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Description

Graduate Assistantships can be appointed and entered into PeopleSoft by departmental personnel.
Departments will complete the job assignment on-line and forward the following documents to Human
Resources:

o Verified I-9 with copies of supporting documents

e Copy of the student’s Social Security Card with their name as it appears in the system.

e Drug Free Form

The following documents will be forwarded to the Graduate School:
o  Certification of English Proficiency
e Appointment Letter

For Graduate students that are foreign nationals, separate copies of the following information must also be
submitted to the Payroll Office: (Foreign Nationals can only work 20 hours when school is in session.
These students are not eligible for the additional five hour work period.)

Foreign National Information Form

Passport

VISA

1-20 (for F1 VISA holders) or DS2019 (for J1 VISA holders)
Social Security Card

If the Graduate Student has worked for you in the past, you would rehire this student by going to Use =>
Job Data. If they have not worked for you in the past enter the student’s information through Add
Concurrent Job.

The information that needs to be entered or verified for graduate assistants includes:

Personal Data

Job Data

Contract Pay Data
I-9 Verification Data
Salary Distribution

Graduate assistantships are controlled by positions. Each department will have a position established for
their graduate assistants and their graduate research assistants. In some departments, federally sponsored
graduate assistant positions will be established. Departments that budget for graduate research assistant
positions in their departments will have a position established for these students as well.
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Search/Match

Always perform a Search/Match before entering Job Data for a student to be sure that this individual’s
Social Security Number exists in the database. If the social security number is not there, you will need to
add it prior to entering the Job Data since Job Data cannot be saved without a social security number.

Navigation: Home, Search Match, Search Match, Use, Search Match

Home = Search Match = Search Match = Use = Search Match Mewy Windowy

J.fSearchIh.ﬂatch \{ Searchiatch Result ‘.

Search Criteria
Field Hame SearchMatch Data
Address Line 1 |

Diate of Birth | [exn]

City [

Country |

First Marne |

Last Kame |

National D [

Postal Code |

Gendear | ﬂ

State |
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Selective Search By Order Humber

Description
'1U| Narme Addr, City, Bday, Gender, 35K

|

SEM Only

B

Mew User Registration #1

Mew User Registration #2

B

Mew Liser Registration #3

H

Mew User Registration #4

B

Mame, Bday, Gender

B

= |

Mame, Gender

H

Mame COnly

Searchitdatch | Searchivatch Result

Click on National ID - type in the social security number.

Hit your tab key to move out of the field.

Scroll up to the top of the page and click on Search OR

Scroll down to the bottom of the page and click on 20 SSN Only.
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Your Search/Match Results page will appear as follows:

Home = Search Maich = Search Match = Use = Search Match e Window

f SearchiMatch y SearchiMatch Result \_

SearchMatch Level Executed: 50

Carry ID Reset Marne Only

D Mame Type Eff Date First N\ame LastMame Mational ID Birthdate Sex Campus ID
1 CarwlDlDeta\I 100006825 Primary 01/0118901 Betsy Barhera 035341544 04/30/1960 Femnale Eelations

If the person does not appear on the Results page, the social security number is not in the PeopleSoft
SAHR database so you will need to add the social security number to the student’s data.

If the person does appear on the Results page, the social security number is in the PeopleSoft SAHR
database so you can go directly to Administer Workforce, Use, Add Concurrent Job.

To enter the social security number, click on Detail and the Bio/Demo Data will appear.

Biof Derno Data \{ Addresses ‘|

Cuck Duck ID: 100000131
Personal Data ;
*Effective Date:  |07/15/2003 ] =]
Format Using: IUSA QJ United States Mames
Hame: |Duck,Duck Goose
Prefix: | 'I
First Name: |Duck Middle: |Gunse
Last Name: |Duck Suffix: I Q)
*Marital Status: I Single =
First (4 1 of 1 [ Last
Primary El
CuuntrleSA Q' o Type PR Q) ssn National ID [2653252¢2 =
*Gender: | male = Date of Birth:  [02128/1962 [ Birth Information
Military Status: |NDT Indic. 'I Campus ID: I " Disabled
YisalPermit Diata Citizenship Fhane Email Address

ﬁ Sawe

Enter the social security number and then click on
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Hiring a New Employee

Getting to Job Data

Graduate Student New to your Department

Navigation: Administer Workforce, Administer Workforce (GBL), Use, Add
Concurrent Job

Home = Administer Workforce = Administer Workforce (GBLY = Use = Add Concurrent Joh Tt VAT d o

Add Concurrent Job

Add a New Value

EmpliD: || Q)
Empl Rcd Nbr:ID
Add

If you know the URI ID #, you can enter it here in EmplID otherwise, click on the lookup button Q for
EmplID.

