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KU & PORTUN Security, Sign on and Access

The Uriversity of Karsas

» Compliance with confidentiality of data is essential.

* HRSA is generally available Sunday Noon through Saturday midnight. Emails are sent for additional planned una

» Most campus user are timekeepers and will have two (2) SIGN-ONS to allow update to their authorized data and

vailability.

* Everyone will be required to fill out a HRSA security form before access is assigned. Sign-ons will only be allocated if the person attends all

training appropriate to their system access and they have HR/Payroll job duties.
view to other data campus

wide. Simultaneous sign-ons are allowed. The second sign-on with campus wide view access will generally have a 1 at the end of the
operator ID. Operator ID’s will be in the format of first initial last name. e.g. msmith for departmental view or msmithl for campus wide

* For those with 2 sign-ons you will only see your employees if using the departmental access or if using campus wi

*The security form includes a statement that misuse or inappropriate release of information may result in disciplinar
possibility of termination.

* CW = Campus Wide View; DP = Departmental View

» DS = Departmental sign on Access; VS =View sign on access Prephix Client - Licensed to University of Kansas

Prepm Flease select your FeapleSoft environment

de you will see all employees.

y actions, including the

Click on
Pleaze ea:t;[cﬂgtrgz?opIzg:{itnzz_e[atolID FSKU (ProdUCtion) / thiS One
e E ................ : HRSA {Production)
PeapleSaft |
™ Donot display again Copyright @ 2000 Streamline Associgtes, Inc. Purge I Eancell About I
oK |
_SeIeCt th"s\ For those with access to
Icon FSKU and HRSA you are not
: able to have both systems
This should default to . Y :
. open and print reports. For ReopleSolt Signon ]
HRSA if not, checkto T~ . . - PeopleT ools 760
be Sure your are VIeWIng and enterlng you ’;"J Copyright [011388-1999 PeopleSoft, Inc.
. may have both open at the Alrans resenee Enter your Operator ID —
selecting the correct .
[00rams same time. Enter SignNglomation Below: /| remember you may have 2
p g . Connection Type: IDracIe of them if you are a
R timekeeper.
If you want to change your Detsbese Nome R RN / P
password click on this after you Operetor 1D f N
have filled out Operator ID and w} I «——+ Your Password goes here.
current password. [ ok | setPasshord. sl | ——Click OK with mouse or use
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Openmg Multlple Windows
Go, New Window
Toolbar and Function Keys

PREVIOUS PREVIOUS
IN PANEL BACK
LIST IN GROUP — UPDATE/
NEXT PREVIOUS DISPLAY
LIINST NEXT PANEL PANEL — L{CORRECTION
IN GROUP ~ow | [FORWARD
SAVE e NEXT INSERT SEARCH
PANEL ROW ADD MATCH
g * Y
Hl x| EEE] B= =] SlaJ] S]] el |

SF = Shift + Key The bottom row of the panel
CT = Control + Key (footer) displays the database,
panel name and mode.

Favorites - You may also mark Favorites listed on the top menu. Also under Go — you have a “recent” feature that you can select from.

Storing/Saving HR/Pay Data — You are not to store any confidential data (includes HR/Pay data) on any unsecured device, this includes but is
not limited to USB drives, disk, cds, hard drives, etc. You are not to access HR/Pay data over a wireless connection.

Password Policy - The Password policy is located at https://documents.ku.edu/policies/Information_Services/Password.htm . At the beginning of
each semester users should change their signon to HRSA. If you are a timekeeper you will need to do this on both signons. HRSA
(PeopleSoft) has unique rules regarding passwords. You must have all 4 items for the password: Must be 7 or 8 characters long and cannot
be longer than 8 characters (but must be 7 to comply with the University policy). 2. The leading character must be an upper case alphabetic
character (A-Z). Alphabetic characters keyed are automatically converted to upper case when signing in to HRSA.. 3. Must include one of
the following three special characters #, $, _. Only three special characters are allowed, if you use others the new password will not be
changed or saved. (The KU policy allows additional special characters but HRSA PeopleSoft does not so you are only allowed to use the 3
listed above.) 4. Must include at least one digit (0-9). Therefore, users are to create a ‘strong’ password that is 7 or 8 characters long. It must
include at least one of the three special characters and at least one digit (0-9) and begin with an upper case alphabetic character.

ID Numbers - Please note that the Campus ID, Student Records ID and possibly the Employee ID may be covered under the Famlly Educational
anacy nghts Act (FEPRA) HRSA Navigation Training rev 09/09



https://documents.ku.edu/policies/Information_Services/Password.htm

KU i o

Search/Match

M aintain Organization Data

(CW - DS & VS)

File Edit “iew Go Favornter Setup Help

I [=] EY

el ¢(#!x| wlan| ole| o|=| alE| @] Helald] N
X

Required before submitting a new appointment for your department.

Option A) Flashlight for Search Match or navigate by Go, Maintain People
Data, Inquire, Search/Match . The results from this option display a
Search/Match list (see below) and is in alpha order. Clicking on the
Search/Match list then takes you into the panel.

Option B) Navigation: Go, Maintain People Data, Use A-K, Use
Bio/DemoData, Bio/DemoData, Update Display All. The results from this
option display a list in ID order number and then takes you directly into the
panel. This option allows you to search on Campus ID “Student ID”.

Note: When a friend or in the past when student prospects were entered into
Bio/Demo Data they may or may not have provided their Social Security
Number or formal SSN Name so don’t make your search too specific.

SearchiMatch

Il B3

Maintain People Data - Inquire - Search/Match
File Edit “iew Go Favortes Use AR UszelZ |hquire Process Beport Help

alg|@lx| aaal glel s|o| alE] sl Helale ] M)

Searnch/Match | Search/Match Hesultl

Field Name Search/Match Data ption A 7 =
Address Line 1 U th ” —
Date of Birth I Infet ed'scrlo
ity I Bar 10 aisplay
.
EmpllD | all fleld
First Mame IZ 0pt|0ns for
Last Name [MERMAN Searching.

LK

Search Order Nbr SeleCt one Of the

100 Name-L+F.D0B =0 . ”

10 Neuld highlighted Spar_kys

120 Empld that match your fieldsto —
130 Name-L+F Ful Fetch. Use the scroll bar

140 Namel flnd all Sparkys J

| y [ [TROS [Search/Match [Update/Displ: z
]
Maintain People Data - Inquire - Search/Match Maintain People Data - Inquire - Search/Match 101l
File Edit “ew Go Faworites Uses-k Usel-Z  Inguire Process Report  Help File Edit “ew Go Faworites Uses-k Usel-Z  Inguire Process Report  Help
al&l@(x| ‘BlaE sle == =] @el=] *lvlal] M| al&l@(x| ‘BlaE sle == =] @el=] *lvlal] M|
SearchfMatch  SearchiMatch Resultl SearchfMatch  SearchiMatch Resultl
Search/Match Level Executed: 130 Search/Match Level Executed: 130
Mame-L+F Full Mame-L+F Full
Carry ID| Details 1D Mame Type | Eff Date First Hame |Last Hame |Mational ID Bir | Carry ID| Details 1D Birthdate |Gender (L|A|E|F|PS{1|Campus ID =
1 g O\ 1399999 iPrefered 05/01/2005 iZeus Merman 125635659 03r 1 R O\ 1399999 10370341957 (Male - B i- - e i T1Z34BET
2 O\ 1339993 iPrefered 03/01/2004 i Zeus terman 125635659 03, 2 O\ 1399993 0370341957 ‘Male - B - 11234567
3 D\ 1399993 :Primary 03/01/2004 i Zeus terman 125635659 03, 3 D\ 1399993 :03/0341957 ‘Male - B - 1234567
4 O\ 1339399 i Primary 05/01/2005 i Zeus Merrnan Jr 125635659 03r 4 O\ 1339999 103/034957 (Male <GB - 1234RR7
Option A
- [1] 7 H
R Option A E” Indicates Employee
Use horizontal scroll bar to see other fields.
< | \ 4| 1 3

[ [Tros [searchmatch Resul:

[Update/Display gz

by
[ [Tros [searchmatch Resul: [Update/Display gz

HRSA Navigation Training rev 09/09 4




Bio/Demo Data & Relationship with Institution ( CW — DS & VS

File Edit Yew Go Favorites Use A Usel-Z Inquire Process Report  Help

8|&|® x| glaa| elw == a8 sle|| #[e|alf] s

Bio/ Dema Data |Addresses |

Bio/Demo Data-Selected via magnifying glass on Search Match Panel
or Navigation found under Search Match (prior page)
— ID: PeopleSoft assigned number-used for employment.

| Suffix: When hiring the suffix is added to the last name (Smith Jr,John).

