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MACEWAN UNIVERSITY

Founded 1971 as a Grant
MacEwan Community College

Became Grant MacEwan
University in 2009

Rebranded as MacEwan
University in 2013
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Presenter
Presentation Notes
History 
Founded in 1971 as Grant MacEwan Community College 
Becomes Grant MacEwan University in 2009 

Offerings 
8 Bachelor programs (4 years)
2 Applied degrees 
43 Diploma and certificate programs 

Students
19,351 students (full- and part-time)
12,398 FT students in credit programs 

Employees 
1277 FT Faculty & Staff
1421 PT Faculty & Staff


1. MACEWAN OVERVIEW

2011
¢ PeopleSoft implementation and TBH
May 2016
¢ Improved TBH & Contract Pay

May 2018
** PeopleTools 8.56.16 Upgrade

Nov 2018

** HCM 9.2 (image 25) Upgrade
" Rebuilt templates using delivered Smart HR Hire functionality

May 2019

** Smart HR Hire for all employees & contingent workers
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2011: Began using Template-Based Hire when PeopleSoft was implemented.
May 2016: we improved how TBH worked, better data capture, integration with Campus Solutions, and implemented Contract Pay. All for hiring Sessional Instructors.
Nov 2018: HCM 9.1 to 9.2 Upgrade. We couldn’t convert our templates so they had to be rebuilt using the delivered Smart HR Hire templates. We reapplied customizations that were still required.
May 2019: Implemented Smart HR Hire for all employees/appointments and contingent workers. The project began in January with a Business Requirements document and finished May 27 with implementation. No data conversion was required. UAT was approximately 5 weeks. Over 900 test scripts, 40+ users trained.


2-DELIVERED FUNCTIONALITY | Suickiook otime defvered

Smart HR Hire functionality
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2. DELIVERED FUNCTIONALITY

Template Administrator End User HR Administrator
+ Template Record/Field « Smart HR Transactions + Manage Transactions
+ Template Category Table » Enter Transaction Details « Manage Hires:
+ Template Section » Enter Transaction Information = Manage Hire Details
+ Template Transaction Type = Person Match Found » Error Transaction
» Transaction Type = Select an Action + Add Person
» Components = Confirmation « Job Data
» Sections » Transaction Status » Perzon Profile

* Copy Transaction Type
+ Template Creation:

» Configuration

» Sectlions

» Person Rules
« Copy Template
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From PeopleBooks HCM 9.2: high-level overview of functions.


2. DELIVERED FUNCTIONALITY
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From PeopleBooks HCM 9.2: high-level overview of process.



3- MACEWAN'S IMPLEMENTATIOQN| tov e motemented




| 3. MACEWAN'S IMPLEMENTATION

Hiring Manager Department Manager HR Coordinator
Template Administrator (End User) (Approver) (HR Administrator]
Mo change to configuration steps  Smart HR Transactions Approve Smart HR Transaction Search For People
* enter Transaction Details Transaction Status Manage Hire Details
* enter Transaction Information * Search for Matching Persons
Transaction Status * Related Information
Add Person

Add lob Data
Transaction Status
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Hiring Manager – includes Faculty Admins
Smart HR Transactions: select template, access to Transactions in Progress page (those in Draft or returned from Dept Mgr or HR Coord)
Enter Transaction Details: look up EmplID (quasi Person Match), enter Action/Reason
Enter Transaction Information: data entry, add attachments, then Save for Late or Submit for Approval. Confirmation notification received. 
Workflow: email notification sent to hiring Mgr – submitted and to Dept Mgr – approval required.

HR Coord
Search for People done first to see if there is an exact match to a Person ID based on SIN. Then Search for Matching Persons on Manage Hires page and select correct Person ID.
Related information – run PS Query to show job data rows, or open template to see details. Both help to facilitate hiring process to correct empl_rcd.



| BUSINESS PROCESS - EMPLOYEES

‘| Smart HR Hire/Rehire Process for Employees
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High-level overview of processes. 
Paper Employee Action Form replaced with online Smart HR Hire template. Eliminated manually entry of employee hire. Enabled faster approvals and processing of hires.
Personal Information removed, created some business proves changes because now the HR Coordinator collects all that information.


BUSINESS PROCESS — CONTINGENT

WORKERS

Smart HR Hire/Rehire Process for Contingent Worker
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High-level overview of processes



| MAKING SMART HR HIRE “SMARTER”

Rule of thumb — make the templates as simple to use as possible.

