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Using Manage Hires - Overview

How does the candidate information from Recruiting Solutions link to Manage Hires?

When Recruiting staff are notified that a candidate has verbally accepted a job offer, they post
the Job Offer Letter to the candidate’s Careers account. The candidate receives an email with
instructions to review and accept the offer online. (This includes providing the personal
information needed to enter the transaction in SEMAA4 if this is a New Hire or Rehire.) The
information provided by the candidate is temporarily stored by Recruiting Solutions, ready to
move to SEMA4 via Manage Hires. After the candidate accepts the online offer, Recruiting staff
will complete the “Prepare to Hire” step which adds the candidate’s name to the Manage Hires
list in SEMAA4.

Important! Before you access Manage Hires, check the position record in SEMA4 and make
updates if needed.

What does Manage Hires do?

Manage Hires will bring the selected candidate’s data to SEMA4 in one of four ways: Hire,
Rehire, Add Concurrent Job or Transfer. This guide provides comprehensive, step-by-step

instructions for each of these. (In Manage Hires the term “transfer” refers to all appointment
types for current employees who move from one job to another.) Although starting each of
these SEMAA4 transactions with Manage Hires is new, you will notice that the SEMA4 pages that
follow Manage Hires are the same pages as you know them now!

Manage Hires will bring the following information into SEMAA4:

Data New Hire Rehire Transfer and Add
Concurrent Job

Name X X

Home Address* X

Personal email (using type “other”) X X

Social Security Number* X

Marital Status X X

Birth Date* X

Position Information X X X

Start Date X X X

*For Rehires, these fields will already be in SEMA4. The Rehire will have the opportunity to update home
address, if necessary, in the Activity Guide in Self Service.
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Using Manage Hires - Hire

Hire Step 1: Find the new hire in Manage Hires.

When the new hire’s information is ready in Manage Hires your recruiter will notify you. As
soon as possible, use Manage Hires to enter the hire in SEMAA4. Do not wait until the
employee’s first day at work. (The candidate will need time to complete the Activity Guide in

Self Service prior to the first day of work.)

Sign in to SEMA4 and navigate to the Manage Hires component:

Main Menu~ > Workforce Administration = > Personal Information = > Manage Hires

You will see only the candidates for the positions in the departments in your security access.

Manage Hires
The following Hire Transactions are ready to be processed. Select a Transaction by Mame to start the process.

Manage Hires

Select Transactions Where Source

Equals Recruiting Solutions Refresh
Hire Transactions
Select  Start Date Status Name Person ID Type of Hire
10772013 Requested McFly. Marty Hire
102205 Regquested Zotz Zelda Hire

Zelect Al Deselect Al

Cancel Selected Transactions

Source

Recruiting
Solutions

Recruiting
Solutions

Submitted By

Click the name of the person you are hiring. The Manage Hires Detail page will appear.

JIH
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Manage Hires

Manage Hires Detail

Zotz, Zelda

The Start Date entered on this page will be used as the Effective Date for Job.

Job

Recruiter Mame
Job Opening ID
Job Opening
Position

Job Code
Business Unit
Department
Applicant Type

1285

Human Resources Specialist 1
Human Resources Specialist 1
Human Resources Specialist 1
MnSCU-IWT Unrep Empl
MnSCU Community Colleges

Extemnal - Mew

“Type o Hire (S - |

*Desired Start Date [11/02/2015 w1

Empl IDI

Employee ID Mot VVerified

3aIH

Org Instance
#® Create new Org Instance 0
Use existing Org Instance
Employment Record
® Create New Assignment 0
Use Existing Assignment

Hire Information
“iew Job Offer Letter

Hire Comments Example Only

Add Person

Select this button in order to pull the person’s personal data information from
Recruiting Solutions. Add Person

Return to Manage Hires

Verify the new hire’s job title, business unit and department, type of hire, and start date. Please
note that we are not using the “Employee ID Verified/Employee ID Not Verified” at this time.

Click the “View Job Offer Letter” link to see a copy of the job offer. Notify your recruiting staff if
there are any discrepancies.

When you are ready to continue, click the Add Person button.
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Hire Step 2: Biographical Details Page

The Biographical Details page of Personal Information will display. You will see the information
collected from the new hire at the time he/she accepted the position. (Legal name, date of
birth, marital status, Social Security number, home address, and personal email)

Biographical Details Contact Information Regional Organizational Relationships
Zotz,Zelda H Person ID NEW
Name Find | View All Firet' %' 1 of 1 '®' Last
*Effective Date [10/15/2015 5 =
Format Type English
Display Name Zotz Zelda H Add Name:
Biographic Information
Date of Birth 1008187 Elvears a Months 0 Wiew Pandemic Questionnaire
Pandemic Work Avail ~
Birth Country UsSA :. United States
Birth State :
Birth Location Leave Accrual 10/15/2015 5!—,
Date:
Biographical History Find | View All First'4' 1 of 1 '*' Last
*Effective Date |10/15/2015 B =
*Highest Education Lewvel |»1—th Indicated vl
*Marital Status [ Single ] As of 10152015 |FH)
Language Code
Alternate ID
] Full-Time Student
MNational ID Personalize | Find | Wiew Al | L2 | | First'4' 1 of 1 "%/ Last
*Coountry *Mational 1D Type National ID Primary 1D
USA @, [social Security Number v| [888-77-2442
Ok Cancel Apply +* Refresh
Biographical Details | Contact Information | Regional | Organizational Relationships

Effective Date: Accept the default or enter a date before today’s date. When you add a person,
the Effective Date on this page cannot be a future date, although future dates can be entered in
the Leave Accrual Date and in the Job Data Effective Date (which is the start date) fields.

Date of Birth: Verify that it displays here.
Leave Accrual Date: Enter the appropriate date.

Gender: Leave as the default, Unknown. The new hire will provide this information in the
Activity Guide in Self Service.

Marital Status: Verify that it displays here.
National ID: Verify that it displays here.

Do not save. Click the Contact Information tab to continue.

JIH
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Hire Step 3: Contact Information Page

Biographical Details Contact Information Regional Organizational Relationships

Zotz Zelda H Empl ID MEW
Current Addresses Personalize | Find | View Al |LFI Ii'J First'4' 1 of 1'% Last
L= As Of Date Status Address

Type

4567 McGonagel Street
Home 10M 52015 A Elk River, MN 55347 Editview Address Detail [# =]
141 Sherburne

Phone Information Personalize | Find | view &l | 2 [ First 4 4081 2 Last

*Phone Type Telephone Extension Preferred

[ Business wv| [651-555-1212 O (# =]

Email Addresses Personalize | Find | View Al | &2 | [ First'4' 1 of 1 '}’ Last

*Email Type Email Address Preferred

Other Vl managehires+zzotz@gmail.com [+ =]
0K Cancel Apply

Biographical Detailz | Contact Information | Regional | Organizational Relationships

Verify that the employee’s home address, home phone, and personal email display on this
page. Note: The email address provided by the new hire in Recruiting Solutions will display as
the type “Other” on this page. Do not change the email type. After the new hire’s job
information is saved, SEMA4 will auto-send an email to the email address where the email type
equals Other. The email will include instructions for signing in to Self Service and completing
the New Hire/Rehire Activity Guide.

Add the business address, phone and email if available or return to this page later and add
business address, email and phone. The Enterprise Learning Management (ELM) system uses
the business email address entered on this page for communication with learners.

Do not save. Click the Regional tab to continue.

3.IH
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Hire Step 4: Regional Page

Bicgraphic al Details Contact Information Regicnal Organizational Relationships

Zotz Zelda H Person ID NEW
~E= ysa
Ethnic Group Find | View Al First ‘4 1 of 1 '} Last
Regulatory Region USA @, nited States [#][=]
Ethnic Group @,
History Find | ViewAll  First ' 10f 1'% Last
#[=
Effective Date i) Date Entitled to Medicare 2y
Citizenship (Proof 1) Citizenship (Proof 2)
Eligible to Work in U.5.
Veteran
Military Status [ Not indicated v
Military Discharge Date [
Smoker History Personaiize | Find | View Al & | First (4 4071 Last
*Smoker *As of
1] v| [ HE
OK Cance! Apply > Refresh

Biographical Details | Contact Information | Regional | Organizational Relationships

Ethnic Group: Leave this field blank. The new hire will provide this information in the Activity
Guide in Self Service.

Eligible to Work in U.S.: Select the check box if the employee is eligible to work in the United
States. Clear the check box if the employee is not eligible to work in the United States.

Military Status: Accept the default (Not Indicated). The new hire will provide this information
in the Activity Guide in Self Service.

Do not save. Click the Organizational Relationships tab to continue.

[R
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Hire Step 5: Organizational Relationships Page

Biographical Details Contact Information Reqgional Organizational Relationghips

Zotz, Zelda H Person ID MNEW
Choose Org Relationship to Add

Employee
Person of Interest

Add Relationship

0K Cancel Apphy

Biographical Details | Contact Information | Regional | Organizational Relationzhips

Accept the default checkbox value, Employee.

. Add Relationship
Click

Note: Be sure to click the Add Relationship button. Do not click OK. If you click OK, a Person of
Interest will be created instead of an employee. Completing the Organizational Relationship will
bring you to the Job Data component for the new hire.

The Job Data, Work Location page will open.