Eff Date: 05!01@05 Tame: |Memm.
T Prefi: [+ Sulfn "+ Mar Stotus: m ] National ID: Social Security Number- Payro_ll will update changes from
— the SS Card 999-99-9999 are used for Affiliates.
Country: IUSA | NID Type: IPH +| SSH Mational ID:  [125-63-65689 = .
4 4 ! = | _~Campus ID: SAKU student ID# is added here by Payroll when a student
Gender: Mae N Visa/Permit Data is hired. If non-KU student is hired on the student payroll — 888888 is
Citizenship Status: I—_,"a"“ - Campus ID: B entered on the External System 1D panel.
Birthdate: [03/031357  + Military Status: |Nu MilSve | Email Address Type: “Campus”
Ethnic Group: |‘-fhite vI I™ Disabled ¥ abled [ VA Benefit | | __Dept staff may make changes to Preferred name in the KU
rEmail Addresses TS —— — ‘//‘ Directory panels. Preferred Name is used by the directories. Same
Type: [Campus - Name Type: [PRF 3| Preienes 5 as SSN Name unless another name is requested. Use scroll bar to
Email ID Eff Date First Middle Last o
1 |05A01/2005 Feus Merman see other names.
Izmerman@ku_edu ] ﬂ _I ]
 Addresses are not changed on the second panel - Entry is made on the KU
| Imos [Bic Demo Data Iedate/Display 4| Directory Panels (see Directory Training).
Maintain PEDplE Data - Use &-K - Bio,.-"Demu Data _ IDIEI Maintain People Data - Use L-Z - Relations With Institution = IEllll
Fle Edt View Go Favorites Lse K | UselLz Inqure Help Fle Edt tew 6o T““’Tes | L TK luse L'lz Ilnq”"el Hel"’ R
i« = | |!|)(|" GE|& 3| HE| @l el Alf N
! Mames 3 8| & |#
IR R L T L — DR m—————
Bio) Demo Data I.Qddresses |
| Merman Jr Zeus ID: 1339335
Eff Date: 05/01/2005 Name: Merman Jr.Zeus ﬂ Currently Is A[ln] Manual Maint Has Been A[n] M anual Maint
ID: 1339939 Prefix: Suffix: Mar Status: ISingIe v| -] Alumni (L): r r r r
Stdnt Applicant [A): - I r I
- Employee [E): 2 - — -
Country: USA HID Type: PR 55N Mational 1D: 125-63-b65H9 ‘ j Financial Aid [F): r r r r
Prospect [P]: - ~ % r r
Gender: I""al"3 'l Viza/Permit Data | Student [S): r r r r
Student Financials [1): ~ ~ - r
Citizenship Status: INalive v| Campus 1D: 1234567 Recruiter (RCR): — — - I
B - - Advisor [AVS]: ~ - r -
Birthdate: 0370371957 Military Status: INu MilSve nstructor (1ST): - - - -
Ethnic Group: |‘.'.I’hile v| ™ Disabled Veteran |~ Disabled |~ VA Benefit Friend (FND): r r ~ r
Email Addresses . ‘N ames . Internet Access Status: IND Web Access j ¥ Force Password Change
Type: [Campus . Name Type:  PRF Preferred ] [Tros [Reelations With Institution  [Update/Display _z
Email ID T Middle [Last _ f' | This panel is updated by a batch process for adding employee, has been a friend
zmermani@ku. edu z’ O S]] or has been an employee. Payroll entry is made to assign “Friend” (early email
access and feeds to other system) from HR/EO and Provost offer letters see
[ [Tros [Bio/ Demo Data [Update/Display gz
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LBk s Personal Data
Go, Administer Workforce, Administer Workforce (US), Use, Personal Data

(DP-DS
Administer Workforce (US) - Use - Personal Data

=10l x|
Fil= Edit WYiew Go Favarites Use Setup Process Inquire Repork  Reports  Help
alel®lx| ‘alEE ee s g®8 @lcl] Helag] ]
Mame/address | Personal Profile | Eligibiity/Identity |
ID: 1833238 Status: Employee Original Hire Date: |[IEEFRIIR
Effective Date: Mﬂ ;I
Mame: IButkhead,H adeline A Initials: Prefix: I j
rHome Address Mailing Address
Country: Imﬂ United States Usa,
Address1:  [123 Dog Lane 496 Fenced fard
Address 2: I
Address 3: I
Lawrence
City: |Baldwin City KS G044
State: IKS—ﬂ Kanzas Postal: IW D Douglas
County: ﬁ ﬂ Douglas Edit Mailing Address | ZI
[ [TROS [Mamefaddress [Update Display .z

Administer Workforce (US) - Use - Personal Data i ] 4|

File Edit ‘“iew Go Favorites Use Setup  Process Inguire Report Reports  Help

alz|@x| aas ge ==l a= @D Hlewg] M|

Marmefaddress  Personal Profile |EIigibiIitv,|'Identitv|

Information is obtained and entered from the Appointment Data Sheet,
Personal Data Change Form, Directory Panels or indications in Comments
on the Payroll Form.

Name/Address Panel:

Effective Date: Please note that name and addresses changes are effective dated. The on-line
system will display the current effective dated row. Past and future changes will be visible to
the on-line user when using the scroll bar on the Name/Address panel.

Name: Format is unchanged (must be EXACTLY same as on Social Security card without
periods): Last Name,First Name Middle (Smith,John D). The suffix (Jr, Sr, 11, I11, etc.) is
added to the end of the last name.

Home Address: Is the W-2 address. Please remember that addresses on the Personal
Bio/Demo Data panel are owned by the SA side and may not be the same as the addresses on
the HR side, especially if the SA address is an APO address. Once they are an employee the
HR side owns the Home Address.

County: Payroll critical; field is required for interface to State of Kansas. Has direct effect on
benefits eligibility. Two digit characters are used for Kansas and Kansas City, Missouri
metropolitan counties (e.g. DG). ZZ is defaulted in for any other counties and countries.

Edit Mailing Address: Sub-panel address is used when mailing address differs from W-2
address listed on “home address.”

Personal Profile Panel:
Education Level: Highest Education Level completed.

| Burkhead Madeling & ID: 1838888 |
Highest Education Level: Doctorate vl ™ Full-Time Student
Referral Source: Unknown j I™ Waive Data Protection
Employee Refemral 1D:

Specific Referral 5ource: I

Date Entitled to Medicare: I

rPhone Information rGender
Phone: I?BEI&!Z—SB?? & Female ™ Male " Unknown
rOther Phones ;I
Phone Type: I[Zampus v| Phone: |?35!364-?432 _I
rEmail Addresses .
Type: |Campus j Email ID: Imaddoghurkhead@ku_edd j
Effective Date: 04/01/2004 Marital Status: Single »| ™ Smoker =

Phone Information, Phone: Home phone number. (Changes should only be made in
the Directory Panels.)

Other Phones, Phone Type: “Campus” phone types are used for all work phone
numbers entered here when hiring. This should be kept in sync with Work Phone
under Position Data panel. (Changes should only be made in the Directory Panels.)

Email Addresses: “Campus” email address. (Changes should only be made in the
Directory Panels.)

Marital Status: Not used for tax purposes.

Referral Source, Date Entitled to Medicare, Waive Data Protection Full-Time

[ [TROS [Persoral Profile [Update/Display g

RN

Student, Smoker: are not used.

HRSA Navigation Training rev 09/09 6



KU; EQU .

Administer Workforce (US) - Use - Personal Data

File Edit “ew Go Faworites Use Setup Process Inquire Report  Reports  Help

=101 %]

alel@x| @0 elel slo| gl @lel] +le|ale | N

Mamefsddress I Personal Profile  Eligibility Tdentity |

Eligibility/ldentity Panel:
Birthdate: Keyed from Appointment Data Sheet

Birth Information: No longer asked or entered. *subject to change

| Burkhead.Madeline & 1D: 18333888 ‘
Birthdate: [MZEFEEXE +| | Bith County: | +|  state: | 4
Date of Death: I ﬂ Birth Location: I
Language Code: IEninsh v|
Clizersio e 1]
) _ - Employment E ligibility Proof
Ethnic Group: IHlspanlc "I 1- Iss CARD
Military Status: INU Mil Sve vl > [DRV LIC
¥ Eligible to Work in U.5.
rMational 1D LI
Country: [USA ﬂ NID Type: [PR ﬂ 55N Natiomal ID:  [555-66-7777 =
-

[Tros [Eligibility Tdertity

[Update/Display gz

Language Code: Defaults English — not used at this time.

Citizenship Status: Keyed from Appointment Data Sheet by Payroll

Ethnic Group: Keyed from Appointment Data Sheet by Payroll
Military Status: Keyed from Appointment Data Sheet by Payroll

Eligible to Work in U.S.: Defaults checked on — left as is.

Employment Eligibility Proof: Document names used to verify citizenship,
e.g. Drivers License & Social Security Card are options entered here. Refer to
the Employee Checklist section in this manual for the 1-9 signature date and
link to the Federal 1-9 manual. (Administer Workforce, Administer Workforce
(US) Use, Employee Checklist.).

National ID: Social Security Number. Affiliates may have (999-99-9999) if
their individual number is not available.

HRSA Navigation Training rev 09/09 7



KU &k Job Data

Go, Administer Workforce, Administer Workforce (US), Use, Job Data
(CW-VS, DP-DS)

File Edit “Wiew Go Favoribes Use Setup  Process Inguire Report Reports  Help

ale(elx| ‘alele| sl =l=] 8] @lel Hlelale ] S|

Wark Location IJob Information I Payroll | Compensation I Job Earnings Distribution I Benefit Program Participation I Em[LI_’I

=10l x|

| Burkhead Madeline & ID: 1883333 Empl Rcdil: 0 |

Initial Information is entered from the Payroll Form. Updates are made from
the Payroll Form or by batch process (budget load, step increases etc.).

Work Location Panel:
Job Data: Used when updating job records for existing appointments.

Action/Reason: Codes used to active certain processing, describes transaction

=l

Active ™ Position Management Record

IUB!29I2I]I]E ﬂ Effective Sequence: I | L
Action / Reason: IHile j IVA[: +| ‘“acant Position

Employee Status:

Effective Date:

Action Dt 07/03/2006

and are sent to Topeka’s system (SHaRP) for other reporting.

Position Number: All employees must be assigned a position number. Many of

Entry Date
Position Number: |00554321| ﬂ

IDB:’ZSIZJUB Administrative Professional Sr
I™ Pasition D ata Override

[T Encumbrance Dverride
Regulatory Hegion:lﬁﬂ United States
el
Wﬂ University of K.anzas

Company: University of K.anzas

Business Unit:

Department: |1 520000 ﬂ IDB:’ZS!2UUB Human Rezsources & Equal Opp
Location: [CAWRENCE ﬂ kL ZI

[ [TROS [wiark Location [Update Display Lz

Administer Workforce (US) - Use - Job Data

File Edit “ew Go Faworites Use Setup Process Inquire Report  Reports  Help

=101 %]

alelsx| alalE| slel o(m| gl @l #lelald ] ]

work Location  Job Information IPayroII | Compensation I Job Earnings Distribution | Benefit Program Participation | Ernp_4 I 'I

| Burkhead M adeline & ID: 1838888 Empl Redit: i} ‘
Effective Date: 0E/23/2006 Current Effective Sequence: i} LI
Action / Beason: Hire: Wacant Position

Job Code: IKLM'-I 20 ﬂ Il]Bj'zQ;zl]l]B Adminiztiative Profeszional S
Regular/Temporary: IHeguIar - I Full/Part: IFuII—Time - I

Empl Class: IUnivSupprl vI Officer Code: INune vl

Regular Shift: N/A +| Rate / Factor: I ! I

Standard Hours: 40.00 FTE: 1.00 ¥ Adds to FTE Actual Count?