Empl Rcd Nbr will automatically be updated by the system to the appropriate
number for this student’s job. The Empl Rcd Nbr is the way to keep track of each
distinct job that an employee has when they are in multiple jobs at one time.

Lookup EmplID
1D I
Marme: |

Last Mame: [MARS

Campus ID:|

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results
1-19 of 19

1D Name Last Hame Campus ID

0007078 MarsDiana & MARS {blanky

100004412 Marsden Brent D MARSDER {blank

100007874 Marsella Katie L MARSELLA {blank

100008146 Marsella Micholas & MARSELLA blark | |
100004874 Marsh.Johanna MARSH

100008300 Marsh,Elizabeth R MARSH
100008450 Marsh Lindsey bl MARSH
100005402 Marshall Allison C MARSHALL
100005411 Marshall,Stephanie O MARSHALL
100007459 Marshall, Chase MARSHALL
100007587 MarshallJohi b MARSHALL

=N (T 1=y = (==
o v | | |2 |@
S S =565
= === ==

=
o
=
=
4
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Enter the last name or a portion of the last name in either the Last Name or Name field and click

on . Then choose the individual from the list and click on . The more information
entered in the search dialog box the narrower your search with fewer results returned to choose from.

Go to the Job Data instructions next.

Current or Former Student in Your Department

Navigation: Administer Workforce, Administer Workforce (GBL), Use, Job Data

Job Data

Find an Existing Value

ErmpllD: ||—
Ermpl Red Nbr: [
|
|
|
|

Mame:

Last Mame:

Alternate Character Mame:

Personnel Status:

[T Case Sensitive
[T Include History T Correct Histary

| Search | | Clear | Basic Search

If you know the URI ID #, you can enter it here in EmplID or enter the last name or a portion of the last

Search
name in either the Last Name or Name field and click on

results by clicking anywhere on that line.

. Choose the student from the search

Go to Updating Your Employees instructions next.

Personal Data

This information will already be in the system from the student’s academic record. You may wish to review
personal data to verify that it is the correct current information. The instructions indicate what needs to be
maintained for employment purposes.
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Name

Home = Administer YWorkforce = Administer YWorkforce (GBLY = Use = Hire e i do
Marre % Address  Personal Profile  Eligibilinfidentity
D MEW Emplayee
Personal Data Wiew All First (0 1011 [P Last
*Effective Date:  [04/07/2003 ] +=1
FormatUsing:  |USA| Q] United States
Name: |JUnes,James K
Prefix: mMr hd
FirstName: ~ [James Micdle: Ik
Last Name: IJones Suffix: I e
*Marital Status: [singte =l As of Hire
¥ E= sy
| Personal Data Jnb Data Ernployment Data Earnings Distribution Benefits Program Padicipation I
& save Next tab [add
Marne | Address | Personal Profile | Eligibilityild e ntity

Enter the following information:

Effective Date: The date the employee’s job record begins.

Prefix

First Name

Middle Name> Enter the employee’s name as it appears on the social security card.
Last Name

Marital Status is optional.

Use the data entry standards for names.

The State of Rhode Island is becoming more stringent in reviewing W-2 information
for correct social security numbers and names. Using a name on our system that is
different than the employee's social security name may have consequences for W-2
processing at year-end.

Click on the Address tab.
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Address

Home = Administer Workforce = Administer Workforce (GHLY = Use = Hire Mews Wi dows
[ Hamg " address " Personal Profile Eligibilinfidentity
Personal Data First [0 1.1 [¥] Last
Effective Date: 04i072003
Country: [058] R united states
Address 1: I23 Wayvard O]
Address 2: I
Address 3: I
City: [wrakefiled
Counity: | Postal: 0274
State: |R| A rhode Island
Mailing Address
Email Phone
| Personal Data Job Data Emploviment Data Earnings Distribution Benefits Program Participation
& szve) (B Pravieus tab Next tab B add
Mame | Address | Personal Profile | Eligibilitalde ntity

Enter the address or addresses using the data entry standards for addresses. Home addresses cannot contain
a P.O. Box #. An actual street address is required.

Click on the Personal Profile tab.

