HIRS – Employee and Department Roles

The next few sections about roles and processes are offered as additional information that is useful information DTAs may need to know.

 .

	Sequential
	Role Name
	Description

	1
	HCM Dept Position View
	FOR DEPARTMENT USE - Grants view only access to ASU Position Management to review HR positions (job) with position funding (commitment accounting).

	 
	 
	 

	1
	HCM Dept Position Manager
	FOR DEPARTMENT USE - Grants view/add/update access to ASU Position Management to execute HR position (i.e., job title, department, reports to) transactions PLUS view only access to position funding (commitment accounting). 

	 
	 
	Comments:

HCM Dept Position Manager has the ability to create a position separate from adding the funding. Eg may have an accountant do the funding.
Don't request Position View if requesting Position Mngr or Financial Manager.
Must use effective dating in Position Mngt. EG Effective date of the position could be 7/1, although the person doesn't start until 7/11.
Navigation: ASU Customizations>Create/Modify Position>Maintain Position Accounting>Position Cross Reference (is view only)
The Business Unit = overarching dept # with letters, then numbers distinguish individual departments.
A position # is the catalyst that relates the position to payroll. So no position #, no pay.
01/01/1901 - came through conversion
07/2007 came after conversion
Fiscal Year Position Distr. = where charged
Difference between HRMS and PS is that the position must be in the system to generate pay. Pay continues even if funding stops. Pay continues to pay on that account.
EG: look at 112367 - position # for Linda Schupe = Current Incumbent list
Next step is New Hire or Reinstatement
Job data pages = Workforce Admin. in old system pages 3, 4, 5.
To get a person paid set up Job Data pages.
Work Location tab - position # entered, info defaults to the other tabs. Can't save the record without a position #.
Compensation Tab - Frequesncy ASUBW or H or horly. Determines Salary, hourly o contract.
Old system position # didn't stop pay. New system no # no pay.

	 
	 
	 

	1
	HCM Dept Financial Mgr
(was Position Accounting)
	FOR DEPARTMENT USE - Grants view/add/update access to ASU Position Management to executue HR position funding (commitment accounting) transactions. 

	
	
	

	hire the employee, reinstate, come over thru conversion

	2
	HCM Department View 
	FOR DEPARTMENT USE - Grants view only access to HR and Payroll data PLUS Payroll history - earnings only. (Workforce Admin>Job Info>Job data

	 
	Workforce Admin>Job Info>Job data>Compensation tab

	 
	frequency = asubw
	salary person - report when sick, vacation, bereavement, no web clock

	 
	
	 (continually pays until termination transaction is completed)

	 
	frequency = H
	Hourly = Time and Labor - web clock

	 
	
	 (only pays when T&L hours are entered)

	 
	frequency = C
	Contract employee - paid over a specific contract start and stop date

	 
	
	 (generally talking about grads and faculty, anyone paid for part of year - 6mos,

	 
	
	 9mos, 10 mos., 11 mos, 12 mo)

	 
	Payroll for North America>Payroll Processing>Process Payroll>Review Paycheck>EmpID (earnings only)

	 
	
	Comments:
HCM Dept View - HR data (Workforce Admin>Job Info Data Important to Dept, they need to be able to see that. No updating possible.
Check Payroll for North America to see if someone got paid. Pulls up a list of paychecks.

	 
	
	 

	2
	HCM Dept Tenure Manager
	FOR DEPARTMENT USE - Grants view/add/update access to Tenure Data, School Education, and Professional Ed & Training pages to maintain faculty tenure data.

	 
	for academic depts only to update tenure data on faculty

	
	
	Comments:
HR, etc. wouldn't need this. Is view, add and update.

	
	
	

	pay employee
	 
	 

	3
	HCM Dept Pay Manager
	FOR DEPARTMENT USE - Grants view/add/update access to Additional Pay transactions (i.e., auxiliary pay, bonus, summer session, supplemental pay) PLUS Payroll history - earnings only. (generally for salary and contract pay employees in addition to regular salary)

	 
	
	 

	3
	HCM Dept Time Administrator
	DTA role (all hourly employees web clock time must be approved)

	
	
	

	
	
	

	employee roles
	
	

	dynamically assigned
	HCM Employee Self-Service
	FOR EMPLOYEE USE (dynamically assigned with ASUrite ID) - Grants view/add/update access to Self Service for employees to perform their individual Benefits, Payroll, and Personal Data transactions. (change fed W4)

	 
	 
	Comments:
In ESS can't enter state tax info, but can do Federal, and Benefits for open enrollment.

	
	
	

	dynamically assigned to nonexempt employees only
	EE Self Service - Punch Time
	You will need this role to be able to punch in and out for your job as a nonexempt employee at ASU. This will be dynamically assigned.

	
	
	

	dynamically assigned to exempt employees only
	EE Self Service Timesheet
	Exempt employees report sick, vacation, bereavement time.

	
	
	

	manager roles
	
	

	dynamically assigned
	HCM Dept Manager
	FOR DEPARTMENT USE (dynamically assigned to supervisors designated in the 'Reports To' field) - Grants view/add/update access to your employees in Manager Self Service to execute and authorize HR transactions.

	 
	 
	1. ad hoc salary change

	 
	 
	2. promote

	 
	 
	3. terminate/retire

	 
	 
	4. view info regarding compensation, personal contacts, 


Workforce Admin>Job Info>Job Data>Empl ID>Job Information tab> states who person reports to. (MSS is only for a reports to position)

MSS can do thiings for employees: Mngr has to assign proxy, but that person has to request the proxy role. Mnger must add additional user ID. (Have Rich show that)

Reports To Challenge; some don't want to undertake the MSS tasks, want Admin Assts to do this, but Admin Assts don't the the job classification to do this.

Should really have applicaiton for hourlys in the system - messess it up.

Salaried folks working sporadically are really working hourly, but FLSA standards state that their job is salaried.

	Base pay must be specific to get Additional Pay and/or benefits.

	
	
	

	request
	HCM Dept Mgr Approval Proxy
	FOR DEPARTMENT USE  - Grants Alternate Users designated under a supervisor's My System Profile to view/add/update access to authorize promotions and ad hoc salary changes in Manager Self Service for that direct supervisor.  (This role is not needed if the Alternate Users have their own direct reports and have access to Manager Self Service.)

	
	
	

	for specific depts
	HCM Student Employ Mgr
	FOR STUDENT EMPLOYMENT USE ONLY - Grants view/add/update access to ASU Position Management to execute HR position and HR position funding transactions PLUS view only access to Job Information and Payroll history - earning only.

	for specific depts
	HCM Registrar View
	FOR REGISTRAR'S OFFICE USE ONLY - Grants view only access to Benefits Program Participation and Job Information  pages only for tuition waiver eligibility verification.
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