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Navigations Quick Sheet (Most Commonly Asked Questions)

I can’t see any data on employees whose positions are not in my department and I need to in order to do my job?

Check to see if you have signed on with your campus view sign-on.  Timekeepers, Hubs 2 and 3 are given 2 sign-ons after successful completion of training.  You may have both sign-on ups at the same time.

How do I find a vacant position?

Go

Develop Workforce

Manage Positions

Inquire

Vacant Budgeted Positions
How do I know when one of the positions was last used to prevent overlap and determine if I need to modify?

Inquire

Position History

How do I get to the position panels from here?

Use

Position Data

How can I tell if my position has a pool connected to it?

This field is located on the Position Data, Position Location panel under Position Pool ID

How do I find all the positions that are funded from a pool?


Use


Position Data


Position Location
Enter the Department Number and Position Pool ID only on the search panel.

How do I check the funding on a position or pool?
Go 

Define Business Rules

Define Budget/Encumbrnce (U.S.)

Setup

Department Budget Table

Department Budget Earnings etc….


How do I verify if my new employee exists in the system already (student or past/current employee)?
Use the search match (flashlight) on the far right of the toolbar on any panel and enter the last name (without suffix) and maybe the birth date to see if you have any matches. Click on Sparky to go!

How do I find an employee’s rate?

Go 

Administer Workforce

Administer Workforce (U.S)

Use

Job Data

Compensation Panel
How do I find leave accruals?

Go

Compensate Employees

Administer Base Benefits

Use

Leave Accruals 

How do I check to be sure someone was paid before the payroll gross and fringe reports are available and payroll is final?

Generally on Tuesday mornings following the close of the payroll period you can verify by:

Go

Compensate Employees

Maintain Payroll Data U.S.

Inquire

Paycheck Data

Paycheck Earnings

How do I know if this was paid on regular payroll or the off cycle?

There is a box labeled “Off Cycle” in the top right corner – this box is clicked when it was paid on the off cycle.

So how do I know if they were paid by an EFT or by paper check?

If it is an off cycle – current policy will have the check sent to Payroll and the department needs to pick it up.
In the top left you will see either ADVICE or CHECK

If advice this indicates it was sent as an electronic funds transfer if check it’s a paper check

How do I know where the pay stub was sent if it’s EFT or where the paper check was sent?

Use

Payroll Data

Payroll Data 1
Check the middle section under Postal Service Option – there will only be one address for each employee record (see top right) and this is where it was sent for all classified and unclassified.

What about students?

The student’s check or pay stubs are sent to the address listed for the lowest employee record they were paid from for the period in which you are checking (see top right).  

What if the student always wants the check to go to my department regardless of who pays him/her?

Ask the student fill out a data sheet and note they want all payments to always go to Department X regardless of the employee record number.
Is there any way I can see job, position and funding all on one screen?
Yes, by viewing the job/position summary panel

Go

Administer Workforce

Administer Workforce (U.S.)

Inquire

Job/Position Summary
Are there reports that I can print for some of the information above?

Yes, Please see the Reports Training Materials
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