DNIVERS LY Hiring Faculty-Quick Reference Guide

A Hire Faculty form is used to hire/re-hire a Boston University (BU) faculty into a vacant position. There are 15 steps required to
complete the form. Please refer to the glossary at the end of this document for the definitions of each of the 15 steps in the roadmap.

At Boston University, there are two types of faculty appointments: “Academic” and “Administrative”. To be hired as faculty, the
candidate must have obtained an approved academic appointment. The appointment process is managed by the academic offices
(Provosts and Deans) at Boston University who monitor the status of the appointment as it progresses through the various committees.
The form must exist as an “Approved” status in FACTS (BU Faculty database). You must also contact the Faculty Actions Manager
for the “IT9001 Data Sheet” so that you can complete the Faculty section (Step 13) of the hiring form. This procedure is also used for
assigning an additional assignment to an existing faculty member. For instructions, click here.

As a pre-requisite to hiring/re-hiring, a position needs to have been created and approved via the completion of an Organizational
Management (OM) “Create Position” form. If an existing faculty member is leaving and a new faculty needs to fill the position as a
replacement, the existing faculty must first be terminated/retired and their position marked “open” via a Maintain Position action.

Form Roadmap
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. 1 2 3 4 5 -
Position Information Personal Data Home Address Office Address Work Schedule
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http://www.bu.edu/tech/files/2016/07/QRG-Org-Mgmt-Completing-a-Create-Position-Form.pdf
http://www.bu.edu/tech/files/2016/01/Maintain-Position-QRG.pdf
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Home Employee Self-Service Manager Self-Service Payroll Coordinator
Organization Overview

- Services Hiring Forms
T

Employee Information Hiring - Staff
Hire a new staff employee

Hiring - Faculty (All Kanks)
Hire a new Faculty member

* General Information

Hiring Forms

Personnel Actions

1.Log on to BUworks Central https://ppo.buw.bu.edu

2. Based on your privileges, you will see either the
Manager Self Service OR Payroll Coordinator tab.
Click on the tab

3. Based on your privileges, you may see one/two
options:

- Hiring — Staff and/or

- Hiring — Faculty (All Ranks)

4. Click on Hiring — Faculty (All Ranks)

Hire Selection

Effective Date of Hire:™ o3o1z01E |
Please enter a UID or a Social Security Mumber:= |
Begin Hire

Checkifthis is an 1S5S0 Sponsored Employee Hire: ||

5. Enter the effective date of Hire (mm/dd/yyyy)
format. You can also click on the calendar lookup
and select the date of hire by clicking on a specific
date

6. If re-hiring an employee, enter the employee
BUID. If hiring a candidate who is brand new to
working at BU, enter the candidate’s Social Security
number. Click on Begin Hire. NOTE: If it is an ISSO
sponsored employee, check the ISSO sponsored
employee checkbox. If you are still prompted for a
SSN, enter nine 9s
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Select Position to be filled

Proceed to Details Exit

Select Organization: [HRIS Testing Org Unit [+ | Select Position: | Select Position |+ |[or Position Number | 50003654

7. Select a dept. from the “Select Organization” drop-
down and Select a position from the “Select Position”
drop-down. Alternatively, you may directly enter
Position number

Click on Proceed to Details

New Hire - Faculty

Date of Hire: | 03/01/2018 Edit Hire Date

Position Information

Position Text: Professor
Org. Unit: HRIS Testing Org Unit
Personnel Area: Charles River Campus

Personnel Subarea: |[NREP Faculty

Position ID:

Job:

Employee Group:
Employee Subgroup:

[ PrevPage | PrevStep | & Next Step | @ Next Page [ D¢ Exit

Hire Reason:= |New Position |'
RoadMap
1 2 3 4
Position Information Personal Data Home Address Office Address

50043654
Professor
Faculty Full-Time
Faculty

5 —%
Work Schedule

8. The Position’s details are displayed in the Position
Information section. Click on the “Hire Reason”
drop-down to select the appropriate reason

9. Click on Next Step
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First name:=
Middle name:

Last name:=
Suffix:

