CENTRALLY HR (CHR) HIRING PROCESS — REHIRING FROM A TERMINATED
RECORD

Login to Centrally HR (CHR) and go to My Teams

* &

1. Go to Employee Information.

& My Team
Dashboard

Employee Information
@ Time
&2 Accruals
® Benefits
# HR
#r Talent
= Learning

28 Payroll

2. Type employee First and Last Name.

L MY TEAM Feedback B2 (2

& Employee Information KExn

w | & ¥ LastName -

3. Make sure Employee Status is blank.
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4. Click on Employee Information Icon.

4 Employee Information

TrComns(2) @ T(2) [@~ e

Omr » 1A | | | ] Ror;{)ithckB\si‘npmsa\luxécny e " Administrtive Assistant Tenminat
5. On the Main Tab, go through each section and
update as necessary — Managers, Cost Centers,
Pay Information, etc.
= [] Feedback M@ (2]
New Look
Main  Payroll  HR  Schedules  ACA £# Edit Tabs
Account Information
Account Information EIN Priman y EIN Username *
et Attt Roman Ctholic Bishop of Salt Lake City Roman Catholic Bishop of Salt Lake City I
Profiles |h=.‘ Password ‘ Salutation Nickname
M Firat Name * :A dd t
Warkflow Delegation | [ ‘
Personal Information | ‘ [ Security Profile Default ] @
Badges
| Mountsin ru‘ User Must Change Password at Next Logor 2] Locked
Account Demographics
Securi ity Questions

Pay Information

‘‘‘‘‘‘

Two-Factor Authentication

Page 2 of 5



CENTRALLY HR (CHR) HIRING PROCESS — REHIRING FROM A TERMINATED
RECORD

6. On the Base Compensation, click on Add.

<
Base Compensation

Account Information (@ Ratesmust pplied for changes to take pl Reapply Rates

Two-Factor Authentication Current Compensation

Profiles Ancwal §42,412.50 / 1950.00hrs Pay Period $1,631.25/ 75.00hrs Hourly $21.75000

Manag

Wo Page | 1 |of - e

1-30f3 Rom Am
Annual §

a7/01/2019 ] = 2

Badges 01/01/2008 ] I 2 Amount

Account Demographics 12/31/1900 $0.00 $0.00000 / Yea 2080.00hrs / Year 26 Amount =

: [
o T N O N ke rey | Moo | Mo | pcsr |

Account Contacts
Pay Information Autopay Schedule

Total Compensation (@  Used for Prosating Autopay Eamings.

page [ 1 ] ot > 1110 o

7. Complete all information below.

Add New Base Compensation X
Effective From * Amount * Per
09/22/2020 300.00000 S PP hd
Hours Per PP in Year *
0.00 @ Year ¥ 24|
Amount Earning Autopay Autopay Type
Salary - Both -
CANCEL

8. Click Save.
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CANCEL

Dates
Employee Age 76 Employment Length 27 Years, 11 Months Years Of Service 27 Years, 11 Months
Termination Length 1 Menth, 1 Day

Hired * Started * Review

[ ] = | — =] | \

Birthday Seniority Re-Hired

Benefits Deceased Retired

| @] | 2| | |

Frozen Benefit Retirement Plan Terminated

‘ | | | 08/21/2020

\

9. On the Dates section, click on the Rehire button.
Ctartad * Dayiew

| Rehire Employee X
+Hired

— @ You are about to rehire 1 employee(s). You can continue to edit their profiles  —— ]

after rehire.
Date Of Rehire * —

-
rminated
08/21/2(

/

10. Enter Effective date.

/

11. click Save.
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Seniority Re-Hirg
Retired
.f’/_\n Done! -
\ \/ | E L

\\_d_// ‘fou have successfully rehired 1 employee(s).

Termin

12. Make sure to go through the Payroll Tab and HR tab to update/revise all information needed.

& Employee Profile = E

New L
2 @

o "o
Main Payroll HR Schedules ACA {} Edit Tabs

Earnings
Earnings
Page | 1 Currently Scheduled =
Deductions
n-m_-nmmwmm
Tax Information h“ P — P—— S300.00
Direct Deposits. f

13. Make sure to go through the Payroll Tab and HR tab to update/revise all information needed.

P T Benefit Plans
Benefit Profile Enrollment M
Override
Il Forms Poge | 1 + add
Benefit Plans [o—— Deduction Effective From Deduotion Effective To [——— [——— m

e Only 0B/31/2020
HR Custom Fields (PvC)

Banefit Salaries
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