Position FLSA Status: N EED Class: |N°"B vI
Job FLSA Status: INunexempt vI Classified Indc: I[; ﬂ UnitSupprt
g

[ [Tros

[30b TrFormation [Update/Display gz

the field values default from position when it is entered in order to keep the
job and position panels in sync.

Effective Sequence: Usually “0.” When multiple rows are added with the
same effective date you will have multiple sequences - 0 is the first transaction
1 would be the next and so on.

Job Information Panel:

Most fields default from position. See Position Data Panels for details.

Job FLSA Status: May only be modified by HR/EO after review of the
position description.

HRSA Navigation Training rev 09/09 8



IQJ The University af Karmas
Administer Workforce (US) - Use - Job Data

File Edit W“iew Go Favorites Use Setup Process Inquire Report Reports  Help

=lalx|

alelg(X| aaal slel == S8 sl +le|alf | M|

Whork, Location I Job Information  Payroll |C0mpensati0n I Job Earnings Distribution | Benefit Program Participation | Emp_4 I ’I

| Burkhead Madeling & ID: 1888888 Empl Rcdli:

0|

Effective Date: 06/23/2006 Current Effective Sequence: i}

Action / Reason:  Hie Wacant Pozition

Payproll System: INA or Payroll Interface j

Pay Group: I[:UN ﬂ MomexShatf
Pay Months Per Year: 120
Employee Type: IE_ﬂ Excep Hily

Tax Location Code: ILAWH ﬂ L&A
GL PayType: | FICA Status: |N_ ﬂ Subject

Account Code: I ﬂ

ISDKS *¥|  State of Kansas Holiday Sched

Holiday Schedule:

2

4

| [TROS [Payral

|Update,|'Disp|ay 4

Administer Workforce {US) - Use - Job Data

File Edit Wew Go Favoribes Use Setup  Process  Inguire  Report Reports  Help

=101 %]

al&8ix| aae sel ols| a8l @lel] Helalf | M|

Wark, Location I Job Infarmation | Payroll  “Compensation IJob Earnings Distribution | EBienefit Progrann Participation | Ernp 4 I 'I

| Burkhead M adeline & ID: 1833888 Empl Rcdii: ] |
Effective Date: 0E/29/2006 Current Effective Sequence: 0 ;I
Action / Reason: Hire: Wacant Position

Entry Date Entry Date

5al Plan: Uss Grade: (00 [06725/2006 +| step: [ || 4
Rating Scale: ISDK ﬂ Rating: I ﬂ I ﬂ Matrix: Model: 50K
Comp Frequency: Hourly v| Compa-R atio: 0.81
Compensation Rate: 20000000
Change Amount: | ! Hourly Rate: 20.000000
Change Percent: | Monthly Rate: $3.456.667
Annual Benefits Base Rate: I $41_600.000 Annual Rate: $41 600.000 j

[ [TROS [Compensatian

[Update/Display g

Payroll Panel:
The fields used default from position. See Position Data Panels for details.

We are not using “GL Pay Type” and “Account Code” fields on this panel.

FICA Status: Entered by Payroll only, Indicates N if subject to FICA
withholding, E is exempt. Default is N. Holders of certain types of a visa
are exempt (F1, J1 etc.). Verification process is run to check against
SAKU(Student Administration System) to check for student employee
enrollment eligibility and exemption.

Compensation Panel:

Grade:. University Support Staff for the Band level. For others - default 001.
Step: Not used at this time

Comp Frequency: Pay critical. We only use one of two options either
“Hourly” or “Biweekly.” Must match position defaults: See Position Data,

Payroll Panel and notes. Non-exempts are paid “Hourly”, Exempts are paid
“Biweekly”.

Compensation Rate: Pay critical. Hourly or biweekly comp rates are entered
based upon FLSA/Paygroup.

Annual Benefits Base Rate: Calculated by system biweekly — based on
paygroup to determine full year or academic year on regular employees — used
with Benefits.

HRSA Navigation Training rev 09/09 9



w T Dol T K Employment Data Panel:

=10} Thig panel is used for tracking data that is maintained by HR/EO. Defaults are
File Edit “ew Go Faworites Use Setup Process Inquire Report  Reports  Help tered for Others
g en :

8le|8x| 'Blae| sl D)= =] #E[2] +|e[alf] S
Job Information I F‘ayrolll Compensation | Job Earnings Distributionl Benefit Program Participation  Employment Data |! h I 'I Compan\/ Seniority Date: Reflects the last Iongevity bonus date for university
| Burkhead Madeline 4 ID: 16888 Empl Redf: 0 \ support staff when it is paid. (Defaults as hire date for all until used for

Hire Date: 0829/ 2006 Rehire Date: Termination Date: Iongewty.)

Company Seniority Date: IﬂBf?szﬂUB Last D ate Worked: I . . . . .

_ Last Date Worked: Upon a save of a termination or rehire this field is

L0S Adiustments Yrs / Days: [ | Expected Return Date: populated or unpopulated respectively for all employees.

Service Date/ Years /Dayps: IDBH29!2I]I]B ! /222 HMest Increase Date: I ﬂ

Date Last Increase: [ Probation Date: [12728/2006 Date Last Increase and Next Increase Date: Date Last Increase populated

Benefit Record Humber: [0 Home/Host: m from salary loads for USS. Next Increase Date not used.

Business Title: IAdministlalive Profeszional 5 ‘Work Phone: |7851’854—?482 ‘ Probation Date: Reflects the last day ofa university Support staff (USS) staff

member’s probationary period.

Reports To Posn: IUUUUU2B7 | Director Major Division/S chool . . . .

Incumbent $ 00002 ot DD Service Date/Years/Days: Reflects state service. Used for university support

ncumben upwrI: aucher.llall. . . -

: ——— staff for longevity bonus and vacation leave accrual. Date used for service
[ [mRoS  [enployment Data edatelDislay 4| vecognition for non students (includes prior state service if applicable.)

Employee Checklist
Go, Administer Workforce, Administer Workforce (US), Use, Employee Checklist (CW-VS; DP-DS)

Administer Workforce {US) - Use - Employee Checklist =100 x|

File Edit WView Go Favorites Use Setup Process Inguire Report  Reports  Help Employee Checkl'st Panel

ale(@x| ‘alaE slel 5= g8 @l *le[al] ] _ :
Checklist Date: Date of hire

Emploves Checklist |

| BurkhesdMadeline & ID: 1233888 | Checklist: HIRE.
Checklist Date:  [IBZEIPIIE  Checklist: [HIRE | Hie -l Responsible ID: 1D of person verifying I-9 data (not required)
Responsible ID: | L _ Chklist Itm: 1-9 or Newly Separated Veteran.
Comments: -
< Briefing Status: “Completed” when verification is completed. Initiated
when not used/required.
Chklst Seq Chklst Itm Briefing Status Status Date ;I . A L
o0 o+ is [Commeted <] 72572005 Status Date: 1-9 date of employer signature. The date is to be within
I 200 IVETNS ﬂ Mewly Separated Veterans Ilnilialed j II]?J'I]S!ZI]I]B three (3) days Of the employee’s beginning Work in accordance Wlth

federal law. VETNS - date separated.

<<| Link to the Employer’s Handbook for 1-9
™ Fros Erpioyes Checkist Dpdat=lDeriay http://www.uscis.gov/files/nativedocuments/m-274.pdf
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KU

The Uriversity of Karsas

General Comments

Go, Administer Workforce, Administer Workforce (US), Use, General Comments (Update allowed -CW-VS, DP- DS)

=lolx|
File Edit Wiew Go Favorites Use Setup  Process  Inquire  Repork  Reports  Help Genera| Comments Panel
algl@(x| ‘mlae slel 5= g2 @lcl] Al S| '
Genersl Conments | Used for various employee comments. Campus wide view and entry.
Burkhead.Madeline & ID: 1899922 . . . .
| | Payroll office enters RFA (Retroactive Fund Adjustment) notations
Comments By: IPam Burkhead ;I here
- II]?J'I]3J'2I]I]B . .
Comment Date _ . Working budget comments are loaded here that apply to salary notices
Comments: Eﬁ;l:ll:p;nlag:ﬁca;zcampus wide wiew and "limekeepers have access to add them as well az ;I SUCh as admInIStratlve Supp|ements, Sabbatlcal |eaveS etC
You must put in your full name and the date if entering comments.
(F7 inserts row or use icon from toolbar)
= ] 4
[ [TROS [General Comments [Update/Display 2
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Administer Workforce Search

Update/Display All -- Personal Data

EmpliD: — @D

oK

yaw -
L]

MName: I
Last Hame: I @)
Department SetID:I—ﬂ
Department: I—ﬂ
Mational ID: I
1D Empl Bcdit |Mame

Cancel

Search

Detail

Uze Query

AR,

Mew Query

‘ L=
x|

Update/Display All -- Job Data

EmpliD: — @
Employment Hed Nhl:l— Cancel |
ar Search |

Mame: I -
Last Hame: I ® ﬂl
Mational 1D: I Usze Query |
1D Empl Rcd |Mame Mew Query |

Administer Workforce Search Panels:
EmplID: Number assigned to employee begins with IXXXXXX

Employment Record Nbr: If an employee has more than one job they
will have multiple employee records (first one is 0)

Name: Must be in PeopleSoft format, LN,FN MN. The suffix is after
the last name with a space in between. You do not have to use the
complete name when searching. (ex: Jones Il,James R; Smith,Mary
Jane)

Last Name: Must only be the last name (may include suffix).
National ID: Social Security Number

Department: True “HR” Department

OK or Search should be selected

OK takes you to the panel if only one option is found, if multiple
results displays list box

Search always displays list box.