Six new templates created

Template
CONWORKER

FACEMP

MSAEMP
OOSCAS
QOSCASRES

OOSEMP

Description

Contingent Worker - Hire and Rehire

Faculty Emplayee - Hire and Rehire

MSA Casual Employee - Hire and Rehire

MSA Employee (Non-Casuals) - Hire and Rehire
00S Casual Employee - Hire and Rehire

005 CAS Research Assistants - Hire and Rehire

005 Employee (Non-Casuals) - Hire and Rehire
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Rule of thumb – make the template as simple to use as possible.
Template only displays the fields that are necessary for data entry and necessary for the Dept Mgr to approve the template. No tabs used. All information displayed on one page.
Hiring Mgr enters as few fields as possible.
From those fields entered, as many field values as possible are defaulted, either on the template or in Job Data.
Fields/data not necessary for hiring, but required to save the job in Job Data are defaulted so the HR Coord doesn’t have to enter/change anything.

Due to the unique requirements within each employee group, 5 templates were created, plus one for Contingent Workers. These were in addition to the 2 Sessional Instructor templates were had already been using.


Online Help

Personalize Page »

Template Instructions

rnerrenne - (emplate Instructions

] M3A Employee

¥ FAC Employee
005 Employee
Casual Research Assistants
MSA Casual
005 Casual
Contingent Workers
Sessional Faculty

How ioc Upload an Attachment

OUR “SMART™ TEMPLATES

MSA Casual

This template is used to hire/rehire MSA Casual, and Non-Recurring Term employees not associated
with a Position Number.

To save your data input prior to submitting for approval, click Save for Later. Once completed, click
Submit for Approval.

ENTER TRANSACTION DETAILS

Empl ID: Leave as NEW if the employee is new to MacEwan; if youfthey do not know their prior
Employee/Student ID; or if there is more than one employee with the same name (and you are
unsure which one to choose).

Job Effective Date: This is the first day of work for a new hire/rehire. The Effective Date cannot be
back-dated to a previously confirmed or in progress pay period. Contact your HR Coordinator should
the hire date be in the past.

Action/Reason Code - Hire: New employees who have never been employed or been a student at
MacEwan.

Action/Reason Code - Rehire: Former employees rehired after an inactive period. To select this
option, you must know the employee’s Employee ID.

ENTER TRANSACTION INFORMATION

At time of hire, HR collects all personal information directly from the employee to verify details and
complete the transaction.
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We also created step-by-step Online Help for each of the Templates. These instructions are captured in a Text Catalogue, each with their own Text Catalogue ID. A new custom component/page was created to display the Help instructions. These instructions are available on the Enter Transaction Details and Enter Transaction Information pages.
We created very detailed User Guides that we made available on our Portal.


| OUR “SMART™ TEMPLATES

No backdating Job Effective Date

Smart HR Transactions
Enter Transaction Details

The following transaction details are required.

Template MSA Employee (Non-Casuals) - Hire and Rehire

Organizational Relationship Employee

*Empl ID |NEW Q
“Job Effective Date |2019-11-01
*Action | Hire v
*Reason Code | Hire v

Continue Cancel
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The Hiring Manager looks up an existing Person/Employee ID from the field look up. 
They don’t have access to the Search for Person page. If they find a Peron/Employee ID, the Action-Reason is Rehire.
When the Hiring Manager clicks Continue, the Job Effective Date is edited. They can’t enter a Job Effective Date for a PP that has been confirmed or where Pay sheets have been created. 
Dept Managers can’t approve for a PP that has been confirmed or where Pay sheets have been created. This enforces/encourages Hiring and Department Managers to get the template created and approved with enough time for the HR Coordinators to get the Offer Letter and hiring documents to the employee and get them returned signed and entered prior to their start date. 
WCB and security implications if on site and working when not actually hired.


OUR “SMART™ TEMPLATES

Let users know what they’re looking at

Smart HR Transactions
Enter Transaction Information

Enter the following Employee or Contingent Worker information.

Return to Enter Transaction Details Page

Submit for Approval Save for Later Cancel

Template: MSA Employee (Non-Casuals) - Hire and Rehire Job Effective Date: 2019-11-01
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PSoft removed the Template Name and Job Effective Date with HCM 9.2 Smart HR (were present with TBH in 9.1 and earlier). We re-added them to the Enter Transaction Information page. 
It was OK when only processing templates because we had a limited user group and data. But with expanding for all employees and CWRs, it was necessary. This greatly benefits the Dept Mgrs with approving the templates and others when viewing the templates.


| OUR “SMART™ TEMPLATES

Departments can no longer collect Personal Information
Pers and Job Info
Primary Name - English
*First Name CRYSTAL Middle Name Sheaufang

*Last Name | Malfair

Person Address 01 - Canada

Address Type Home v Address Line1 FORHR ONLY
Address Line 2 Address Line 3
Address Line 4 City
Province Postal Code

