

groups have sufficient data that they had to be broken into multiple screens; again tabs are used for access.

4. SPELL CHECKING
CHRIS and CHRIS-HR do have spell checking functionality however it can only spell check one cell
at a time. An easier way to spell check your position description is to create your position description in Word and
spell check the document within Word.
5. SAVING
Saving data on the Profile and Position Description screens is done in multiple ways:
A. Select SAVE under the FILE option on the menu bar.
B. Press the SAVE button where available.
C. Clicking a tab to go to a different screen automatically does a save.
D. Closing the window or exiting the system automatically does a save.
6. QUITTING A PARTICULAR SCREEN OR THE ENTIRE SYSTEM:
A. Select CLOSE WINDOW under the FILE option on the menu bar to close a given window.
B. Click on the 'X' in the upper right corner of the window to close a given window.
C. If the window being closed in any of the above ways is the last PD window open, a message
will ask if you want to close the window and leave the PD system.
D. To close all windows and exit the PD system select EXIT PD SYSTEM under the FILE option

on the menu bar. A confirmation screen will appear asking if you really want to exit the system.

E. Appropriate error checks are done whenever closing a window where data can be entered.



HR Transaction

A. Employees and supervisors should be aware of the purpose of the Position Description (PD) before
completing the form. The PD is the key document in determining the appropriate classification and FLSA
status of a position. It is descriptive of the major goals and worker activities of the position. It is not construed
to limit or modify the power of the appointing authority and subordinate supervisors to assign work to
employees. However, the appointing authority, subordinate supervisors and employees are responsible for
assuring that the work assigned is the work actually performed and that PD's are reasonably current
descriptions of the work. It is used as an information source for the development and implementation of an
effective recruitment and selection plan if a position becomes vacant. Perhaps most important in the long run,
an accurate PD helps the employee know what is expected by clearly defining the work to be performed in
relation to the overall goals of the work unit. The PD can also be the basis for identifying training needs and a
criteria for evaluating performance.

B. The PD is usually to be filled out by the first-line supervisor or his/her designee. In some cases, the
Department or Division HR staff. Most of the items on the PD are self-explanatory. If you have a question on
an item, please contact your division HR office.

C. One Position Description Per Title - For each title entered within the HR Transaction there must be one
distinct set of PD summary, goals, activities, and knowledge and skills; each distinct set is one PD. The title
for which these data apply is displayed at the top of their respective screens. Authorization to Hire
information, organization chart, PD comments and exclusion forms apply to the entire HR Transaction,
regardless of the number of titles entered. For LTE, Reclass, Update, and Reallocation Transactions only one
title is allowed for the HR Transaction.

D. There could potentially be more than one position description for a set of vacancy data. A position can be
posted under more than one title/classification and there must be one PD per title as explained above. A
Position Vacancy HR Transaction includes data specific to each position description included as well data
common to all titles and PDs entered. (For simplification, in certain contexts in this Help document, 'PD' is
used to refer to a 'HR Transaction')

E. There currently are 5 types of HR Transactions that can process through the CHRIS/CHRIS-HR system. These
are: Permanent/Project Vacancy, LTE, Reclass, Update, and Reallocation.

1. Permanent/Project Vacancy is for creating position vacancies and will be used for posting and
recruitment.

2. LTE is used to create Limited Term Employment vacancies

3. Reclass is used to request the reclassification of an employee. Some additional data are needed and the
approval process can be more elaborate.

4. Update is used to modify the PD of record for an employee because of changed duties.

5. Reallocation is used to request the reallocation of an employee. Some additional data are needed and the
approval process can be more elaborate.

1. Basic Instructions for Creating an HR Transaction

If creating a new HR Transaction, go to the main menu. Check the box next to the type of HR Transaction to
Create (Permanent/Project Vacancy, LTE, Update, Reclass, or Reallocation) and then press the ‘New Transaction’
button. The Update, Reclass, and Reallocation PDs all require an Empl ID/Empl Rcd # for which the HR
Transaction will be created. NOTE: If a Transaction already exists for the entered appointment, the system will
copy the latest approved PD to be used as a template for the new PD requested.
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After creating a new blank HR Transaction or copying from an existing Transaction, do the following:

A. Enter all of the required information (items in blue and have an asterisk*) on 'Page 1' of the
Authorization to Hire.

B. Press the 'Page 2' Tab towards the top of the page. Fill out all of the required information on that page.
B1. If the Transaction is a Reclass, Press the 'Reclass Details' Tab. Fill out all of the required
information on that page.
B2. If the Transaction is an LTE, Press the 'LTE Applicant' Tab. Fill out all of the required
information on that page if and when an applicant exists. If the applicant already has/had a position with
the university, please also fill out the 'LTE Applicant History' tab.

C. Press the 'Goals Activities' Tab. Enter the PD Summary, Goals, and the Activities for each Goal.

D. Press the 'Knowledge Skills' Tab. If needed, enter Knowledge and Skills required.
NOTE: One set of PD Summary, Goals, Activities, and Knowledge and Skills is needed for
each title entered on Page 1 of the Authorization to Hire.

E. Press the 'Org Chart' Tab. Create the Org Chart (not required for LTEs).



F. When all of these steps are completed, go to the menu bar, and under "Tools', select 'Error Check Entire
HR Transaction'. This will check for any errors that have to be fixed before continuing. Fix everything that needs
to be changed. Continue until no more errors.

G. When the error check returns with no errors, you are now ready to submit the HR transaction to the
next level for approval. To do this, press 'Submit' under the 'Action' menu item at the top of the screen. This will
send the Transaction to the next level for approval.

H. To keep track of the status of your HR Transaction, go into the Transaction and select the 'History' tab.
2. Error Checking

A. Error Results Lists — when you've completed the HR Transaction or would like to see what yet needs to be
completed, select 'Error Check Entire HR Transaction' under "Tools' on the menu bar. If data is missing or
inconsistent, a window will appear listing all of the errors. There are a few edits that apply only for HR staff
approving a PD that are not checked at submittal time.

B. Fixing Errors — Press the 'Go To Error' button to display the field that needs to be corrected. Correct the error
and select 'PD Errors' which now appears on the menu bar. The edits will be done again and display any
remaining errors.

3. Submission, Rejection and Approval

Note: Submission, Rejection and Approval are only available when the HR Transaction is open in Edit

mode. The descriptions below apply to Position Vacancy and LTE type Transactions. The processes for

Reclass, Update, and Survey PDs are similar; however, for these a CHRIS record is never created.

A. If you are a supervisor or representative submitting a HR Transaction or HR staff approving or rejecting a HR
Transaction, make the appropriate selection under 'Actions'.

B. The same edits will be done as when selecting 'Error Check Entire HR Transaction' before the submittal,
approval or rejection is accepted.
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C. Transaction Submittal - Upon successful submittal, an email is sent to the next level HR staff listed in the
CHRIS system; in most cases, this will be the Division HR staff. In some cases, it will be the Department HR
staff. Only that level person or higher can edit the HR Transaction. The supervisor who submitted the Transaction
and her/his proxies can only view the data at this point.

D. Transaction Approval - If the HR person reviewing the HR Transaction accepts the PD or can make small
changes to make it acceptable, s/he can approve it.

E. Approval sends it to then next level HR staff. An email is sent unless the next level is CPO. People at the
level at which the approval was done can only view the data, except in the case of CPO.

F. If the approving office is at the division level, a CHRIS position vacancy record is created from the PD data.

G. Furthermore, if that division has delegation for the given title(s), the CHRIS record is automatically approved
for classification.

K. LTE Approval - If the LTE Applicant is entered after the Transaction is originally submitted, the applicant
has to be submitted separately and go through a separate approval process. Please see Special Instructions for
LTE Positions and LTE Actions.

4. Who can view and update an HR Transaction?

A. Before an HR Transaction is Division Approved, only the creator, proxies for the creator, department and
division HR staff for the UDDS assigned to the Transaction, and CPO staff. This same group can update the
Transaction while it is in Draft status.

B. After submittal the creator of the Transaction and her/his proxies can only view the data.

C. After Division Approval, anyone with access to the CHRIS/CHRIS-HR system can view the Transaction.
However, Tran Comments can only be viewed by the same group listed in 1. above.

D. See 'Submission, Rejection and Approval' above on who has update authority at a particular point in the
lifecycle of the Transaction and position vacancy.




Permanent/Project Vacancy Creation

Creating an HR Transaction

To create a new Permanent/Project vacancy, go to the main menu. Check the box next to ‘Permanent/Project
Vacancy’ and then press the ‘New Transaction’ button.

ORACLE|

How would you like to proceed?

L L]

This will open up a blank HR Transaction set of screens.



HR Transaction General Information: Page 1
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NOTE: Fields that are REQUIRED to be completed have a BLUE field label and an asterisk(*).
Many other fields are conditionally required, based on appointment type, applicant type, etc.
Colors may vary depending on your local machine/browser setup

UDDS - Enter 7 character UDDS or press [ ¥ ], enter the first three alpha/numeric for the UDDS desired,
press [FIND], highlight the UDDS desired and press [O.K.].

Status - Not enterable. Status of current vacancy.

Tran Comments - Press the button to enter comments about the PD (these are not printed and are
viewable only by the creator, proxies, HR staff for the PD’s employing unit, and CHR staff). The button
will be white if there are existing comments.

Title(s) - Enter title code, if known. If unknown press [ ¥ ], enter the first letters of the title you are
seeking, press [FIND], then highlight the title to select and press the [O.K.].
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Bargaining Unit - Not enterable. Bargaining Unit is automatically filled in when you enter a title.
Supervision Type - Enter Supervision Type, if known. If unknown press [ ¥ ], choose the requested
type and press the [O.K.].

'Close Supervision' implies that the work is performed according to detailed instructions and that
supervision is available on short notice.

'Limited Supervision' implies that the incumbent proceeds on his/her own initiative while
complying with policies, practices and procedures prescribed by the supervisor. The supervisor
generally answers questions only on the more important phases of the work.

'General Supervision' implies that the work is performed independently. The incumbent seldom
refers matters to supervisor except for clarification of policy.

More Titles — If you are recruiting for one position at multiple levels, press this button to add the
additional title(s). Note: Each title must have its own set of Goals and Activities. Pressing this button
will open the Entering Titles screen below.

Enter All Titles Under Which The Position Is To Be Posted:

*** One set of goals, activities, and knowledges (and sKills) must be entered for each title

Superdasion
Title Code* Classification Barg Unit Twne*

- - Delete

Mext Record Close

Supervisor Last Name - Enter the Supervisor's Last Name for the position to be created.

Supervisor First Name - Enter the Supervisor's First Name for the position to be created.

Supervisor Title - Enter the Supervisor's Title for the position to be created.

Supervisor’s Email Address — Enter the Supervisor’s email address.

Employees With Similar Duties Last Name - Enter the last name(s) of employees with similar duties
Employees With Similar Duties First Name - Enter the first name(s) of employees with similar duties
Employees With Similar Duties Title - Enter the title for the employee(s) with similar duties

More - Press this button to enter more Employees With Similar Duties.

Required Exclusion Forms - Indicators automatically fill in after the Position Description is submitted.
NOTE: If the position being described is considered to be 'confidential,' 'managerial,’ or 'supervisory' in
nature for collective bargaining purposes, you should insure that the goals and worker activities listed
explicitly describe this nature of work. The required forms need to be completed within the electronic
PD package before Division HR staff approval.

Confidential Exclusion Form Indicator - Programmatically determined based on the bargaining unit
for the title(s) for the PD. This can then be modified by the division or CHR staff.

Management Exclusion Form Indicator - Defaults to 'N' but can then be modified by the division or
CHR staff.
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Supervisory Exclusion Form Indicator - Programmatically determined based on the bargaining unit
for the title(s) for the PD. This can only be modified by CHR. Contact CPO before transaction
submittal if it is felt that the Supervisory Exclusion Form should not be required.

PD Discussion Date - For Reclass, Update and Survey PD's, the date the supervisor discussed the PD
with the Employee.

Position # - HRS Appointment ID. Automatically filled in.

HR Transaction ID - Automatically fills in after the screen is completed and saved.

Date Duties Began - For Reclass, Update and Survey PD's, the date that the employee began the duties
described in the PD.

PD/LTE Effective Date - PD Effective Date is Appt Begin Date for Vacancy PD's, and final approval
date for other PD types.

Cert(ification)Number - Automatically fills in after the Position Description is Division Approved.
This is the same as the CHRIS Position Vacancy ID and is the identifier used by the University and
DER to track a particular vacancy.

Last PD of Record Date - The last date that a PD was set as the PD of record.

Empl ID/Empl Red: Automatically populates

Position Description Type - Position Description Package Type (Position Vacancy, Reclassification,
Update, Survey).