(You can only see what you sign on allows.)

HRSA Navigation Training rev 09/09 12



KU

External System ID
Go, Maintain People Data, Use A-K, External System ID
(CW- DS &VS)

Maintain People Data - Use A-K - External System ID

File Edit “ew Go Faworites Uses-k Usel-Z  Inguire Process Report  Help

Tiva Urivarsity of Kasas

=101 %]

alelsx| alalE| slel o(m| gl @l #lelald ] ]

External System ID I

| Burkhead Madeline & ID: 1838888

External System: HaRP Emphd -

Effective Date External System ID
07/03/2006 I.H 888888

[ [Tros [External System 10

[Update/Display gz

ID Numbers — Please note that the Campus ID,
Student Records ID and possibly the Employee ID
may be covered under the Family Educational
Privacy Rights Act (FEPRA).

External System ID Panel:

This panel displays various ID’s needed for interfacing to other systems or
processes. Use the outside scroll bar to view different types.

GTA GRA Eligible DissHrs: 777777 is entered upon Payroll Office
receipt of the approved Graduate Teaching Assistant/Graduate Research
Assistant Certification of Eligibility to Enroll in Fewer than Six Hours.
(available on the Provost web site)

GRA Masters Final Semester: 555555 is entered upon Payroll Office
receipt of the approved Master's Level Certification of Eligibility to Enroll
in Fewer than Six Hours (available on the Provost web site). One time —
one semester

Other Campus ID/Prior Campus ID: Used for noting a current (other
campus ID) or past (prior campus ID) hire of a non KU student on student
payroll. These students are generally high school or Haskell students that
are designated to be hired for a particular project.

You must seek approval in advance from Human Resources & Equal
Opportunity (HR/EO) before hiring. Documentation (e.g project
requirement) must be provided. Department is responsible for monitoring
the non KU student’s enrollment at the other institution. *888888 is
entered to designate. (Social security and UCI are charged). Please note
in comments section of the Payroll Form if terminated employee has this
Other Campus ID.

Sharp Emplid: Every employee will have this ID as it is required to
interface to the state’s payroll system. It may also called the “State” or
“SHaRP” ID. For those whose state careers began at KU they will
generally begin with a J (Jayhawk). For those who have started at other
state agencies we will store their ID here. Once you have an State ID it
follows you from agency to agency. It is maintained by the Payroll Office
and is critical for a successful interface to the State.

Student Records: This is used to interface all employees to the Student
System — may or may not be the same as their employee ID. Entered by a
processing batch job.

HRSA Navigation Training rev 09/09 13
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Position Data

Go, (Develop Workforce), Manage Positions, Use, Position Data
(CW-VS; DP-DS)

Initial information is entered from the Payroll Form and or the Position
Description. Updates are made from the Payroll Form or by batch
updates (i.e. budget load).

Position Location Panel:

Action Reason: Codes used to active certain processing, describes transaction and are
sent to Topeka’s system (SHaRP) for other reporting. Action code is always POS -
only the Reason code is entered.

Department: This is the designated “true HR” department, not the cost center.

Location Code: These codes represent either a “campus” or a KU site.

Job Code: Assigned by HR/EO for unclassified or university support staff or Provost
for faculty/academic staff during search or when hired based on job duties.
http://www.hreo.ku.edu/personnel_related_staff/hr_pay computer_system/hrsa_tables

Academic Rank: Not used at this time

Position Pool: Pools must be set up on the Position Pool Table and associated with a

ol x
File Edit “iew Go Faworikes Use Setup  Inguire  Process Report Help
al&lelx| mas ee 5= S8 @[] || ]
Pasition Lacatian IDescription I Pavrol I Information I Kl Data I KU Data 2 I
Position Number: 00654321 Administrative Professional Sr
Open/Filled: Open - Current Head Count: u]
Effective Date: Imﬂ Status: Im ;I
Action Reason:  [NEW ]  NewPasiion Action Dt 07/03/2006
Regulatory Region: Wﬂ LS
Company: Wﬂ University of Kansas
Business Unit: Imﬂ University of Kanzas
Department: Wﬂ Human Resources & Equal Opp shtml
Location Code: Wﬂ University of Kanzaz '
Job Code: IKU‘" 20 ﬂ Administrative Professional S .at;::?mic l—ﬂ
Paosition Pool 1D: I—ﬂ
Sal Plan/Grd/Step:  USS 100 fl:?all::: Eslec::li:ce]; I j-lanager Level: EI

[ [TRoOS [Position Location

[add 5

Manage Positions - Use - Position Data

File Edit “iew Go Faworites Use Setup  Inquire Process Repart  Help

=101

alel8(x| aaa slel == = ol Hvalf] M|

Position Location  Deseription | payrall | nformation | kU Data | kU Data 2 |

“true” department before they can be keyed on this panel. Establishment of a new
pool would require a budgetary document to fund.

Description Panel:
Key Position: This field is not currently used.

Title and Short Title: This displays the “official” titles.

Poszition Humber: 0054321 Adrmiriztrative Professional St
Open/Filled: u} Current Head Count: i]
Position Status: Im Status Date: I~ Key Position ;I
Title: IAdministlative Profeszional 51 Short: IW
Description: Administrative Professional S ﬂ

=
Dotted-Line Rpt: I ﬂ Manager Level:
Reports To Posn: Wﬂ Director Major DivizionS chool
Work Phone: |?35f884—?482
Mail Drop ID: | :’

[ [TROS [Description [add 4

Description: This area is used as a comments field or may show a brief description
from the Job Code Table.

Reports to Position: Displays the position number of supervisor/manager. We need
this to be filled out for all regular positions. If you have changes, please note in
comments field on the Payroll Form.

Work Phone: Currently this is the phone number used for loading into the university
email directory. This should be kept in sync with the Other Phones, Campus under
the Personal Data panel.

Mail Drop ID: Only used when there is a need for campus mailings to be sent to
another “HR” department-when the mailing list is created from HR/Pay data.
http://www.hreo.ku.edu/personnel_related_staff/hr_pay computer_system/hrsa_tables
.shtml
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Payroll Panel:

Pay Group: Field is pay critical and must be in synchronization with employee

Manage Positions - Use - Position Data = |I:I|ﬂ .
File Edit Wiew Go Favortes Use Setup Inquiee Process Report Help type and FLSA override. (See chart —next page.)
gl8/8x aaE sl == S 8l He|al] M‘ Employee Type: Field is pay critical and must be in synchronization with pay
Paosition Location | Description  Payrol |InFDrmation| KU Data | 4l Data2| group and FLSA override. If position is “exception hourly,” the “standard
days” on the position Information Panel load to the time/leave panels to
Position Mumber: 00854321 Administiative Professional 5 facilitate keying. Changes to the employee type should be made on a payroll
Open/Filled: |D|:|en vl Cunent Head Count: 1] form. (See chart —next page_)
Business Unit: UKANS Universiy of Kansas E=Exception Hourly — non-exempt (hourly) employees whose work
Department: 1520000 :;;::;Saﬁoeu;?ei:j:jl Sﬂrpp hours/schedule is set on an on-going weekly schedule. If this selection is
Job Code: KU4120 chosen, the department must provide the standard hours schedule. This
Pavrall Sust SR o oo T schedule is entered by the Payroll Office on the Position Data, Information
ayro SLEM: H or Fayroll Interrace - . "
yion =y panel. These hours are then preloaded into the Time and Leave panels and the
Pay Group: ||:uu ﬂ Nonesempt Staff employee is checked OK to Process. The idea is that the timekeeper will only
Jobcode have to modify when an “exception” is made (e.g. use of vacation etc.). This
Emplogee Type: £ 4| Exception Hourly FLSA Status: is also known as a “regular schedule”.
Holiday Schedule:  [SOKS 4]  State of Kansas Haoliday Sched Override IN_ﬂ H=Hourly - non-exempt_(hourly) empl.oyee s whose schedule is not prfeset
FLSA Status: and may vary weekly. Timekeepers will always have to key the hours in the
Union Code: | ﬂ j Time and Leave panels and will have to check the OK to Process box. This is
71 | also known as an “irregular schedule”.
| [TROS [Payral [add 4

Holiday Schedule: NOH is entered for all faculty, part-time regular university support staff/unclassified and all temporary employees (university support
staff/unclassified/students), UNHL Full-time regular unclassified staff, SOKS-Full-time regular university support staff.

Please note that holidays default into the Time and Leave panels for all full-time regular position eligible employees. This does not mean that an
employee is always eligible based on the default or that if it does not default into the panels they are not eligible. This is a standard load and timekeepers
are responsible for verification of individual employee’s holiday eligibility. The employee type also impacts eligibility for holidays. Please refer to the
Guide to Eligibility for and Reporting of Holidays located at www.hreo.ku.edu under Leaves and Holidays. If you have any questions regarding a
particular employee, please contact HR/EO, 785/864-4946 hrdept@ku.edu.

Union Code: Appropriate code will be displayed here if this position is eligible to be covered by Memoranda of Agreement regardless if employee is
member or not. (GTA, service/maintenance and law enforcement positions).

Override FLSA Status: Field defaults on new positions from Job Code FLSA Status. HR/EO must authorize and enter any values that differ from the Job
Code FLSA Status after review of the position description. Exempt has 3 types of codes: administrative, professional and executive. (See chart —next
page.) HRSA Navigation Training rev 09/09 15



http://www.hr.ku.edu/forms/files/Holiday_report_guide.pdf
http://www.hr.ku.edu/
mailto:hrdept@ku.edu?subject=Leaves%20and%20Holiday

KUr u;..m'...,g.}m.:.. .