Person Phone Number 01
*Phone Type = Home M Telephone

Pheone Extension

Person Email Address 01

*Email Type = Other M *Email Address
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Due to FOIP, we removed the National ID (SIN), Date of Birth, Marital Status, Gender fields. This is now a Business Process change for the HR Coordinator to collect directly from employee as part of Offer Package.
Their Personal Email is required b/c this is where the Offer package with formal Offer Letter, Confidentiality Agreement, employee forms (direct deposit, tax forms, etc.) are sent. Also their Network ID and initial Password is also sent there (when it used to go to their reporting manager/supervisor). This info doesn’t violate FOIP.
Their Personal Telephone number is also required as a backup to their personal email. In case they aren’t returning the forms swiftly, the HR Coord can call them. Also, not violating FOIP.
The Person Address 01 – Canada section is required. This is because PSoft requires that you enter a Country for your implementation, which for us = CAN, which then requires that this section be available on the template. It also must have a value in Address Line 1.  Because departments can’t collect this information anymore, we defaulted “FOR HR ONLY” and the HR Coordinators will get the information from the employee directly and enter/update it during “Add a Person” step. If you did a rehire (and selected an existing Person/Employee ID), their address would default here. We reviewed this with our Labor Relations Director and determined it was OK to show it.
This section is the same on all the templates. 


OUR “SMART™ TEMPLATES

FACEMP, MSAEMP, OOSEMP: Appointment belongs to a Position

Work Location - Position Data

“Position Number

Job Information - Job Code

Job Code

Work Location - Job Fields

Department

Location Code

Job Information - Employee Classification

BETORE

Q Position Title

Job Code Description

Department Descripticn

Location Description

Work Location - Position Data

ATTER

*Position Number | 00000012 Q

Job Information - Job Code

Job Code MS0258

Work Location - Job Fields
Department 07701

Location Code 06100624D

*Employee Classification

Job Information - Employee Classification

"Employee Classification |

Bridging Year 1
Bridging Year 2
Bridging Year 3
Casual
nuing
Extended
Limited Term
Neon-Recurring Term
Recurming
Replacement Term
Job Information - Reportin| SERP

Sessional

Reports To Position Tenure-Track
Number | Tenured
Term

Work Location - Expected

—_—

Expected Job End Date

Job Information - Employee Classification

*Employee Classification

Continuing
/ Non-Recurring Term

. Recurring
Work Location - Expected Replacement Term

Position Title Techlll

Job Code Description Tech Il

Department Description Learning Design and Delivery

Location Description CCC 10-624D

1745524-Gurdy Kagi is the current incumbent of this position (0,0)

a1

This position is currently vacant (0,0)

OK
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For each of these templates, the Hiring Manager enters a Position Number.
Enter Position Number from custom Position Status for Managers report or enter from the look up. Caution from look up b/c will very likely get the XML error!
A message will appear to indicate if the Position is vacant or if occupied, by whom. This is a good cue to the Hiring Manager if selected the correct position. Could be backfilling for an employee or hiring into a new vacant position.
Remaining field values are defaulted from the Position Number and Job Code table.
Field descriptions are defaulted!!!
Translate tables are used to display Long Descriptions.
Employee Class values displayed will only be those available for the template selected. 
There is also an edit when the template is submitted for approval. It checks that the Job Code defaulted matches the template. For example, you can’t hire a faculty member (job code = FA%) on an MSAEMP template. 
For example, chose Position 00000012, which defaults Job Code MS0258. But if had began the hire using the FACEMP or OOSEMP template, they wouldn’t be able to submit it for approval. This is because they each have their unique fields, edits and defaults for Job Data.


| OUR “SMART™ TEMPLATES

FACEMP, MSAEMP, OOSEMP: Appointment belongs to a Position

Work Location - Expected Job End Date

Expected Job End Date End Job Automatically

Job Information - Reporting Information BEFORE
Job - Salary Plan AFTER
Reports To Position 00000635 Position Title Sr Mgr, E-Learning Office
Number
Salary Administration MS01
Name Meri-Louise Gegolick Plan