Manage Hires 11-5-
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Hire Step 6: Work Location Page
The Work Location page is the first in Job Data.
Work Location Job Information Job Labor Payroil Salary Plan Compensation Leave /| WOC
Zotz,Zelda H Empl ID 01173783
Employee Empl Record 0
Work Location (7 Find  First'*' 10f1 ' Last
*Effective Date|11/02/2015 [ Go To Row [+][=]
Effective Sequence ] =Action | Hire v
HR Status Active Reason I%IQ: Competitive Open Appt
Payroll Status Active “Job Indicator| Primary Job V|
Future m
Position Number 01114504 @ Human Resources Specialist 1
Overmide Position Data I
Position Entry Date |11/02/2015 3 =0
Position Management Record ‘
Regulatory Region USA United States m
Company SMN State of Minnesota
Business Unit E26IT MnSCU-IWT Unrep Empl
Department E26C000 MnSCU Community Colleges
Department Entry Date | 11/022015 ]
Location E2661 MnSCU
Establishment ID|EI122 @, MnSCU System Office Date Created 10/15/2015
Expected Job End Date ]
Job Data Employment Data Benefits Program Participation
Ok Cancel Apply
Work Location | Job Information | Job Laber | Payroll | Salary Plan | Compensation | Leave / WOC

Effective Date: Accept the default or change it to reflect the actual start date.
Action: Accept the default, Hire.

Reason: Select the appropriate reason.

Job Indicator: Select Primary Job.

Position Number: This defaults to the position number assigned to the candidate in Recruiting
Solutions. Verify that the correct value appears.

Do not save. Click the Job Information tab to continue.

Manage Hires 11-5-15

10



Hire Step 7: Job Information Page

Work Location Job Information Job Labor Payroll

Zotz ZeldaH

Employes
Job Information (¥

Effective Date 11/02/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code (00453
Entry Date|11/022015

Supervisor ID
Reports To
RegularTemporary Unlimited

Salary Plan Compensation Leave / WOC
Empl ID 01173793
Empl Record O
Find
Action Hirs

Reason Competitive Open Appt
Job Indicator Primary Job

Human Resources Specialist 1

Empl Class | Permanent

Regular Shift 1
Classified Ind Classified

Standard Hours (2
Standard Hours 40.00
FTE 1.000000

Contract Mumber (2

Contract Number @,
Contract Type
i =ITETY
Job Data Employment Data
ok || cancet || apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

]
Full/Part Full-Time
hd *Officer Code | Non-Manager ~
Shift Rate
Shift Factor

Work Period SMN MM Weekly

Mext Contract Mumber

First'4 10f 1 Last
Go To Row

Future El

Benefits Program Participation

Empl Class: Select the appropriate value.

Officer Code: Select the appropriate value. This field indicates the employee’s eligibility for
Manager’s Income Protection Plan (IPP) and any other insurance benefits associated with being

a manhager.

Do not save. Click the Job Labor tab to continue.

Manage Hires
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Hire Step 8: Job Labor Page

Work Location Job Information Job Labor | Payroll Salary Plan Compensation
Zotz Zelda H Empl ID 011737593
Employee Empl Record O

Labor Information (2

Effective Date 11/02/2015
Effective Sequence 0
HR 5fatus Aclive
Payroll Status Active

Bargaining Unit 218
Labor Agreement

Insufficient VWork Time

Labor Agreement Entry Dt
Employee Category
Employee Subcategory

Frprpa e

Employee Subcategory 2
Position Management Record

Union Code UNR

Union Seniority Date

Unrepresented

Works Council ID
Labor Facility 1D @,

Entry Date [
O Stop Wage Progression
[JPay union Fee

O Exempt from Layoff
Assigned Seniority Dates (7
Seniority Date Control Value *Labor Seniority Date
Recalculate Seniority Dates
Job Data Employment Data
ok || cancet || Apply

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave /'WOC

Leave | WOC
Find
Go To Row
Action Hire
Reason Competitive Open Appt
Job Indicator Primary Job
Future m

Reason @,

Personaiize | Find | View All |2 | First (4 1 01 &) Last

Override Override Reason

Benefits Program Participation

Bargaining Unit: Review to ensure that it is correct.

Union Code: Review to ensure that it is correct.

Skip the enterable fields on this page.

Do not save. Click the Payroll tab to continue.

First'4' 1 of 1 ‘& Last
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Hire Step 9: Payroll Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave | WOC

Zotz,Zelda H EmplID 01173783
Employes Empl Record 0
Payroll Information (7 Find  First'4' 10f 1} Last

Effective Date 11/02/2015 EDUDEL
Effective Sequence 0 Action Hire
HR Status Active Reason Competitive Open Appt
Payroll Status  Active Job Indicator Primary Job
Future: D
Payroll for North America (2
Pay Group [PD8 @, Higher Education - Admin
Employee Type H @, Hourly Holiday Schedule [HOL @, Std. Hol
Tax Location Code MM @, Minnesota
GL Pay Type| FICA Status | Subject W
Combination Code Edit ChartFields
Job Data Employment Diata Benefits Program Participation
ok || camcel | Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Pay Group: Click “ and select the pay group for the new employee. Verify that the Employee
Type, Holiday Schedule and Tax Location Code display.

Do not save. Click the Salary Plan tab to continue.

[R
2]
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Hire Step 10: Salary Plan Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave / WOC

Zotz, Zelda H EmplID 01173793
Employee Empl Record 0
Salary Plan (2 Find | Wiew Al First'4' 1 of 1 ‘&' Last
Effective Date 11/02/2015 EDIDEET
Effective Sequence 0 Action Hirs
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future m
fb
Salary Admin Plan 14G
Grade 05 v Grade Entry Date |11/02/2015 |
Step |3 &, Step Entry Date |11/02/2015 |[3)
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation

oK | Cancel Apply
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave /' WOC

Step: Enter the correct step for the new hire. If the new hire is receiving off-step
compensation, leave this field blank. Verify that the Grade Entry Date and Step Entry Date

display, if applicable.

Do not save. Click the Compensation tab to continue.

[R
2]
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Hire Step 11: Compensation Page

Work Location Job Information Job Labor Payroll
Zotz, Zelda H
Employee
Compensation (7
Effective Date 11/02/2015
Effective Sequence 0
HR Status Active
Payroll Status Active
Compensation Rate 19.00000052
Pay Components (7
Amounts | Controls | Changes | Conversion | [0
*Rate Code Seq Comp Rate
1 [ONSTEP |@, 0

Caleulate Compensation

Job Data

oK Cancel Apply

Employment Diata

Salary Plan

Compensation Leave { WOC
Empl ID 01173793
Empl Record O
Find  First'Y 10f1'Y Last
Go To Row
Action Hire
Reason Competitive Open Appt
Job Indicator Primary Job
Futurs ﬁ
Frequency H Hourly Annual Rate 39.672.000
Personalize | Find |7 | First 4 10f1 % Last
Currency Frequency Percent

18.00000053 [USD @, H @ E e

Benefits Program Participation

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Rate Code: If you entered a step on the Salary Plan page, you'll see rate code ONSTEP. Verify
that the amount is correct. If you did not enter a step on the Salary Plan page, select the

appropriate Rate Code and enter the Comp Rate. Click

that the Compensation Rate above the Pay Components is correct.

Do not save. Click the Leave/WOC tab to continue.

Calculate Compensation

. Verify

3.IH
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Hire Step 12: Leave/WOC Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave | WOC

Zotz Zelda H Employee EmpliD 01173783 Empl Record D
Job Option / Leave [ WOC Find First'4' 1 of 1 '®/ Last

Effective Date 11/02/2015 ETD T
Effective Sequence 0 Action Hirs
HR Status Active Reason Code Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future D
Option Code: Salary Authority: ﬁ Cl‘ M-M Unrep
Special Program: Mone h Leave Authority: [MM1 @, Non-Mar Unrep - FTIPT Lv Elig
Work Out of Class - Requires WOC Rate Code on Compensation
WOC Job Code SetlD: Salary Admin Plan:
Jobcode: Grade:
Appointment End Date: Step: I
-—
-
Job Diata Employment Diata Benefits Program Participation m
0K Cancel Apphy

WWork Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Special Program: Leave this field blank or select the correct value.

Salary Authority: Click “ and select the code for the contract or plan that covers the terms and
conditions of employment for the job.

Leave Authority: Click “ and select the appropriate value.

Do not save or exit. Select the Employment Data link at the bottom of the page to continue.

[R
2]
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Hire Step 13: Employment Data Page

Employment Information Additional Employment Info

Zotz Zelda H Empl ID 01173753
Employee Empl Record O

Organizational Instance (¢

Organizational Instance Red 0 Original Start Date 11/02/2015 [ overmide
Last Start Date First Start Date
Termination Date

Organizational Assignment Data (¥

Instance Record

HomeiHost Classification Home Years Months  Days
Company Seniority Date 11/02/2015 ] Override 0 0 0 I
Service Date 11/02/2015 [J override o 0 0 -
Probation Date 5] -
Anniversary/Progression Date £ Last Verification Date = m
Business Title Human Resources Specialist 1 Position Phone

USA

[] Owns 5% (or More) of Company

Appointment End Date [ Contract Length| Mot Applicable A
[ Accrue Tenure Services FTE for Tenure Accrual ':’
Service Calculation Group @ FTE for Flex Service Accrual v
Job Data Employment Data Bensfits Program Participation

Ok Cancel Apphy
Employment Information | Additional Employment Info

Company Seniority Date: This should default to the start date. The Override box will be

checked when you save the record.

Service Date: This should default to the start date. The Override box will be checked when you
save the record.

Probation Date: If the Empl Class is Probationary, enter the date the probation period ends.
Anniversary/Progression Date: Enter the Anniversary/Progression date.

Last Verification Date, Accrue Tenure Services, FTE for Tenure Accrual, Service Calculation
Group, FTE for Flex Service Accrual: Complete these fields if your agency tracks this data.

Do not save. Click the Additional Employment Info tab to continue.