Press [SAVE], then [Yes] to save new or modified data.
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HR Transaction General Information: Page 2
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HR Transaction General Information: Page 2 Help
Working Title*: [NV SERVICES ASSOC 2 Appt Type*: | < FTE% [1.000
NewReplace/ch | | =/ Fund®: wlactz| 7| More| AreaOf Comp: | -

Lig Prior Incumbent: | Prior Title Code: = Project Justification
= Career Executive: [
Converted from LTE ID: |Nnne v| hore
Job Address*: Contact’; [Meghan Owens|
Building Code*; 41078 =|  County:

— Phone* 502-262-2345 TTY Phone: 711 Info

PARK ST M 21 Room:

i | Email: [mowens@ohrwisc.edy | Building Code?: ﬂ
21 NPARKST Mallroce Address: (21 N Park 5t

- | |Suite 5101

L City: (MADISON State: [WI  Zip Code: (53715-1218 City: Madison State: 'V Zip Code: 53715

| Work Schedule*: | v| M Schedule Comment: | Eciit
Requirements: | ~| More| Add'l Reqg; | Edlt
Related Web Link: I\n\n-\pw.ohr.wisc.edu ﬂl Application Deadline Date: li Post OnWeh*: |T
Under Caregiver Law: © ez © o Bypass Posting™| | Bvaass Posting Text
Save

Working Title - Defaults to match Title. May be overwritten to reflect subtitle. If there is more than one
title for the vacancy, Working Title should be a value generalized to reflect all titles entered.

Appt (Appointment) Type - Press [ ¥ ] and highlight to make selection for Appointment Type or enter
value if known.

FTE - Defaults to 1.000. Must match [Work Schedule]. Overwrite if necessary.

New/Replace/Ch(ange) - Press [ ¥ ] and highlight to make selection or enter value.

Fund - Enter a three-digit funding source for the position (i.e., 101, 144).

Act - Enter the 1-digit activity code associated with the funding source.

If more than one funding source/activity code is desired, press [MORE], click on a blank field and enter
next funding source and activity code, press close.

Area of Comp(etition) - Press [ ¥ ] for list of values and select by highlighting and press [O.K.] or enter
value if known. Area of Competition does not apply to and cannot be entered for project positions.
Prior Incumbent - Mandatory field if [New/Replace/Ch] equals [Replace] or [Change]. Enter First
Name first, then Last Name, of the prior incumbent. If [New], this field will be bypassed.
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Prior Title Code - Title code of prior incumbent. If vacancy is [Replace] or [Change], the title code
must be entered.
Project Justification (available only for Project Positions) - Press button to open the Project
Justification screen. See description at end of section.
Career Executive Positions - When a vacancy is created for a title identified as a Career Executive
position, the indicator will be set. For those titles that are not mandatorily Career Executive positions
(positions in 70-02 and 81-02) the indicator will need to be manually changed. This indicator will be
displayed on the web posting:
Converted from LTE ID - If this is a position that was previously an LTE position identified for
conversion, select the current LTE position or positions that are being converted.
Building Code - The address where the position is located. Press [ ¥ ] and highlight to make selection or
enter value if known.
County - Defaults to 13:Dane. If employment area is other than 13, press [ ¥] for list of values or enter
value if known.
Contact — Defaults to information found in profile of the PD creator. Can be changed.
TTY Phone - Will default to a central number. If you have a TTY telephone, enter the number here.
Work Schedule - Must match [FTE ]. Press [ ¥ ] and make selection or enter value if known. Multiple
schedules allowed. Press [MORE] and [TAB] to a blank field and enter value if known. If unknown,
press [ ¥ ] highlight to make selection, press [O.K.] then [CLOSE]. The [MORE] button will be
highlighted to indicate multiple entries.
Schedule Comment — Mandatory field. Must include information on the work schedule. This is a free
form field.
Requirements - Not mandatory. Press [ ¥ ] and make selection or enter value if known. If more than
one entry desired, press [MORE] button, [TAB] to a blank field, press [ ¥ ] button and make selection.
The [MORE] button will be highlighted to indicate multiple entries.
Additional Requirements - Mandatory. Default language states the following:

“The application information below is only for applicants eligible to apply as a transfer,
reinstatement or demotion candidate.”
Department/Divisional rep should then enter additional information such as: Who to contact and how
(e.g., Jane Doe at jJdoe @wisc.edu or 770-9999), what information candidates need to submit (e.g.,
resume and cover letter, supplemental application that can be picked up at specific address, name and
contact information, references), and deadline for being guaranteed consideration.
Related Web Link - A complete URL (including http:// if appropriate) to a website with information
related to the vacancy (use forward slashes).
Application Deadline Date: Not editable unless it is an LTE transaction. Remains blank.
Post on Web - Indicates whether this vacancy should be posted on the web page.
Under Caregiver Law - Indicates if the position is under the Wisconsin Caregiver Background Check
Law.
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1. Project Justification Field

Eg['ll.n:llr Developer Forms Hunlame - Weh _ (o] =]

Flle Edt Actons Tools Wingow Help ORACLE

Working 1250 enter: Praject funding source, project duration, continuty siatus 1s This a new project or
P the continaation of an existing project?) and project justiication.

|

L

 Enter Bu
| ORFrenl
[COMFU!

1210
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This is a free form field. Please enter: Project funding source, project duration, continuity status (Is this a
new project or the continuation of an existing project?) and project justification.
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HR Transaction Essential Justification

Madison Classified Human Resources Information System - CHRIS

e : ORACLE

V7

Authto Hire Goals Activities  Knowledge and Skills Org Chart Comments Exclusions History

Fage1 Page? EssentiaIJustiﬂcationl

HR Transaction Essential Justification Help|

Based onthe hiring restriction UYW-Madison has implemented, divisions need to provide justification far filling

nositions that are GPRMuition funded. This position iz in ane of these identified funding sources. Flease Chancellor's Memo
pravide information in the helow three areas. If you determine this position is not essential, based on the

ctiteria. nlease check the "Place On Hold” indicatar helow.

Is the filling of this GPR/Tuition funded position essentialz © Yes T Place OnHald ™ Not GPR Funded

What type of essential function does this position carry out?

| v)

Explain how this position is essential in the above selected categony:

|

4|

Save

This tab must be completed for any position on GPR/Tuition funds.

Is the filling of this GPR/Tuition funded position essential — Fill in the appropriate button. If the
position is not GPR funded, you can stop here.

What type of essential function does this position carryout - Press [ ¥ ] and make appropriate selection.

Explain how this position is essential in the above selected category - This is a free form field.
Provide information on how this position performs an essential function.
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Goals and Activities

For each title entered within the HR Transaction there must be one distinct set of PD summary, goals,
activities, and knowledge and skills. The title for which these data apply is displayed at the top of their
respective screens.

HR Transaction General Information, Organization chart, Tran comments and exclusion forms apply to
the entire HR transaction, regardless of the number of titles entered.

1. Goals, Activities

Madison C

Auth to Hire Goals Activities [ knowledge and Skills Org Chart Comments Exclusions History
Help
Goals for TitIe:lUNIV SERVICES ASS0C 2 “Wiewy Different Title | Copy Goals, etc. from ather Title in this Tran |
PD Summany*: |AS first paoint of contact in the department, provide proaram assistance to the faculty, Edit | Spell Check
Select the Goal (with its Activities) you want to Enter, Update or View
Al Bl <] o] e] E] & B 0 W kKl C] M n] © B & Rl = @ Wl & wl & ¥z
Press To Switch Currert Goal With Goal === | l_ Refresh Gosls
Goal At least 1 goal must be entered for a Position Description. Spell Check
Letter* %* Goal Statement*
’? 30 | |General Offiice & Receptionist Responsibilities ] i
Ecit ~ [Delete ]|
Activities At least 1 activity must be entered for each goal. Humbers are 1 through 99: Spell Check
Humber* %  Activity Description*
’1_ Manage the main phane for the department. Answer gquestions and distribute messages as needed. | = —
Edt) ~ Delete]
’7 Coordinate with department IT support staff, overseeing maintanance and trouble shooting of [E= -
Edit | |department fax and copy machines. T Delete
l? Release portahle projectors, conference telephone and accessories to faculty and staff as requested. | =
Edit| |Hold identification cards until equipment is returned. Validate return of equipment within 24 hours, T Delete
'T Order, distribute and maintain electronic recard of keys and key halders for department. Order new &=
Edit| |kews and replacement keys as needed. Retrieve keys when staff terminate. ~| Delete | | ™
Mext Record Save Refresh Activities
—_ g

Goals For Title - Automatically filled in with the Title Code Requested to View/Edit. This is the title to
which the displayed PD summary, goals, and activities apply.

View Different Title - Press the Button to change the PD summary, goals, and activities to a different
title, if more titles exist on the HR Transaction. See Viewing Data for a Given Title section.

Copy Goals, etc. from other Title in this HR Tran - Press the button to copy all the Goals, Activities,
Knowledge and Skills and PD Summary from another Title in this HR Transaction if one exists. See
Copy Goals, etc. From Another Title.

PD Summary - Enter the PD Summary for the Position Description. For a larger typing area, press
[EDIT] button. Press [O.K.] when done.
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This is a summary or synopsis of the position's goals plus additional information that applies to the
entire position such as the level of supervision, the physical location, or the context (i.e., position in the
process flow, formal name and nature of the program, nature of the organization, etc.).

Select the Goal — Select the Letter for the Goals and Activities you wish to enter. See Select the Goal
section .

Press To Switch Current Goal With Goal >>> - Press the button to switch the goal letter that is
currently viewed with the letter entered in the field next to the button. (e.g., If Goal B is currently
viewed and a 'D' is entered in the field next to the button, when the button is pressed, goal and activity
statements in Goal B will be moved to Goal D and those in Goal D will be Moved to Goal B.).
Refresh Goals - Press to save and re-display changes made when goal letters are switched.

Goal Letter - Automatically filled in by picking a Letter Button. The goal letter will correspond to the
button pressed. Also see Goal Entry section .

Goal Percent - Enter the Goal Percent for the goal listed in the Goal Letter.

% Time is the proportion of the employee's total work time spent on a goal. Total percentage of goals
for a given title should add up to 100% regardless of FTE level.

Goal Statement - Enter the Goal Statement for the goal listed in the Goal Letter. For a larger edit area,
press [EDIT] button. Press [O.K.] when done.

Goals are the expected results of each employee's work. They are the expected accomplishments,
product or output that results from the work activities of the employee. Each PD will usually contain
between two and six goals.

Delete (Goal) - Deletes the Goal Letter, Percent and Statement and ALL corresponding Activities for the
Goal.

Activity Number - Enter the Activity Number to be created. (Note that the printed PD will display the
goal letter with the activity number, e.g., 'B.2". See Activity Statement below regarding sub-activities.
Also See Activities Entry section.

Activity Percent - (Optional) Enter the Activity Percent for the activity listed in the Activity Number.
(Optional) Estimate the percentage of time spent on each worker activity, particularly ones constituting
10% or more of the total workload.

Activity Statement - Enter the Activity Statement for the activity listed in the Activity Number. For a
larger edit area, press [EDIT] button. Press [O.K.] when done.

Worker Activities are the specific tasks the employee performs to accomplish the goals. Worker Activity
statements describe what a worker actually does. It is important the description of the worker activities
contain sufficient information to make them understandable to a person not familiar with the field of
work performed. Avoid indefinite terms such as 'handle’, 'assist', or 'process.' Generally, there will be an
average of five worker activities per goal, but there may be as few as two or as many as necessary.

The system does not provide for sub-activities and it is generally not recommended. If it is felt that sub-
activities are needed, they can be typed in manually within a given activity statement area (e.g., B.2.a,
B.2.b, etc.). No edits will validate this type of entry.

Delete (Activity) - Deletes the Activity Number, Percent and Statement.

Next Record - Goes to the next line of activities.