RELATIONSHIP OF PAYGROUP, FLSA AND EMPLOYEE TYPE and PAY DAYS IN THE BIWEEKLY PERIOD

Pay Group (generally Override FLSA Status Employee Type Pay Days
AFL - Affiliates (non paid) X =No FLSA Hourly 0 (not paid)
CUN - Univ. Support/Unclass.Professional Stf N = Non Exempt Hourly or Exception Hourly 10 (actual reported)
CUX - Univ Supt/Uncls Profess. & FY Faculty E,A,P=Exempt Salaried 10
Academic Staff
LFC - AY Faculty/Academic Staff P (E) = Exempt Salaried 14
STN - Student N = Non Exempt Hourly or Exception Hourly 10 (actual reported)
STX - Student (generally GTA’s) P (E) = Exempt Salaried 14
SRX - Student (generally GRA’S) P (E) = Exempt Salaried 10

Manage Positions - Use - Position Data

File Edi View Go Favorites Use Setup Inguire Process Report Help

o [n

Bl8(ex] =lals| sle mo| g8 slel=] Helald] S|

Pastion Location | Descripton | Payrol  Irformetion |k pata | K pataz |

Information Panel:

Adds to FTE Actual Count: Checked for all regular positions.

Position Number: 00R54321 Administrative Professional Sr
Open/Filled: a Current Head Count: 0
rCurrent Budget
E arnings: Deductions: Tax: Totak:
rCurrent Incumbent(s]
EmplID:

Effective Date:

e Status IActive v| Action Reason: gy,

Business Unit: LIKANS FTE: 100 ¥ Adds to FTE Actual Count?

Regular/Temporary: |Regular ¥ Budgeted Position Wed: .00

I Confidential Position Thurs:| 8.00
[~ Job Sharing Permitted || Fri: 8.00

Full/Part Time: Full-Time

L el

Regular Shift: N/A

Department: 1620000 Classified Inde: |© ﬂ 5‘;"""‘,;" |;.,[;..s; [40.00
: St —
Job Code: KU Pre-Encumb Indicator: IN_ ﬂ andant —avs
Mon: | 8.00 Sat
Max Head Count: I 1
¥ Update Incumbents Tues: | 8.00 Sun:

[tRos

[trfarmation Jadd

_
M
4

Regular/Temporary: Changing a position from regular to temporary or vice versa
is not allowed. You would need to have administrative authorization before you
may initiate this change for an employee.

Full/Part-Time: Part-time if standard hours (week) are less than 40.

Reqgular Shift: Defaults N/A, if applicable for shift differential will display. If
changes needed indicate in Payroll Form comments.

Classified Indc: U indicates Faculty, Academic Staff, Unclassified Professional
or Student. C indicates University Support staff. For regular employees this is
used in the accrual process.

Update Incumbents: Should always be checked.

Confidential Position: This should be checked for those who hold positions that
have access to confidential employment files as they are not able to belong to a
Union. Most departmental payroll staff (PRS) should be checked. Indicate in
Payroll Form comments if change is needed.

Standard Hours: Required for all positions; pay critical for salaried positions. Represents the expected work hours in a week (not biweekly). Standard hours

drives “FTE” field. Must be divisible by quarter hour increments.

Standard Days: If a position is “exception hourly,” the “standard days” will load to the time/leave panels to facilitate keying. Be as accurate as possible for
other regular positions. Must be in quarter hour increments. Drives FTE. Standard Days totals to Standard Hours.
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KU

Tiva Urivarsity of Kasas

=101 %]

Manage Positions - Use - Position Data

File Edit “ew Go Faworites Use Setup  Inguire Process Report Help

al&l@(x| ‘BlaE sle == =] @el=] *lvlal] M|

Pasition Location | Description I Payral I Information KU Data IKU Daka 2 I

‘ Position Number: 00E54321 Administrative Professional Sr |

KU Data Panel:

Many fields on this panel are defaulted and they are not listed on the Payroll Form. If
you want to make a change, indicate in the comments section of the Payroll Form or
make a note when you submit an updated Position Description

Empl Class: Defaults from Job Code. Override if needed — consult HR/EO if
questions. Determined by Job Code (very rare exception).

IPEDS Job Cat, EEO Job Group: EEO job category and subcategory used to monitor

Eff Date: pgx18/2005 Status: I**w“VE vI Pay Group: CLN Employee Type: E =
Job Code: KU4120  Administrative Professional Sr Full/Part Time: IFU"-Tifﬂ'3 'l
rOverndes rJobCd Defaults— rPosn Location
Empl Class: UnivSupprt d UnivSupprt ||| Country: IUSA +| State: IKS ﬂ
IPEDS Job Cat: |Oth Pfsnls |{[[o Pl ~||| County: D& #]  Loen: LAwRENCE
EED-6 Job Cat: [Nonfaculy  ~|||[Nonfaculy  ~||| Building: [C-D +
EEO Job Grp: |C C Room: 111
MHone - =
Manager Cd:  |Mone hd = | Designated/CDL: INeﬂher j
. F Law Risk -
BBP Risk Cat: |Low Risk d — Special Cond Dt:
FED ™ Mo Salary Letter?
. I~ Limited Term? - Dt
Work Title: I ﬂ
Cont--Rsnl:
Pref Dept: I +
J Rsn2:

w14l

[ [Tros [kU Pasn Data [add

Manager Code Values - L, S, M, or N (Not Applicable)

L = Lead Worker - an employee in a position that is assigned the ongoing
responsibilities of planning and coordinating the work of co-workers and guiding and
training them while performing the same kind and level of work a majority of the
time. Could be a team leader that does not have supervisory responsibilities.

S = Supervisor - (a) Performs a majority of work that is different from that of the
employee's subordinates; and (b) has the responsibility to authorize or recommend in
the interest of the employer a majority of the following actions: (1) To hire, transfer,
suspend, promote, demote, dismiss, and discipline employees under that individual’s
supervision and to address employee grievances; and (2) to assign, direct, and
conduct performance reviews of the work. The exercise of this authority and
responsibility shall not be of a merely routine or clerical nature but shall require the
use of independent judgment.

M = Manager - (a) Integrates and coordinates the activities of several organizational
functions or programs; (b) Measures and evaluates the effectiveness of those
functions or programs; and (c) Initiates changes through subordinate supervisors or
through the management of projects or programs to achieve the predetermined goals
and objectives.

hiring goals for KU’s affirmative action plan and other reporting needs. Defaults from
Job Code Table — overrides only if approved by HR/EO.

Manager Cd: Required. Verification should be made by HR/EO for updates or
changes. Information may be obtained from the Position Description. (see under
panel print on left)

BBP Risk Cat: Blood borne pathogen exposure risk level based on job duties. Levels:
Low, Medium, High Risk or Undetermined if information has not been entered into
HRSA. Information may be obtained from the Position Description.

Posn Location Country/State/County: Should correspond with data on the Position
Location panel. Tnformation may be obtained from the Position Description. Work
location not home address.

Posn Location Building/Room: Select building from list and enter room number
(office location). Indicate room if available, building required.

Designated/CDL.: Designated/CDL codes are only for law enforcement positions or
positions that require a commercial driver’s license. Applicants for/or incumbents of
these positions may be drug-tested.

Work Title: Working title for the position if differs from official job title. Used in
faculty/staff telephone and electronic email address directories. This field will be
monitored by HR/EO.

Pref Dept: Preferred name for describing department if differs from department name.
Used in faculty/staff telephone directory.

Special Cond DT : Fields that will be or are displaying “special conditions” that
relate to the position. Special conditions such as limited term and contingent upon
funding and their reasons. Used in offer letters and the annual salary notices.
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KU

The Uriversity of Karsas

Manage Positions - Use - Position Data

File Edit ‘Wew Go Favortes Use 3etup Inguire Process Feport  Help

=lalx|

8|8 x| ‘5laal slel 2= g=] slc| +le|al]

Pasition Lacation | Descriptian I Payrall I Infarmatian I KUData KUDataZ |

M|

Position Number: 00RR432 Admikiztrative Professional Sr

Eff Date:  05/15/2006 Status: I***D“Ve vI -l
Job Code: KU4120 Adminiztrative Professional Sr

Sal Plan: 1S5S Grade: 100 I

Hining Level and Ranges |
Sal Hourly Rates Fulltime Annual Rates |Range A
AsOfDate  |pa, (Band |Level ) High  |Low High Eff Date
1 |06/182006 ~FUSS 00 2 13.069712  209807Y6% 3966500  43,640.00 :04/08/2008
| [TROS [kUDataz [Update/Display g

KU Data 2 Panel:

This new panel (04/06) is used to designate the hiring level and
displays the hiring range for university support staff positions only.

When a vacancy occurs the department will know the hiring range
for job postings and making offers. If a department wishes to go
over the hiring maximum they must receive HR/EO approval in
advance.

Only university support staff have hiring ranges designated in the
HR/Pay system.

The Grade is also known as the Band.

The hiring Level is designated by HR/EO based on the job duties
and responsibilities on the position description.

The hiring range displays the low and high hourly and annual rates
per the effective dates of the designation and range chart.

A listing of all the bands and hiring levels are on the HR/EO web
site www.hreo.ku.edu under University Support Staff.
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KU:

Manage Positions Search

Update/Dicplay All - Position Data =] Manage Positions Search Panel:
osition Number: osition Number: Six digit number may be found on budgetary
Position Numb I A ]| position Number: Six digit numb be found on budget
(0] - . - .
Businoss Unit s Cancel | document authorizing funds (if applicable)
Department: I ﬂ Search | Business Unit: UKANS
Position Pool ID: II pesi || Department: True “HR™ Department
Description: . .
Position Status: | 7] Use Quey | Position Pool ID: Should be used along Wlth_the Department - n_umber
Job Code: |—ﬂ may be found on budgetary document authorizing funds (if applicable)
Reports To Position Number Mew Query | or may search .Posmon Pool Table/Department Budget Earnings for
Poszition Unit DieptlD Pool 1D Dezor - more information.
Job Code: May be used along with Department to narrow search.
Reports to Position Number: Only valid if data in system is kept
accurate.
OK or Search should be selected
| | i OK takes you to the panel if only one option is found, if multiple
results displays list box.