Manage Hires 11-5-15
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Hire Step 14: Additional Employment Info Page

Employment Information Additional Employment Info

Zotz Zelda H Employee Empl ID 01173793 Empl Record 0
Agency Use Date: [ Barg Unit Seniority [ seniority Tie Breaker: 0
Date:
Agency Seniority Date: ] Layoff Expiration Date: [ Employee Works at Home?: []
Eligible for Next Increase: ) Layoff Notice Date: [ Security Clearance Type: [* h
Email Address: ZZotz@State.mn.us
Work Phones Find | View Al First'®' 10f 1 P/ Last
+|[=
Phone Type: | Main Business L —I —I I
. 621-555-1212 Extension: -
Telephone:
-
Job Data Employment Data Benefits Program Participation m
oK Cancel Apply
Employment Information | Additional Employment Info

Agency Use Date: Enter a date if it applies to the specific purpose set forth by your agency's
policy.

Barg Unit Seniority Date: Enter the date the employee enters the bargaining unit. If the
employee's contract has no provision for bargaining unit seniority, leave it blank.

Seniority Tie Breaker: Enter the tie-breaking number for employees who have the same Job
Code Seniority Date.

Agency Seniority Date: Enter the agency seniority date.

Security Clearance Type: For most employees, select 0. Select the value 2 (Secret) only if there
is a legal or business reason to exclude the employee’s public data from view.

Email Address: Enter the employee’s email address at work, if known.
Phone Type: Select Main Business.

Telephone: Enter the employee’s work telephone number, if available.

Do not save or exit. Select the Benefits Program Participation component link.

Manage Hires 11-5-15
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Hire Step 15: Benefits Program Participation Page

Zotz Zelda H Empl ID 01173793
Employee Empl Record 0
Benefit Status (2 Find First 4’ 10f 1> Last
Benefit Record Number 0 Go To Row
Effective Date 11/02/2015
Effective Sequence 0 Action Hire
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future ]
Benefits System Benefits Administration Benefits Employee Status Active
Annual Benefits Base Rate ,.—J usD
Benefits Administration Eligibility (7
BAS Group ID Spec EligMF12 %  State 12/12-Full ER Contrbin
Salary Authority |NUE 2, Mon-Managerial Unrep Empl Barg Unit Elig
Fid &
Retirement Code A% <, MSRS Genl Employee Rtmt Plan SEGIP &,
Benefits STATE % STATE Suppl Ret
Benefit Program Participation ( Find | Wiew All First ' 1 of 1'% Last
Effective Date 11/02/2015 Currency Code USD
Benefit Program DFT Default Benefit Program
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Annual Benefits Base Rate: Accept the default. SEMA4 automatically updates this field for all
agencies except MnSCU. MnSCU users review the field, and change the value in SCUPPS if it is
incorrect.

Salary Authority: Review, and click @ to look up and select the correct value if necessary.
Retirement Code: Look up and select the appropriate retirement plan code.
Benefits: Look up and select STATE for most employees.

Spec Elig: Look up and select the appropriate code.

Suppl Ret: If this is a MnSCU employee eligible for supplemental retirement, click @ and select
the correct Benefit Plan. For all other employees, leave it blank.

Click OK . If a warning displays, read the message and click OK. If a system-required

field has been left empty or entered incorrectly, the system will display an error message and
the field display in red. Complete or fix the field as needed.

Saved appears briefly in the upper right corner. You will be returned to the Manage Hires list.
The new hire’s name no longer appears on the list.

3JIH
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Hire Step 16: Activity Guide instruction email is triggered

On the business day after the employee ID number is assigned, the system will auto-send an
email to the new hire with instructions for completing the Activity Guide. See the Appendix for
an example of the email.

As the employee completes the Activity Guide, any data the new hire enters and saves for
phone numbers, gender, |-9, ethnic code, disability, veteran status, tax withholding, direct
deposit, address, email and emergency contacts are updated in SEMAA4.

What if the New Hire fails to show up for work?

If the new hire fails to start the job, add a sequenced job row using the same effective date as
the hire. Use the Action Separation and Reason code FTS (Failure to Start). Enter a 1 in the
effective sequence field. Refer to the SEMA4 check list (on the SEMA4 Help Contents page,
select Check Lists > Separation > Failure to Start).

JIH
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Using Manage Hires - Rehire

Rehire Step 1: Find the rehire in Manage Hires.
To enter a rehire, sign in to SEMA4 and navigate to the Manage Hires component:

Main Menu~ > Workforce Administration = > Personal Information = > Manage Hires

You will see only the candidates for the positions in the departments in your security access.

Manage Hires
The following Hire Transactions are ready to be processed. Select a Transaction by Mame to start the process.

Manage Hires

Select Transactions Where Source

Equals Recruiting Solutions Refresh
Hire Transactions
Select Start Date Status Name Person ID Type of Hire Source Submitted By
10M07/2015 Requested  McFly, Marty Hire gzﬂ'g::‘;g ——
11162015  Requested  Briggs,Genna 01173788 Rehire LB

Select All Deselect Al

Cancel Selected Transactions

Click the name of the rehire. The Manage Hires Detail page will display.

[R
2]
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Manage Hires
Manage Hires Detail

Briggs,Genna

The Start Date entered on this page will be used as the Effective Date for Job.

Job

Recruiter Name

Job Opening ID 1285
Job Opening Human Resources Specialist 1
Position Human Resources Specialist 1
Job Code Human Resources Specialist 1

Business Unit MnSCU-IWT Unrep Empl

Department MnSCU Community Colleges
Applicant Type External - Previous Employes

ypeor e N |

*Desired Start Date 11/16/2015 o

View Person Org Summary

anyay

Employee 1D Mot \Verified
Org Instance

Create new Org Instance
® Use existing Org Instance 0

Employment Record

Create New Assignment
® Use Existing Assignment

Hire Information
“iew Job Offer Letter
Hire Comments Hire Example

Add Person

Select this butfon in order to pull the person’s personal data information from
Recruiting Solutions. Add Person

Return to Manage Hires

Verify the job title, business unit and department, type of hire, and start date for the rehire.

Click the “View Job Offer Letter” link to see a copy of the job offer. Notify your recruiting staff if
there are any discrepancies. Use the “View Person Org Summary” link to see a summary of the
employee’s previous job(s)*. Click Cancel to return to the Manage Hires Detail page.

Use the drop-down list in the Employment Record box to choose an employment record
number.

When you are ready to continue, click the Add Person button.

" The employee has provided a release to view this information in the application process.

Manage Hires 11-5-15
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Rehire Step 2: Biographical Details Page

The Biographical Details page of the Personal Information will display. You will see the
information from the employee’s last record with any updates made by the employee at the
time of rehire.

Biographical Details Contact Information Regicnal

Briggs.Genna H Person ID 01173789
Name Find | View Al First 'Y 1 of 1 '} Last
Effective Date 10/0E/2015 H=HE
Format Type English
Display Name Briggs,Genna H View Name
Biographic Information
Date of Birth |12/18/1887 B vears 27 Months 9 “isew Pandemic Questionnaire
Date of Death o Pandemic Work Avail ol
Birth Country [J=4 A United States
Birth State @,
Birth Location Leave Accrual 10V06/2015 |
Date:
Biographical History Find | Wiew All First'4' 1 of 1 ‘&' Last
*Effective Date | 10/06/2015 W [#l[=]
*Highest Education LevellA-NGt Indicated V|
*Marital Status [ Single w| As of 10062015 [[i]
Language Code[ V]
Alternate ID
[ Full-Time Student
National ID Personalize | Find | View A | | Fist 4 10712 Last
Country Mational ID Type National ID Primary ID
Usa Social Security Number 473171777 o
0K Cancel Apply = Refreszh

Biographical Details | Contact Information | Regional

Effective Date: Accept the default (today’s date), or enter a date before today’s date. The
Effective Date on this page cannot be a future date, although future dates can be entered in the
Leave Accrual Date and in the Job Data Effective Date.

Verify that Date of Birth, Leave Accrual Date, Gender, Marital Status, and Social Security
Number display. You may need to adjust the Leave Accrual Date. Check the applicable contract
or plan.

Do not save. Click the Contact Information tab to continue.
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Rehire Step 3: Contact Information Page

Biographical Details Contact Information Begional

Eriggs,Genna H EmplID 01173789
Current Addresses Personalize | Find | View All | (Ed | 5 | First ‘&' 1 of 1'%’ Last
Address Type As Of Date Status Address

1660 Lake Ave NE

Home 10/M&R2015 A Bemidji, MN 5601 Wiew Address Detail =+ [=]
007 Beltrami

Phone Information Personalize | Find | view a1 | 2 | First'4' 1 of 1'%/ Last
*Phone Type Telephone Extension Preferred

[Business w| [g51-555-1212 O [+ =]
Email Addresses Personalize | Find | View Al | 0 | First 4 1 0f1'% Last
*Email Type Email Address Preferred

Other V| managehires+briggs@gmail.com =+ [=]

OK Cancel Apply

Biographical Detailz | Contact Information | Regionsal

Verify that the employee’s home address, home phone, and personal email, and display on this
page. Note: The email address provided by the new hire in Recruiting Solutions will display as
the type “Other” on this page. Do not change the email type. After the new hire’s job
information is saved, SEMA4 will auto-send an email to the email address where the email type
equals Other. The email will include instructions for signing in to Self Service and completing
the New Hire/Rehire Activity Guide.

Add the business address, phone and email, if available or return to this page later to add
business address, email and phone, if necessary. The Enterprise Learning Management (ELM)
system uses the business email address entered on this page for communication with learners.

Click OK. The record will save and you will return to the Manage Hires Details page. Click the
Add Job button to continue.
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Rehire Step 4: Work Location Page

The Work Location page is the first in Job Data.