Refresh Activities- Press to save and re-display changes made when activity numbers are switched.
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2. Viewing Data for a Given Title

LI'W—MIHisnn Classified Human Resources Information System - CHRIS

File E

Auth to Hire Goals Activities l Knowledge and Skills Org Chart Comments Exclusions Histary
Help
Goals for Title: |F‘RG ASST ADY COMNF iy Different Tile | Copy Goalz, etc. from other Title in this Tran |
[ fwersi i i Edt | Spell Check
D SN oy oriionE the e that yOU oK e to mapn L. 2 Universit Relations andis | B SP
Title Code Title: Name W want to Enter, Update or View
4 16410 |PRG ASST ADV CONF o Bl &/ R E T U ¥ W x ¥
16310 |F‘RG ASST CONF Refresh Goalz
Goal !

|

|

| .

| escription. M
Letter* %* |

|

|
W W I tand other University Relations staff =
Bt - Dele]

3

Activitias m I. Humbers are 1 through 99: Spell Check

Humber* ‘%

|

|1— Maintain and coordinate the calendars ofthe University Relations staff, arrange and prioritize meetings | =
Egt| (and appaointments; coordinate meeting schedules with senior administrators, Deans and Directars, | ™ Delete

|— Coordinate and prepare detailed travel itineraries for the University Relations staff. This necessitates  |[=
Edit| |knowledge of current state rules and regulations. Recarmmend best travel methods, schedule and T Delete

rn

3

1 |_ Coordinate University Relations staff responses toffor the Chancellor, senior university administrators, | =

Edt| [regents, deans, and directars concerning university policies and programs. T Delete
|T Assistin planning and organizing agendas, data, policy and program information for the development  |=
Edit | |0of reports for meetings, committees and task forces chaired or attended by University Relations staff. = Delete | =

Mext Record Save Refresh Activities

If more than one Title is created in the HR Transaction, and you would like to view the Goals and
Activities from another title in the transaction, press the 'View Different Title' button and select the title
that you would like to view.
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3. Copy Goals, etc. From Another Title

Ei'l. W-Madison Classified Human Resources Information System - CHRIS EE M= E
i ORACLE
PROF22 | DOTAPPLICATIONS TEC/HUMAN RES § 5383 %
i B Goals Activities | K e and Skills
[Pl Goals for Title: |15 CONSULTANT MGT Wieww Difierert Tl Help |
3 T ] Eill |
] o o solact tha St thal you vowid Bka to copyfrom. | i
. Sel Tille Cotde Title Ham Enter, Update or View
j AlB ] 8811 15 SPECIALIST MGT | 851Xl W
| _Retresh Goats |
= Goal ! | :
| LOTBIE 0k | Cancal |
- EJ] = Dt |
== Activitles Atlesst 1 sctivity must be entered for sach goal. Humbers are 1 through 95
o Humber' % Activity Description*
m e = B
Em) O
miC A
{Emg| EdF; v, Dlde
Cer |_ I_ r;
Jug Edr -.:. e
i m = p
e Fdrd o [l 1t [|w]
El st Rincord Saie Refresn Acliviies
—_—

If more than one Title is created in the HR Transaction, and you would like to copy the Goals, Activities
and Knowledge from another title in the package, make sure you are on the title that you want to copy
the other one to and press the 'Copy Goals, etc. from other Title in this HR Tran' button and select the

title that you would like to copy the data from. This will copy all of the goals and activities from one
title to the other.



20

4. Select the Goals

[S3 UW-Madison Classified Human Resources Information System - CHRIS

[P0l Goals for Title: |15 SPECIALIST MGT Wieny Difierent Ttk Helg |
mmgammw_urr!u_htﬁmnu_ﬂ PO Summarny®; | This position will be responsible for providing  Edit|

_— Select the Goal (with its Activities) you want to Enter, Update or View
alelclolel Blal il o] @ ki L)wmin o Bl el Rl S]] Ul v wix v
Piess To Switch Currerd Ganl Wi Goal wea | [ Rstrash Gaals

= Goal  Atheast 1 goal must be entered for a Position Description.
Lefier* % Goal Sdstement’

— — &
[E— H Profassional development of 13 procedures, practices, techniques, tlechnology. - 1
- Eull| 7 Delete |
== Activitics At leasst1 sctivity mast be entered for sach gosl, Mumbers are 1 through 99:
g Humibier* % Activity Deseription®
|1_ Leam procedures, praciices, iechniques and fechnology for assigned area ;_ =
Titk 3 .
Ea 7. Delete |
HR W Dievalop knowledoe of applicabon sysiems in assigned ares. :_
Emg Edit | = Delate
Cerl |2 Improve knowledge of infarmation systems skills, technigues, procedures and F;
5 g | [methods hrough self-stedy and stiending conferences, serminars and workshops ~ Daiete |
—_ | —
.- f
. Fir o v
El Nt Rocord Saie Retresh Activties |

[Ja]_[o[x
ORACLE

X

To select another goal to view or edit, press the buttons labeled A-Z. If the button is white, there is
already some information created for that goal or its associated activities. If it is gray, then there is no

information entered for it.

5. Goal Entry

A. Select the Goal that is to be entered by pressing the associated button labeled A-Z. The goal will open

with the Goal letter already filled in.
B. Enter the Goal Percent for the associated Goal.

C. Enter the Goal Statement for the associated Goal (this is a free form field).

D. Enter all the Activities for the associated Goal (see Activities Entry).

E. Continue the process until all the goals have been entered along with their associated Activities.

F. Delete any Goals that are not needed by using the Delete button.
NOTE: Deleting a Goal deletes all associated Activities.
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6. Activities Entry

A. Enter the Activity Number using only numbers from 1-999.

NOTE: Do not enter characters or symbols into the field.

B. Enter the Activity Percent (Optional)

C. Enter the Activity Statement (this is a free form field).

D. Continue until all activities are entered for the Goal.

E. Delete any Activities that are not needed by using the Delete button next to the activity that you want
to delete.

F. To change the order of activities for a given goal, simply change the activity numbers as desired and
press Refresh Activities.
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Organization Chart

The organization chart capability built in to the CHRIS/CHRIS-HR system is meant to provide
information in relation to where the position is located within the organization. This chart can depict
several organizational layers and a great deal of complexity or can be quite simple. It is up to the college
or division to decided how much detail is needed while creating the chart.

The following components are essential for any organizational charts being attached to an HR
Transaction:

1. An entry identifying the vacancy (i.e., classification, working title, etc.).
2. An entry identifying the position (supervisoraaa) to which the vacancy/employee reports.
3. An entry or entries identifying subordinate positions the vacancy/employee supervises (if applicable).

4. An entry or entries identifying similar positions in the unit (e.g., other Program Assistant 4s, other
Confidential positions, etc.)

These points will suffice for many of the HR Transactions being reviewed, but there will be situations in
which more detail is needed. If an employee has a lead responsibility over other staff, the supervisory
box should be used with the word 'lead’ inserted into the box. We have designed the Org. Chart
component of CHRIS/CHRIS-HR to allow organizations the ability to provide as much or as little
information as needed.

1. Default Org Chart

=3 UW-Madison Classified Human Resources Information System - CHRIS
OMNE TECHUMAN RES | 45037
| J mmufi | Goalg Achvilies m g Cheart .w ,m gty
4 Enter The Related Organization Chart HR Transaction 1Dt | 000045037 Heip |
Posilion =
SupervsorTillenama (Superizoidamal) CF  Position kentifed: [ Ui, Blely, etz
I:_ SubordinataTilenamet (Subordinatafdam |y e Rmenianrise]
Subordinate Talename (Subordinatetdame) itie NameslS parvizor laname!
Wm|Permanen1-l;a_ssmeq -
Sae
Add & Pear
Add 3 Subardinate
o S e By P seean)
Duplicate a PosilioniLacation
HR Dslete a PositiondLocation
Emg Copy Org Chart From HR Traws: ~ Copy |
Cer
15
L'[‘] 4 Astensks {7 inthe chart mark the posison for
L i T which the PO ara Deing wiiflen
E
-
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A default template is provided as a starting point for a new org chart. The template includes 2 levels of
supervisors for the vacancy and one peer. These may be modified, deleted, and/or added to using the
functionality described below.

2. Org Chart Entry

S} UW-Madison Classified Human Resources Information System - CHRIS
Eile Edd Ackon

®

Tools Main Menu  Window Help

%8 DEV SERW PROF 22 { DOIT/A

seriplian for PPLICATIONS TECHHLUIMAN RES ¥ 533

| AumioHie  Goals Actviies Knowledgeand Skils  OrgChar  Comments  Exclusions  History
Fo| Enter The Related Organization Chart HR TransactionID: | 000000563 Help |
Vice-Chancellor (John Tomhyd L Dot o a
I:'_II Office of human Resources Position dentifbed [ Ui, Blely, etz
I—'. HF! Direcior (Carla Raatz) L N Im
B Acatemic Presonnel LMce Title Hame:|\ice. Chancelor
-" Lapo Director (Steve Lund) LI Appt Type: [ irrted Appointees -
=Claszsifad Parsarifs! Oflce
— Lcpo Disettor (lim Staton (Human Re Sine
L¢ PO Associala Deracion Cuask Wl
—
== HR Speciabszl Senior vacanl Add #Pear
- HR: Specialist Senior (Fat Griffitt Add a Subardinate
-— HR Speclalist 2enlor (Georpi Lo Mowe {0 Anothar SupsrvisonLocation |
HR Specialist Senior (Val WMol e riEeesasseS s e
Ttk Durpldicate a PosilioniLotalion
HR [ialete & PositiondLocation
i | Copy Org Chart From HR Trans: | npooonoos  Copy |
Cer|
15

L'[‘] 3 Astensks {73 In the chart mark the posison for
Wio i |5 g (which the PD{s}am being wiillen

E
==

3. Detail Entry

A. Name (or note), Title Name, and Appointment Type are required for all positions. 'Vacant' should be
entered as the Name for the position currently being filled and for other vacant positions. There is a
dropdown selection box for Appointment Type.

B. Check 'Position Being Filled' for the position described by the current HR Transaction. This position
is displayed on the Org Chart with 3 asterisks. More than one position can be checked this way if the
vacancy needs to appear in more than one place in the Org Chart.

4. Manipulating the Org Chart

The Org Chart may be modified using the following 5 functions:

A. Add a Peer - Press to create a position at the same level under the same supervisor as the position
that is currently highlighted on the Org Chart.

B. Add a Subordinate - Press to create a position subordinate to the position that is currently
highlighted.

C. Move to Another Supervisor - Press to move the highlighted position and all of its subordinates
from the current supervisor. Subsequently, 'OK' and 'Cancel' buttons will appear. Highlight the position
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under which you would like to move the selected position and press 'OK'. Press 'Cancel' if you decide
you don't want to make the move.

D. Duplicate a Person/Position - Press to create another person/position as that which is currently
highlighted on the Org Chart. The new position will be created at the same level under the same
supervisor. This duplicate person/position can then be moved under another supervisor.

E. Delete a Person/Position - Press to delete the position that is currently highlighted. If the position
has subordinates, they must first be deleted or moved under another supervisor.

HINT: To add a supervisor (sup1l) above the current top-level supervisor (sup2): Add supl as a peer to
sup2. Then move sup2 under supl using 'Move To Another Supervisor'.

Ex. Sample Org Charts
Figure 4.1

E= M= E3

Yindow  Help DHAC LE

m Dascriplion for tes) record. PROGRGM T1iGE i, SESHRD TS 3

; ities || nd Skillx.  CroChan | Commends | Exclusions | Higory
L3 Emter The Organization Chart For The Vacancy PD i [oooooo07s 2|
o FT hssociala :""Ul.:.'--:n.l.“.'31"‘-'".!:;’UlJﬁllFSJ:f'llf'l% Distaits T
= |- e o i e o

Food Ssmvice Administrator (Faula Meese) CP
— LFood Bemvice Manager (Barbara Brickagn) ¢
—— ti ood Samnvice Manager (Mehindran Rajal
Faod Bamice Manager (Janice Kneplal
= Conk 3 {Culls Broen 1 GP _ S |
Jr— El'ﬁl_ ok 2 (Thomas Haagensan) CP
= Cook 2 Macant 40%) CF P RrVsT
== | -Pop's ClutiEd's Express Add a Subardinate ]
—— L Faod Servica Administrater (Paula Meese) CF Meive (o Anclhar Siigarvizonl deation |
el Lfaod Samice Manager {¥acanty CP :
LFaod Senvice Manager (Richard Gilly CF Dot s osticios MiEn
ahd Cook 2 (Ehren Prohaska) CF Dialete & PositiondLocation |
Emg Cook 2 (Jesse Gruanedang) CP Copy Org Chart From PD: | poooonez7  Copy
Cert Cook 2 {Bruce Liegel CP e
Pr = Cook 2 {Vackn 20%) CP
L Elizabeth Waters » | 7 inthe tharf marks fhe posbon for which
€ E [ g the POs are being writtan.
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Figure 4.2
=3 UW-Madison Classified Human Resources Information System - CHREIS EE M=1E |
ORACLE
oWistas angSIlE.  Oru Chon Immm
il EmerThe DrganMan ChMFnr'me Vacmcy PD Packagel: [ 0ooogoo7e 7|
1 aad
e sciate Director-Food Bervice {Rober Fassanden) Detinatz: -
— | O hadbourme Position Being Filled: 7 Uinit, Eilelgy, ete:
nistratar (Faula Meese)
: Food Service Manager (Barbara Bricksan) ¢ mw [Food Sarvice Administrator
— ti ood Service Manager (lahindran Fajzd || Appl Type: lp'g-rm anen - Classied -
Foad Barica Manager (Janice Knepfal)
g Conk 2 {Cutls Brown Il CP Srve
:_ Cook 2 (Thomas Haagensen) CP
= Cook 2 (vacant 40%) CP Adda Peer |
_ -Pop's ClubiEd's Exprass Add a Subardinate ]
—_—— L Faod Servica Administrater (Paula Meese) CF Muwve o Anather Supsrvisantocation |
Title Lfaod Samice Manager fvacanl; CF 3 '
Lfaod Senice sanager (Fichard Gilly CH L f L
ahd ook 7 (Ehren Prohaska) CF Dialete & PositiondLoc ation |
Emg} Cook 2 (jessr Gruansbeng) CP
S Copy Org Chart From PO: [ 000000827 Copy |
Cert Cook 2 {Bruce Liegel CP e
Pr == ook 2 Vacknl 20%) CP
—Elizabelh Waters » | 7 inthe tharf marks fhe posbon for which
d J__ _.PB the PO are being writlen.

