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Presenter
Presentation Notes
Sandbox version of PeopleAdmin: https://loyola-sb.peopleadmin.com/hr/ 
New Records site: https://loyolamaryland.ted.peopleadmin.com/records

Demonstrations
PULL UP THESE SCREENS AND LOGONS
Employee – Mickey Mouse
Username – mickeymouse@loyola.edu	
Password – password1!!
Supervisor – Donald Duck
Supervisor’s Password – password1!



Welcome

Today we will cover:

« Demonstration of PeopleAdmin Onboard and Records
modules and implementation plans.

« Changes to the recruitment and hiring of student
workers.

» Supporting materials including new supervisors
handbook, training, and process guides.

« Maryland Sick and Safe Leave




Onboard and Records

Loyola currently uses PeopleAdmin for our applicant
tracking and hiring for staff, faculty and administrators.

Onboarding and Records are additional modules being
Implemented this summer.
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Benefits to the End User

« New employees are able to complete new hire
paperwork prior to starting work which allows them to
have technology access on day 1.

« No more shuffling through paper or not knowing where
the paperwork is in the process.

« No more trying to decipher handwriting on paper
forms.

« Documents delivered electronically and stored where
the employee and supervisor can easily access them.



Presenter
Presentation Notes
Emphasize we are still building the modules and are very open to any feedback. 
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New Hire Email to New Employee

Loyola Checklist - New Hire

Hello ,

Welcome to Loyola University Maryland! We are excited to have you join our university
and welcome you to our community.

For your convenience, Loyola uses an online records management system which will
enable you to easily complete most of your new hire documentation electronically. You
are receiving this message because you have been assigned a new hire checklist and
associated tasks. Please complete the assigned documents as soon as you are able in
order to prevent any delays in processing and getting you technology access upon your
arrival at Loyola.

One of the tasks is to complete Part | of the 19. You will also need to present original
documents to HR on your first day of employment to complete the 19. Please see the list of
acceptable documents in the document in the onboarding system. If you do not have the
original documents needed, please work toward getting duplicates prior to your start
date.

To log in to the system please follow the link at the bottom of this message. Your
username is: . When you attempt to log in for the first time please click the "Logging in
for the first time?" link at the bottom of the log in page to reset your password.

Please reach out to our Human Resources office at humanresources@loyola.edu and 410-
617-1370 if you have any questions as you begin to complete your employment
documents. We look forward to having you join us. Thank you!

Best,

Loyola Human Resources

Log In



Presenter
Presentation Notes
MENTION THAT WE WILL COVER THE RECRUITMENT PIECE IN A BIT BUT RIGHT NOW ARE SHOWING WHAT THE NEW EMPLOYEE SEES


Employee Logs Into PeopleAdmin

Four Products. One Login.

Introducing an easier way to access all of your TalentEd products.

= 9 Discover
Fasswor ) Recruit&Hire

<) Perform

[J Remember username on this computer ‘GJ.'D Records

| ogging in for the first t@

Forgot your password?

BRI,
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Employee’s View Once Logged In
MY TASKS

Needs Attention

You have ? tasks.

Type to start searching

A]_I_ TASKS Bulk Actions: ﬂ| Bulk Action Selection [els]

L TASK RELATED STAFF CHECKLIST DUE DATE DELETE

ACTIONS
Personal Data Form Mickey Mouse g:eer:ili_;iSChECkliSt VIEW
Sonfriaty  ckey Mouse feie Checi ViEw
19 Mickey Mouse MNew Hire Checklist
for Demos
W4 Tax Form Mickey Mouse ]rc\'I;WDEi_anSC hecilist VIEW
r:rr:-iland State Tax M ikey Muier ]rc\::wDEi“rESChecklist VIEW
Erj;rriclltmD:na:DSit Mickey Mouse F‘I;WDili'nrf:sc i VIEW
Loyola Policy Manual ~ Mickey Mouse E)Eer:i“rzsChECk“E't VIEW

Row count: | 10 ﬂ Showing 1-7 of 7

< E = == (Goto page:



Presenter
Presentation Notes
IF we have live DEMO, actually pull up the screen and open some of the forms. 