Other Position Information that we designated by Position Number Search always displays list box.

*Personnel Related Staff — for special mailings — one per department
*Administrative Positions
*Deans, Directors and Chairs

*Substantial Interest — those positions with duties required to file the Statement of Substantial Interests Form, annually with the State of
Kansas Governmental Ethics Commission

*Serve at the Pleasure - Faculty and unclassified staff may be appointed to positions that are designated as "serve at the pleasure of.” The
positions generally involve administrative responsibilities of a broad, high level, or critical nature. Such individuals may be terminated from
employment without the usual time period requirements for a notice of non-reappointment and without a specific termination reason since
they serve at the pleasure of the administrator to whom they report.

*Weather Essential — employee required to report to work during inclement weather declarations.

HRSA Navigation Training rev 09/09 19



KU SEQUAL O .

Position Pool Table

Go, Define Business Rules, Define Budget/Encumbrnce (U.S.), Setup, Position Pool Table (CW-DS & VS)
Initial information and updates are entered from Payroll Forms & Budget

Define Budget,/Encumbrnce{U.5.) - Setup - Position Pool Table =101 =l LoadS.
File Edit “iew Go Favorites Setup Report Help POSition POOI Table Panel:
|l &[8x| ‘alaE| slel B|=| 8] &c| *|v|vale] ]| «Position pools are created for all temporary positions and for some regular
Postion Fool Table | positions (lecturers and instructors who are not named in the University
SetlD: UKANS Budget).
*The pools must be associated with a department on the setup table.
Department: o200t Human Flesources «Funds must be approved by a Budget Transfer or by a budgetary document
Position Pool ID- 50 such as the University Working Budget or a Budget Summary before a pool
4| can be established. Changes to the Pool ID on Position are made by a Payroll
Effective Date: 074012000 Form.

. b *Only Budgetary Funding Hubs can set up position pools. A partial list is
Description: 1520000-003 Student Howly displayed below to show the format. Consult your budgetary documents for a
Short Description: 501 j Complete IIStlng

SXX = Student Hourly RXX = GRAs
UXX = Unclassified (Temp) CXX =USS (Temp)
#XX = Sponsored projects (0 or 1) (generally)TXX = GTAs
WXX = Work Study (Always and Only) LXX — Lecturers
«If any pool has a combination of sponsored project funding and non
[ [TRos _[Poskion Pool Tabis Iedateilisplay 4| sponsored project funding then a letter value for the Pool must be used. If all

sponsored project generally a 0 or 1 Pool would be used.

Position Pool Table Search

Update/Display All -- Position Pool Table

=] Position Pool Table Search Panel:

Department: I—ll Cancel | Department True “HR” Department

Position Pool I0: or —se=ch [ position Pool ID: See above, should use with Department, may search
Description: | B> —e=st || on just the first field of the pool (ex S)

SetiD  |DepHD Pool ID Descr Use Query I

Description: This is only valid if you enter as it is on the description
_tenivew |\ ihen it was established or modified.

OK or Search should be selected

OK takes you to the panel if only one option is found, if multiple results
displays list box

Search always displays list box.
HRSA Navigation Training rev 09/09 20




KU cidiior

Department Budget Table

Go, Define Business Rules, Define Budget/Encumbrnce (U.S.), Setup, Department Budget Table (CW-VS; DP-DS)

Initial information or Updates are entered from Payroll Forms or batch updates (i.e. budget loads)

Funding is distributed after the confirmation of the payroll calculation when the leave accrual process is completed.

We are not using the encumbrance functionality

File Edit “ew Go Faworites Setup Process Inguire Report  Help

] s |

8l &[# x| BaE e == g8 @c=D] Fe|alf]

Dept Budget Date  Dept Budget Earnings IDept Budget Deductionsl Dept Budget Taxes I Depk Budget Actuals |

SetiD: UkAMS Department: 1520000 Human Resources & Equal Opp

Fizcal Year: 2007 ‘

Budget Begin Date: 06/18/2006 Offset Group:  LNIV W;"F'i?‘afggl; Lol £ P e |

Budget End Date:  06/16/2007

Budget Level — — - ;I

’rf" Department € Position Pool " Jobcode O Posiion ¢ Appointment ‘

Position Number: 00654321 Adrinistrative Professional Sr

Effective Date: mfﬂ]ﬂﬁ Status: |Active j Budget Level Cap: l—[l[ll]

Currency Code: JUSD ﬂ Last Action: Add 70342006

Earnings Code: I— il SEQ#: |_1 4 Elfult:l— ;I

Account Cd: |1 520000-003 ﬂ Human Resources & Equal Opport

Account: Fund: 0032 DeptlD: 1520000 Program: Class:

Budget Prd: Proj: Affiliate: Scenario:

Budget Amount: I—DUU % of Distribution: Iw Funding End Dale” j
[ [Tros [Dept Budget Earnings AA/dd 4

This scroll is for multiple rows of funding which gges with th %
of Distribution

This scroll is for multiple effective dates of fundlng.

HRSA Navigation Training rev 09/09

Dept Budget Earnings Panel:

Current panels are modified to change funding from one or multiple combination of
account codes to another (after approval of budgetary documents) from the Payroll
Form.

Budget Level: By “Position Pool” or “Position” only. Multiple effective dates
indicate changed to original funding. If mid-pay period change, effective date should
be actual date of funding change.

Budget Level Cap: Always 0.00.

Last Action: List the Mode and Date of last entry for this effective date.

Earnings Code, % Effort, Funding End Date: Always blank.

Seq #: Always “1” even when multiple account codes. If multiple sources of funding
for the same effective date use inner scroll bar to view.

Account Cd: Values must be on “Account Code” setup table. (See Setup Tables
Related to Budget & Encumbrances.)

% of Distribution: All sources of distribution must equal 100.00 on each effective
date.
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! =101 %]
File Edit Wew Go Favorites Setup Process Inquire Report  Help
alg|ex| age s 3= g8 8lcl=] e el M
Dept Budget Date | Dept Budget Earnings  Dept Budget Deductions IDept Budget Taxes I Dept Budget Actuals |
|SelID: UEANS  Department: 1520000 Hurnaty Fesources & Equal Opp Fiscal Year: 2007 |
‘Budgel Begin Date: 06/12/2006 Budget End Date: 0G/16/2007 Offset Group: UNIY |
Budget Level ;I
|- " Department ¢ Position Pool € Joboode & Posiion € Appointment
Position Number: 00554321 Administrative Professional Sr
Effective Date:  05/15/2005 Status: m
Cumency Code:  USD
Plan Type: I ﬂ Plan: I ﬂ il
Ded Cd: | | Ded Class: | sea#: [ 1
Account Ed:|1 520000-003 ﬂ Hurnan Resources & Equal Opport
Account: Fund: 003 DeptlD: 1520000 Program: Class:
Budget Prd: Proj: Affihate: Scenano:
Budget Amuunl:l 0.00 2 of Distribution: I 100.000 Funding End Dale:l —I Tl
[ [Tros [Dept Budget Deductions  [dd 4
. =101 x|
File Edit “ew Go Faworites Setup Process Inguire Report  Help
gl &8X| ‘aaE = == 8= @<= *]v[Alf] S
Dept Budget Date | Dept Budget Earningsl Diept Budget Deductions  Dept Budget Taxes |Dept Budget Actuals |
|SelID: UEAMS  Department: 1520000 Human Rezources & Equal Opp Fiscal Year: 2007 |
|Budget Begin Date: 06/13/2006 Budget End Date: 06/16/2007 Offset Group: UMIY |
Budget Level ;I
|- Department € Position Pool " Jobcode ' Position " Appointment
Position Number: 00654321 Administrative Professional Sr
Effective Date:  05/18/2006 Status: |Active v|
Currency Code:  USD
State: I ﬂ Tax Elass:l vI SElJlI:I 1 ;I
Locality: I ﬂ
Account [Zd:l] 520000-003 ﬂ Hurman Resources & Equal Opport
Account: Fund: 003 DeptlD: 1520000 Program: Class:
Budget Prd: Proj: Affiliate: Scenario:
Budget Amount: I 0.00 = of Dislribution:l 100.000 Funding End Date:l j j
[ [TROS [Dept Budget Taxes [add 4
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Dept Budget Deductions & Dept Budget Taxes Panels:
Duplicate information from “Dept Budget Earnings” panel unless you are

setting up a work study pool or in specific pre-approved instances in which
you may charge health insurance to a different funding source.
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Department Budget Table Search

Update/Display All -- Department Budget T able | Department Budget Table SearCh Panel:

[ ]

SetlD: ETE . Department: True “HR” Department

D k k: I *

e 4 e | Fiscal Year: 4-digit year (2010)

Figcal Year: I Somch

Budget Level: [ =] __seweh_| Budget Level: Position Pool or Position

Poszition Pool 1D: I Detail L. . .
JD::;D: ;DHD |—i§ﬂ® Can not use e | Position Pool ID: Should use with Department, may search on just the

1) ode ae N . -

| first field of the pool (ex S

Job Code: [ 4 AandB Le= Quey pool (ex )

Posiion Number: | +\GIBID together may b Duey | Position Number: Will only display positions that have funding and
EmpliD- 4 use one or are not funded by a pool.

' none.

Employment Red Nbr: 4 OK or Search should be selected

Sefid |DeptlD |'Year |EBidgt Lewvel |Paol 1D |Jobcode SetlD _

OK takes you to the panel if only one option is found, if multiple
results displays list box

| 2 Search always displays list box

We do not budget by Job Code SetID, Job Code, EmplID and
Employment Rcd Nbr — if you fill in these fields you will not get any
results.

