
 
 

 

IMPORTANT DEADLINES FOR ENTERING FY 2010 CONTRACT DATA IN HRIS 

July 31, 2009 ………………..………....…....  Fiscal Year Contracts (12-Month Contracts) 

August 28, 2009 …………..………………… Academic Contracts (9-Month Contracts) 

September 18, 2009 …………………………Term Contracts (9 and 12 Month Contracts) 
 

Major administrative units begin running reports and accessing this information following 
these dates. 

 

 

At the beginning of each new fiscal year, the Contract Data pages in HRIS are 

automatically updated for regular unclassified employees.  A new row will be inserted 

for fiscal year 2010 based on the months basis of the employee/position.  Personnel 

specialists are required to add contract data for employees whose contract type 

has changed from FY 2009 to FY 2010 and for employees with term contracts. 
 

1)   Run Unclassified Data Report to view existing contract data.   

 
 Path:  Workforce Administration > Workforce Reports > Unclassified Data 

 
         For report instructions:  http://www.k-tate.edu/hr/hris/Unclassified_Data_rpt.pdf 

 

2)   To add new TERM contract data,  
 

Path:   
Workforce Administration>Job Information>Contract Administration> 
                      Update Contracts  

 
 Select “Add a New Value” page tab 

 

Important:  Avoid selecting “Search” first.  If you need an EmplId, please use the 
Unclassified Data Report.  If “Search” is used before selecting “Add a New Value”, the 
system does not automatically assign the next consecutive contract number. 
 

 



           
 2 

 
3)     The following page will appear: 
 
 Enter Emplid (Employee ID) 
 
 Contract Number will appear as “New” – do not change 
 
 Select “Add”. 

 

 
 
 
4)   Contract Status/Content page will appear. 
 

New Contract Number automatically appears 
 
Enter Contract Begin Date 
 
For TERM contracts, enter Contract End Date    
 
Enter Contract Content, if applicable 
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5) Select the Contract Type/Clauses page tab and enter contract 
type. 

 
 Enter Contract Type:  TE (Term) 
 

 
  

 
No on-line data entry required on Signature Date/Probation Info 

page. 
 
6) Check data entry carefully and select “Save.” 
 
7) Print the Unclassified Data Report to review updates.   

 
Instructions: http://www.k-state.edu/hr/hris/Unclassified_Data_rpt.pdf 

 
 