Personal Data

MELODY

| Date of Birth: =

| Gender. * " Male (« Female

QUEEN

| Country of Citizenship:= [US-USA

R

*- Required Field

[=

Social Security Number ™ |**-**-4578

Prev Page | 4@ Prev Step | & Next Step | % Next Page | [ Exit

10. In the Personal Data section, all the fields marked
with a red asterisk are required fields. Enter First
name, Date of Birth (mm/dd/yyyy format), Gender,
Last name and Country of Citizenship

11. Click on Next Step

City:™
State:=

Country:®

Zip Code:™

Home Address

Home Telephone Mumber:
Personal Email.™
* - Required Field

House Mumber and Street= |1 Main St

Sharon

MA - Massachusetis |'|

02067

US-USA

(D |

[MELODY.QUEEN@GMAIL.COM |

| PrevPage | @ Prev Step || & Next Step | ® Next Page | [5g Exit |

12. In the Home Address section, enter information in
all the fields marked with a red asterisk such as the
House Number and Street, City, State, Zip Code,
Country and Personal Email.

NOTE: For employees with foreign addresses, enter
the US address and submit a request to hrsys@bu.edu
to update the address in SAP

13. Click on Next Step
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Office Address

Building:=

Street:

City:

State:

Zip:

Country:

Room Mumber:
Office Telephone
* - Required Field

|25 Buick 5t - Administrative Offices - Buick [+]

25 Buick St
Boston

Tl

02215

us

HR24d

Mumber: *(|617 49999999

Prev Page | 4@ Prev Step || @ Next Step | % Next Page | [§g Exit |

14. In the Office Address section, use the drop-
down to select the Building address and enter the
Office Telephone number

15. Click on Next Step

Work Schedule

Work Schedule Rule:
Assignment Duration:™
* - Required Field

FOSWO1N1 - 8 Hour 5 Day -
|12 Month - 52 weeks|IES

[« PrevPage | g@Prev

Step | & Next Step || @ Next Page | (g Exit

Hours per Month:* 173.33
Percent Time Employed:™ 100.00
Calculate Working Hours

16. In the Work Schedule section, the work
schedule, hours per month, percent time employed
and assignment duration are automatically displayed.
To change the work schedule, choose the appropriate
work schedule from the drop-down and enter
assignment duration by choosing the appropriate
duration from the drop-down. If you change the

percent time employed, click on Calculate Working
Hours

17. Click on Next Step
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18. In the Basic Pay section, the pay scale type, pay

Basic Pay scale area, pay scale group, pay scale level and

Pay Scale Type: Faculty - Pay Scale Area: |aosmn - payroll accounting area are automatically displayed.
Pay Scale Group:™ [FACULTY | Pay Scale Level:® 0.00 -

Parrol Accounting Area: Honthly Farol Enter the recommended hourly salary or monthly
Monthly Per Pay Period Amount:™ 10,000.00| Estimated Annual Salary: 120,000.00 pay per per|0d amount

[ calculate Annual Salary |

Mail Code:= [PERD0-HUMAN RESRCES [=]

19. Click on Calculate Annual Salary

[ & PrevPage [ 42 Prev Step | & Next Step | % Next Page | [5g Exit

20. Enter (the 5 characters long) Mail Code by
selecting from drop-down

21. Click on Next Step

22. In the Cost Distribution section, the Cost center,

TSN T Order number, WBS element, percentage and end
Reason’ [No Change |~ | Reset value dates are displayed.
Delete Row To change the cost distribution:
Cost Center Order Number WBS Element Percentage End Date -
1170120000 100,00 12/31/9999 23. Select an appropriate reason from the reason drop-
0.00 -

24. Enter a cost center in the cost center column
Total Percentage: 100.00
25. If the position is grant-funded, enter a grant
& PrevPage | 4@ Prev Step Mext Step | @ Next Page Exit number(s) in the Order number column, with a
percentage and end date for each entry. The
distributions must add to 100%

26. Click on Next Step

6 02/28/2018



DNIVERS LY Hiring Faculty-Quick Reference Guide

Recurring Payments

Delete Row
Wage Type Amount Cost Center Internal Order WBS Element
2500 1170120000
0.00
0.00