Work Location Job Information Job Labor Payroll

Briggs.Genna H

Employee
Work Location (2
*Effective Date [11162015 |5
Effective Sequence 1]
HR Status Active

Payroll Status Active

Position Number 01114504 @,
Ovemide Position Data
Paosition Entry Date |11/162015 e

Salary Plan

Compensation

Empl ID 01173759
Empl Record 0O

Find First'4' 1of2'* ' Last

Go To Row

Competitive Open Appt

*Job Indicator | Primary Job

Human Resources Specialist 1

Position Management Record

Regulatory Region LUSA

Company ShMMN

Business Unit E26IT
Department E26C000

United States

State of Minnesota
MnSCU-IWT Unrep Empl
MnSCU Community Colleges

Department Entry Date |11/16/2015 Ez|

Location E2651 MnSCU
Establishment ID EI122 @, MnSCU System Office

Termination Date
Expected Job End Date [

Job Data Employment Data

0K Cancel Apphy
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave AWNOC

Future

Date Created 10/13/2015

Benefitzs Pragram Participation

Effective Date: Accept the default, or change it to reflect the actual start date.

Action: Accept the default, Rehire.
Reason: Select the appropriate reason.

Job Indicator: Select Primary Job.

HE=

Position Number: This defaults to the position number assigned to the candidate in Recruiting

Solutions. Verify that the correct value appears.

Do not save. click the Job Information tab to continue.
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Rehire Step 5: Job Information Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave MOC
Briggs,Genna H Empl ID 01173788
Emplayee Empl Record O
Job Information (7 Find  First' Y 10f2 '} Last
Effective Date 11/16/2015 DT
Effective Sequence 0 Action Rehirs
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future
Job Code 000453 Human Resources Specialist 1
Entry Date|11/16/2015 Eﬂ
Supervisor 1D x
Reports To m
Regular/Temporary Unlimited Full/Part Full-Time :
-—
Empl Class| Mot Applic e *Officer Code | Non-Manager e -
Regular Shift 1 Shift Rate (0]
Classified Ind Classifisd Shift Factor
Standard Hours (2
Standard Hours 40.00 Work Period SMN MM Weekly
FTE 1.000000
Contract Number (¢
Mext Contract Number

Contract Numiber

Contract Type
P S ysa
Job Data Employment Data
Ok Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MOGC

Empl Class: Select the appropriate value.

Benefits Program Parficipation

Officer Code: Select the appropriate value. This field indicates the employee’s eligibility for
Manager’s Income Protection Plan (IPP) and any other insurance benefits associated with being

a manager.

Do not save. Click the Job Labor tab to continue.

Manage Hires
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Rehire Step 6: Job Labor Page

Work Location Job Information Job Labor Bayroll Salary Plan

Briggs,Genna H

Employee Empl Record O
Labor Information (2
Effective Date 11/16/2015
Effective Sequence 0
HR Status Active
Payroll Status Active
Bargaining Unit 218 Insufficient Work Time

Labor Agreement

Labor Agreement Entry Dt
Employee Category
Employee Subcategory

pFrprpE L

Employee Subcategory 2
Position Management Record

Union Code UNR
Union Seniority Date

Unrepresented

Works Council ID
Labor Facility 1D @,
Entry Date e
O Stop Wage Progression
[IPay Union Fee
O Exempt from Layoff

Assigned Seniority Dates (7

Seniority Date Control Value *Labor Seniority Date

Compensaticn

Empl ID 01173789

Leave MWOC

Find
GoToRow |
Action Rehire
Reason Competitive Open Appt
Job Indicator Primary Job
Future

Reason O\,

Personalize | Find | View &l |27 | B First' 4 1071 Last

Override Override Reason

First'4' 1 of 2'*' Last

Recalculate Seniority Dates

Benefits Program Participation

Job Data Employment Data

oK || Camcel || Apply
‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave WOC

Bargaining Unit: Review to ensure that it is correct.
Union Code: Review to ensure that it is correct.

Skip the enterable fields on this page.

Do not save. Click the Payroll tab to continue.
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Rehire Step 7: Payroll Page

Work Location Job Information Job Labor
Briggs,Genna H
Employee
Payroll Information (#
Effective Date 11/16/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll for North America (%

Pay Group P20
Employee Type H
Tax Location Code MM

GL Pay Typel

Combination Code

Job Data Employment Diata

[F] save |[@" Returnto Search ||[=] Motify

Payroll Salary Plan Compensation

Empl ID 01173738
Empl Record 0

Job Indicator Primary Job

Department Of Transportation
@, Hourly
@, Minnesota

|2 Refresh

Woark Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MOC

Employee Type, Holiday Schedule, Tax Location Code and FICA Status: Review, and select the

correct value if necessary.

Do not save. Click the Salary Plan tab to continue.

Reason Competitive Open Appt

Holiday Schedule [HOL

Find First ‘&' 1 of 2} Last
Go To Row

Future D

@, Std. Hol

FICA Status | Subject

hd

Benefits Program Participation

=% Include History | [ Correct History

Manage Hires
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Rehire Step 8: Salary Plan Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave MNOC
Briggs.Genna H Empl ID 01173788
Employee Empl Record 0
Salary Plan (2 Find | View All
Effective Date 11/16/2015
Effective Sequence 0 Action Rehirs
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
%
Salary Admin Plan 145G N
Grade 05 + Grade Entry Date |11/16/2015 |[3]
Step |3 r-il_ Step Entry Date [117162015 |5
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation

OK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave AWWOC

Step: Enter the correct step for the rehire. If the rehire is receiving off-step compensation,
leave this field blank. Verify that the Grade Entry Date and Step Entry Date fill in, if applicable.

Do not save. Click the Compensation

tab to continue.

First'4' 10f2 '} Last
Go To Row

Future

aayay
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Rehire Step 9: Compensation Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave MIOC
Briggs,Genna H Empl ID 01173739
Employee Empl Record 0
Compensation (¢ Find First ‘&' 1 of 22 Last
Effective Date 11/16/2015 DT FEL
Effective Sequence 0 Action Rehire
1
HR Status Active Reason Competitive Open Appt
Payroll Status  Active Job Indicator Primary Job
Future
Compensation Rate 19.DDDDDDE| Frequency H Haourly Annual Rate 39,672.000
Pay Components (2 Personalize | Find || First 4 1011 Last
Amounts Controls Changes Conversion =M
*Rate Code Seq Comp Rate Currency Frequency Percent
1 [ONSTEP |@, 0 19.0000005F [USD|@, H & &= | =
Calculate Compensation
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MWOC

Rate Code: If you entered a step on the Salary Plan page, you’ll see rate code ONSTEP. Verify
that the amount is correct. If you did not enter a step on the Salary Plan page, select the

appropriate Rate Code and enter the Comp Rate. Click

Calculate Compensation

that the Compensation Rate above the Pay Components is correct.

Do not save. Click the Leave/WOC tab to continue.

. Verify
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Rehire Step 10: Leave/WOC Page

Work Location Job Information Job Labor Payroill Salary Plan Compensation Leave WOC

Briggs.Genna H Employee Empl ID 01173789 Empl Record 0
Job Option / Leave / WOC Find First'4' 1 of 2" Last
Effective Date 11/16/2015 STUDRET
Effective Sequence 0 Action Rehire
HR Status Active Reason Code Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future
Option Code: Salary Authority: Iﬁ ':)a MN-M Unrep
Special Program: | v Leave Authority:  [MMT%  non Mgr Unrep - FTIPT Ly Elig
Work Out of Class — Requires WOC Rate Code on Compensation
WOC Job Code SetlD: Salary Admin Plan:
Jobcode: Grade:
Appointment End Date: Step:
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MWOC

Special Program: Leave this field as the default or select another value.

Salary Authority: Click “L to look up and select the code for the contract or plan that covers
the terms and conditions of employment for this employee.

Leave Authority: Look up and select the appropriate value.

Do not save or exit. Select the Employment Data link at the bottom of the page to continue.
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Rehire Step 11: Employment Data Page

Employment Information Additional Employment Info

Briggs,Genna H Empl ID 01173788
Employee Empl Record 0

Crganizational Instance |7

Organizational Instance Rcd 0 Original Start Date 10/06/2015 | Override
Last Start Date 10/06/2015 First Start Date 10/06/2015
Termination Date 10/14/2015

Crganizational Assignment Data (7

Instance Record

Home/Host Classification Home Years Months  Days
Company Seniority Date [10/02/2015 | Override 0 [i} 3
Service Date |10/09/2015 |3 Override 1} a 6
Probation Date i
Anniversary/Progression Date [ Last Verification Date ]
Business Title Office Specialist Position Phone

UsSA

[Jowns 5% (or More) of Company

Appointment End Date 10/02/2017 |3 Contract Lengthl Mot Applicable w
[J Accrue Tenure Services FTE for Tenure Accrual k2
Service Calculation Group '3‘ FTE for Flex Service Accrual o
Job Data Employment Data Benefits Program Participation
QK Cancel Apply

Employment Information | Additional Employment Info

Company Seniority Date: Enter the starting date of the employee’s most recent continuous
service at the state. If this is a rehire after a break in service, enter the effective date of the
rehire. Keep the override check box selected.

Service Date: Accept the default or enter a date in accordance with your agency’s service
award policy. Keep the override check box selected.

Probation Date: If the Empl Class is Probationary, enter the date the probation period ends.
Anniversary/Progression Date: Verify the Anniversary/Progression date.
Last Verification Date: Complete this field if your agency uses it.

Accrue Tenure Services, FTE for Tenure Accrual, Service Calculation Group, FTE for Flex Service
Accrual: Complete these fields if your agency tracks this data.