Salary Grade E

= 5
Payment Details Sien Q
Pay Over Term Pay Over 12 Months
Job Compensation - Pay Components
Job - Salary Plan Hourly Rate 35.680000
Salary Administration MS01 Salary Plan Description MacEwan Staff Association
Plan
E -
Salary Grade Grade Des Annual Rate
*Stey P
P AeTE T 64937600000
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End Job
All Term positions require a Expected End Date. This is an edit that is executed when the template is submitted for approval.
If an end date is entered, the End Job Automatically flag is automatically checked and can’t be changed.
These are done because we run the End Job Automatically process quite often and we want these jobs to be terminated when indicated.
Payment Details
Unique to MacEwan Staff Association (MSA) recurring term  employees (empl_class is selected = RCN). They typically only work 8 – 10 months per year (summers off). As per their Collective Agreement, they can opt to have their salary paid over their term (8-10 months) or over 12 months. 
This is information that isn’t passed to Job Data, but is required by the HR Coordinators so their Pay is set up correctly.
The edit is executed when the template is submitted for approval.
Additional fields, such as Reports To Manager and Salary information are defaulted from the Position Number and Job Code table. The Hiring Mgr only needs to enter the Step.
From the Step, the Hourly Rate is defaulted and the Annual Rate is calculated and defaulted (based on 1 FTE at 1820 hours/year).


| OUR “SMART™ TEMPLATES

FACEMP, MSAEMP, OOSEMP: Appointment belongs to a Position

Job - Salary Plan

Salary Administration 0S01
Plan

=]

Salary Grade

Annual Rate@1 FTE

Annual Rate

Job Information - Standard Hours

*Standard Hours 35.000000

ETE 1.000000

Job Compensation - Pay Components

Hourly Rate

Annual Rate

Compensation Rate

BEFORE
Salary Plan Description Cut of Scope

Grade Description  OS01Band 6

~Standard Work Period W

Job Information - Standard Hours
*Standard Hours 28.000000

Job Compensation - Pay Components

Hourly Rate

Annual Rate

Compensation Rate 74800.000000

A

Job - Salary Plan

Salary Administration OS01
Plan

Salary Grade 6

Annual Rate@1 FTE

Annual Rate 93500.000000

Job Information - Standard Hours

*Standard Hours 35.000000

FTE 1.000000

Job Compensation - Pay Components

Hourly Rate 51373626

Annual Rate

Compensation Rate 93500.000000

AFTER
Salary Plan Description | Out of Scope

Grade Description 0301Band 6

*Standard Work Period W

CANADA ALLIANCE 4-6 NOVEMBER 2017


Presenter
Presentation Notes
Salaries for OOS don’t have Steps, but salary ranges per Grade/Band. 
Therefore the Hiring Mgr needs to enter the position’s Annual Rate assuming the employee will work FT.
The hourly rate is calculated based on 35 hrs/wk.
If employee will work < 35 hrs/wk, then the adjusted hours/week is entered and the Compensation Rate is adjusted.
It’s the Compensation Rate that is entered into Job Data



OUR “SMART™ TEMPLATES

FACEMP, MSAEMP, OOSEMP: Appointment belongs to a Position

Combination Code - Chartfields

Account 600555 Department 08621
Fund Code 113 Program Code
Business Unit PC Project/Grant
Activity ID
Job - Payroll Information
Combination Code 017842947 Description O0S Casual Wages

Job Earnings Distribution Type

*Earnings Distribution None A
Type

Job Earnings Distribution 01

Earnings Code REG Percent of Distribution

Account Department

Fund Code Program Code

Business Unit PC Project/Grant
Activity ID

Combination Code Description
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GL ChartFields
Account Code is defaulted based on Template selected to ensure the correct salary account is used.
JED split is optional.
Only fields that we use are displayed.
The Combination Code is determined and defaulted. Without a valid Combo Code the template can’t be submitted for approval. This is a dynamic edit.
This section is on all the templates.


OUR “SMART™ TEMPLATES

FACEMP, MSAEMP, OOSEMP: Appointment belongs to a Position

Time and Labor - Schedule Details - Week 1 and 2

Work Start Time

Work End Time

Description

Comments

Comments

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

tetumn to Enter Transaction Details Page

Submit for Approval

Save for Later

Work Start Time

Work End Time

Cancel

Sunday
Monday
Tuesday
Wednesday
Thursday

Attachments

Friday

Saturday

FOO %R
Attachment Upload

Template: Document Title

*Document Type | Smart HR Attachments v

*Document Subtype |

** Upload a

Other Document
Rationale Document

Cancel

Attachments (0)
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Time and Labor
Information there is specifically for MSA employees that have a shift different from the standard M-F 8:30 – 4:30. This information is required so the HR Coordinator can set up their Schedule correctly in T&L. This is done manually. There’s no integration to T&L.
Comments
This section is available on all templates. The Hiring Mgr can enter information to help Dept Mgr approve the template and/or HR Coordinator for processing the template (special instructions).
Attachments
We have implemented attachments on all the templates. Certain edits are executed when the Hiring Mgr submits the template for approval. One is Salary Rationale if the Step is > 5 for MSA employees (as per their Collective Agreement). Another is for attaching the signed Confidentiality Agreement for contingent workers. 
They can also attach supporting documentation for Dept Mgr approval or HR Coordinator processing.
The Attachments Indicator/Count lets users know if documents have been attached and how many. Saves users from having to check all the time. 