HRSA Navigation Training rev 09/09 23
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Setup Tables Related to Budget/Encumbrance (CW -DS & VS)

Go, Compensate Employees, Administer GL Interface, Setup, Organization or Fund or Project/Grant:
Organization (DeptID, Cost Center): This is an organizational unit, within a department, that will be used for tracking and reporting expenses.
DeptIDs must be identified as payroll or non-payroll -- in other words as organizational units that either have payroll expenses or not. All
departments must have at least one DeptID with payroll (because all Departments will have employees). DeptIDs with payroll will be the only
organizational units in the financial system by which payroll costs are tracked. Created and approved by Budget Management and Fiscal
Services (BMFS). “Descr” field must match Financials naming convention. “BACIS Dept” and “Payroll Expense Indicator” are blank.
“Department” is “true HR” department.
Fund: Authorized by Comptroller’s office. Only the top third of the panel is completed. Entry by HR/EO.
Project/Grant: Only created and authorized by Vice Provost for Research/KUCR. Created identical to Financials (FSKU).
PCA/PCS Codes: Only created by the Comptroller’s Office. Created identical to Financials (FSKU).

Go, Define Business Rules, Manage Human Resources (US), Setup, Department Table
Department: True “HR” Department Table. A Department is defined as “the smallest organizational unit of the University recognized by the
central administration which has: one or more positions, a budget, and sovereignty (meaning that the Department has its own mission, authority
over its own budget, and authority over its own operations).” Generally, Departments will be the lowest level to which budgets are allocated by
the University administration. Requests for new Departments must be approved by the HR/EO Director and Comptroller. HR/EQ is the steward
of this table.

Account Code Table Account Code Table Panel:

: _ _ Effective Date: If state funding generally fiscal year. Project/Grant and
Go, Define Business Rules, Define Budget/Encumbrnce, Setup, Account Code  Scenario may be effective date of funding during current fiscal year.
Table

Description/Short Desc: Naming conventions should be consistent with

Define Budget/Encumbrnce(U.5.) - Setup - Account Code Table [_ [T =]
File Edit Wiew Go Favortes Setup Process lnquie  Heport  Help COSt CenterS.
gl 88X mae e == S8 @] Eelald ] > L. .
coount Code Tabe | >l Organization (Cost Center) and Fund Code: Must use valid values
[ —— | esta_blished on setup tables i.n “Administer _GL Interface.” .
o ————— T —— Project/Grant: Must use valid values established on setup tables in
Deserption: [Framar Rereees S e “Administer GL Interface.” Projects on the Financial system.
Organization: Wﬂ Class Field- l— SCEHaI’IO TeXt fleld RECIUITGd ﬁ8|d fOf a.” I'EImbursab|e Salary fundS
Fund Code:  [003  +| Accoun ¢ [ PogamCode:[| 725 - Endowment Account
Proiect/Grant: [ #| Affiliates [ BdgtPeriod:| 8XX - KUMC Account
Scenar io: I™ Direct Charge [~ Prorate Liability Indicator “ ) -
Encumbance Account. [ Pro-Encombrance Acsount. [ And used_for PI” on Projects to post to the KEY personnel budget
All other fields are blank.
Topeka Agency: EB2 Fund: 1000 Index: 0023 PCS Code: E3 PCA Code: 01630 |j
[ [TRos [&ccount Code Tabls [Corection 4
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Directory (DP-DS)
Go, Administer Workforce, Administer Workforce (US), Use, KU Directories (See Directory Training Manual for details.)
Updates to Preferred Names, Campus Phone and Address, Home/W2, Mailing addresses, email address, etc...

Pay Rate (CW-VS; DP-DS)
Go, Administer Workforce, Administer Workforce (US), Use Pay Rate Change)
History of employee profile and job data rows.

Employee Review, Pay Increase, Longevity Bonus (University Support Staff (USS) Only) (DP-DS)
Remember your confidentiality requirements for system use.
Go, Administer Workforce, Plan Salaries, Use,

Display the review data and longevity period data.

Job/Position Summary (CW-VS; DP-DS)

Go, Administer Workforce, Administer Workforce (US), Inquire, Job/Position Summary

This panel combines all job (by employee record #), position and funding information for an individual on one panel. It includes history from
multiple panels so be sure the effective dates of each section (notice the scroll bars) are in sync for the date of interest to you. In the "funding”
section, click on the radio button for the type of funding you want to see (generally earns). If you are viewing a person with lots of funding
history, the panel may take several seconds to load. If you want to view this data for persons campus-wide, use your campus-wide sign-on.

Leave Accruals (DP-DS)

Go, Compensate Employees, Administer Base Benefits, Use, Leave Accruals

You must use the scroll bar to search for the various leave balances. Military Leave is for tracking maximum usage if approved.
This panel is not easy to use, see the report section that might work better.

Names

Go, Administer Workforce, Administer Workforce (US), Use, Names (DP-DS)

Go, Maintain People Data, Use A-K, BioDemo Data, BioDemo Data (CW-VS & DS)
This panel provides information about former and preferred names.

Prior Work Experience (CW-VS; DP-DS)

Go, Administer Workforce, Administer Workforce (US), Use, Prior Work Experience
Displays prior work experience information at other Regents institutions or State agencies
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KU:

Paycheck Data * Remember your confidentiality requirements for system use.* (CW-VS & DS)

Go, Compensate Employees, Maintain Payroll Data (US), Inquire, KU Paycheck Data

You may review this information after the first calc which is generally available Tuesday morning following the close of the payroll period.
Several calcs are run so if you see inaccurate data, please contact the Payroll Office as soon as possible. If you click on the "Addl Data™ button it
will allow you to see the Department, Job Code and Position that is connected with the earnings you have selected.

If you are viewing an employee with multiple positions, use your middle scroll bar to view other amounts and by clicking on the "Addl Data"
button you can see the Department, Job Code and Position that corresponds with the amount of each row on the scroll bar.

Please note if Advice or Check is printed on the top left hand corner. This will indicate whether their check is a paper “check” or whether it was
an “advice” which means it will be deposited by electronic funds transfer (EFT).

Paycheck/Advice Mailing (DP-DS)

Go, Compensate Employees, Maintain Payroll Data (US), Use, Payroll Data,

This panel will display in the bottom portion where the check or advice was or is to be sent. If an employee has multiple active employee records
you will need to select the lowest one in which the employee was paid on for the particular check you are searching to see where it was sent. Itis
encouraged for all employees to have electronic funds transfers (EFT). For employees with multiple active records that do not have EFT they
may fill out a personal data change form to have all their check mailing addresses list the same department.

Position Data Summary (CW-VS; DP-DS)
Go, Develop Workforce, Manage Positions, Inquire, Position Data Summary
This displays historical changes made to a position.

Position History (CW-VS; DP-DS)

Go, Develop Workforce, Manage Positions, Inquire, Position History

This displays current incumbent and past incumbents, entry and exit dates and exit reason if applicable, compensation rate, frequency, salary plan
and grade/step if applicable. (Please note this panel does not always accurate.)

Position, Vacant Budgeted (on line display) (CW-VS; DP-DS)

Go, Develop Workforce, Manage Positions, Inquire Vacant Budgeted Positions
This has no relationship to the Budget System.

Displays information about vacant positions. Several sort options are available.

Visa/Permit Data (DP-DS)
Go, Administer Workforce, Administer Workforce (US), Use, Identification Data, Visa/Permit Data
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Honors and Awards (CW-VS & DS)

Go, Administer Workforce, Administer Workforce (US), Use, Honors and Awards KU

GRA (Graduate Research Assistant Intent Dates) (CW-VS & DS)

Go, Administer Workforce, Administer Workforce (US), Use, GRA Intent Dates (All Emplids)

Displays data entered by hierarchy for Graduate Research Assistant’s Intent to Appointment Forms.

SHaRP Emplid (State ID) (CW-VS & DS)

Go, Maintain People Data, Use A-K, External System ID, you will need to use the right scroll bar until you find the one labeled SHaRP Emplid.
Training Attendance (CW-VS & DS)

Go, Develop Workforce, Administer Training (US), Inquire, Student Training Summary

Displays information about faculty/staff attendance at KU professional development activities.

Legacy HRMS Data (CW-VS & DS)

Go, Legacy HRMS Data

Displays appointment and education data from our prior HR/Payroll System (mainframe). Separate search function.
Emergency Contact (DP-DS)

Go, Administer Workforce, Administer Workforce (US), Use, Emergency Contact (Entry Panel)

Departments may fill out emergency contact data for their employees.

Web Sites

Human Resources & Equal Opportunity: www.hreo.ku.edu

Links to Employee Handbooks & Affiliate & Volunteer information. Benefits & Pay, Learning and Development, Health & Safety and Wellness
information. Human Resource & Equal Opportunity and HRSA/DEMIS Training Materials, Position and Job Title Information, Recruitment &
Search (PeopleAdmin) information & links to vacancies. Leaves and Holiday information.

Pay worksheets and charts: Academic Year charts, USS Longevity, GTA minimum etc.

Payroll Office (Part of the Comptroller’s Office): www.payroll.ku.edu
Payroll Processing Newsletter, Payroll Forms and Examples, Employee and Departmental forms, Pay Calendar and other related information.

Comptroller: www.comptroller.ku.edu
For a listing of account values (types of expenditures/object codes), Central Accounting & Purchasing Services, KU Accounting System Codes
Financial Systems Administration

Budget Management and Fiscal Services: www.budget.ku.edu, Appropriations and budgetary structure, forms etc.