Do not save. Click the Additional Employment Info tab to continue.
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Rehire Step 12: Additional Employment Info Page

Employment Information Additional Employment Info

Briggs,Genna H Employes Empl ID 01173739 Empl Record O
Agency Use Date: [ Barg Unit Seniority [ seniority Tie Breaker: 0
Date:
Agency Seniority Date: BV | ayoff Expiration Date: [ Employee Works at Home?: O
Eligible for Next Increase: L ayoff Notice Date: [ Security Clearance Type: |” |4
Email Address: Genna_Briggs@State.mn.us
Work Phones Find | View Al First'* 10f 1P Last
Fl=
Phone Type: Main Business W [#[=]
Telephone: 651-555-1212 Extension:
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Employment Information | Additional Employrment Info

Agency Use Date: Enter a date if it applies to the specific purpose set forth by your agency's
policy.

Barg Unit Seniority Date: Enter the date the employee enters the bargaining unit. If the
employee's contract has no provision for bargaining unit seniority, leave it blank.

Seniority Tie Breaker: Enter the tie-breaking number for employees who have the same Job
Code Seniority Date.

Agency Seniority Date: Enter the agency seniority date.

Security Clearance Type: For most employees, select 0. Select the value 2 (Secret) only if there

is a legal or business reason to exclude the employee’s public data from view.
Email Address: Enter the employee’s email address at work, if known.
Phone Type: Select Main Business.

Telephone: Enter the employee’s work telephone number, if available.

Do not save or exit. Select the Benefits Program Participation link to continue.
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Rehire Step 13: Benefit Program Participation Page

Benefit Program Participation

Briggs,Genna H

Employes
Benefit Status (7
Benefit Record Number
Effective Date
Effective Sequence

HR Status
Payroll Status

Benefits System
Annual Benefits Base Rate

Benefits Administration Eligibility (2

BAS Group ID
Salary Authority [NUE 3,
Retirement Code AA

Benefits |STATE

Benefit Program Participation (%

Effective Date 10/05/2015

Benefit Program

Job Data

oK Cancel Apply

@, MSRS Genl Employee Rtmt Plan

@, STATE

Empl ID 01173738
Empl Record 0

o

111162015

o Action Rehire

Active Reason Competitive Open Appt
Active Job Indicator Primary Job

Benefits Administration
3500000053 |cp

Spec Elig MF12 3,
Mon-Managerial Unrep Empl Barg Unit 206 Clerical
SEGIP

Suppl Ret

Currency Code USD

DFT Default Benefit Program

Employment Data

Benefits Employee Status Active

State 12/12-Full ER Contrbin

Find First' 4 10f2'" Last
Go To Row

Future

Elig
Fid 8

First'4' 10f2 "/ Last

Find | View Al

Benefits Program Participation

Annual Benefits Base Rate: Accept the default. SEMA4 automatically updates this field for all
agencies except MnSCU. MnSCU users review the field, and change the value in SCUPPS if it is

incorrect.

Salary Authority, Retirement Code, Benefits and Spec Elig: Review, click @ and select the
correct value if necessary.

Suppl Ret: If this is a MnSCU employee eligible for supplemental retirement, click @ and select
the correct Benefit Plan. For all other employees, leave it blank.

Click 2.3

. If a warning displays, read the message and click OK. If a system-required

field has been left empty or entered incorrectly, the system will display an error message and
the field display in red. Complete or fix the field as needed.

Saved appears briefly in the upper right corner.

You will be returned to the Manage Hires list. The employee’s name no longer appears on the

list.

aayay
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Rehire Step 14: Activity Guide instruction email is triggered

When the rehire record is saved, the system will automatically send the employee an email
with instructions for completing the Activity Guide. See the Appendix for an example of the
email. Please note that the Activity Guide access will not be available to the employee in Self
Service until the day after the Rehire was entered.

As the Activity Guide is completed, any changes the rehire enters and saves for phone numbers,
gender, 1-9, ethnic code, disability, veteran status, tax withholding, direct deposit, address,
email and emergency contacts are updated in SEMAA4.

What if the Rehire fails to show up for work?

If the rehire fails to start the job, add a sequenced row for the same effective date as the rehire
date. Use the Action Separation and Reason code FTS (Failure to Start). Enter a 1 in the
effective sequence field. Refer to the SEMA4 check list (on the SEMA4 Help Contents page,
select Check Lists > Separation > Failure to Start).
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Using Manage Hires — Add Concurrent Job

Add Concurrent Job Step 1: Find the employee in Manage Hires.

To add a concurrent job, sign in to SEMA4 and navigate to the Manage Hires component:

Main Menu~ > Workforce Administration = > Personal Information = > Manage Hires

You will see only the candidates for the positions in the departments in your security access.

Click the name of the employee for whom you are adding a concurrent job.

Manage Hires
The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

Manage Hires

Select Transactions Where Source

Equal® Recruiting Solutions Refresh
Hire Transactions
Select Start Date Status Name Person ID Type of Hire Source Submitted By
10/0772015 Requested  McFly Marty Hire ggmg::;g ——
11/02/2015  Requested  Moble, Laursl Diane 01173766 Add Concurrent Job ngu";'g:‘"sg

Select Al Deselect All

Cancel Selected Transactions

The Manage Hires Detail page will display.

[R
2]

Manage Hires 11-5-

36

qOf JU34INJ2U0) PPY




Manage Hires
Manage Hires Detail

Noble,Laurel Diane
The Start Date entered on this page will be used as the Effective Date for Job.

Job

Recruiter Name
Job Opening ID 1236
Job Opening Human Resources Specialist 1
Position Human Resources Specialist 1
Job Code Human Resources Specialist 1
Busginess Unit MnSCU-IWT Unrep Empl
Department MnSCU Community Colleges
Applicant Type Internal - Employee

*Type of Hire | [N AT = e ] hd

*Desired Start Date |11/02/2015 i)

Empl ID 01173766

“Wiew Person Org Summary
Employee ID Mot VVerified
Org Instance

Create new Org Instance
® Uze existing Org Instance o]

Employment Record

#® Create New Assignment 1

Use Existing Assignment

Hire Information

Hire Comments aAdd Concurrent Job Exampls

View / Edit Person

Select the View/Edit Person hyperlink to view or manually updated Personal

Information. “iew [ Edit Person
Add Job
Select this button in order to pull the person’s job information from Recruiting Add Job

Solutions. You will also have the option to access Job from Personal Data.

Verify the job title, business unit and department, type of hire, and start date for the added job.

Notify your recruiting staff if there are any discrepancies.

Use the “View Person Org Summary” link to see a summary of the employee’s job(s)". (Click
Cancel to return to the Manage Hires Detail page.) The View/Edit Person link is not used for
adding a concurrent job because the employee has a current job record in SEMA4, so there is
no need to view or change the Personal Data pages.

When you are ready to continue, click the Add Job button.

"The employee has provided a release to view this information in the application process.
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Add Concurrent Job Step 2: Work Location Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave / WOC

Noble,Laurel Diane Empl ID 01173766
Employee Empl Record 1
Work Location (7 Find  First ' 10f1'} Last
*Effective Date | 11/022015 [ Go To Row [#][=]
Effective Sequence 0 *pimjon| Movement v|
HR Status Active Reason |COM|@, Competitive Open Appt
Payroll Status Active “Job Indicator| Primary Job v|
Future 0
Position Number 01114504 @, Human Resources Specialist 1
Ovemide Position Data
Position Entry Date |11/02/2015 I
Position Management Record
Regulatory Region USA United States
Company SMN State of Minnesota
Businegs Unit E2&IT MnSCU-IWT Unrep Empl
Department E26C000 MnSCU Community Colleges
Department Entry Date 11/022015 I
Location E2661 MnSCU
Establishment 1D EI122 & MNSCU System Office Date Created 1D/15/2015
Expected Job End Date [
Job Data Employment Diata Benefits Program Participation

0K Cancel Apply
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Effective Date: Verify the start date, which has been brought over from Manage Hires. In Job
Data, this field can be future-dated.

Action: The default is Movement. Select the appropriate action.
Reason: Select the appropriate reason.
Job Indicator: Select Primary or Secondary Job.

Position Number: This defaults to the position number is assigned to the candidate in
Recruiting Solutions. Verify that the correct value appears.

Do not save. Click the Job Information tab to continue.
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Add Concurrent Job Step 3: Job Information Page

First'Y' 10f1 & Last

Go To Row

Future D

Work Location Job Information Job Labor Payroll Salary Plan Compensaticn Leave / WOC
Moble, Laurel Diane Empl ID 01173766
Employee Empl Record 1
Job Information (¢ Find
Effective Date 11/02/2015
Effective Sequence 0 Action Movement
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Job Code 000493 Human Resources Specialist 1
Entry Date |11/02/2015 o]
Supervisor ID
Reports To
RegularTemporary Unlimited FulliPart Full-Time
Empi Class[Permenen v “ottcer Coce [N V]
Regular Shift 1 Shift Rate
Classified Ind Classified Shift Factor
Standard Hours (%
Standard Hours 40.00 Work Period ShiM MN Weekdy
FTE 1.000000 As of Date 11022015
Combined Standard Hours  £0.00 FTE 1.500000
Contract Number (¢
Contract Number @, Next Contract Number
Contract Type
= ysa
Job Data Employment Data Benefits Program Participation
QK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave [ WOC

Empl Class: Select the appropriate value.

Officer Code: Select the appropriate value. This field indicates the employee’s eligibility for
Manager’s Income Protection Plan (IPP) and any other insurance benefits associated with being

a manhager.