OUR “SMART™ TEMPLATES

MSACAS, OOSCAS, OOSCASRES: Appointment has no Position

Job Information - Job Code

*Job Code Q Job Code Description

Work Location - Job Fields
*Department Q Department Description

Location Code 06 Location Description

Job Information - Employee Classification

*Employee Classification

Work Location - Expected Job End Date

Expected Job End Date End Job Automatically

Job Information - Reporting Information

*Supervisor ID Q Name
Job Information - Reporting Information
“Reports To Position Q Position Title
Number
Name
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Note, the Name, Address, Email, Telephone number sections are the same as shown previously.
Job Code 
Because these appointments don’t have a Position Number, the Job Code is used.
The Hiring Manager can only select Job Codes that match the template. E.g., On the MSACAS template, the Hiring Manager can only select Job Codes that begin with MS; on the OOSCAS template, the Job Code begins with ‘OS’. This is coded so the look up values are shown correctly. 
For the OOSCASRES template, there are only 8 Job Codes to choose from, so we configured these in a Values List.
Because the Job Code table has very little information that can be defaulted, there are more fields that need to be entered, such as:
Dept ID
Empl_Class, where values available are based on template selected.
Expected Job End Date, optional field but if a date is entered, the End Job Automatically field is automatically checked.
Reports To Position/Manager.

OOS Research Assistants
Theses are employees that work in our Research Office (vs in the Faculty departments).
Instead of entering a Reports To Position/Manager, the Hiring Manager enters the Supervisor ID 
Reports To Manager =employee w/ a Position, Supervisor = employee w/o a Position, such as a Sessional Instructor. 
Must have an expected end date entered.


OUR “SMART™ TEMPLATES

MSACAS, OOSCAS, OOSCASRES: Appointment has no Position

Job - Salary Plan

Salary Administration MS01 Salary Plan Description MacEwan Staff Association
Plan
Salary Grade B Grade Description MSABAND B

Step (3

Lump Sum/Piece Rate

Total Amount Hourly Rate
Estimate of Hours Payment Start Date
Worked
Payment End Date

Job Compensation - Pay Components

Hourly Rate 20.460000

Annual Rate

Annual Rate 37237.200000
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For MSACAS
Casual employees are hourly reporters and paid based on the hours they work (entered in their timesheet). Therefore we default hours/wk = 35 in Job Data.
Lump Sum/Piece Rate section
For those MSA or OOS employees that do piece rate work. If the Job Code they selected had a Grade = PCR, they would be required to enter this information. 
The Total Amount field is required.
This tells the HR Coord know how to set up Additional Pay for this employee.
Job Data will have no Compensation Rate.
The edit is executed when the Hiring Manager submits the template for approval.
Hourly Rate defaults from the Grade and Step.
Annual Rate for information only and assumes 1 FTE at 35 hrs/wk.
Offer Letter would indicate their employment rate of $x.xx/hour.





| OUR “SMART™ TEMPLATES

MSACAS, OOSCAS, OOSCASRES: Appointment has no Position

Job - Salary Plan

Salary Administration 0S01 Salary Plan Description Out of Scope
Plan
Salary Grade 4 Grade Description ©S01Band 4

Lump Sum/Piece Rate

Total Amount Hourly Rate
Estimate of Hours Payment Start Date
Worked
Payment End Date

Job Compensation - Pay Components

Hourly Rate
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OOS Casual Hourly Rate
Because OOS employees don’t have steps, the Hiring Manager enters the Hourly Rate for the employee. 
There is no Compensation Rate field/value displayed because that amounts depends on the hours the employee actually works.
Offer Letter would indicate their employment rate of $x.xx/hour.




OUR “SMART” TEMPLATES

Job Information - Job Code

*Job Code Q Job Code Description

Contingent Workers

Smart HR Transactions

Enter Transaction Details Work Location - Job Fields

The following transaction details are required.

*Department Q Department Description
Template Contingent Worker - Hire and Rehire
Organizational Relationship Contingent Worker *Location Code Q Location Description
*Empl ID | NEW Q
*Job Effective Date | 2019-11-01
“Action  Add Gontingent Worker v Work Location - Expected Job End Date
*Reason Code | Contractor v *Expected Job End Date HE fiEnt sob Autbmancally
Continue Cancel

Job Information - Reporting Information

*Reports To Position Q Position Title
Number

Name

Comments

Comments

sturn to Enter Transaction Details Page Attachments (0)

Submit for Approval Save for Later Cancel
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The Hiring Manager looks up an existing Person/Employee ID from the field look up. 
They don’t have access to the Search for Person page. If they find a Person/Employee ID, the Action-Reason is Renewal.
When the Hiring Manager clicks Continue, the Job Effective Date is edited. They can’t enter a Job Effective Date for a PP that has been confirmed or where Pay sheets have been created. 
Dept Managers can’t approve for a PP that has been confirmed or where Pay sheets have been created. This enforces/encourages Hiring and Department Managers to get the template created and approved with enough time for the HR Coordinators to get the Offer Letter and hiring documents to the employee and get them returned signed and entered prior to their start date. 
WCB and security implications if on site and working when not actually hired.