Personal Profile

Home = Administer YWorkforce = Administer YWorkforce (GBLY = Use = Hire e i do
[ Gbame  Address " Personal Profile "\ Eligibilityfidentity
;. NEW
*Gender: IMaIe - ™ Full-Time Student
Alternate Employee ID: | " waive Data Protection
*Highest Education Level: | A-Mot Indicated =l
Referral Source: Junknaam [l
Employee Referral ID: I
Specific Referral Source: I
¥ Eysa
I Fersonal Data Joh Data Employment Data Earnings Distribution Benefits Program Participation
& szve) (B Pravieus tab Next tab B add
Mame | Address | Personal Profile | Eligibilityildsntity

Enter Gender. Gender is required; you will not be able to save the employee’s data if gender is not entered.
All other fields are optional.

Click on the Eligibility /Identity tab.
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Eligibility/Identity

Mame ' Address | Fersonal Erofile " Eligibilityldentity \L

D: MEW

Birthdate: | | Birth Country: [Tal
Months O I Q

Age: Years

Date of Death: I @ Birth Location: |
Language Code: I j’

¥ National ID A First (4] 1 .of 1 [P] Last
Country  *Mational ID Type Description Mational ID Primary ID

IEEYER Q| sacial Security Nurnber F [=]

r Eusa

| Personal Data Job Data Employment Data Earnings Distribution Benefits Prograrm Paricipation |

[EeAdd

E!] Sa\.re) Previous tab:l

Mame | Address | Fersonal Profile | Eligibilityldentity

Enter Birth date and then tab to National ID and enter the Social Security Number.
The remaining fields are optional.

Now click on the }Ei

> B ysa
Ethnic Group: [white i URII9 Data |
Military Status: | Mot indicated =l

¥ Eligible to Work in LLS.

Ethnic Group is optional for graduate assistants.
Military Status is optional for graduate assistants.

The 1-9 information can be entered now by clicking on JRIlE Data I . (See 1-9

instructions section)

Then click on Job Data.
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Job Data

Work Location:

Work Location Job Infarmation Jaob Labor Eayroll Salary Plan Compensation
Duck Guackers the Employee ID: 100000127 Empl Rcd#: 1
‘Work Location Wi All First [4] 10 1 [B] Last
Employee Status:  Active Action Date: 05/08/2003 =]
*Effective Date: 01/03/2002 ] Effective Sequence: |U_ *Job Indicator: | SecondaryJob =]
Action /Reason; | Hire =l I_ﬂ
Current
Position Number: |1 Q) Acad Yr Grad Res Assnt Position Entry Date: |D1 I03/2002
[ Position Data Override [T Position Management Record [ Encumbrance Override
*Regulatory Region: W United States
*Compams W University of Rhode Island
*Business Unit: IM University of Rhaode Island
*Department: IW Budget Office Department Entry Date: lm
Location: IKCQE Adams Hse
Supervisor ID: I ﬂ
Reports To: I
1D:
Establishment ID: | Q|
I Job Data Employrment Data Earnings Distribution Benefits Prograrm Participation I

Work Location is the first page in the panel group that contains all the information relative to a graduate
assistant’s job. This panel is the ‘key’ panel for the panel group. This is the location where the effective
date is entered that controls the effective date for all panels in this group.

1. Effective Date: Enter the appropriate date. This is the date that the job information is effective
or the first date that this appointment is active.
2. Then tab to or click into Position Number.

When position number is entered, all of the data elements for this job record will be populated with
the information from the position.

Effective Sequence: This defaults as ‘0" and will almost always be ‘0’. The only time it would have a
different value would be if you had two different actions for this job occurring on the same day. The first
row of data would have a sequence of ‘0’ and the second row of data would have a sequence of ‘1’ with
both rows having the same effective date.

Job Indicator: This will default with the appropriate value. You can ignore this field as it is used in
benefits processing which we do not have for this payroll.

Action/Reason: This will default to Hire. Do not enter a Reason Code.
3. Position Number: Enter the appropriate position number in your department.
4. All other values on this page will default from the Position Number or are system
maintained.

Supervisor I1D: Enter the EmplID for the supervisor for this graduate assistant.

Click on the Job Information tab.
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Job Information

Work Location Job Information Joh Labor Payroll Salary Plan Compensation
Duck Quackers the Employes Ip: 100000127 Empl Rod#: 1
Joh Information First (4 10t 1 [ Last
Effective Date: 0140312002 Effective Sequence: a Job Indicator:  Secondary Job
Action { Reason: Hire
Current
*Joh Code: IGT5253 Acad Yt Graduate Research Asst  Entry Date: |D1ID312EIEI2
*RegularTemporans ITempDraw :I' *Full/Part: IFuII-Time :I"
Empl Class: I :I' *Officer Code: I Maone :I'
‘Regular Shift i - Shift Rate: | !
Standard Hours: |2D.DD FTE: I1 oo
Work Period: IW Al wieekly Combined Std Hours / FTE: 55.00 ; Z.00
“Classified Indc: IGrad Asst :I"
Contract Humber: I ﬂ Contract Type:
Mext Contract Murmber |
» = ysa
I Job Data Emploviment Data Earnings Distribution Benefitz Program Padicipation