Do not save. Click the Job Labor tab to continue.
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Add Concurrent Job Step 4: Job Labor Page

Work Location Job Information Job Labor Payroll

Noble,Laurel Diane
Employee

Salary Plan Compensation

Empl ID 01173766
Empl Record 1

Labor Information (2

Effective Date 11/02/2015
Effective Sequence 0
HR Status Active
Payroll Status  Active

Bargaining Unit 218 Insufficient Work Time

Labor Agreement @,

Labor Agreement Entry Dt @
Employee Category @,
Employee Subcategory @,
Employee Subcategory 2 @,

Position Management Record

Union Code UNR
Union Seniority Date [

Unrepresented

Works Council ID
Labor Facility ID @,

Entry Date [
O Stop Wage Progression

] Pay Union Fee
O Exempt from Layoff

Assigned Seniority Dates (7

Seniority Date Control Value *Labor Seniority Date

Recalculate Senicrity Dates

Job Data Employment Data

OK Cancel Appiy
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave /' WOC

Leave / WOC

Find
Go To Row
Action Movement
Reason Competitive Open Appt
Job Indicator Primary Job
Future D

Reason @

Personalize | Find | View Al 0 1B First 0 qof 1 0 Last

Override Override Reason

Benefits Program Paricipation

Bargaining Unit: Review to ensure that it is correct.

Union Code: Review to ensure that it is correct.

Skip the enterable fields on this page.

Do not save. Click the Payroll tab to continue.

First'4' 1 of 1 ‘&' Last
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Add Concurrent Job Step 5: Payroll Page

Work Location Job Information

Noble,Laurel Diane
Employee
Payroll Information (%
Effective Date 11/09/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll for North America (7

Pay Group PO
Employee Type |H
Tax Location Code MM

GL Pay Typel

Combination Code

Job Data

[5] Save |[GM Returnto Search || [=] Motify

Job Labor

Employment Data

Payroll Salary Plan Compensation Leave MVOGC

Empl ID 01173766
Empl Record 0

Find First '/ 10f 24
Go To Row
Action Transfer
Reason Competitive Open Appt
Job Indicator Primary Job
Future m
Higher Educ afion - Admin
2, Hourly Holiday Schedule HOL @, Std. Hol
@, Minnesota
FICA Status | Subject [V

Edit ChartFields

| Refresh F Update!Dizplay,

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensstion | Leave AMWOC

Employee Type, Holiday Schedule, Tax Location Code and FICA Status: Review, and select the

correct value if necessary.

Do not save. Click the Salary Plan tab to continue.

Benefits Program Participation

Last

_+ Include History | [» Comect History
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Add Concurrent Job Step 6: Salary Plan Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave / WOC

Noble,Laurel Diane Empl ID D1173765
Employee Empl Record 1
Salary Plan (¢ Find | View Al First'4' 1 of 1 ‘B Last
Effective Date 11/02/2015 ETILE]
Effective Sequence 0 Action Movement
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future m
L
Salary Admin Plan 14G
Grade 05 K Grade Entry Date [11/02/2015 |51
Step |3 = Step Entry Date 11/02/2015 |
Includes Wage Progression Rule
Job Data Employment Data Benefits Pragram Participation

OK Cancel Apply
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Step: Enter the correct step for the rehire. If the employee is receiving off-step compensation
for this job, leave this field blank.

Do not save. Click the Compensation tab to continue.
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Add Concurrent Job Step 7: Compensation Page

Work Location Job Informiation

Noble,Laurel Diane
Employee
Compensation |

Effective Date
Effective Sequence
HR Status

Payroll Status

Compensation Rate

Pay Components (7

Job Labor Payroll
1110252015
0
Active
Active
19000000

Amounts | Confrols | Changes | Conversion [0
*Rate Code Seq Comp Rate
1 [ONSTEP |@, 0
Calculate Compensation
Job Data Employment Data
OK Cancel Apply

Salary Plan

Compensation Leave f WOC

EmplID 01173766
Empl Record 1

Find First ‘& 1 0f 1} Last

Action Movement
Reaszon Competitive Open Appt
Job Indicator Primary Job

Frequency H Hourly Annual Rate
Personalize | Find | 2 | =]
Currency Frequency Percent
19.0000005F (USD @, H &

Go To Row

Future D

39,672.000
First ' 1 of 1'%/ Last

H =

Benefits Program Participation

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Rate Code: If you entered a step on the Salary Plan page, you'll see rate code ONSTEP. Verify
that the amount is correct. If you did not enter a step on the Salary Plan page, select the

appropriate Rate Code and enter the Comp Rate. Click

that the Compensation Rate above the Pay Components is correct.

Do not save. Click the Leave/WOC tab to continue.

Calculate Compensation

. Verify

Manage Hires
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Add Concurrent Job Step 8: Leave/WOC Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave | WOC

Noble,Laurel Diane Employee Empl ID 01173766 Empl Record 1
Job Option / Leave f WOC Find First'4' 1 of 1'%/ Last
Effective Date 11/02/2015 ETTDEE
Effective Sequence 0 Action Movement
HR Status Active Reason Code Competitive Open Appt
Payroll Status Active Job Indicator -
Future J

Option Code: Salary Authority: NUE |24 1y Unrep

Special Program: h Leave Authority: (NMT 2, Mon-Mgr Unrep - FT/PT Lv Elig

Work Out of Class — Requires WOC Rate Code on Compensation

WOC Job Code SetlD: Salary Admin Plan:

Jobcode: Grade:

Appeintment End Date: Step:

Job Diata Employment Data Bengfits Program Participation

Ok Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave / WOC

Special Program: Leave this field as the default or select another value.

Salary Authority: Click “ to look up and select the code for the contract or plan that covers the
terms and conditions of employment for this job.

Leave Authority: Look up and select the appropriate value.

Do not save or exit. Select the Employment Data link at the bottom of the page to continue.
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Add Concurrent Job Step 9: Employment Data Page

Employment Information Additional Employment Info
MNoble,Laurel Diane Empl ID 01173766
Employee Empl Record 1

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 07/15/2015 Overmide
Last Start Date First Start Date
Termination Date

Organizational Assignment Data (¢

Additional Assignment Record

Home/Host Classification Home Years Meonths Days
Company Seniocrity Date 11/022015 ] owerride o] a Q
Service Date 11/02/2015 ] owverride o a a
Probation Date [
Anniversary/Progression Date [ Last Verification Date ]
Business Title Human Resources Specialist 1 Position Phone

USA

[] Owns 5% (or More) of Company

Appointment End Date [ Contract Length | Mot Applicable o
[J Accrue Tenure Services FTE for Tenure Accrual o
Service Calculation Group . FTE for Flex Service Accrual “
Job Data Employment Data Benefits Program Participation

Ok Cancel Apply

Employment Information | Additional Employment Info

Company Seniority Date: Click the Override check box next to the Company Seniority
Date and enter the employee’s state seniority date, which is the last date of hire.

Service Date: Click the Override check box next to the Service Date and enter a date if
applicable, according to your agency’s award policy.

Probation Date: If the Empl Class is Probationary, enter the date the probation period ends.
Anniversary/Progression Date: Verify the Anniversary/Progression date.
Last Verification Date: Complete this field if your agency uses it.

Accrue Tenure Services, FTE for Tenure Accrual, Service Calculation Group, FTE for Flex Service
Accrual: Complete the fields if your agency tracks this data.

Do not save. Clilck the Additional Employment Info tab to continue.

[R
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Add Concurrent Job Step 10: Additional Employment Info Page

Employment Information Additional Employment Info

Noble,Laurel Diane Employes Empl ID 01173766 Empl Record 1
Agency Use Date: [ Barg Unit Seniority M seniority Tie Breaker: 0
Date:
Agency Seniority Date: 1By Layoff Expiration Date: [y Employee Works at Home?: O
Eligible for Next Increase: [y Layoff Motice Date: [ Security Clearance Type: = B
Email Address: Laurel. Noble@ State.mn.us
Wark Phones Find |ViewAll  First'® 1of 1% Last
=]
Phone Type: Main Business v L=
Telephone: 651-555-1212 Extension:
Job Crata Employment Data Benefitz Program Participation
0K Cancel Apphy

Employment Information | Additional Employment Info

Agency Use Date: Enter a date if it applies to the specific purpose set forth by your agency's
policy.

Barg Unit Seniority Date: Enter the date the employee enters the bargaining unit. If the
employee's contract has no provision for bargaining unit seniority, leave it blank.

Seniority Tie Breaker: Enter the tie-breaking number for employees who have the same Job
Code Seniority Date.

Agency Seniority Date: Enter the agency seniority date.

Security Clearance Type: For most employees, select 0. Select the value 2 (Secret) only if there
is a legal or business reason to exclude the employee’s public data from view.

Email Address: Enter the employee’s email address at work, if known.
Phone Type: Select Main Business.

Telephone: Enter the employee’s work telephone number.

Do not save or exit. Select the Benefits Program Participation link to continue.

qof 3U31induo) ppy
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Add Concurrent Job Step 11: Benefit Program Participation Page

Benefit Program Participation

Noble,Laurel Diane Empl ID 01173766
Employes Empl Record 1
Benefit Status (7 Find First 4 1 0f 1'% Last
Benefit Record Number 0 Go To Row
Effective Date 11/02/2015
Effective Sequence 0 Action Movement
HR Status Active Reason Competitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future J
Benefits System Benefits Administration Benefits Employee Status Active
Annual Benefits Base Rate :J UsD
Benefits Administration Eligibility (7
BAS Group ID Spec Elig MF12 4, State 12M12-Full ER Contrbin
Salary Authority NUE 2, Mon-Managerial Unrep Empl Barg Unit Elig
Fid &
Retirement Code |44 4. MSRS Genl Employee Rtmt Plan SEGIP 4,
Benefits STATE %, STATE Suppl Ret
Benefit Program Participation (2 Find | Wiew Al First &' 1 of 1 ¥ Last
Effective Date 071132015 Currency Code USD
Benefit Program MNP State of MM = Full ER Contrib
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Annual Benefits Base Rate: Accept the default. SEMA4 automatically updates this field for all
agencies except MnSCU. MnSCU users review the field, and change the value in SCUPPS if it is
incorrect.