Contingent Workers
The Name is entered. The Address section indicates FOR HR ONLY for new CWRS, or displays the address on file for existing Person/Employee IDs.
The personal Email Address is entered because this is where their Network ID and initial password will be sent.
Though most often the Job Codes use begin with CW (most common is CW0005 – Consultant), all Job Codes are available for selection. The Job Code selected will determine the employee’s security access in PeopleSoft.
They must have an Expected Job End Date. This edit is executed when the Hiring Manager submits the template for approval.
They must attach a copy of the signed Confidentiality Agreement. The edit (Document Subtype = Confidentiality Agreement) is executed when the Hiring Manager submits the template for approval.
There are very few fields entered and displayed. This is because these are the only fields needed to created a CWR employee record in Job Data. 






| OUR “SMART™ TEMPLATES

Templates are available after template processed

Transaction Status

The following transactions are pending, canceled or have been processed by Human Resources.

Transaction Type = All v
Transaction Status | All v
Start Date From | 2019-01-01 To |2019-11-11
Refresh Clear
Transaction Status @ .
The Name is hyperlinked
5 Q ta the Template Details 1-100f194 v b M View 100
page.
Select Transaction Type Effechye Transaction Status~ Name Type of Hire PersonID  Action Jleniplae Administrator
YpP Date YP! Sequence
Hire/Rehire 2019-09-15 Pending Approval Debra-Anne Burry Employee 2501051 Rehire 15484 N
Hire/Rehire 2019-05-01 Hired sheri Kholobayeva Employee 1486207 Rehire 15099 N
Hire/Rehire 2019-05-01 Hired Asmahan Goldfeder Emplo — b
Hire/Rehire 2019-05-01 Hired Kailani Thekkumalayi Employee \
Template ID Sessional Faculty Rehire Job Effective Date:
Hire/Rehire 2019-05-01 Hired Catharyn Tambaoan Employee
Hire/Rehire 2019-05-01 Hired Gemy Koh Employee Pers and Job Info
Primary Name - English
*First Name a Middle Name
Last Name
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Transaction Status page
The Transaction Type = ALL, or HIRE/REHIRE.
The Transaction Status = ALL, CANCELLED, DRAFT, HIRED, DRAFT, PENDING APPROVAL, and PENDING HIRE.
The page allows filtering by Data range.
We customized this page because:
The Search/Find didn’t work and you couldn’t sort by the Headers.
We also customized it by adding a hyperlink on the Name. The hyperlink opens the Template.
The Hiring Manager can only see templates the created. Status = DRAFT, PENDING APPROVAL, PENDING HIRE, and HIRED.
The Department Manager can only see templates for departments they are the department manager for. Status = DRAFT, PENDING APPROVAL, PENDING HIRE, and HIRED.
We enable security to allow the HR Functional Analysts, HR Admin, and the HR Coordinators to see all templates. This was done to facilitate trouble shooting and to assist in the HR Coordinators in the hiring process.





| OUR “SMART™ TEMPLATES

Template is available after it’s been processed

Manage Hires

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

Manage Hires

From |2011-01-01 To |2020-01-30

Hire Transactions

Start Date Status Template ID Name Person ID Type of Hire Source
2019.06.23  Fending OOSCAS Roseanne Bass 2500410 Hire Smart HR
Hire Transactions
2019.07.01 | Fending OOSCASRES Nuevo empleado NEW Hiire Smart HR
Hire Transactions
2019-07-08  Fending MSACAS Nuevo empleado NEW Hire Smart HR
Hire Transactions

Submitted By

Hatif Popham

Roselyne Latimer

Dingchen Nowaczynska
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Manage Hires page
We are using this page instead of the Manage Transactions page.
It is only available to the HR Coordinators.
It allows filtering by Data range and sorting by Header.
When you click on the hyperlink on the Name, the Manage Hires Detail Page opens. 