2108 Overbase-Research- ¥
-

0.00

[[& PrevPage | §@Prev Step [ &) Next Step | @ Next Page | Cig Exit

EndDate
06/30/2018
12/31/9999
12/31/9999
12/31/9999

-

27. In the Recurring Payments section, enter any
approved payments to be paid over more than one pay
period

28. Click on Wage Type drop-down to select the
appropriate wage type (e.g. Syllabus Creation)

29. Enter amount per pay period

30. Enter Cost Center/Internal Order
Number/WBS Element

31. Enter End Date

32. Click on Next Step

Additional Payments

Delete Row
Wage Type Amount CostCenter Internal Order WBS Element
["R025 Relocation Expense: ~ 1,000.00 1170120000
l ]

¥ 0.00
- 0.00

hd 0.00

[ & PrevPage | 4o PrevStep | & Next Step | ® Next Page |f [ Exit

33. In the Additional Payments Section, enter an
approved one-time payment to be made within a
single pay-period

34. Click on Wage Type drop-down to select the
appropriate wage type

35. Enter amount per pay period

36. Enter Cost Center/Internal Order #/WBS
Element

37. Enter End Date

38. Click on Next Step
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Education

Education Est. University/College |'|

Institute State: Arizona [w|

Institute: Arizona State University |'|
Degreei/Cerificate: EdD -
Field of Study: Human Organization Science b
Date Degree obtained:

[ & PrevPage | 4@ Prev Step [ @ Next Step | @ Next Page | g Exit |

39. In the Education Section, enter details about the
candidate’s educational background

40. Click on Education Est. drop-down and select the
appropriate college/university

41. Click on Institute State drop-down and select the
state in which the institute is located

42. Click on Degree/Certification drop-down and
select the type of degree

43. Click on Field of Study drop-down and select the
field of study

44. Enter date the degree was obtained

45. Click on Next Step

Corporate Function
Corporate Function 1- |Patent Policy Agreement [=] | corporate Function 2 [Select an Entry [=]
Acquired On 1: Jozo11991 ] Acquired On 2: .

[ & Prev Page | @ Prev Step | & Next Step || & Next Page | Dig Exit |

46. In the Corporate Function section, enter details
about a faculty’s patent policy agreement

47. Click on Corporate Function drop-down to select
the appropriate option

48. Enter the date the patent was acquired on

49. Repeat steps 2 and 3 if there is a second corporate
function

50. Click on Next Step
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Dates
Adjusted Service Date: [03/01/2018 5|  Pre SAP PriorHireDate:| [
Sernvice Date:™ oamn1z01e B

* - Required Field

| & PrevPage | ¢ PrevStep | =) NextStep |~ [NextPage | D Exit|

51. In the Dates section, click on Adjusted Service
Date to enter the original date of hire of an
employee who may have worked at BU earlier and is
being re-hired after a break in continuous service

52. Click on Next Step

Additional Faculty Info

Initial Academic Position Rank
Appointment Date  ~ Effective Date
Full Time Hire Date: 03/01/2018 Appointment Type: Academic
Tenure Review year. Appointment Level: Primary -
Date of Tenure [ia] Caovered By: Select one =]
Affiliate Name: Select one |' \ Joint?: Yes (& No
Coterminous?:  Yes (@ MNo
Major Affiliate?: @& Yes " No
Contract Type: Tenure |v‘
Contract Start Date: [03/01/2018 || Contract End Date
Contract Length: 4yrs
Active Status: (a Active " Inactive
Decision: [Approved  [+] Decision Date

& PrevPage | § Prev Step [&p Next Step | @ Next Page lA Exit

Please contact the Faculty Actions Manager for the IT9001 Data Sheet to enter the correct values in the Faculty Section.

