Submit Smart HR Hire Transaction
Paid Position

Path: Navigator/Manager Self-Service/Job and Personal Information/Smart HR Template/Smart HR Transactions

Select the following:
Transaction Type: All
Template: 120 _HIRE_EMP (Augusta Hire Employee)

Click Create Transaction

Smart HR Transactions

Select a template and press Create Transaction.

Transaction Template (7

Transaction Type] All v
Select Template | 120_HIRE_EMP Q Augusta Hire Employee Create Transaction
Transaction Type | All v | Refresh

Transactions in Progress (7

You do not have any transactions in progress.

Go To Transaction Status

Enter the following:
Job Effective Date: enter the date of hire
Reason Code: New Hire

Click Continue

Smart HR Transactions

Enter Transaction Details

The following transaction details are required.

Template Augusta Hire Employee

Qrganizational Relationship Employee
Empl ID MEW
*Job Effective Date |07/01/2021 =]

Action Hire

*Reason Code | Mew Hire v

Continue Cancel
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Paid Position

Enter/Select the data elements for the new hire. The data elements listed here are those that are required:
First Name
Last Name
Date of Birth
Gender
Marital Status
Address
Position Number

Compensation Frequency
Non-Exempt Employees = H (Hourly)
Exempt Employees (full time) = A (Annual)
Exempt Employees (part time) = M (Monthly)

Comp Rate Code:
Non-Exempt Employees = NAHRLY
Exempt Employees (full time) = NAANNL
Exempt Employees (part time) = NAMNTH

Compensation Rate — Should be the employees’ rate of pay.

Click Save and Submit
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Smart HR Transactions

Enter Transaction Information

Feturn fa Enter Transaction Details Page:

Enler the following Emplayes or Contingent Worker infarmation.

[ Sawe and Submil | [

Save for Laber

[[ cancet

PersonaliJob Data

Primary Mame - English

Mame Frafix e

*Firat Hams |

“Last Hame |

Heme sumx[__ %]

Birth Information

T —

e —

Person Gender

sGanmar [Jrknewn

|

Person Marital Status

“Mearital Status [Jrknown

|

Person Mational ID United States

Hational I |

Person Address 01 - United States

*agdress Type [lome

Addrass Ling 1|

Agdress Line 2 |

| city |

“State |

“Postal Cods |

Caunty |

Person Phone Number 04

Fhone Type

Pemsonatze | Find | View Al | (0] B

Fhone

1] W

I | O

First ‘& 10f1 & Last

aE

Person Email Address 01

Emall Type

Persanakze | Find | View ALV [

Emall Addmcc Frafenad

1 W |

| | O

First (& 10f1 Wk Last

==

Diversity - United States

Ethniz Group

Persanatize | Find | View Al | (2] [

First & 1001 & Last

1]

o || =

Work Location - Position Data

“Position Humbsr |

|,

Job Compensation - Payroll Currency and Frequency

“Companeation |

|,

Fraquency

Job Compensation - Pay Components

compratacos

Compensatonrate| |

Comments

Commants

(i)

Return ta Enber Transaction Dedails Page

Saveand Submil || Savefor Later

't
i
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Smart HR Transactions

Submit Confirmation

The submit was successful. The Human Resources depariment will review the person's data and update the HR
V system.

Go to the Transaction Status page to review the status of this person.