Explain that we can make the tasks required or optional, using direct deposit as example of optional form. Show that we can attach resources such as the Policy Manual and have the employee sign off that they received it. 

Mention the completed tab.
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Supervisor’s View Once Logged In

MY TASKS BLANK DOCS FILES
[ [}

MY TASKS

Needs Attention

MICKEY MOUSE

You have 2 fasks.

Type to start searching

ALL TASKS

(2] TASK RELATED STAFF

IT Equipment and Access Request Form  Mickey Mouse

New Employee Onboarding Tasks Mickey Mouse

n; o Gutopagei Row count: | 10 ﬂ

CHECKLIST

New Hire Checklist for Demos

New Hire Checklist for Demos

Bulk Actions: Bulk Action Selection

DUE DATE DELETE ACTIONS

VIEW

VIEW

Showing 1-2 of 2



Presenter
Presentation Notes
Show them both the IT request form and the new employee onboarding tasks. Explain how the IT request form then gets routed automatically to IT. The supervisors employee’s will be listed on the left hand side. 
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Records Module

LOYOLA

MY TASKS BLANK DOCS FILES
UNIVERSITY MARYLAND \

MY TASKS

Needs Atftention

MICKEY MOUSE

You have 2 tasks.

Type to start searching

m_l_ TASKS Bulk Actions: Bulk Action Selection

O TASK RELATED STAFF CHECKLIST DUE DATE DELETE ACTIONS
IT Equipment and Access Request Form  Mickey Mouse New Hire Checklist for Demos VIEW
New Employee Onboarding Tasks Mickey Mouse New Hire Checklist for Demos VIEW

:n = == Gotopage: ]ﬂ Row count: | 10 ﬂ

Showing 1-2 of 2



Presenter
Presentation Notes
Explain that the Records module is where forms not related to onboarding will be available. This allows electronic routing and workflows to be build to streamline processing of requests. 
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Records Module
BLANK DOCS

Cellular Certifications Confidentia... Employee Graduate -9 IT Equipment
Service and Agreement Accident and Assistantship and Access
Reimburseme Licensure Injury Report Initiation Request
Agreement
Form
——— T ———
Leave of Loyola Loyola Non- Pro nal Request to Requesting a
Absence College Per College Per Employee Perf nce Post Background
Request Course Course Account Evaluation Essential Check
Contract Contract Access Position
School of Ed Student Supervisor's wW-4
Per Course Employment Accident
Contract Agreement Investigation
Report



Presenter
Presentation Notes
Explain that the Records module is where forms not related to onboarding will be available. This allows electronic routing and workflows to be build to streamline processing of requests. We can also make certain documents only available to supervisors or other individuals. 

Talk about how this is where they will request a rehire of an existing student worker. 


Records Module

LOYOLA

MY TASKS BLANK DOCS FILES
UNIVERSITY MARYLAND ‘ II
DONALD DUCK
PERSONNEL FILES
MICKEY MOUSE
Benefits Certifications Payroll Personnel

All completed documents are stored as files, accessible at any time by the employee.

G



Recruiting and Hiring

In order to use the onboarding function of the new system, the new hires
have to be hired in the Applicant Tracking module of PeopleAdmin.

As a result, all student worker positions will now be posted in
PeopleAdmin.

Departments and hiring managers will initiate the posting in PeopleAdmin
and then complete an employment recommendation to notify us of who

was selected.

Departments can decide to have one pool, continuous posting open at all
times or can have individual and more specific postings.

pre) (o) N




Student Worker Hiring Process Map — NEW HIRE

Department

Hiring Manager

creates posting in

PeopleAdmin

decides on who to

iring Manager

hire

Hiring Manager
completes
employment
recommendation in
PeopleAdmin

Once HRIS has
approved the 19
document, it comes
to the Supervisar.
That is the new
“white card.”