53. In the Additional Faculty Info section, enter
details of the faculty contract such as Initial
Academic Appointment Date, Full-time Hire Date,
Position Rank Effective Date, Appointment Type
and Level, Tenure Review Year, Date of Tenure,
Affiliate Name, Contract Type, Contract Start and
End Date, Contract Length, Active Status, Decision
and Decision Date

54. Click on Next Step
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55. In the Comments section, enter comments about
any discussion related to the position with a HR
Business partner/ Compensation Analyst or Faculty
Actions Manager

Comments

MNew Comments:

As per conversation with HR. Business Partner, Jane Doe, Professor of Human Resources
Information Systems position approved for four years starting March 1, 20118 at a salary of 120,000

per annum| 56. Click on Next Step

[ & PrevPage | ¢ Prev Step | & Next Step | @ Mext Page | Gig Exit

57. In the Attachments section, browse your

Attachments - Upload computer to select relevant files and attach

e Signed Offer Letter

FileMame File Type D e Resume/CV
e Signed No Conflict of Interest document
=l e Signed Patent Policy agreement
Select File: e Appointment Letter (if finalized)
I Mo fie scleded | e Amendment letter (if applicable)
If FPF, all of the above plus:

||| (3> AttachFile | T Delete File | 3¢ Clear/Reset | J Salary Letter
e Practice Agreement

| & PrevPage | ¢oPrevStep &) MextStep | Nexi Pace | [ig Exit

58. Click on Next Step
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59. The Overview page provides you with several tabs
to review the data that you entered. Click on each tab
to review/edit the data before you submit the form

Overview

Date of Hire: |03/01/2018
Hire Reason: |New Position

60. Click on Submit to submit the form for approval
via workflow. Track your submission via a Request

Corporate Function Dates Faculty Aftachments ) A o i
tracker. You will receive a notification when the form

Additional Faculty Info completes approvals in the workflow

Initial Academic ~|03/01/2018 Position Rank 030172018

Appointment Date Effective Date : - -

Full Time Hire Date: | 03/01/2018 Appointment Type: Academic Congrat!“llatlon_S! YOU have SUCCESSf-U”y SmeItted a

Tenure Review year: Appointment Level:  Primary faculty hire/re-hire form. If the submitted form

Date of Tenure: Covered By: Select one

Aftlinte Name. Selectane s ves o completes approvals successfully, 'Fhe status changes
Coterminous? ) Yes @ No to “Completed” and the employee is hired into the
Major Afiiliate?: (@ Yes Mo faculty pos|t|0n

Caontract Type: Tenure

Contract Start Date: | 03/01/2018 Contract End Date: 0212812022

Contract Length: 4yr5

Active Status: Active

Decision: Approved Decision Date: 0212812018

Comments

MNew Comments

As per conversation with HR Business Partner, Jane Doe, Professor of Human Resources
Information Systems position approved for four years starting March 1, 2018 at a salary of 120,000
per annum

| L SUBMIT || # Edit | g Cancel |
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Creating Additional Assignment for an Existing Faculty member:

BOSTOIN
UNIVERSTTY
_ > =
Home Employee Self-Service Manager Self-Service Payroll Coordinator
Tearn Organization Orverview

- Services

Employee Information

‘General Information =l Bl Hiring Forms

1.Log on to BUworks Central https://ppo.buw.bu.edu

2. Select the Manager Self Service OR Payroll
Coordinator tab depending on your privileges

3. Click on Hiring Forms

: (L] Hiring - Staff
Hiring Forms 2 Hire a new staff employvee
Personnel Actions | :?rinq - FacI'J:ﬂ‘v U':t«)l: Flank:‘ P
4. Click on Hiring — Faculty (All Ranks)
Hire Selection 5. Enter the Effective date of hire for additional
assignment and BUID of an existing faculty member and
Effective Date of Hire:* . . .
Please enter a UID or a Social Security Number-= | | Cllck on Begln lee

Check if this is an 1SS0 Sponsored Employee Hire: [

Select Position to be filled

Select Organization: |/ |~ select Posttion: |Select Position | = lorPosttion Number | |

[ Froceed to Detsis | T et |

6. Select a Department from the “Select Organization”
drop-down. Select a position from the “Select Position”
drop-down. You may also directly enter Position
number

7. Click on Proceed to Details

12
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8. The Additional faculty info section is displayed.
Enter details of the faculty contract such as Initial
Academic Appointment Date, Full-time Hire Date,

Additional Faculty Info

Please contact the Faculty Actions Manager for the IT3001 Data Sheet to enter the comect values in the Faculty Section

sl Academs 18] Positnn Rank M

posormene . T — Position _Rank Effgc_tive [_)ate, Appointment Type

T ey | Eﬁ?.i’% ey 157 : (Academic or Administrative) and Level (Choose

— B s Ove @m secondary from drop-down list), Tenure Review Year,
r Al OYon @1 Date of Tenure, Affiliate Name, Contract Type,

ConctTyps  Sebcione = Contract Start and End Date, Contract Length,

e sanone T CorractEnd Date T Active Status, Decision and Decision Date.