Manage Hires
Manage Hire Details

Name Roseanne Eass‘ Template Sequence

OUR “SMART™ TEMPLATES

Template is available after it’s been processed

Manage Hires
15239 Manage Hire Details

The Start Date entered on this page will be used as the Effective Date for Personal Data and Job

Template QOSCAS - OOS Casual Employee - Hire and Rehire
Transaction Type Hire/Rehire
Hire Status Pending Hire
Organizational Relationship Employee
Start Date | 2019-06-23

Action Hire

Action Reason Hire

¥ Hire Details

Position: Job Title: Non Credit Instructor
Regulatory Region: Canada Supervisor:

Company: Grant MacEwan University Reports To: Acting Dean, SCE
Business Unit: Grant MacEwan University

Department: Business Management Regular/Temporary: Temporary
Location Code: City Centre Campus. Full/Part Time: Part-Time

Tax Location Code: Standard Hours: 35.00

Pay Group: BW Hourly Group Regular Shift:

Employee Type: Hourly Labor Agreement: Out of Scope
Currency Code: Canadian Dollar

Frequency: Hourly Contract Number:

Compensation Rate: Benefit Program: BNO

Comments

—>

Name Roseanne Bass

The Start Date entered on this page will be used g Related Information

0O0OSCAS - 00s

Transaction Type Hire/Rehire

Template Details

Template 1D

Pers and Job Info

Primary Name - English

First Name

Last Name

Person Address 01 - Canada

Address Type

Address Line 2

Address Line 4

Province

00S Casual Employes - Hire and Retire

Job Effective Date 2019-06-23

Middie Name

Address Line1 1 NW

Address Line 3

o

Postal Code T

Attachments (0}
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Mange Hire Details page
The data shown under the Hire Details section often doesn’t help the HR Coordinator with hiring to the correct empl_rcd.
With the Smart HR Hire project, we used the Related Information link to add a link to the Template Details. 
This link opens the template directly.


OUR “SMART” TEMPLATE

Template is available after it’s been processed

Manage Hires
Manage Hire Details

-
Name Roseanne Bass
The Start Date entered on this page will be used 5 Related Information  5¢

Template OOSCAS - 00S Template Details E

Transaction Type Hire/Rehire

ZHR_EMPLOYEE_CURRENT_JOB_DATA- Employee Current Job Data Rows

Download results in - Excel SpreadSheet CSV Texi File XMLFile (2 kb) +
View All
Name n] Empl Record HR Status Pay Status Eff Date Indicator Expected End Date DeptID Department Name Job Code Job Title RegTemp Full/Part EmplClass Group 35alPlan Grade Step Ben Progrm
1 Roseanne Bass 2 ) 0l T 2019-04-30 P 03104 A&S B of Scin Engineering FAD034  Sessional Science Lab Instr T P 3sL SES FHU PHD
2 Roseanne Bass 2 ) 11 T 2018-04-26 S 03104 A&S B of Scin Engineering FAD034  Sessional Science Lab Instr T P S5L SES FHL SLI
3 Roseanne Bass 2 ) 21 T 2019-06-29 S 03205 A&S Computer Science FAD034  Sessional Science Lab Instr T P ssL SES FHLI PHD
4 Roseanne Bass 2 ) 31 T 2016-02-05 S 03104 A&S B of Scin Engineering 0OT0008 Casual Contract T P CAS BWH OTHR
5 Roseanne Bass 2 ) 41 T 2019-06-29 P 03205 A&S Computer Science FADO30  Sessional Instructor T P 8sL SES FSAC PHD
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6 BFT
1BFT
6 BFT
0 BNO
1BFT

First 1-50f5 Last

Benefit Red Nbr Ben Effdt
0 2019-05-01
0 2018-05-01
0 2019-05-01
12015-10-31
0 2019-05-01
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Mange Hire Details page
When we implemented TBH for Sessional Instructor hiring, we used the Related Information link for a PS Query that could be run by the HR Coordinator to facilitate the hiring process.


4-WHAT WE DISCOVERED | g enccter

Implementation
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| WHAT WE DISCOVERED

1. Who really are your Hiring Managers

2. Search for Matching Persons needs to be better

3. Job Data - Compensation, Source = Manual
4. When the Hiring Manager is also the Department Manager’s Proxy
5. End Job Automatically process

