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Entering New Employee Templates
(Use this procedure to create a new employee not previously employed by TWU)
1. Log into Phoenix and click on TWU Maintain Employees-Departments responsibility.

2. Double click on TWU Enter New Employees.

3. A decision box will open asking to change the effective date. Click on the Yes button.
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4. An Alter Effective Date box will open. Change the Effective Date to

01-SEP-20XX (Fall) or 16-JAN-20XX (Spring). Click on the OK button.  The Effective Date will be the first day of employment.
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5. A New Employee box will open. Click on the OK button.
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6. A New Employee Details form will appear. Enter the yellow required fields.
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	Note:
	Enter United States for the Address Style field to complete the address information.
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7. Click in the Assignment Category field and use the List of Values (LOV) [image: image7.jpg]


 to select Temporary Part-Time.
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8. Click in the Assignment Status field and use the LOV to select Pending Assignment.
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9. Click in the Organization field and use the LOV to select the appropriate department.

	Note:
	Use the % sign in the LOV for a list of options.


10.  Click on the Save button [image: image10.jpg]


 located on the toolbar.
11.  Close the New Employee Details form.
12.  Double click on TWU Maintain Employees-Departments responsibility to complete the employee’s template.
13.  A decision box will open asking to change the effective date of 01-SEP-20XX (Fall) or 16-JAN-20XX (Spring). Click on the No button.
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14.  Click on the Find button [image: image12.jpg]


 located on the Phoenix toolbar.

15.  A Find form will appear. Type the last name of the employee or use another data field. Then click on the Find button at the bottom of the Find form.
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16.  Select the employee’s name from the list displayed. Next click on the Details button.
17.  The employee detail form will appear. The Personal tab is the first to appear. Confirm all of the employee’s personal information.
	Note: Enter the appropriate Title
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18.  Click on the Address tab.
19.  Confirm the employee’s address information. 
[image: image15.png]Personal | Address | Assignment | Request For Termination | Tenure

Address Style [United States
Date From [01-SEP20XX -
AddressTyps |
Address [304 Administration Dr.
rrm—
——
City [Denton
State TX | Zip Code [f6204
County [Denton
Country [United States

Horme Phane
Wark Phone
Mabile.

Wark Fax
Ermail Address

Ofice
Office Location





20.  Click on the Assignment Tab.
21.  Click in the Organization field and confirm/correct the department.
22.  Click on the LOV in the Position field and select the appropriate position.
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23.  A decision box will appear and click on the Yes button.
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24.  The following fields will populate with default information:
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25.  Click in the Salary/Hourly Rate field and enter the appointment salary.
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	Note:
	Do not use commas or decimals.


26.  If the employee is the instructor of record, click in the Course Information field and enter the course identification.
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	Note:
	For multiple courses, separate with semi-colon.


27.  If the employee is not the instructor of record, click in the Assignment Information field and identify other direct instructional support, research, and/or work assignments.
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28.  Click in the Comments field and enter any additional information regarding the assignment when appropriate, budget line number, or replacement for.
	Note:
	For adjuncts, enter academic rank.
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29.  Click in the Appointment Reason field and use the LOV to select the code 010.
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30.  Click in the Assignment Status field and confirm/correct to Pending Assignment.

31.  Click in the Supervisor field and use the LOV to select the employee’s supervisor.
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32.  Click in the Assignment Category field and use the LOV to select
Temporary Part-Time.
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33.  A People Group Flexfield will appear.  Enter the appropriate Appointment Start and End Date. Use chart below.
	Adjuncts
	(4 Months)

	Fall Appointment
	01-SEP-20XX – 31-DEC-20XX

	Spring Appointment
	16-JAN-20XX – 15-MAY-20XX


	Graduate Assistants
	(4 ½ or 9 Months)

	Fall Appointment
	01-SEP-20XX – 15-JAN-20XX

	Spring Appointment
	16-JAN-20XX – 31-MAY-20XX

	Fall & Spring Appointment
	01-SEP-20XX – 31-MAY-20XX


34.  Click in the Pay Class field and use the LOV to select the appropriate pay class.  
	Adjuncts = F4
	GAs = F9


35.  Click in the PTO Eligibility field and use the LOV to select NONE.

36.  Click in the Timecard Type field and use the LOV to select the appropriate type. 
	Graduate Assistant positions = N

	Adjunct positions = E.
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37.  Click on the OK button.

38.  Click in the Activity Types field and use the LOV to select Add New Employee – New Assignment.
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39.  Click in the Salary Reason field and use the LOV to select the code 010.
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40.  Click on the Save button [image: image29.jpg]


 on the toolbar.

41.  Click on the Costing button at the bottom of the template form.  A Cost Allocation Flexfield will appear.
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42.  Enter the costing and click on the OK button.

	Costing is the account the employee is to be paid. The proportion total must always equal 100. ( DO NOT USE DECIMALS)
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43.  Click on the Save button [image: image32.jpg]


 on the toolbar.
44.  Close the Costing form.
45.  Click on the Budgets button at the bottom of the template form and enter the Full Time Equivalent (FTE). 

	Include a decimal for FTE when the value is not equal to 1.  Example:  if the employee is working 25% time, enter .25
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46.  Click on the Save button [image: image34.jpg]


 on the toolbar.
	Note: If changes are made to the Full Time Equivalent, an option window will appear, click on Update.
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47.  Close the Budgets form.

48.  Click on the Salary button at the bottom of the template form. Confirm the salary information. 

	Round the salary to the nearest dollar.
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49.  Close the Salary form.
50.  Click on the Others button in the lower right-hand corner of the form.  A Navigation Options box will appear.
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51.  Double click on Schools and Colleges Attended.

52.  A School and College Attended form will appear. Click in the yellow School or College field and type the word:   University
	Note:
	If the School or College is known, select the appropriate one by using the LOV and click on the OK button.


53.  Click in the Bracket field in the upper right-hand corner of the form. Example below. 
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54.  A Caution note will appear. Click on the OK button.
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55.  A Degree Designation form will appear. Use the LOV to select the highest degree level that the employee has attained.
	Note:
	Highest degree should be entered on first line, followed by other degrees in order.
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56.  Click on the OK button.

57.  Click on the Save button.
58. Close the Schools and Colleges Attended form.
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59.  Tenure information is to only be entered for Adjunct, GTA and GA(S) assignments. Click on the Tenure tab. Do not alter existing information.
60.  Click on the Tenure tab.
61.  Use EIT dropdown to select Tenure Status Details.
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62.  Click in the Code field. Use the LOV to select Not Eligible For Tenure.
63.  Click in the Date Determined field and enter 01-SEP-20XX.

[image: image43.png]Personal | Address | Assignment | Request For Termination | Tenure |
e

code Date Determined Reason For Adjustment | Adjusted Tenure Date  Projected Tenure
[[Not Etigible For Tenur [01-SEP-20xX [





64.  Click on the Save button[image: image44.jpg]


 on the toolbar.
The Template entry process is now complete.
Academic Financial Services

            1