5. Copy Org Chart From HR Trans:

Once an Org Chart is created, it can be copied to an existing HR Transaction. Enter the HR Transaction
ID of the HR Transaction with the good Org Chart into the 'Copy Org Chart From PD:' field. This must
be done while in the HR Transaction that you would like to copy the Org Chart into. NOTE: This will
DELETE the existing Org Chart and replace it with the Org Chart on the PD that you entered.
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Completing the HR Transaction

1. Error Checking

Once the main components of the position description have been entered, go to the menu bar, and under
‘Tools’select 'Error Check Entire HR Transaction'. This will check for any errors that have to be fixed
before continuing. Fix everything that needs to be changed. Continue until no more errors.

Error Results Lists —If data is missing or inconsistent, a window will appear listing all of the errors.
There are a few edits that apply only for HR staff approving a PD that are not checked at submittal time.

T AuthioHie | Goals Actviles | Knowledge and Skl

ok sy 4

%8 HR Transach {(HR Tran Erors)
HR Transaction Validation Error Listing Hislp |
Priess the "Go To Error buthon and cormect the indicated problem, Toreview the nest ermorn, select "HR Tran Ermors’ on the menu bar,
Error Message Errar Aclion

Calabms :IrFTE Percent is 100%, M Least One Schedule Type = Please Change FTE Parcent Or Schedule Type As k|
;uua! Be FTFull Time' - |Mece S50

0o T Ermoe ] ﬁrea Of Competdtion I3 Reqguired For The Appointment =
i

|F|ease Enter Area OF Campeattion
vipe -

4

e lale]l

G To Bivoe | | SURENSEON Type 13 Reguited ;'|F'rus & Enter A Superision Type For Each Tilla

Pﬂn_mlgﬁupem-smn Tvpe |= Reguired = [Please Enter A Supemision Tepe For Each Tille

—
-
ic oo -

l;l]li‘il

IIIEI_I il

: |

Fixing Errors — Press the 'Go To Error' button to display the field that needs to be corrected. Correct the
error and select 'PD Errors' which now appears on the menu bar. The edits will be done again and
display any remaining errors.

2. When the error check returns with no errors, you are now ready to submit the HR transaction
to the next level for approval. To do this, press 'Submit' under the ‘Action’ menu item at the top of the
screen. This will send the Transaction to the next level for approval.

3. To keep track of the status of your HR Transaction, go into the Transaction and select the
‘History’ tab.
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2. Submission, Rejection and Approval

Note: Submission, Rejection and Approval are only available when the HR Transaction is open in
Edit mode.

A. Transaction Submittal - Upon successful submittal, an email is sent to the next level HR staff
listed in the CHRIS system; in most cases, this will be the Division HR staff. In some cases, it will be
the Department HR staff. Only that level person or higher can edit the HR Transaction. The supervisor
who submitted the Transaction and her/his proxies can only view the data at this point.

B. Transaction Approval - If the HR person reviewing the HR Transaction accepts the PD or can
make small changes to make it acceptable, s/he can approve it.

Approval sends it to the next level HR staff. An email is sent unless the next level is CHR. People at
the level at which the approval was done can only view the data, except in the case of CHR.

If the approving office is at the division level, a CHRIS position vacancy record is created from the
PD data. Furthermore, if that division has delegation for the given title(s), the CHRIS record is
automatically approved for classification.

C. Transaction Rejection - If the HR person reviewing the HR Transaction feels that significant
enough changes are needed to make it acceptable, s/he can reject it. The staff at the level below the
rejecting authority will again be able to update the data. The reason for the rejection must be noted
in the Comments tab.

D. Project Approval - If the CHR HR specialist reviewing the HR Transaction accepts the project
justification, duration, continuity status and funding source, or can make small changes to make it
acceptable, s/he can approve it. This action is available only to CHR HR staff and only for
Transactions entered for project positions.



28

Copy HR Transactions

An existing HR Transaction can be used as a template for creating a new HR Transaction. A system user
can get to this function in various ways:

a. Selecting (checking the box) next to an HR Transaction on a search results list and then
pressing the 'Copy HR Tran to New Tran' button at the bottom of the screen.

b. Selecting (checking the box) next to an HR Transaction on a search results list and then
selecting Edit and then the 'Copy HR Transaction' option on the menu bar at the top of the screen.

c. Editing or viewing an HR Transaction and then selecting Edit and then the 'Copy HR
Transaction' option on the menu bar at the top of the screen.

Once you have selected ‘Copy HR Transaction,” the following menu appears:

LI'W—MIHisnn Classified Human Resources Information System - CHRIS

File Edit sctions Toolz Main Menu Help ORACLE
T‘@ b'e x
Sez¥E X
Copy for Permanent/Project l Copy far LTE CopyforReclass  CopyforUpdate  Copy for Reallocation Help

.J

Copy Information For Permanent{Project Vacancies Help pe  Print Results
i Please Select the ltems that you would like to copy. o i
E I Copy Autharization ta Hire Infarmation ;
E W Copy Goals, Activities and Knowledges ;
- W Capy Organization Chart —
[] LPD
- W Copy Exclusion Forms =
B cr
W cr
[] RCL
- Copy Cancel —
Ti LATION
HI
Employee:  DEMNISE WHITFORD Prior Employee: Pamala Munoz
Cert Humber: (oovorse Goto CHRIS Yacancy Record Position #; 02024266 Effective Date: |11/0752011
Supervisor:  Haslet Chatles Creator: ‘van \Wey, Elizabeth |
Working Title: FPRG ASST ADY CONF HR Transaction ID: 0000079756

Edit HR Tran Yiew HR Tran Display/Print HR Tran Documents Copy HR Tran Ta Mew Tran Refresh Queny

Recard: 11
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1. Copy for Permanent/Project

[=3 UW-Madison Classified Human Resources Information System - CHRIS
Ganz Touli Main Menu  WWindow Heip

R

Approved EuwfanErmnnEMPrnlecll Gnﬁ?hrLTE Eupfﬁlrmﬂa ‘Cogyfor Update  Copyfor Sumey

madizon Classifed Vacancy & Position Description Entry Syalem b A

: F'_;:m Copy Information For PermanentProject Vacancies Hedp |

—  Please Select the items that you would like 1o copy.

L8 8UP W Copy AUThoHzaion 1 Hire Information

——

1 PROGH ¥ Copy Goals, Activities and Knowledges

| P—

[TULTRA I+ Copy Organization Chart

—

[ PROGE I Copy Exclusion Forms

—

[ PROGE

.

] PRGGE

—

i B Cancal

HR Tran T|

Empliyes. -

Cert Number: 00040404 Go to CHRIS Yacancy Record Appt. D Effecthse Date:
| Superasor: | Mayville, Bob Creator: | Zimmenmann, Brean &

Working Tille: PROGRAM AEST 3 HR Transaction [D: C000000ST

Edid HR Tran | Vew HR Tran| DasplayPrint HR Tran Documants Copy HRE Tran To Mew Tran Refrash Qusry

All Boxes Checked - The highlighted or displayed HR Transaction is used as a template for a new HR
Transaction. Also, defaults for UDDS, etc., set in the user's profile, overlay the like fields in the new
PD.

'Copy Authorization to Hire Information' Box Checked - The highlighted or displayed HR
Transaction is used as a template for a new HR Transaction. All data from the original Auth to Hire tabs
are used in the creation of the new HR Transaction. Also, defaults for UDDS, etc., set in the user's
profile, overlay the like fields in the new HR Transaction.

'Copy Goals, Activities and Knowledges' Box Checked- The highlighted or displayed HR Transaction
is used as a template for a new HR Transaction. All data from the original HR Transaction on the goals,
activities and knowledges tabs, including the associated titles, are used in the creation of the new HR
Transaction.

'Copy Organization Chart' Box Checked - The highlighted or displayed HR Transaction is used as a
template for a new HR Transaction. All data from the original HR Transaction on the Org Chart Tab are
used in the creation of the new HR Transaction.

'Copy Exclusion Forms' Box Checked - The highlighted or displayed HR Transaction is used as a
template for a new HR Transaction. All data from the original HR Transaction on the Exclusions Tabs
are used in the creation of the new HR Transaction.

Copy - Copies the selected HR Transaction to a new Permanent/Project HR Transaction using the
criteria associated with the check boxes.

Cancel - Closes the 'Copy' screen and returns to the calling screen.
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2. Copy for LTE

[=3 UW-Madison Classified Human Resources Information System - CHREIS

Touls Main Menu  Window Help

CoByfor PenETPOSE_Copy o LT Copyfor Reass - CopyrUpete o

- F:;:G‘ Copy Information For Limited Term Employment Vacancies Het |
Please Select the lems that you would like 1o copy. o
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| —

[]PROGE W Copy Goals, Activities and Knowledges
P—
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HR Trath T|
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Cert Mumber: 00040454 | Goto CHRIS Yacancy Record Appt. D Effective Date:
|Supervisor:  Mawille, Bob Creator: | Zimmermann, Bran &

Working Tille: PROCRAM AZST 3 HR Transaction [D: C000000ST

EddtHR Tran | [View HR Tran I-:hsplagdﬁm'l HR Tran Documents Copy HE Tran To Mew Tran. | Refresh Query

'Copy Authorization to Hire Information' Box Checked - The highlighted or displayed HR
Transaction is used as a template for a new HR Transaction. All data from the original Auth to Hire tabs
are used in the creation of the new HR Transaction. Also, defaults for UDDS, etc., set in the user's
profile, overlay the like fields in the new HR Transaction.

'Copy Goals, Activities and Knowledges' Box Checked- The highlighted or displayed HR Transaction
is used as a template for a new HR Transaction. All data from the original HR Transaction on the goals,
activities and knowledges tabs, including the associated titles, are used in the creation of the new HR
Transaction.

'Copy Organization Chart' Box Checked - The highlighted or displayed HR Transaction is used as a
template for a new HR Transaction. All data from the original HR Transaction on the Org Chart Tab are
used in the creation of the new HR Transaction.

Copy - Copies the selected HR Transaction to a new LTE HR Transaction using the criteria associated
with the check boxes.