6. Benefit Program Date is defaulted to System Date

7. Manage Hires page needs to be better
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Despite all our testing (over 900 test script executed), we have come across the following items (in no particular order):
Hiring Managers
Who are they really?
We identified as many as we could. We assumed they would all be out of scope managers. 
We created a new dynamically assigned role that would give them access to create templates.
The reality is that for many of the departments, the hiring manager isn’t the one that filled out the EAF, and wouldn’t be the one to create the template. 
The person is reality doing this, is the Admin staff. So they get the details from the Hiring Manager and create the template. The Department Manager is still the approver. 
Search for Matching Persons
This is based on Name, SIN, and DOB.
Because we removed SIN and DOB from the template, the search is only “matching” based on Name. And it either doesn’t find someone or, it finds the wrong people. We have had to correct the data of the IDs returned in order to make them not be returned and the correct ID returned. Give example.
Job Data, Source = Manual
This is in Job Data on the Compensation page. Under Pay Components, Controls.
When the CI loads to Job Data from the Manage Hires page, the Source is set to Manual instead of Salary Step.
This wouldn’t be a problem normally, but because we use the Automated Wage Progression process (under Labor Administration), it resulted in 2 NAHLRY rows when WPG was run.
We manually changed all the affected rows and created a SR for Oracle.
Hiring Manager is Department Manager’s Proxy
When the Hiring Manager is also the proxy for the Department Manager, he is unable to approve the template. It still gets routed to the Department Manager. 
We needed to fix this so in this instance the template would be self-approved.
End Job Automatically process
This worked great when we only used templates to hire/rehire sessional instructors. 
They typically started at the beginning of the term and finished at the end of the term.
The HR Coordinators would run the process multiple times through the term and especially 4 – 6 weeks before the end of the term in order to begin processing the templates for the upcoming term.
Now that all employees and CWRs are being hired using the templates, and all Term positions/employees and CWRs must have an end date, they are getting terminated far in advance of the email notification the Hiring Manager gets asking if the employee/CWR should be extended.
Business Process change now as a workaround, but we are also looking at customizing the End Job Automatically process itself to add an Employee Class parameter.
Benefit Program Date is defaulted to System Date
This isn’t a Smart HR issue, but became me evident with Smart HR.
The Benefit Program Date always defaulted to System Date. Prior to Smart HR and employees instances were created manually, the HR Coordinator entered everything manually.
Now with Smart HR Hire and wanting all the Job Data defaults to be correct based on the templates, to minimize data entry by all partied, the HR Coordinator needs to check what date defaulted and change it if necessary.
We are discussing a customization to make it default to the Job Data effective date.
Manage Hires page and filtering capabilities
Now that there a far more transactions for the HR Coordinator to process, they need better filtering capabilities to help them process templates in the correct order.
We’re looking at customizing this page to add Dept ID and Dept Name as columns (because the HR Coordinators process templates based on Departments in their portfolio).
We’re also looking to add more filters such as By Approval Date, Template Name, Submitted By.


5 - W I N S What we did to ensure

success
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WINS

v Added field descriptions

v' Made the template available during and after processing
v’ Self-approval for department managers

v Approval outside the MacEwan network

v’ Putting the Template Name and Job Effective Date back on
the Template

v Online Help

v Position Number auto fills data
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SUCCESS FACTORS

v' Detailed business requirements

v’ Simplified templates

v Worked closely with Systems Analysts & Developers
v’ Trained end users

v’ Supported Management & Departments

v" Communicated a lot!

v Worked closely with Payroll
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Detailed Business Requirements – worked closely with the Employee Services Team to draft requirements. Analyzed the data to determine the appropriate field defaults necessary in job data.
Simplified Templates – enter and display the minimal amount of information needed to hire an employee/CWR.
Worked closely with SAs/Developers – to ensure the interpretation of our requirements was correct, and be there to answer questions as the development proceeded. As well as during UAT.
Training – target specific users. Prescheduled training dates. Trained over 40 end users. We also did some 1-on-1 sessions and helped people over the phone. Detailed, step-by-step user guide created to help users going forward. Also Online Help is available.
Communications – Various meeting groups (ETAG, JOC), internal emails (MacEwan Today, targeted emails), change management.
Payroll – EAF gone for new hires, make pages accessible to them for auditing



3-NEXT STEPS | more smartr
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MACEWAN'S NEXT STEPS

2020

** PeopleTools 8.57 Upgrade

** HCM PUM 31 (or 32) Implementation
2020/21

¢ Smart HR Hire for Persons of Interest

¢ Extend and Terminate Contingent Workers
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2020: PeopleTools upgrade to 8.57. Should fix the dreaded XML error.
Become PUM current, base-to-base with minor new functionality.
2020/21: Smart HR – use templates to hire Persons of Interest, Extend and Terminate Term employees and Contingent Workers. Remove CWRs and POIs from our ticket system.



CONCLUDING THOUGHTS | s auesrons:




PRESENTERS

Lillian Leigh

HR Systems Functional Analyst
MacEwan University

LeighL3@macewan.ca

ALL ALLIANCE PRESENTATIONS WILL BE AVAILABLE FOR
DOWNLOAD FROM THE CONFERENCE SITE
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The recording should be made available as well (I believe).


A

I

THANK YOU! U

Higher Education User Group
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