Active Siatus ® Actve Inaective

Decsion Seeel ohe - Decisicn Date i

9. Click on Next Step
[ Pre Page | 40 Prev tes [ S Newt 5305 | < tese Page | G |

10. In the Corporate Function section, enter details
about a faculty’s patent policy agreement. Click on

Corporate Function

Corporate Function 1: | Patent Policy Agreement =| | Corporate Function 2: [Select an Entry [=] . .
bemeonr " T L e— Corporate Function drop-down to select the appropriate
| & Prev Page | 4@ Prev Step | b Next Step | % Next Page | [z Exit | Option

11. Enter the date the patent was acquired on

12. Repeat steps 2 and 3 if there is a second corporate
function. Click on Next Step

13. In the Comments section, enter comments about any
Comments discussion with HR Business partner or Faculty Actions
New Comments: Manager in the New Comments section.

As per conversation with HR Business Partner, Jane Doe, secondary appointment as Professor of
Organization and Leadership starting March 1, 2018 for a period offouryears|

& PrevPage | 42 PrevStep [&p Next Step]| @ Next Page | Cig Evit |
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P ——— 14. In the Attachrr_1ents section, browse your computer
to select relevant files and attach

FileName S e Signed Offer Letter
e Appointment Letter

- 15.Click on Next Step
Select File:

IBrowse__. Mo file selected. |

|| (3 AttachFile | T Delete File | 3 ClearReset |

| & PrevPage | §@ Prev Step & NextStep | © Nexi Page | (g Exit]

16. The Overview page provides you with several tabs to
review the data that you entered. Click on Submit to
-— submit the form for approval via workflow. Track your
e submission via Request tracker. You will receive a
notification when the form completes approvals.

New Hire - Faculty

Overview

Dates Faculty Attachments 7]

Additional Faculty Info

Congratulations! You have successfully submitted an
e Py additional assignment for an existing faculty using the
hire/re-hire form. When the form completes approvals
S successfully, the faculty acquires the additional
iyl conenctcvint: assignment as of the specified effective hire date.

Comments

MNew Comments.
As per conversation with HR Business Partner, Jane Do, secondary appointment as Professor of
Organization and Leadership starting Warch 1, 2018 for a period of four years

[L5 suemm ||,/ edt [ T Cancel |
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Roadmap Step Definitions:

Step Name Description

Position Information The Position Information section is used to display the
details about the position the employee is being hired into.
This section allows for entry of the hire date and reason.

Personal Data The Personal Data section provides details about the new
hire such as Name, Birthdate and Gender data.

Home Address The Home Address section provides input data about the
employee’s residence and contact information.

Office Address The Office Address section provides work location details
and contact information.

Work Schedule The Work Schedule section allows for the selection of work

schedule rules and calculates employee working time and
assignment duration.

Basic Pay The Basic Pay section allows for Pay Scale assignments
and hourly rate calculation.
Cost Distribution The Cost Distribution section allows for the cost of the new

employee salary to be distributed between Cost Centers,
Orders and WBS Elements.

Recurring Payments The Recurring Payments section provides an area to assign
| payroll deductions for a vanety of reasons
Additional Payments The Additional Payments section provides an area to add
additional salary and compensation items.
Corporate Function The Corporate Function provides an area to enter details

about the function the employee performs and the date the
function is assumed by the employee.

Dates The Dates section provides an area to enter date specific
details about the employee’'s service.

Comments The Comments section provides a free text area to enter
non-personal details about the new hire.

Attachments The Attachments section can be used to upload and attach
relevant documents to the new hire form.

Overview The Overview section provides a tabbed view of the form

attributes which can be reviewed prior to submission.
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