Cancel - Closes the 'Copy' screen and returns to the calling screen.
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3. Copy for Reclass, Copy for Update and Copy for Reallocation

Copy for PermanentiProject Copy far LTE Copyfor Reclass | Copyfor Update  Gopy for Reallocation Help
J
Copy Information For Reclass Help pe |Frint Resuite
[] Please Select the Items that you would like to copy. cp o
- ¥ Copy Authorization to Hire Information =
O cP
- I Copy Goals, Activities and Knowledges =
O cp
- v Copy Organization Chart —
O _ PO
- Iw* Copy Exclusion Forms —
cP
E Should the PD be created for the Same Empl ID/Empl Red or a Different One?
E Cannot copy an HR Transaction for the same Empl ID/Empl Red if it is a position vacancy that is not CLOSED |-,
- EmplID Empl Bcd —
[] T Same Empl IDEEmpl Red ® Different Empl IDEEmMpl Red: B Find Empl ID By Mame | Lol
- [ =
| Copy Cancel|
Ti ATION
HI
Employee: DEMISE WHITFORD Prior Employee: |Parmels Munoz
| Cert Number: Qoo7a7s56 Go to CHRIS Yacancy Record Position #: 02024266 Effective Date: |11/07/2011
Supendisor:  Hoslet, Charles Creator: ‘van Wey, Elizaheth j
Working Title: PRG ASST ADYV CONF HR. Transaction ID: 0000073756
Edit HR Tran “iew HR Tran Display/Print HR Tran Documents Copy HR Tran To Mew Tran Refresh Cuery

UW-Madison Classified Human Resources Information System -

Sez x
Coapy far PermanentiProject Copy for LTE Copy for Reclass  Copyfor Update | Copy for Reallocation Help
Copy Information For Update Help bpe | Print Resuits
0 Please Select the ltems that you would like to copy. R |
- W Copy Autharization to Hire Information =
O W Copy Goals, Activities and Knowledges £
0 W Copy Organization Chart CP
- 7 - =
C Copy Exclusion Farms i
E Should the PD he created for the Same Empl ID/Empl Red or a Different One? ;
ol Cannat copy an HR Transaction for the same Empl ID/Empl Red if it is a position vacancy that is not CLOSEL ||
[w EmplID Empl Rcd P
= T Same Empl IDVEmpl Red ™ Different Empl IDVEmpl Rod: |— Find Empl ID By Mame | =
] RCL
- Copy Cancel —
Ti LATION
HI
Employee: DEMNISE WHITFORD Prior Employee: |Pamela Munoz
- Cert Number: 00079756 | Goto CHRIS Yacancy Record Position #: 02024266 Effective Date: | 11/07/2011
Supendisor:  Hoslet, Charles Creator: |\ian Yey, Elizabeth |
Working Title: PRG ASST ADY CONF HR Transaction ID: 00000737456
Edit HR Tran Wiew HR Tran DisplaywPrint HR Tran Documents Copy HR Tran To Mew Tran Refresh Query
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LI'W—Mldison Classified Human Resources Infc

File Edit 2 T Main Menu  Win
Ses@ x
Copy for Permanent/Project Copy for LTE Copyfor Reclass  Copy for Update  Copy for Reallocation l Help
J
Copy Information For A Reallocation Help e B

Il Please Select the Items that you would like to copy. R |

=] W Copy Authorization to Hire Information —
P

E ¥ Copy Goals, Activities and Knowledaes et
P

E W Copy Organization Chart e

C W Copy Exclusion Forms "0

- f—
P

E Should the PD be created for the Same Empl ID/Empl Rcd or a Different One? et

£ Cannot copy an HR Transaction for the same appointment if it is a position vacancy that is not CLOSED cr

- Empl ID Empl Rcd e

[l 7 game Empl IDIEMpl Red @ Different Ermpl IDIEmpl Red: [ Find Appointment ID By Name | REL

- ==

| Co Cancel

T B aTIoN

HI

Employee: DENISE WHITFORD Prior Employee: |Pamela Munoz

Cert Number: Q0079756 Go to CHRIS Yacancy Record Position #: 02024266 Effective Date: |11/07/2011

Supervisor: | Haoslet, Charles Creator: ‘an \Wey, Elizabeth j

Working Title: PRG ASST ADY CORNF HR Transaction ID: 0000078756

Edit HR Tran “Wiew HR Tran DisplawPrint HR Tran Docurments Copy HR Tran To Mew Tran Refresh Query

Record: 111

'Copy Authorization to Hire Information' Box Checked - The highlighted or displayed HR
Transaction is used as a template for a new HR Transaction. All data from the original Auth to Hire tabs
are used in the creation of the new HR Transaction. Also, defaults for UDDS, etc., set in the user's
profile, overlay the like fields in the new HR Transaction.

'Copy Goals, Activities and Knowledges' Box Checked- The highlighted or displayed HR Transaction
is used as a template for a new HR Transaction. All data from the original HR Transaction on the goals,
activities and knowledges tabs, including the associated titles, are used in the creation of the new HR
Transaction.

'Copy Organization Chart' Box Checked - The highlighted or displayed HR Transaction is used as a
template for a new HR Transaction. All data from the original HR Transaction on the Org Chart Tab are
used in the creation of the new HR Transaction.

'Copy Exclusion Forms' Box Checked - The highlighted or displayed HR Transaction is used as a
template for a new HR Transaction. All data from the original HR Transaction on the Exclusions Tabs
are used in the creation of the new HR Transaction

Should the PD be created for the Same Empl ID/Empl Red or a Different One? - The highlighted or
displayed HR Transaction is used as a template for a new HR Transaction. All data from the original HR
Transaction is used in the creation of the new HR Transaction. This option is only available for Position
Vacancy HR Transactions that have a status of 'Closed.’

If the HR Transaction is for the same person as the original HR Transaction, select “Same Empl
ID/Empl Rcd.” If the HR Transaction is for a different person, select “Different Empl ID/Empl Red”
and enter the individual’s Empl ID/Empl Rcd.

Copy - Copies the selected HR Transaction to a new Reclass HR Transaction using the criteria
associated with the check boxes.

Cancel - Closes the 'Copy' screen and returns to the calling screen.
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Creating a Reclassification Transaction

Creating a Reclassification Transaction

To create a new Reclassification, go to the main menu. Check the box next to ‘Reclass’ and then press
the ‘New Transaction’ button.

ans Tools 1 Menuy Windo ORAC[_GI

How wouid you like to proceed?

u| bt
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This will bring up the following prompt:

If a position description already exists in the system, you will receive the following message:
-FD Exists

/N
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After clicking “OK,” the screen below will come up.

General Data I Goals Activities  Knowledge and Skills Org Chart Comrents Exclusions History
Page 1 [ Fage 2 Reclass Detail
HR Transaction General Information: Page 1 Emplovee:|PHYLLIS b GALLMAR Help
Please Read: - An item with a blue label and an asterisk (%) is required. Bt R il ]
- Only fields with white backgrounds can he key entered. Debu Turn Msg Off
uDDS™ |FACILITIES FLMG AND MGMTTRANE j Status: | Tran Comments
Code Classification Barg Unit Supervision Type*
Title{si=: [16000 [OFFICE ASSOCIATE = (02 =
Supervisor: Last Name* First Name Title*
|Owens |Kenneth |Prngram Assistant Bupervisar

Supervisor's Email Address® |

Employees With Similar Duties

Last Hame First Hame Title
| | | hore
Required Exclusion Forms: Confidential l_ Management l_ Supervisory |_
PD Discussion Date: Position # 02024118 HR. Transaction ID: | 000035591
Date Duties Began: PDULTE Eff Date: Cert Humber:
L ast PD-of-Record Date: Empl ID Y Empl Red: (00503224 f IF HR Transaction Type: |Rec|assiﬂcatinn
Cancel Mew HR Trans Save Page 1 Changed:r

Update Page 1, Page 2, Goals/Activities, Knowledge and Skills and the Org Chart as necessary.

Then complete the Reclass Detail tab.
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2. Reclass Detail

vain Menu  Window

F General Data | Goals Activities  Knowledge and Skills 0rg Chart Comments Extlusions Histony
FPage 1 FPage 2 Reclass Detail I
— et ; Help
HR|  Reclassification Data Sched-  Current  DateBeganin  DateBegan
] Range FLSA: Current Title Current Duties
| ﬁﬂgfﬁl.f [16000 [OFFICE ASSOCIATE 02-08 [N 10:23/2011
Proposed Title: | [ = Working Title: |OFFICE ASSOCIATE
Lie Proposed Effective Date: 09r23/2012
= Date Materials Received By Div: Career Executive: W
Date Materials Received By CHR: FLSA Status: [
Reclass Effective Date:
L Approved Title Code: | [ B Sched-Range:
Pr Current Rate: $13.281 Rate Adjustment: New Rate:
Logical & Bl
— Gradual Changes: - Exit|
— Class Specification ~  [ER Title Specs
Language: v Ediit
N | Reclass =
Summary: = | =
Positions Used - -
For Comparison: . Eet]
Dehial Comments Convert to Reallocation Save Reclass Paper Flow

1. Reclassification Data

Current Title — (Automatically filled) The Title Classification of the employee at the time the Reclass
was requested.

Sched-Range (Automatically Filled) - The Schedule & Range of Title Classification of the employee at
the time the Reclass was requested.

Date Began In Current Title — (Automatically Filled) The Date the employee began in the "Current"”
Title Classification.

Date Began Current Duties - For Reclass, Update & Reallocation Transactions,the Date that the
Employee Began the Duties Described in the PD.

Proposed Title — Enter title code for the title to which the creator originally suggested the employee be
reclassed. If unknown press [ ¥ ], enter the first letters of the title you are seeking, press [FIND], then
highlight the title to select and press the [O.K.].

Sched-Range (Proposed Title) —The Schedule & Range of the "Proposed" title. Automatically fills in
once the Proposed Title is selected.

Proposed Effective Date - The Proposed Effective Date for the employee to begin in the reclassed title.
Working Title -The Working Title for the position

Career Executive - Indicator of whether the Reclass is for a career executive position.

Date Materials Received By Div - The date the Reclass Transaction and supporting documents were
submitted to the Division HR office.
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Date Materials Received By CHR - The date the Reclass Transaction and supporting documents were
submitted to CPO

FLSA Status - Indicates whether proposed title is non-exempt or exempt. Automatically fills in once
proposed title is selected.

Reclass Effective Date - Effective Date is initially set to the first day of the next pay period after Div
HR or CHR received the reclass materials (depending on delegation).

Approved Title Code - The title which was finally approved for the Reclass request.

Sched-Range (Approved Title) — (Automatically filled) The Schedule & Range of the "Approved" Title.
Current Rate - The Pay Rate of the employee at the time the Reclass was requested. Automatically
populated from HRS.

Rate Adjustment - The Pay Rate Adjustment implemented with the approved reclass.

New Rate - The pay rate implemented as a result of the approved reclass.

Logical & Gradual Changes - Logical & Gradual changes in the employees duties which may justify a
reclass.

A. Description of Logical and Gradual Changes
Include a brief summary of the former position's duties and responsibilities. Identify the changes that
have impacted on the level of the position (include when, why and how the changes occurred).

Identify the position's level of decision-making, discretion, independence of action, complexity,
consequence of error, and impact on the unit or organization.

Logical Changes - changes that are reasonably related to the previous duties or responsibilities
of the position.

Gradual Changes - if the duties that constitute the reason for the class level change was at least
26% of the position, the change to 51% of the total position is considered gradual.

** For those reclassifications that are identified as a progression within the specification,
requestor only needs to identify how long the employee has been in the current classification (rule of
thumb is approximately a year), whether the employee has attained the necessary training/experience,
and if the supervisor agrees with the request.

Class Specification Language - Appropriate Class Specification Language & Allocation Patterns - See
OSER's title website.

DER Title Specs - Press to see OSER's Title Specification website

Reclass Summary - A summary of how the position relates to specifications of the higher-level
position.

Positions Used For Comparison - Name, classification, employing unit and duties of employees in
comparable positions.

Denial Comments - Press to see any comments related to a denial of the reclass.

Convert to Reallocation — Converts HR Transaction from a reclass to a reallocation.

Reclass Paper Flow - Press to open a PDF of the paper flow process associated with reclasses.
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3. Reclass Status History

Madison Classified Human Resources Information System - CHREIS EE =1 |
ORACLE
PLICATIONS TECAHUMAMN RES 995 b
PO} Reciass Status History |
Reclass Status History
Event Sucise S (e Status Date/Time ﬂl:nm::rsla:g“:l 0y
o [CPO Approvad [Reclass Anproved [DB/29r2002-08:17:36  [B1Z =
{appealad by Emploves |DER Appeal Review [DE78r2002-0817:05  [B1Z
‘ |Danied by GO |Denied 0ar29n00-08. 1628 [BAZ
| Dy Spproved PO Raview [0R29r2002-08 1406 [B1T
o e ubmithed |D=pt HR Raview [DBr2ar2002-0814:058 |B1Z
| |Created {Dran {Darzor002-081 144 [B1Z
| | | I
1l I | I
HR I | I
iE"-I 1 I |
cer | I | |
£l | | [
| I | I
([ l f I =
—

Event - The event that happened to place the reclassification into the listed status.

Reclass Status - The status that the reclassification has been in.

Status Date/Time - The date and time that the reclassification was placed into the listed status.
Status Set By (Name Or Logon ID) - The name or logon ID of the person who placed the
reclassification into the listed status.
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Searching HR Transactions

The Search facility gives you the opportunity to list HR Transactions that you or others have created.
Depending on the owners of the transaction and your authorization level, transactions listed can be
updated, viewed, printed, or used as templates for a new transaction.

In most cases the basic Search screen will provide all you need to find the HR Transactions you want to
see. Advanced Search provides a more elaborate means to select a group of transactions.

1. Basic Search

£ UW-Madison Classified Human Resources Information System - CHRIS

ORACLE

Advanced Search  Results by Dept Results by Type

Enter criteria of the HR Transactions you wish to view & press the Execute Query Button Help
* At least one search limiting value must be entered. Press a dropdown button for a list of valid values.
[Tmine [ Proxiedto me [ Dratt [ Under HR Review - Approved [ Filled Positions
Code
Title: | [ =
== More than one UDDS may be entered
uDDS: | | =
or | [
or | |
Execute Query
Clear All Fields

** Note: HR Transactions that are not Class Approved are displayed only for the creator, assigned
proxies, and responsible HR staff.