New Hire

Student
completes
short
application in
PeopleAdmin

A

New Employee
completes
onboarding

documents and is
instructed to bring
docs for 19 to HR

Student can
begin

working

Y

HRIS Specialist
Posts Position

HRIS Specialist Kicks
Off Onboarding
Checklist

Y

The 19 Supporting
Documents task
comes to HR, HRIS
Specialist releases it
when 19 is
confirmed
completed




Department

Hiring Manager
completes Student
Employment
Apgreement
electronically in
Records

- T —
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Student Worker Hiring Process Map — REHIRE

Y

The SEA is relesased
back to the
supervisor once it is
confirmed the
student is hired

Student can
begin

working

-

HRIS Specialist
confirms if the
student needs

to do any

paperwork



Presenter
Presentation Notes
Sandbox version of PeopleAdmin: https://loyola-sb.peopleadmin.com/hr/ 
New Records site: https://loyolamaryland.ted.peopleadmin.com/records



Collaboration with the Career Center

« Handshake is still available through the Career Center
for additional recruitment opportunities; however any
ads there should direct applicants to PeopleAdmin to

apply.




Resources Will Be Available

« We will publish a Supervisor’'s Guide to Managing
Student Workers.

« We will have step by step guides for PeopleAdmin
recruiting.

« We will have online training available.
= This will be a rolling implementation.
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Concerns that will be addressed In new
supervisor’s guide:

19’s — with new hire paperwork being done
electronically, supervisors will have to be even more
diligent on not allowing students to work until they are
sure the 19 is completed.

« The 19 must be done within 3 days of the hire by federal law.

» There are some individuals outside of HR with the authority to
complete the 19. We will be having these individuals sign an
agreement acknowledging their responsibilities and publish a
list of who these people are on the HR website.



Presenter
Presentation Notes
Talk them through the basics of the I9 and emphasize that it has to be original documents and the student CANNOT work before it’s done. Show them the I9 instructions document you have created in Records. 


Concerns that will be addressed In new
supervisor’s guide:

Student Stipends

» [n general, Students are not eligible to be paid via stipend for
time worked. This is due to our requirements to track hours for
compliance with University policy and federal law.

» Please consult with HR prior to offering a student a lump sum
payment for work.

« HR will publish guidance on the rare occasions when it is
appropriate to use stipend for student employees.




Concerns that will be addressed In new
supervisor’s guide:
Timekeeping

= Supervisor Is responsible for reporting time that isn’t
entered

« Keep a schedule for the student
« Only approve your job codes

= Don’t Approve All, student may be working two jobs
« Enter Time Dally

« Pay Schedule Student Pay Schedule

= Missing pay concerns should come to the Supervisor, the
Supervisor then brings the concern to Payroll



https://www.loyola.edu/department/financial-services/payroll/schedules/student

Maryland Sick and Safe Leave

The Maryland Health Working Families Act was passed
this year and effective February 11, 2018, student
employees (excluding graduate assistants) are eligible
to earn “sick and safe leave.”




Maryland Sick and Safe Leave

A student employee is allowed to use earned sick and safe leave under the following
conditions:

= To care for or treat the employee’s mental or physical illness, injury, or condition;

= To obtain preventative medical care for the employee or the employee’s family
member;

= To care for a family member with a mental or physical iliness, injury, or condition;
= For maternity or paternity leave; or

= The absence from work is necessary due to domestic violence, sexual assault, or
stalking committed against the employee or the employee’s family member, and
the leave is being used: (1) to obtain medical or mental health attention; (2) to
obtain services from a victim services organization; (3) for legal services or
proceedings; or (4) because the employee has temporarily relocated as a result of
the domestic violence, sexual assault, or stalking.

D
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Maryland Sick and Safe Leave

» Sick and Safe Leave may only be taken after 106 calendar
days of employment.

« Student employees who work over 24 hours in a pay period will
accrue sick and safe leave at a rate of one hour for every 30
hours worked; however, a student employee is not entitled to
earn more than 40 hours of earned sick and safe leave in a
year or accrue more than 64 hours of earned sick and safe
leave at any time.

« Student employees are permitted to use earned sick and safe
leave in 15 minute increments as established by the University.




Maryland Sick and Safe Leave

« HRIS, Payroll and Tech Services have been working on getting
Colleague and our timekeeping system to accrue this leave.

« A communication will soon go out to all employees regarding
Implementation of this type of leave.

= Any students who had accrued since February will be notified
about their leave balance.

« Student must still request to use the leave. Supervisors may
want to consider having an internal procedure for these

requests.

iR LOYOLA




Questions?
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