Salary Authority, Retirement Code, Benefits and Spec Elig: Review, click Qato look up, and
select the correct value if necessary.

Suppl Ret: If this is a MnSCU employee eligible for supplemental retirement, click @ and select
the correct Benefit Plan. For all other employees, leave it blank.

Click OK . If a warning displays, read the message and click OK. If a system-required

field has been left empty or entered incorrectly, the system will display an error message and
the field display in red. Complete or fix the field as needed.

Saved appears briefly in the upper right corner.

You will be returned to the Manage Hires list. The employee’s name no longer appears on the
list.
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Using Manage Hires - Transfer

Transfer Job Step 1: Find the employee in Manage Hires.

Note: In Recruiting Solutions, the term Transfer is used for any job change for a current

employee.

To enter a transfer, sign in to SEMA4 and navigate to the Manage Hires component:

Main Menu~ > Workforce Administration = > Personal Information = > Manage Hires

You will see only the candidates for positions in the departments in your security access.

Click the name of the employee you are transferring.

Manage Hires

The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

Manage Hires

Select Transactions Where Source

Equals Recruiting Solutions

Hire Transactions
Select Start Date Status Name

10/07/2015 Requested McFly, Marty

11022015 Requested Moble, Laurel Diane

11/09/2015 Requested Moble, Laurel Diane

Select All Deselect All

Cancel Selected Transactions

The Manage Hires Detail page will display.

Refresh

Person ID Type of Hire Source
. Recruiting
ire Solutions
Recruiting
01173766  Add Concurrent Job Solutions
Recmuiting
01173766  Transfer Solutions

Submitted By

Jajsued]
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Manage Hires
Manage Hires Detail

Noble,Laurel Diane
The Start Date entered on this page will be used as the Effective Date for Job.

Job

Recruiter Name
Job Opening ID 1257
Job Opening Human Resources Specialist 1
Position Human Resources Specialist 1
Job Code Human Resources Specialist 1
Business Unit MnSCU-IWT Unrep Empl
Department MnSCU Community Colleges
Applicant Type Internal - Employes

“Type of e v
*Desired Start Date [11/09/2015 I

“Wiew Person Org Summary

Employee ID Mot Verified

Org Instance

Create new Org Instance

® Usze existing Org Instance o]
Employment Record
Create New Assignment
# Use Exigting Assignment

Hire Information

Hire Comments Transfer Example

View [ Edit Person

Select the View/Edit Perzon hyperlink to view or manually updated Personal

Information. Wiew [ Edit Person

Add Job

Select this button in order to pull the person's job information from Recruiting Add Job
Solutions. You will also have the option to access Job from Personal Data.

Verify the employee’s job title, business unit and department, type of hire, and start date.
Notify your recruiting staff if there are any discrepancies.

View the Person Org Summary® if you need to determine which employment record to use. Use
the drop-down list in the Employment Record box to choose an employment record number.
Because this employee already has an active record in SEMA4 there is no need to view or
change the Personal Data pages.

When you are ready to continue, click the Add Job button.

*The employee has provided a release to view this information in the application process.

Jajsued)
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Transfer Step 2: Work Location Page

Work Location Job Information Job Labor

Noble,Laurel Diane
Employee
Work Location (2
*Effective Date |11/09/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Position Number | 01114504

Payroll Salary Plan Compensation Leave MOC

Empl ID 01173766
Empl Record 0

Find First'4' 1 of 2"/ Last
] Go To Row +][=]

*Action | Movement v|

Reason |COM|[, Competitive Opan Appt

*Job Indic‘.atur| Primary Job v|
Future E]

-

Human Resources Specialist 1

Owerride Position Data

Position Entry Date 11/02/2015

]

Position Management Record

Regulatory Region USA
Company SMHN
Business Unit E26IT

United States
State of Minnesota
MnSCU-IWT Unrep Empl

Department E26C000 MnSCU Community Colleges

Department Entry Date |11/02/2015 [0
Location E2661 Mn3CU
Establishment ID |EI122 MnSCU System Office Date Created 10/15/2015
Expected Job End Date [
Job Data Employment Data Benefits Program Parficipation
[5) save |[@* Returnto Search ||[=] Mofify |&* Refresh 2l Include History | [ Carrect History

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MIOC

Effective Date: Accept the default or change it to reflect the start date.

Action: This will default to Transfer. Select the appropriate action, for example, Promotion,
Demotion, Movement, or Transfer.

Reason: Select the appropriate reason.
Job Indicator: Select Primary or Secondary Job.

Position Number: This defaults to the position number assigned to the candidate in Recruiting
Solutions. Verify that the correct value appears.

Do not save. Click the Job Information tab to continue.

Jajsued)
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Transfer Step 3: Job Information Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leave /WOC

Noble,Laurel Diane Empl ID D1173766
Employee Empl Record 0
Job Information (7 Find  First'® 1 0f2' " Last
Effective Date 11/09/2015 ETEREY
Effective Sequence O Action Movement
HR 5tatus Active Reason
Payroll Status Active Job Indicator Primary Job
Future D
Job Code 000495 Human Resources Specialist 1
Entry Date [11/08/2015 E
Supervisor ID
Reports To
RegularTemporary Unlimited FulliPart Full-Tims
Empl Class | Permanent 4 *Officer Code | Mon-Manager w
Regular Shift 1 Shift Rate
Classified Ind Classified Shift Factor
Standard Hours (2
Standard Hours 40.00 Work Period SMM MM Weekly
FTE 1.000000
Contract Number (2
Contract Number @, Mext Confract Number
Contract Type
[ -—TTET
Job Data Employment Data Benefits Program Participation
[ save |[Gt Returnto Search | |[=] Motify | &% Refresh 21 Update/MDisplay _,Z'I Include History F, Correct Histony

Work Location | Job Information | Job Labor | Payroll | Salary Pian | Compensstion | Leave MWOC

Empl Class: Select the appropriate value.

Officer Code: Select the appropriate value. This field indicates the employee’s eligibility for
Manager’s Income Protection Plan (IPP) and any other insurance benefits associated with being
a manager.

Do not save. Click the Job Labor tab to continue.
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Transfer Step 4: Job Labor Page

Work Location Job Information

Noble,Laurel Diane
Employes

Labor Information (¢

Effective Date 11/0%/2013
Effective Sequence 0
HR 5tatus Active
Payroll 5tatus Active

Bargaining Unit_ 218
Labor Agreement

Labor Agreement Entry Dt
Employee Category
Employee Subcategory
Employee Subcategory 2

Job Labor Payroll

FRPEP

Salary Plan

Compensation Leave AMWOC

Empl ID 01173766
Empl Record 0

Action Movement
Reason

Job Indicator Primary Job

Insufficient Work Time

Position Management Record

Union Code UNR

Union Seniority Date
Works Council ID
Labor Facility ID
Entry Date

o

a

W

Unreprezented

[ stop Wage Progression

[ Pay Union Fee
[J Exempt from Layoff

Assigned Seniority Dates (7

Seniority Date Control Value

Recalculate Seniority Dates

Job Data Employment Data

[5] Save |[3t Returnto Search

*Labor Seniority Date

[=] Motify | Refresh

Work Location | Job Information | Job Labor | Payroll | Salary Pian | Compensation | Leave WOG

Reason @,

Personalize | Find | View a1 | 2 |

Override Owerrid

Benefits Prog

Find

Go To Row

Future ET

First'3' 10f 1'% Last

2 Reason

ram Participation

1 Update/Display | &1 Include History

First'd’ 1 of 2%/ Last

f)‘ ComertHistony;

Bargaining Unit: Review to ensure that it is correct.

Union Code: Review to ensure that it is correct.

Skip the enterable fields on this page.

Do not save. Click the Payroll tab to continue.
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Transfer Step 5: Payroll Page

Work Location Job Information Job Labor Payroll Salary Plan Compensation Leawve MWOC

Noble,Laurel Diane Empl ID D1173766
Employee Empl Record 0
Payroll Information (2 Find Firet'*' 1 of 2'*' Last
Effective Date 11/09/72015 EVUIEED
Effective Sequence 0 Action Movement
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Future [j
Payroll for North America (2
Pay Group PDS Higher Education - Admin q
Employee Type H @, Hourly Holiday Schedule HOL @, Std. Hol -
Tax Location Code MM @, Minnesota m
GL Pay Type| FICA Status [Subject v :
Combination Code Edit ChartFields m
Job Data Employment Data Benefits Program Participation m
[} save |[GF ReturntoSearch | |[Z] Motify | 7% Refresh 7] Update/Display || ! Include History | [0 Gomect History

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave AWOC

Employee Type, Holiday Schedule, Tax Location Code and FICA Status: Review, and select the
correct value if necessary.

Do not save. Click the Salary Plan tab to continue.
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Transfer Step 6: Salary Plan Page

Work Location Job Information Job Labor Bayroll Salary Plan Compensation Leave MWOC
Noble,Laurel Diane EmplID 01173766
Employee Empl Record 0
Salary Plan (7 Fiind | View All First'4' 1 of2'* Last
Effective Date 11/08/2015 T
Effective Sequence 0 Action Movement
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Future Ei
o
Salary Admin Plan 14G
Grade 05 K Grade Entry Date [07/152015 |5
Step |3 @, Step Enfry Date 11022015 |
ludes Wage Prog ion Rule
Job Data Employment Data Benefits Program Participation
[i] save |[i" Returnto Search | [Z] MNotify | «% Refresh 4] Update/Display ﬂ Include History D Gamect Histony
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave MOC

Step: Enter the correct step for the employee. If the employee is receiving off-step
compensation for this job, leave this field blank.