NOTE: The more search criteria you choose, the narrower you search will become, but at least
one search criteria is required. HR Transactions that are not Class Approved are displayed only
for the creator, assigned proxies, and responsible HR staff.

Mine (checkbox) - Check this box to search for all HR Transactions created by you.

Proxied to me (checkbox) - Check this box to search for all HR Transactions for which you have Proxy
rights (i.e. someone else has set you up to be able to look at or update their Transactions that they have
created).

Draft (checkbox) - Check this box to search for HR Transactions that are in 'Draft' Status for which you
are the creator, proxy, or responsible HR staff.

Under HR Review (checkbox) - Check this box to search for HR Transactions that are in Dept
Review', 'Div Review', or 'CPO Review' Status for which you are the creator, proxy, or responsible HR
staff.

Class Approved (checkbox) - Check this box to search for HR Transactions that are in 'Class Approved'
Status.
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Filled Positions (checkbox) - Check this box to search for HR Transactions that are in 'Filled' Status
(any status after an Applicant has been Selected).

Title - Enter title code, if known. If unknown press [ ¥ ], enter the first letters of the title you are
seeking, press [FIND], then highlight the title to select and press the [O.K.].

UDDS - Enter up to 7 characters of a UDDS or press [ ¥ ], enter the first three alpha/numeric for the
UDDS desired, press [FIND], highlight the UDDS desired and press [O.K.]. Multiple UDDS values can
be entered for search.

Execute Query - Runs the query with the search criteria selected and takes you to the Search Results
screen.

Clear All Fields - Clears all the fields of any search criteria chosen.

** Note: HR Transactions that are not Class Approved are displayed only for the creator, assigned
proxies, and responsible HR staff.

2. Advanced Search

B uw-Madison Classified Human Resources Information 5

File Edit Actions Tools MainMenu Window Help
q‘@ » x
Search Advanced Search [ Results by Dept Results by Type
Enter criteria of the HR Transactions you wish to view & press the Execute Query Button Help
* At least one search limiting value must be entered. Press a dropdown button for a list of valid values.
[Chline [ Proxied to me [ Drat [ Under HR: Review [ Approved [ Filled Posttions
Job Code: | | = Appointment Type: | -]
Title Prior to
ReclassRealloc: | | = HR Transaction Tvpe: | -
== Maore than one UDDS may be entered Employee Hired Into The Position
Department; | =
Last Name: |
or | |
o | [ First Name: |
i Ty | Prior Employee
orking fite: Last Name: |
Creator First Name: |
Last Name: |
First Name: | PD/Appt Effective | and |
Logon Name: | Date Between:
Execute Query
HR Transaction ID iCert): NOTE: Please Choose only
one of the ID’s to search i
Empl ID: Clear All Fields
P by. All other search
Position Number: criteria will be ignored.
** Hote: HR. Transactions that are not Class Approved are displayed only for the creator, proxies, and responsible HR staff.

NOTE: The more search criteria you choose, the narrower you search will become, but at least
one search criteria is required. HR Transactions that are not Class Approved are displayed only
for the creator, assigned proxies, and responsible HR staff.

Mine (checkbox) - Check this box to search for all HR Transactions created by you.

Proxied to me (checkbox) - Check this box to search for all HR Transactions for which you have Proxy
rights (i.e. someone else has set you up to be able to look at or update their HR Transactions that they
have created).

Draft (checkbox) - Check this box to search for HR Transactions that are in 'Draft' Status for which you
are the creator, proxy, or responsible HR staff.
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Under HR Review (checkbox) - Check this box to search for HR Transactions that are in ‘Dept
Review', 'Div Review', or 'CPO Review' Status for which you are the creator, proxy, or responsible HR
staff.

Class Approved (checkbox) - Check this box to search for HR Transactions that are in 'Class Approved'
Status.

Filled Positions (checkbox) - Check this box to search for HR Transactions that are in 'Filled' Status
(any status after an Applicant has been Selected).

Title - Enter title code, if known. If unknown press [ ¥ ], enter the first letters of the title you are
seeking, press [FIND], then highlight the title to select and press the [O.K.].

UDDS - Enter partial or full 7 character UDDS or press [ ¥ ], enter the first three alphanumeric
characters for the UW division desired, press [FIND], highlight the UDDS desired and press [O.K.].
Multiple UDDS values can be entered for search.

Creator Last Name - Enter the Last Name of the Creator of the HR Transactions to search for.
Creator First Name - Enter the First Name of the Creator of the HR Transactions to search for.
Logon Name - Enter the Logon Name of the Creator of the HR Transactions to search for.

HR Transaction ID (Cert) - Enter the HR Transaction ID of the HR Transaction to search for. No other
search criteria will be checked because only one HR Transaction will be returned in the search results.
Empl ID - Enter the Employee ID number for the individual associated with the HR Transaction to
search for.

Position Number - Enter the Position Number associated with the HR Transaction to search for. No
other search criteria will be checked because only one HR Transaction will be returned in the search
results.

Appointment Type - Choose the Appointment Type to search for (Classified Permanent, Classified
Project, Limited Term Employment).

HR Transaction Type - Choose the HR Transactions Type to search for.

Employee Hired Into the Position Last Name - Enter the Last Name of the Employee Associated with
a HR Transaction to search for.

Employee Hired Into the Position First Name - Enter the First Name of the Employee Associated
with a HR Transaction to search for.

Prior Employee Last Name - Enter the Last Name of the Prior Employee Associated with a HR
Transaction to search for.

Prior Employee First Name - Enter the First Name of the Prior Employee Associated with a HR
Transaction to search for.

Appointment Effective Date Between - Enter a Date Range that the Appointment Effective Date falls
between.

Execute Query - Runs the query with the search criteria selected and takes you to the Search Results
screen.

Clear All Fields - Clears all the fields of any search criteria chosen.

* Note: HR Transactions that are not Class Approved are displayed only for the creator, assigned
proxies, and responsible HR staff.
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3. Search Results Viewl

-Madison Classified Human Resources Information System - CHRIS

Search Advanced Search  Results by Dept l Results by Type
|Job Code = 02500 Deparment = A48; @
Title DivDept HR Tran Status Employee Name (or *Note) Type Print Results
I |UNIV S¥C PRG ASS0C |COL OF LETTERS & SCIENC |Recruiting | R
i [UNIV SVC PRG ASSOC |COL OF LETTERS & SCIEMC |Closed |RORI K COSTELLO CPI—
I UNIV 8¥C PRG ASSOC |COL OF LETTERS & SCIENC|Closed [KATHERINE CUNNINGHAM  [LTE
™ [UNIV 5w PRG ASS0C |OL OF LETTERS & SCIENC | Closed [4MIN R KNOL [cF]
™ [UNI S¥C PRG ASSOC |COL OF LETTERS & SCIEMC|Cloged [EONNIE M ERZEZINSK] [cF
I |UNIY 8¥C PRG ASSOC |COL OF LETTERS & SCIENC |Reclass Approved [NANCY J MUSTARICH RCL
I |UNIV S¥C PRG ASS0C |COL OF LETTERS & SCIENC |Reallocation Approved | |SARAH K MORTON [REs
Title: [08500 [UNIV SVC PRG ASS0C UDDS: (4462200 [COL OF LETTERS & SCIENCEECONOMICSIE
HR Tran Type: [Position vacancy Status Date: [07/19/2012-18:20112 Tran Status: [Closed
Employee:  |RORI K COSTELLO Prior Employee: |Susan Hering
Cert Number: M Gota CHRIS Vacancy Record| Position #: lm Effective Date: lm
Supervisor:  [Ellis, Mary Beth Creator: |E|lis, Mary Beth
Working Title: |UNDERGRADUATE OFFICE COORL HR Transaction ID: [0000033225
Edit HR Tran| Yigw HR Tran DisplayPrint HR Tran Documents Copy HR Tran To NewTran| Refresh Query

Title - Title for the HR Transaction.

Div/Dept - Division/Department for the HR Transaction.

HR Tran Status - Current Status of the HR Transaction.

Employee Name (or 'Note') - Name of the Employee assigned to the HR Transaction or a 'Note' about
the transaction.

Type - Type of HR Transaction that was created (Position Vacancy, Reclassification, Update,
Reallocation, LTE). CP=permanent vacancy, CJ=project vacancy, LTE=LTE, RCL=reclass,
UPD=update, REA=reallocation, PV=vacancy types where no type (CP,CJ) was selected.

Title - Title for the HR Transaction.

UDDS - UDDS for the HR Transaction.

HR Tran Type - Type of HR Transaction that was created (Position Vacancy, Reclassification, Update,
Reallocation, LTE).

Status Date - Date and time that the HR Transaction has been put into the current Status.

Tran Status - Current Status of the HR Transaction.

Employee - Name of the Employee assigned to the HR Transaction.

Prior Employee - Prior employee of the position.

Cert Number - Certification Number associated to the HR Transaction.

Go to CHRIS Vacancy Record - Press the button to go to the associated CHRIS vacancy. Available
only for authorized personnel.
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Position #- Position number of the position associated with the HR Transaction.

Effective Date - Date that the HR Transaction is effective.

Supervisor - Designated supervisor of the position.

Creator - Name of the person who created the HR Transaction.

Working Title - Working Title for the HR Transaction.

HR Transaction ID - Identifier assigned to the HR Transaction.

Edit HR Tran - Press button the open the HR Transaction in Edit mode. It will allow you to make
changes to the HR Transaction if you are authorized. If you are not authorized, it will take you to the HR
Transaction in View mode.

View HR Tran - Press button the open the HR Transaction in View mode. It will allow you to look at
the HR Transaction, but not make any changes.

Display/Print HR Tran Documents - Press button to bring up the Print screen with possible reports to
print.

Copy HR Tran To New Tran - Press button to bring up the Copy Screen with possible copy options.
Refresh Query - Runs the query with the search criteria selected and refreshes the Search Results
screen with any updated data.

4. Search Results View2

Search Advanced Search  Results by Dept
Help
Title uDDs HR. Tran Status HR Tran Type ApptID  Tran Eff Date Ptint Results
™ |UNI 8VC PRG ASS0C |A484400  |Recruiting |Position vacancy | [
W [UNIY S¥C PRG ASS0C |Ad482200  |Closed |Position Vacancy (02040566 |07/18/2012
™ [UNI SYC PRG ASSOC |a481500  [Closed |Lirnited Terrn Em 02041682 [07/13/2012
Prewv Rec|
™ [UNIY BYC PRG ASS0C |A484400  |Closed |Position Vacancy |02041637 |[07M5/2012
I™ |UNIV SYC PRG ASS0C |#486000  |Closed |Position Vacancy (02038714 |06M182012 Mext Rec|
™ [UMI SYC PRG ASSOC |#482300  |Reclass Approved |Reclassification 00589126 |03/25/2012
™ [UNIY BYC PRG ASS0C |2480200  |Reallocation Appraved  |Reallocation |D2000346  |04/08/2012
Title: [08500 [UNIY SYC PRG ASS0C UDDS: (4422200 [COL OF LETTERS & SCIENCE/ECONOMICSIE
HR. Tran Type: |Position Vacancy Status Date: |07/19/2012-18:20:12 Tran Status: |Closed
Employee:  |RORIK COSTELLO LTE Applicant Status: |
Cert Number: |00083225  Goto CHRIS Vacancy Record| Position #: (02040566 Effective Date: 071352012
Title Prior to
Creator: i

Reclass/Realloc: | | |E”'S' Uik B2l
Working Title: |UNDERGRADIUATE OFFICE COORE HR Transaction ID: (0000083225

Edit HR Tran | Wiew HR Tran| Display/Print HR Tran Documents Copy HR Tran To Mew Tran | Refresh Cuery

Title - Title for the HR Transaction.
UDDS - Division/Department for the HR Transaction.
HR Tran Status - Current Status of the HR Transaction.
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HR Tran Type - Type of HR Transaction that was created (Position Vacancy, Reclassification, Update,
Survey, LTE).

Appt ID - Appointment ID of the person associated with the HR Transaction.

Tran Eff Date - Date that the HR Transaction is effective.

Title - Title for the HR Transaction.

UDDS - UDDS for the HR Transaction.

HR Tran Type - Type of HR Transaction that was created (Position Vacancy, Reclassification, Update,
Survey, LTE).

Status Date - Date and time that the HR Transaction has been put into the current Status.

Tran Status - Current Status of the HR Transaction.

Employee - Name of the Employee assigned to the HR Transaction.

LTE Applicant Status — Status of the LTE applicant.

Cert Number - Certification Number associated to the HR Transaction.

Display CHRIS Record - Press the button to go to the associated CHRIS vacancy. Available only for
authorized personnel.