Policy Web site: www.policy.ku.edu Listing of KU Policies — Additions weekly

DEMIS Portal Site: https://demisweb.ku.edu/Portal
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http://www.hr.ku.edu/
http://www.hr.ku.edu/policies_procedures/category_details/16
http://www.hr.ku.edu/policies_procedures/category_details/13
http://www.hr.ku.edu/benefits_pay
http://www.hr.ku.edu/training
http://www.hr.ku.edu/policies_procedures/category_details/17
http://www.hr.ku.edu/benefits_pay/benefits_info/health_promotional_programs
http://www.hr.ku.edu/policies_procedures/hr_pay_access/hr_pay_training
http://www.hr.ku.edu/policies_procedures/category_details/23
http://www.hr.ku.edu/policies_procedures/category_details/29
http://www.hr.ku.edu/policies_procedures/category_details/29
http://www.hr.ku.edu/policies_procedures/recruitment/peopleadmin_info
http://www.hr.ku.edu/policies_procedures/category_details/7
http://www.hr.ku.edu/benefits_pay/pay_info/pay_charts_index
http://www.payroll.ku.edu/
http://www.payroll.ku.edu/newsletters.aspx
http://www.payroll.ku.edu/employer_forms/payroll_form_examples.aspx
http://www.payroll.ku.edu/for_employees/
http://www.payroll.ku.edu/employer_payroll_info/
http://www.payroll.ku.edu/calendar/
http://www.comptroller.ku.edu/
http://www.comptroller.ku.edu/central_accounting_services/documents/accounting_systems_code/Expenditure_Account_Codes.pdf
http://www.comptroller.ku.edu/financial_systems_administration/
http://www.budget.ku.edu/
http://www.policy.ku.edu/
https://demisweb.ku.edu/Portal
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Fields and Notes Quick Summary
ID: Known as the Employee ID, HRSA ID
Empl Rcd#: If this is in the 9XX series this is an Affiliate job all others are or were paid employee records

Affiliates of the University of Kansas, Lawrence are (1) employees of the recognized University-affiliated corporations/organizations (KUAA, KUAC,
KUEA, Kansas and Burge Unions, Hilltop, and ROTC); (2) individuals who are associated with and providing specific services to the University voluntarily
and without compensation for these services; or (3) retired and emeritus members of the University of Kansas, Lawrence, faculty and staff and of the affiliate
corporations/organizations. See the Human Resources/Equal Opportunity web site for more details at

www.hreo.ku.edu/policies_procedures/category details/13.

FLSA: Fair Labor Standards Act - Federal determination made by HR/EO based on the position duties and individual qualifications. Determines whether
paid hourly or salaried or for affiliates not applicable.

Class: Known as Employee Classification: University Support Staff (USS), Unclassified Professional Staff, Faculty, Academic Staff, Adjuncts, Courtesy
etc..

Frequency: Hourly or Biweekly (if paid salaried)

Standard Hours: Hours employee works in a week. 40 is full time and equals 1.00 FTE (full time equivalency)

Position Pool ID: Identifier for positions not funded on an individual position basis — all temporaries and some lecturers and instructors

Pay Group: Field is pay critical and must be in synchronization with employee type and FLSA override. (See chart below.)

Pay Group Override FLSA Status Employee Type Prorated Days Payroll Period
AFL - Affiliates (non paid) X =No FLSA Hourly N/A

CUN — University Support/Unclassified Professional N = Non Exempt Hourly or Exception Hourly 10

CUX —uUniv. suprt /Unclas. Professional, Fiscal Yr Faculty ~ E,A,P= Exempt Salaried 10

LFC — Academic Year Faculty P (E) = Exempt Salaried 14

STN - Student N = Non Exempt Hourly or Exception Hourly 10

STX - Student P (E) = Exempt Salaried 14

SRX - Student P (E) = Exempt Salaried 10

Fiscal Year is generally 26 payroll periods (the dates change each year) 2080 fulltime hours in a calendar year (52 weeks X 40). CY 2004 had 27 payroll
periods, FY2006 has 27 payroll periods, based on pay date.

Academic Year is 272 days, 136 days for the fall semester 8/18 — 12/31 and 136 days for the spring semester 1/1-5/16 *leap year 5/15
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HRSA Initial Contact List

HUMAN RESOURCES and EQUAL OPPORTUNITY , Room 103 Carruth-O’Leary Hall

Ola Faucher, Director
Pam Burkhead, System Administrator HR/Pay
Barb Walker, Leave and Worker’s Compensation
Main Office, USS Longevity, Evaluations and State Service Dates

Employment

Unclassified Professional Staff and University Support Staff Search Request & Inquiry,

4-7411
4-7482
4-7416
4-4946
4-3686

4-4946 hrdept@ku.edu
ofaucher@ku.edu
pburkhead@ku.edu
bwalker@ku.edu
hrdept@ku.edu
employ@ku.edu

Fair Labor Standards Act, Position Descriptions, Position Data, Student Employment approvals (if required)

Staff Benefits
Rhonda Mosby, Benefits Manager
Judy Tomei
Shelley Langston
Lisa Adams
Mary Karten, VTSA and GTA/GRA Student Insurance

PAYROLL PROCESSING CENTER, Room 147 Carruth-O’Leary Hall
Karen Banning, Assistant Comptroller and Director of Payroll
Payroll Services Section
Dawna Groninger, Supervisor
Shelly Lawhorn, Questions specific to Non-Resident Aliens (NRA)
Laurie Funk
Richard Davis (back up NRA)
Linda Mann
Adjustments Section
Penny Kellum, Supervisor
Rhonda Monthey
Funding and Reporting Section
Wayne Spellman

INFORMATION TECHNOLOGY/INFORMATION SERVICES
Printing Problems, System Availability, Response Time

Forgot your password?

HRSA Navigation Training rev 09/09

4-7421
4-7425
4-7420
4-7422
4-7346

4-4385
4-4386
4-5966
4-5998
4-4387
4-5994
4-5993

4-5995
4-5992

4-5991

4-8080
4-0439

rmosby@ku.edu
jtomei@ku.edu
slangston@ku.edu
lisaadams@ku.edu
mkarten@ku.edu

payroll@.ku.edu
kbanning@ku.edu

codlg@ku.edu
slawhorn@ku.edu
lIfunk@ku.edu
rmdavis@ku.edu
Ikaymann@ku.edu

pkellum@ku.edu
rmonthey@Kku.edu

wspellman@ku.edu

itcsc@ku.edu
acctappl@ku.edu
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HRSA Processing — How all this Connects and Creates a Paycheck

Recruitment and Budgeting (STEP 1)

Position and funding are identified and approved through the appropriate
budgetary channels. Funding is allocated or established by one of the
following: University Working Budget, Sponsored Project Budget Summary
(SPBS), Budget Transfer Form (BTF).

Recruitment for Unclassified Professional Staff (UPS), University Support
Staff (USS) and Student Hourlies are done via PeopleAdmin, Faculty
Recruitment Forms, can be found on the HR/EO web site www.hreo.ku.edu.
UPS & USS signed returned offer letters are used as the Payroll Form to
appoint, if funding needs to be changed — submit Payroll Form.

It is critical that certain fields are on the position description as they are used
to update HRSA data.

Graduate Research Assistants must have an approved GRA Intent to Appoint
Request Form prior to beginning to work. (www.ku.edu/~provost)

Graduate Teaching Assistants must have an approved GTA Appointment
Form prior to beginning to work (www.ku.edu/~provost). This form is used as
the original Payroll Form to appoint. Any modifications to the appointment
will need a new GTA Appt Form and a Payroll Form.

Budget/Encumbrances i.e. Funding (STEP 2)

Funding is established for each position either by the Position number or a
Pool ID number. Funding must be active and have enough money and be
within dates allowed to cover the period you are appointing. Dept Budget
Earnings, Deductions and Taxes store the Account Codes
(Organization/DeptID-Fund & Project-Scenario-if applicable) which is the
link to posting the charges to the Financial Systems FSKU-
(UKANS/KURES and NIBS -budget). If modifications are made to initial
funding you will need to process a Payroll Form. At all times there should
be funding to cover the appointment period and in compliance with any
guidelines from the funding source. Attaches to Position Data by the Position
or Pool ID.

Manage Position (STEP 3)

Each employee must be assigned a Position Number (unclassified/university
support staff are identified in Step 1). Only one person may be assigned to
the same position number unless there is an overlap (employee replacement)
and all the values are the same Following are some of the fields on these
panels:

Position Number, Department # (“HR Dept”), Location*, Job Code*,
Working Title and Description*, Pay Group, Holiday Schedule (see manual
guidelines), Standard Hours*, FLSA Status Regular/Temporary*, Pool ID,
(if applicable).

* Generally found on the initial hire in Step 1 — some fields may be modified
while incumbent is in position by submission of a Payroll Form.

Connects to the Employee by the Position# and connects to the Funding by
either the Position or Pool ID #.

Administer Workforce — Personal/Job Data (STEP 4)
Information that is employee specific. Connects to Position by the Position #

Job Data — Action/Reason codes determine how it is processed in the
database — so comments are needed on the Payroll Form to determine the
appropriate codes. Following are some of the fields on these panels: Personal
Data - (Employee ID, Demographic Information) Job Data (Position
Number, Compensation Rate/Frequency, Employment/Action Dates.)

Payroll Form are not needed for hiring unclassified or university support
staff selected from PeopleAdmin, the employee can not be added to HRSA
without supporting documents. Forms may be needed for funding.

Time & Leave (STEP 5)

Hours entered for non-exempts worked and leave taken, exempts leave
taken. Dept. issues timesheets to all employees and keeps internal records.
Time is entered on-line which creates the paycheck by connecting to the
Position Number which finds the Job Data and the Funding (Budget &
Encumbrance). Connects by the Position # and Employee ID.
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How the hours that are entered create the paycheck and are charged to the Financial Systems.

Job
(Comp Rate)

Hours/Leave
Time & Leave Entered

Gross Amount Benefits

»
»

v

Funding
Distribution

Paycheck $$ are

created/calculated > \ Leave Accruals

Load Data to Post to
Financials (UKANS,
KURES & NIBS)

Pay File to
Topeka for Approval

Gross and Fringe
Is available
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