Do not save. Click the Compensation tab to continue.
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Transfer Step 7: Compensation Page

Work Location Job Information Job Labor Bayroll Salary Plan Compensation Leave \WWOC
Noble,Laurel Diane Empl ID 01173766
Employee Empl Record 0
Compensation (2 Find  First'd 10f2'} Last
Effective Date 11/02/2015 T
Effective Sequence 0 Action Movement
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Future D
Compensation Rate 19.00000052 Frequency H Hourly Annual Rate 39,672.000
Pay Components (7 Personalize | Find | &7 | First * 10f1 '} Last
Amounts | Controls | Changes || Conversion | =8 q
*Rate Code Seq Comp Rate Currency Frequency Percent q
1 [ONSTEP |@, D 19.00000053 [USD|@, H @ #H = m
Calculate Compenzation :
Job Data Employment Data Benefitz Program Participation *
[5! save |[0" Returnto Search | [=] Notify | <% Refresh | Update/Display _;__" Include History 4 GonertHstony, ‘
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave ANOC

Rate Code: If you entered a step on the Salary Plan page, you'll see rate code ONSTEP. Verify
that the amount is correct. If you did not enter a step on the Salary Plan page, select the

appropriate Rate Code and enter the Comp Rate. Click Calculate Compensation . Verify

that the Compensation Rate above the Pay Components is correct.

Do not save. Click the Leave/WOC tab to continue.

[R
2]

Manage Hires 11-5-

55



Transfer Step 8: Leave/WOC Page

Work Location Job Information Job Labor Bayroll Salary Plan

Noble,Laurel Diane Employes
Job Option / Leave / WOC

Effective Date 11/08/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Option Code:

Special Program: | hd |

Work Out of Class — Requires WOC Rate Code on Compensation
WOC Job Code SetiD:
Jobcode:

Appointment End Date:

Job Data Employment Data

5] Save ([0 Refurnto Search || [=] Motify | % Refresh

Compensation Leave WOC

Empl ID 01173766 Empl Record 0O
Find First' 4 1 of 2" Last
Go To Row
Action Movement
Reason Code Competitive Open Appt
Job Indicator Primary Job
Future D
Salary Authority: NIE %y 1 neep
Leave Authority: l—_lNM1 & Mon-Mgr Unrep - FT/PT Lv Elig
Salary Admin Plan: I
Grade: m
Step: :
Benefits Program Participation *
] Update/MDisplay ;_'1 Include History W Gorreot Histon

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | Leave AMWOGC

Special Program: Leave this field as the default or select another value.

Salary Authority: Click “ to look up and select the code for the contract or plan that covers the
terms and conditions of employment for this job.

Leave Authority: Look up and select the appropriate value.

Do not save or exit. Select the Employment Data link at the bottom of the page to continue.
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Transfer Step 9: Employment Data Page

Employment Information Additional Employment Info

Noble,Laurel Diane Empl ID 01173766
Employee Empl Record 0

Crganizational Instance (%

Organizational Instance Red Original Start Date 07/15/20M5 |:| Override
Last Start Date 07/15/2015 First Start Date 07/15/2015
Termination Date

Crganizational Assignment Data (¢

Instance Record

Home/Host Classification Home Years Months  Days
Company Seniority Date |07/15/2015 | Override u] 3 a
Service Date [07/15/2015 |5 Override 0 3 0
Probation Date X
Anniversary/Progression Date [ Last Verification Date ]
Business Title Engineering Specialist Position Phone

USA

[] owns 5% (or More) of Company

Appointment End Date [# Contract Length | Mot Applicable b4
[ Accrue Tenure Services FTE for Tenure Accrual r:J
Service Calculation Group '3, FTE for Flex Service Accrual %
Job Data Employment Data Benefits Program Participation
OK Cancel Apply

Employment Information | Additional Employment Info

Company Seniority Date: Verify that this displays the employee’s state seniority date (the
starting date of the employee’s most recent continuous service with the state).

Service Date: Accept the default date or enter a date in accordance with your agency’s service
award policy.

Probation Date: If the Empl Class is Probationary, enter the date the probation period ends.
Anniversary/Progression Date: Enter the Anniversary/Progression date.

Last Verification Date, Accrue Tenure Services, FTE for Tenure Accrual, Service Calculation
Group, FTE for Flex Service Accrual: Complete the fields if your agency tracks this data.

Do not save. Click the Additional Employment Info tab to continue.

Jajsued]
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Transfer Step 10: Additional Employment Info Page

Employment |nformation Additional Employment Info

Moble,Laurel Diane Employse Empl ID 01173766 Empl Record 0
Agency Use Date: [ Barg Unit Seniority [ seniority Tie Breaker: 0
Date:
Agency Seniority Date: ) Layoff Expiration Date: [ Employee Works at Home?: O
Eligible for Next Increase: et Layoff Motice Date: [ Security Clearance Type: [~ “
Email Address: Laurel@state_ mn_us
Work Phones Find | View Al First * 10f1'} Last
+| =
Phone Type: | Main Business W [+ [=]
Telephone: 651/555-1212 Extension:
Job Data Employment Data Benefits Program Participation
-
oK Cancel Apply m
Employment Information | Additional Employment Info :
-

Agency Use Date: Enter a date if it applies to the specific purpose set forth by your agency's
policy.

Barg Unit Seniority Date: Enter the date the employee enters the bargaining unit. If the
employee's contract has no provision for bargaining unit seniority, leave it blank.

Seniority Tie Breaker: Enter the tie-breaking number for employees who have the same Job
Code Seniority Date.

Agency Seniority Date: Enter the agency seniority date.

Security Clearance Type: For most employees, select 0. Select the value 2 (Secret) only if there
is a legal or business reason to exclude the employee’s public data from view.

Email Address: Enter the employee’s email address at work, if known.
Phone Type: Select Main Business.

Telephone: Enter the employee’s work telephone number, if available.

Do not save or exit. Click the Benefits Program Participation link to continue.
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Transfer Step 11: Benefit Program Participation Page

Benefit Program Participation
Noble,Laurel Diane Empl ID 01173766
Employee Empl Record 0
Benefit Status (% Find First ‘&' 1 of 2 Last
Benefit Record Number D Go To Row
Effective Date 11./02/2015
Effective Sequence 0 Action Transfer
HR Status Active Reason Compefitive Open Appt
Payroll Status Active Job Indicator Primary Job
Future
Benefits System Benefits Administration Benefits Employes Status Active
Annual Benefits Base Rate 75000.000|5F =0
Benefits Administration Eligibility %
BAS Group ID Spec Elig |[MP12 3,  State 12/12-Part ER Confrbtn
Salary Authority NUE %, Mon-Managerial Unrep Empl Barg Unit 212 MM Govt Engineers Council Elig
Fid &
Retirement Code A4 % MSRS Genl Employee Rtmt Plan SEGIP
Benefits |STATE 4, STATE Suppl Ret
Benefit Program Participation Find | Wiew All First ‘4 1 0of 12 Last
Effective Date O07/15/2015 Currency Code USD
Benefit Program MNP State of MM < Full ER Contrib
Job Data Employment Data Benefits Program Participation
QK Cancel Apply

Annual Benefits Base Rate: Accept the default. SEMA4 automatically updates this field for all
agencies except MnSCU. MnSCU users review the field, and change the value in SCUPPS if it is
incorrect.

Salary Authority: Review, click @ to look up and select the correct value if necessary.
Retirement Code: Select the appropriate retirement plan code.
Benefits: Select STATE for most employees.

Spec Elig: Select the appropriate code.

Suppl Ret: If this is a MnSCU employee eligible for supplemental retirement, click @ and select
the correct Benefit Plan. For all other employees, leave it blank.

Click oK . If a warning displays, read the message and click OK. If a system-required

field has been left empty or entered incorrectly, the system will display an error message and
the field display in red. Complete or fix the field as needed.

Saved appears briefly in the upper right corner. You will be returned to the Manage Hires list.
The employee’s name no longer appears.

Jajsued]
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Appendix — Activity Guide Email Template

Email Subject line: Complete the State of Minnesota New Hire/Rehire Activity Guide before your start
date

Dear <FirstName>,
Welcome to your new job with the State of Minnesota!

Your State of Minnesota employee ID number is: XXXXXXXX. This number is important because it is your
permanent employee ID, which you will use for a variety of activities.

The first thing you need to do is complete the New Hire/Rehire Activity Guide. Please follow the steps
below as soon as possible before your start date. We need this information to establish your
employment record.

Note: If you use a screen reader (for example, JAWS) go to the State of Minnesota New Hire Portal for

instructions to complete the Activity Guide using a screen reader. This is a temporary process until we
receive the next software update.

Steps to complete the New Hire/Rehire Activity Guide

1. Go to the State of Minnesota Self Service website at www.state.mn.us/employee.

2. Inthe User ID field, enter your employee ID number.
3. New Hire: Your temporary password is last four digits of your Social Security number followed
by MN!!

Example: 1234MN!!

Click the Sign In button. You will be prompted to change your password. Note your new
password for future access to Self Service to view your paystub, enroll in benefits, and update
your personal information.

Rehire: You will be able to access the Activity Guide one day after the date of this email. If you
do not remember your Self Service password, use the “Forgot Your Password” link and change
your password.

4. Once you have changed your password, you will be directed to Self Service. Select the New
Hire/Rehire Activity Guide and follow the steps in the guide to complete the information and
forms listed below. Be sure to click the “Save” button on any page where you have added or
changed information. If the information is already correct, you do not need to click “Save.”

e Phone Numbers
e Gender (required for insurance eligible positions)
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e Complete and Submit I-9 Form
Tax Withholding

Direct Deposit

Emergency Contacts

Ethnic Groups

e Disability

e Veteran Status

e Home and Mailing Address

e Email Addresses

5. Email the contact person on your job offer letter to report that you have completed the Activity
Guide.

Questions? Contact the person on your job offer letter.

Thank you and welcome to the State of Minnesotal!
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