Position #- Position number of the position associated with the HR Transaction.

Effective Date - Date that the Position Description is effective.

Title Prior to Reclass - Prior employee of the position.

Creator - Name of the person who created the HR Transaction.

Working Title - Working Title for the HR Transaction.

HR Transaction ID - Identifier assigned to the HR Transaction.

Edit HR Tran - Press button the open the HR Transaction in Edit mode. It will allow you to make
changes to the HR Transaction if you are authorized. If you are not authorized, it will take you to the HR
Transaction in View mode.

View HR Tran - Press button the open the HR Transaction in View mode. It will allow you to look at
the HR Transaction, but not make any changes.

Display/Print HR Tran Documents - Press button to bring up the Print screen with possible reports to
print.

Copy HR Tran To New Tran - Press button to bring up the Copy Screen with possible copy options.
Refresh Query - Runs the query with the search criteria selected and refreshes the Search Results
screen with any updated data.
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Menus

The menu bar at the top of CHRIS/CHRIS-HR screens is similar to the standard Windows menu. The
sub-menus have some standard selections and some selections unique to CHRIS/CHRIS-HR. The
selections that are available on a certain screen depend on that screen, on the status of the displayed data,
and on the authorization of the current user. The active selections on the sub-menus are in black font,
while the inactive selections are in a dull gray color.

1. File Menu

[=5 UW-Madison Classified Human Resources Information System - CHREIS

Fiiz Edd AcBone Tools: Main Menu  Win

bew Biank HR Transaclion [§i%

Sanve = 8 B . = = Y
Bt MR Paciige : Crgchan  Commants  Exclusions  History
Close Window
AR eneral Information: Page 1 Emplogee: | " heip)
Please Head: - An item with a blue label and an asterisk {7 is requirad. Debaig: Turn hb-:Dn|
- Only felds with white backgrounds can be key entered. Debug Turn Mag 4|
—1F UDDS*: (2450230 [LERMOMINISTRATIONLES BRD WIST [*| Status: (D HR Revew Tran Comments
Code Classification Supendsion Type®
Title(s)z (61361 [ORAPHIC DESIGMER-ENT = [General %] o fiiles |
= Supervisor: Last Name First Name Title"
[doa |jnhn manEger
Employvees With Similar Duties
Last Namse _First Hame Title :
HR | | [ [ hcee |
cor| REGUIEN Exchision Forms: Confidential |1 Management (1 Supendsory |1
<y PP DiscUSSiOn Date: [ | Appaintment 1; | ] HR Transaction 0| 000000370
Date Duties Began: POVLTE Eff Date: | Cort Mumiber: | 00040395
Wi —_— :
Last PD-of Record Date: | HR Transaction Type: | Posidion Vacancy
E
Save
L ELeE -

New Blank HR Transaction - Opens a new blank HR Transaction screen for entry of a new
transaction.

Save - Saves the current data. Only available on the HR Transaction screens and the Profile screens.
Print HR Package - Opens the Print screen which has options to print different reports. Only available
on the Search Results screen or the HR Transaction screens.

Close Window - Closes the current screen.

Exit CHRIS - Closes all the windows in the Entire HR Transaction System.
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2. Edit Menu

[=5 UW-Madison Classified Human Resources Information System - CHREIS

Eile Edt Ackone Tools: Main Menu Window Hefp

- ptleles

EditHiR tian

Copy HR Transaclion
| Delete HR Transaclion
s EditDizplay CHRES Posiion Vacancy Record
, Edit Profile Emphoye llr-]_pl
mbel and an asterisk (7 is required. Diebug: Turn bizg On|
backgrounds can be enterned.
cte cit - hey Detus Turn g 0|
UDDSE% 40230 [LESAOMINISTRATIONLES BRD VST =] Status: (D HR Review Tran Comments
Code  Classification Superdsion Type*
o Title(s): [61361 |[ORAPHIC DESIGMER-ENT = [General %] o fiiles |
- Suparvisor: Last Name’ First Name Title"
LA (doa |jnhn manager
Employvees With Similar Duties
_Last Name __First Hame Title
| | Hiora |
Required Exchsion Forms:  Confidential |M Management |7 Superdsory (1
<y PP DiscUSSiOn Date: | Appaintment 1; | ] HR Transaction ;| 000000370
-1
Date Duties Began: PDILTE Eff Data: | Cert Mumber: | 00040395
Last PD-of Record Date: | HR Transaction Type: | Posidion Vacancy
E
Save
SR ]|

Edit HR Transaction - Opens the Position Description Package in Edit mode. It will allow you to make
changes to the Position Description Package if you are authorized. If you are not authorized, it will take
you to the Position Description Package in View Only mode.

Copy HR Transaction - Opens the Copy screen that has possible copy options. Only available on the
Search Results screen or the PD Package screens.

Delete HR Transaction - Deletes the PD Package from the system. Only available on the Search
Results screen or the HR Transaction screens.

Edit/Display CHRIS Position Vacancy record - Press the button to go to the associated position
vacancy. Available only for authorized personnel.

Edit Profile - Opens the Profile screen associated with the user for adding or updating to the profile.
Only available on the Search Results screen or the HR Transaction screens.

Cut - Cuts out the highlighted text and saves it on the clipboard. Only available on the HR Transaction
screens.

Copy - Copies the highlighted text and saves it on the clipboard. Only available on the HR Transaction
screens.

Paste - Pastes the text on the clipboard to the position designated. Only available on the HR Transaction
screens. This option is only available if the Cut or Copy was done using the CHRIS/CHRIS-HR system
itself. If the Cut or Copy was made from an external document, use Control+V, the standard Windows
command, to do a paste. Note: If the text to be pasted is more than the receiving field can accept, only
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the text that will fit will text. You will have to reduce the text length until it is within the limit for the
receiving item.

CAUTION: When copying from Word and pasting into a HR Transaction the single quote (apostrophe)
is sometimes converted into a question mark (?). It seems to be those in the middle of a word (e.g.,
don't) or end of a word that are converted. Other special characters such as a hyphen are sometimes
converted too. These conversions do not occur until the data is saved so you may not notice it
immediately. These all can be typed over and restored to the correct character by anyone with
authorization to submit or approve the HR Transaction. You may want to review the large text fields in
the HR Transactions you have not yet submitted or approved if you suspect you did a copy and paste of
text that had quotes or other special characters.

3a. Actions Menu (Position Vacancy, Update)

S} UW- Madison Classified Human Resources Information System - CHRIS
Eﬂmm HH Tnns:cﬂnn
Boormve Project Fassion
Emptoe: [ Hosp |
Please Head: - An item with a blue label and an asterisk {7 is requirad. Diebug: Turn bizg On|
- Only felds with white backgrounds can be key entered. Debug: Turn bag Off |
""" UDDS™ (4450230 [LESROMINISTRATIONILES BRO VIST [=| Status: [Div HR Reaview Tran Comments
Corde  Classification Supervizion THH’
Title(s)z (61361 [ORAPHIC DESIGMER-ENT = [Genaral =] hiors Tiiez |
— Supervisor: Last Name’ First Name Titla*
|jnhn manager
Employvees With Similar Duties
_Last Name __First Hame Title
cep FRAHITEH EXChision Forms:  Confidential [N Mearagemont |1 Supervisory [
PD Discussion Date: | Appoinfment 10; | HR Transaction x| 000000370
Date Duties Bagan: PONLTE EfT Date: | Cert Mumibar: | 00040395
Lml PD-of Hecord Date: | HR Transaction Type: | Posidion Vacancy
Save
= LB .

Note: Submission, Rejection and Approval are only available when the HR Transaction is open in
Edit mode.

Submit HR Transaction - Submits the HR Transaction to the Dept/Div HR for approval. Available
only for HR Transaction in Draft status.

Approve HR Transaction - Approves the PD Package to the Div HR/CPO staff for additional
verification. Available only for PD Packages not in Draft status.

Approve Project Position Justification - Opens the Project View form and checks for all the project
positions beginning in the last five years for the specific department. Approves the Project portion of
project position vacancies if the approval is requested. Available only for Project positions.

Reject HR Transaction - Rejects the HR Transaction to the previous level of approval.
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Create New Limited Term Employment Transactions

Instructions for LTE Positions - Most of the LTE process will be the same as for other HR
Transaction types. Here are some differences:

1.

2.

Though only one goal (and related activities) is required, the PD Summary is optional.

Some items that do not apply to LTEs are protected or removed, while others, such as Hourly
Rate if posting on the web, are required.

If there is no Applicant entered, you can choose whether the position should be posted on the
web in the nightly automated process.

An Organizational Chart is optional.

A selected applicant can be entered before the original submittal of the LTE Transaction, or
after. If after, only applicant data will be allowed to be updated. Then the applicant is submitted
separately for approval. HR staff can then approve or reject the applicant together with or
separately from the Transaction.

The Applicant status will display separately from the LTE Transaction status on the Search
Results screen. The Applicant status will display with the detail data on the lower part of the
screen.

An Applicant hired through this process cannot be pushed into HRS until the LTE Transaction is
Class Approved by Division HR staff (if the title is delegated) or CHR.
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Begin by logging into CHRIS-HR. On the Main Menu screen, for the HR Transaction Type, click
‘LTE’ and for the Create an HR Transaction, click ‘New Transaction’

B L. - -(of x|
File Edit Tools Main Menu Window ORACLE

SOURCE CTR

000085563
00085563

Limited Term Employee
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LTE General Information — Page 1
Creating a New Transaction will bring up the HR Transaction General Information: Page 1. This should
be completed in the same manner as completing this screen for a permanent position.

4 UW-Madison Classified Human Resources Information |

File Edit 4¢ ORACLE

ns Tools  Main Menu

- Only fields with white backgrounds can be key entered. Db Turn bso Off

il X
General Data l Goals Activities  Knowledoe and Skills Org Chart Comments History
@ Page1 |  Page2 Essential Justification ~ LTE Detail  LTE Appt Histary
i HR Transaction General Information: Page 1 Employee:] Help |
DI Please Read: - An item with a blue label and an asterisk () is required. [RGB BTy

] upDs* | [ & Status: |Draft Tran Comments
| Code Classification
Titlefsi™: | | | Applicant Status: |
Supervisor: Last Name* First Name Title*
Pr Supervisor's Email Address?: |
Employees With Similar Duties
Last Name First Name Title
= | | | More
Required Exclusion Forms: Confidential l_ Management |— Supervisory |—
1 | PD Discussion Date: Position #: HR Transaction ID:
Date Duties Began: PD/LTE Eff Date: Cert Number:
Last PD-of-Record Date: Empl ID / Empl Rcd: i |_ HR Transaction Type: || imited Term Employee
Cancel New HR Trans Save

Once completed, click “Save” and proceed to Page 2.
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LTE General Information — Page 2

B uw-Madison Classified Human Resources Informatior

File Edit A

@ @

General Data

Goals Activities  Knowledge and Skills Org Chart Comments History

Fage 1 Fage 2 l Essential Justification LTE Detail LTE Appt Histony

HR Transaction General Information: Page 2

Working Title; |

Appt Type™ | |imited Term - Classified =

Fund*: jnct*:l_ ~| more| Hourly Rate for Posting: @ Rate Range  { Fixed Rate

| oz 2

Help|

Lig LTEFunction: |  =| [LTEPdicy |  Hourly Rate Range From: | To: |
= Justification®: | -
Add'l Justification: | Edt| Estimated Duration: Hours: OR Date:
Joh Address*®: *.
Contact* [Meghan Owens
jeing Code’t 1078 = CowtysDane
— F“"d'"g Coike o L - Phone: [500-262- 2346 TTY Phone: 711 Info
PARK ST M 21 Lil([H i o
Pr Emnail: [mowens@ohrwisc.edu Building Code*; ﬂ
|21 N PARK 8T pailbinn: Address: [21 N Park 5t
. | [Suite 5101
. City: [MADISON State: [/l Zip Code: (537151218 city: [Madison state: "I Zzip Code: 53715
T Work Schedule: | v| More Schedule Comment: | Eciit
Requirements: | ~| More Addd'l Req: | Exit
Related Web Link: [winw.ohrwisc edu Link | Application Deadline Date: Post On Weh*: l_
Under Caregiver Law: © ves © o LTE *How To Apply’ Information: Echt|
Save

-

Working Title — Enter classified title for LTE vacancy
Appointment Type — Defaults to Limited Term — Classified
Fund - Act(ivity) — Enter funding source and activity code

Hourly Rate for Posting — Select either Rate Range or Fixed Rate

Hourly Rate Range From: If Rate Range is selected, enter the salary range the position will be hired at.

If Fixed Rate is selected, enter the hiring rate.

LTE Function — Press ¥ and select Future Conversion, Irregular or Seasonal. For information
regarding LTE function definitions click on “LTE Policy” which will link you to the policy

Justification — Press ¥ and select one of the justifications listed for the various sub-categories OR

select “other” and complete the Additional Justification field.
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Additional Justification — Use this field to justify “Future Conversion” LTE positions OR to justify
the selection of “other” for the sub-category.

Estimated Duration — Enter number of hours the LTE is expected to work OR the end date of the LTE
appointment.

Building Code - The address where the position is located. Press [ ¥ ] and highlight to make selection or
enter value if known.

County - Defaults to 13:Dane. If employment area is other than 13, press [ ¥] for list of values or enter
value if known.

Contact — Defaults to information found in profile of the PD creator. Can be changed.

TTY Phone - Will default to a central number. If you have a TTY telephone, enter the number here.
Work Schedule - Press [ ¥ ] and make selection or enter value if known. Multiple schedules allowed.
Press [MORE] and [TAB] to a blank field and enter value if known. If unknown, press [ ¥ ] highlight to
make selection, press [O.K.] then [CLOSE]. The [MORE] button will be highlighted to indicate multiple
entries.

Schedule Comment —Enter information on the work schedule. This is a free form field.

Requirements - Press [ ¥ ] and make selection or enter value if known. If more than one entry desired,
press [MORE] button, [TAB] to a blank field, press [ ¥ ] button and make selection. The [MORE] button
will be highlighted to indicate multiple entries.

Additional Requirements — Enter any additional requirements information

Related Web Link - A complete URL (including http:// if appropriate) to a website with information
related to the vacancy (use forward slashes).

Application Deadline Date: Enter the application deadline date.
Post on Web - Indicates whether this vacancy should be posted on the web page.

Under Caregiver Law - Indicates if the position is under the Wisconsin Caregiver Background Check
Law.

LTE ‘How To Apply’ Information — If position is posted on the web, include information on how
individuals should apply.
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HR Transaction Essential Justification

e UW-Madison Classified Human Resources Information System - CHRIS

File Edit Actions
’EE Position Description for: Mo Warking Title § G SERVHUMARN RESIC

General Data Goals Activities  Knowledge and Skills Qrg Chart Comments History
Page 1 Page 2 LTE Detail LTE Appt Histony
HR Transaction Essential Justification Help

Based an the hiring restriction Lw-Madison has implemented, divisions need to provide justification for filling

positions that are GPRITuition funded. This position is in one ofthese identified funding sources. Flease Chancellor's Memo
provide informatian in the below three areas. Ifyou determine this position is not essential, hased on the

criteria. nlease checkthe “Flace On Hold” indicator below,

Lic Is the filling of this GPR:Tuition funded position essential?  ‘Yes T Place OnHold ™ Naot GPR Funded
\What type of essential function does this position carry out?

| -

Explain how this position is essential in the above selected categony:

1]

Save

This tab must be completed for any position on GPR/Tuition funds.

Is the filling of this GPR/Tuition funded position essential — Fill in the appropriate button. If the
position is not GPR funded, you can stop here.

What type of essential function does this position carryout - Press [ ¥ ] and make appropriate selection.

Explain how this position is essential in the above selected category - This is a free form field.
Provide information on how this position performs an essential function.

REMAINING TABS:

The Goals Activities, Knowledge and Skills, Org Chart, Comments and History tabs function in the
same manner as they do when completing an HR Transaction for a permanent/project vacancy.
Once completed the HR Transaction should be submitted to CHR by choosing ‘Submit HR
Transaction’” from the Actions menu.
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Hiring an Applicant into an LTE Position

Select the HR Transaction to Hire into
You can search for the appropriate HR Transaction or enter the Trans ID directly on the Main Menu

page.

The Univarsity of Wisconsin - Wadison Help
Classified Human Resources Information System n
CHRIS - HR ‘System Changes |

HR Transaction Type: 1
[ | Permanent/Project “acancy [ TE BClASS Update PD [ Reallocation [ Types

[ Include Postions on Hold [vacancies only)

List My Unit's HR Transactions: Edit'iew HR Transaction: Tran | |—4
*= Select One or More HR Transaction Types Above Edit HR Tran | Wiewt HR Tran | [y ——
—I_ Transactions | Must ReviewlApprave | Search HR Transactions:
2 — Search Al HR Transactions |
| Transactions in Process |

Create an HR Transaction:

Process Applicant(s): (prior CHRIS Main Menu) | = Select One HR Transaction Type Ahove
Mew Transaction |

| FermanentiProject Applicant Processing |

*=Wacancy Transactions at least Division approved Copy from Existing Transaction |

Edit Profile | Exit CHRIS |
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Seatch Advanced Search  Results by Dept I Results by Type
Hel
|Needs CHR Class or Project Approval; No Division HR Users; For Unit(s): ; Typefs): LTE ﬂ
Title DivDept HR Tran Status Employvee Name (or *Note) Type
I |comMmM SERY TEGH |NURIRESEARCHIRESEARG |Dratt [ EEIES
[T |SPEC ACTHELFER-LTE  |L&SICHAZEN MUSEUMICHA Selected |Ernily Bushrnan LTE
7 |UNIY SERVICES ASS0C 2 [ENGRANDUSTRIAL ENGRAN |Selected [MARY § HOELL LTE
[ |RESEARCH GARDEMNER  |AGELSCIGEMETICSIGEMNETI|Selectad |David Wi Hellar [LTe
= | | | [
m| | | | [
m| | | | Ce
3
Title: (16660 [UNNY SERVICES ASSOC 2 UDDS: (4185000 [ENGRANDUSTRIAL ENGRINDUS ENGR
HR Tran Type: |Limited Term Employ Status Date: |08/05/2010-14:36:05 Tran Status: [Selectad
Employee:  |MARY S HOELL LTE Applicant Status: |LTE ~pplicant Approved
Cert Number: [0o077098 | Goto CHRIS Yacancy Record | Appt. ID: Effective Date: |08/02/2010
upervisor:  |Krueger, Carol Anne Creator: |Severson-Hetzel, Debira K
orking Title: |USA 2 HR Transaction ID: (0000077092
ditHR Tran |  ViewHR Tran|  DisplayPrintHR Tran Documents | Copy HR Tran To Mew Tran | Refresh Query |
STEP FIELD ACTION
1 HR Transaction Type Open LTE transactions that need approval by
clicking on LTE at the <HR Transaction Type>
2 Transactions I Must Review/Approve Press <Transactions I Must Review/Approve>
3 Results by Dept Select transaction and Press <Edit HR Trans>
4 Edit/View HR Transactions To go directly to transaction: To enter hire for
LTE transaction already approved enter cert # and
press <Edit HR Tran>

Once selected, go to the LTE Detail tab to enter the hire information.
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LTE Detail

Screen is used to hire an applicant into the LTE position.

General Data | Goals Activities  Knowledge and Skills Org Chart Comments History
Pane 1 Page 2 Essential Justification LTE Detail LTE Appt History
Details for Selected LTE Applicant Note: Only 1 Applicant Can Be Entered for a Given Yacancy Help
Title; 37401 DIETITIAM CLINICAL Sched-Range: |11 - |08 LTE Max Rate: |§21.851
Soc Sec # 5
Name: Last* f Address® 14
First* 7 Middle | ° 14
Home Phone: J Work Phone: 10 City*: 15 State* | 10
Email; 1 Zip 17 County:| 18
Birth Date: | 12 Adj Cont Service Date: | 13 Country*: | 19 | Release Home Address’: |20
Gender®: | 22 : Ethnicity | 21 [NO TEXT FOUND
HreType || 23 Empl Recs: 20 LTE Begin Date®: | 27
ST ' HourlyRate: | 28 CBC Status Date: | 29
dction Reason || 25 ContinuityDuration*; 30
Rehired Annuitant: | p)g 31 | Stil, Out-of-state Plan: 52 Foreign Mational; B2 Eligible for Full Time State Rate: | 39
Above LTE Magimur: © =< 1o Justification: | 24 Edil
Qut of State: T es T Justification: ar Evit
Overload: Cojgs O Employment Overload Form | | iving Wage Exception: | 36
LTE Comments (e.g., Qut of State hire or Title Mot Usual for the LA): 37 Edt
Field # Description Action
5 Soc Sec # Enter Social Security# or if unknown
add 999-99-9999 in Social Security field
6 Last Name (Required) Enter last name-If current or former

employee person information will
populate fields. Cannot edit Name

fields
7 First Name (Required) Enter first name
8 Middle Initial Enter middle initial
9 Home Phone Enter home phone number
10 Work Phone Enter work phone

11 Email Address Enter e-mail address
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12 Date Of Birth (Required) Enter date of birth-if populated cannot
edit <Date of Birth> field

13 Adjusted Continuous Service Not required with LTE appointment

Date Do not populate or edit.

14 Address (Required) Enter address - If current or former
employee person information will
populate fields. Edit address fields
with updates as necessary.

15 City (Required) Enter city of residence

16 State (Required) Enter state of residence

17 Zip Code (Required) Enter zip code of residence

18 County Defaults no entry needed

19 Country (Required) Defaults to United States- Select from
dropdown list if not United States

20 Release Home Address Select ““Y” or “N”-If left blank defaults

(Required) to “N” in HRS

21 Ethnicity (Required) Select from Dropdown List

22 Gender (Required) Select from dropdown list

23 Type (Required) Select from Dropdown List

24 Action Defaults no entry needed

25 Action reason (Required) Select from dropdown list

26 Empl Rec# Select if current or former employee in
HRS

27 LTE Begin Date (Required) Enter date

28 Hourly Rate (Required) Enter Rate

29 CBC Status Date Enter date (If CBC is required)

30 Continuity/Duration (Required) Select from dropdown list. If 02A, 02B,
02C, end date is required.

31 Rehired Annuitant Defaults to “No” — select from
dropdown field

32 Std. Out-of-state plan Press if employee will be working out of
state

33 Foreign National Press if employee is a foreign national

34 Above LTE maximum Defaults to “No”

35 Out of state Defaults to “No”

36 Living Wage Exception Select from dropdown list. Defaults to
blank

37 LTE Comments Free text field

38 Overload Defaults to “No”. Press <Employment
Overload Form> if transaction
generates an overload.

39 Eligible for full time state rate Select from dropdown list. Defaults to

blank

40

Save

Press <Save>
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LTE Appointment History
Leave this screen blank even if the applicant has appointment history.

Approving LTE Hire

Go to the Actions Menu and select ‘LTE Action’

ORACLE

File Edit Actions To
[

L OF LETTE

General Data Goals Activities  Knowledge and Skills Org Chart Comments History
Page 1 FPage 2 Essential Justification LTE Detail [ LTE Appt History
Detaiis for Seiected LTE Applicant Note: Only 1 Applicant Can Be Entered for a Given Yacancy Help

Title: (02500 [UNIY 2vC PRG ASSOC Sched-Range: (02 - [11 LTE Max Rate: [£15.105

Soc Sec # EmpliD e Mo DelEerselected il ieaE ‘

Name: Last* | Address® |

First® | Middle | |
Home Phone*: Work Phone: City*: | State*: l_
Email: | Zip*: County:
Birth Date*: Adj Cont Service Date: Country: | | Release Home Address™ |
Gender: [ | Ethnicity | | [MO TEXT FOUND
Hire Type || | Empl Rec#: | LTE Begin Date*:
| | Hourly Rate*: CBC Status Date:
Action Reason | | | ContinuityDuration®: | -]
Rehired Annuitant: Std. Out-of-state Plan: [ Foreign National: [ Eligible for Full Time State Rate: [ +|
- Above LTE Maximum: © == 7 1o Justification; | Exit
Out of State: ©ives ©pn Justification: | Ecit
Overload: Chves @G Employment Cverload Form | Living Wage Exception: | v|
LTE Comments (e.g., Out of State hire or Title Mot Usual for the UW]:| ﬂl
Eaye
_—
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LTE Action Screen

Applicant Un-selected/Recruiting

LTE Applicant Rejected/LTE Applicant Div Review
[

N IR = g e

SRRy E S S e

If approved, select ‘Approve LTE Applicant” which will bring up the following screens. Clicking “OK”
on the last screen will initiate the load into HRS.

CHRE ApprovedfClass Approved

LTE Applicant CreatedfLTE Applicant Entered

| | SEDGEMEADOY

03: Fixe
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CHR ApprovediClass Approved

LTE Applicant Created/LTE Applicant Entered

|| SEDGEMEADC
SRR E S ESrE e R e A
s e SEE E

v

SR EH S = hT

CHR ApprovedfiClass Approved

LTE Applicant Created/LTE Applicant Entered

|| SEDGEMEADOY
sy e RIEN rE s = e G

et =0 S = I ) = e

w

03 Fixe