All of the data on this page will default from the position.
Job code: The following job codes are valid for the graduate assistant payroll:
e (T5252 Acad Yr Graduate Assnt
e (GT5253 Acad Yr Graduate Research Asst
e  (S5252 Summer Graduate Assistant
e  (S5253 Summer Graduate Research Asst
Graduate Teaching Fellows have a slightly different setup than GA’s and GRA’s. Contact the
Graduate School if you have questions on entering Grad Teaching Fellow jobs.
e |1A5254 Acad Yr Teaching Fellow
e 1S5254 Summer Teaching Fellow

Standard hours/week: This will default as 20 hrs/wk for academic year graduate assistants and 40 hrs/wk
for summer graduate assistants. Change to the correct hrs/wk for this student.

FTE is calculated by the system but may need to be changed for graduate assistants hired for one semester
only. See the table below for fte calculations:

Job Code
Type of Appointment | Teaching |[Research |Fellows |[Std.Hrs.| FTE

Summer Grad 40 hrs GS5252 GS5253 1S5254 40 1.00
Summer Grad 20 hrs GS5252 GS5253 I1IS5254 20 0.50
Summer Grad 10 hrs GS5252 GS5253 1S5254 10 0.25

Academic Year Grad:
Full year 20 hrs GT5252 GT5253 IA5254 20 1.00
Fall Semester 20 Hrs GT5252 GT5253 IA5254 20 0.50
Spring semester 20 hrs GT5252 GT5253 IA5254 20 0.50
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Full year 10 hrs GT5252 GT5253 1A5254 10 0.50
Fall Semester 10 hrs GT5252 GT5253 1A5254 10 0.25

Spring Semester 10 hrs GT5252 GT5253 IA5254 10 0.25
If you are hiring a graduate assistant for one semester only, whether for 10 hrs/wk or 20 hrs/wk, you will
need to manually adjust the FTE. To do this click back on the Work Location tab.

Work Lacation Joh Infarmation Job Labar Payrall Salary Plan Compensation
Duck, Quackers the Employee |D; 100000127 Empl Rod#: 1
Work Location K First [0 10f 1 ] Last
Emplovee Status:  Active Action Date: 05/06/2003 +1=]
*Effective Date: I'J”'B#QUU2 EJ Effective Sequence: IU_ * Job Indicator: ISecnndar\f Job :I'
Action Reason: | Hire = l_ﬂ
Current
Position Number: |1 i [Q Acad ¥r Grad Res Assnt Position Entry Date: |D1 103i2002
" Position Data Override [T Position Management Record " Encumbrance Override
*Regulatory Region: |54 United States

Then click on the Position Data Override box. This will open up the FTE box so that you can change the
FTE. Then return to the Job Information page and adjust the FTE to the correct amount.

Work Location Job Information Job Labor Eayraoll Salary Plan Compensation
Duck Quackers the Employee p: 100000127 EmplRed#: 1
Joh Information ! First (4 1.0t 1 [¥] Last
Effective Date: 017032002 Effective Sequence: 0 Job Indicator;  Secondary Job
Action / Reason: Hire
Current
tJob Code: IGT5253 Q@ Acad YrGraduate Research Asst Entry Date: IDHUBIQDDE ExJ|

*Regular/Temporary: [Temporary 7] *FulliPart; [FulrTime =]
I :I' *Officer Code: INDnE :I'

Empl Class:

*Regular Shift: i, v Shift Rate: | f

Standard Hours: IQD-DU FTE: |D.SD |_ Adds to FTE Actual Count?
Work Period: IW QA wweekly Combined Std Hours / FTE: 55.00 p 200

*Classified Indc: IGrad Asst :I'
Contract Humber: I ﬂ Contract Type:

Mext Cantract Mumber |
» = yga
I Jab Data Ermmplayiment Data Eathings Distributian Benefits Prodratm Paricipation

The Position Data Override box will open up only the following fields for data changes:
Regular/Temporary, Full/Part Time and FTE.

The FTE entered here is the FTE that is counted against the number of FTE’s that you are allowed for this
position.

Then click on the Payroll tab.
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Payroll

Work Location Job Informatian Job Labor v Payroll ‘.I Salary Plan Compensgation
Dk Quackers the Employes Ip: 100000127 Empl Rod#: 1
A First (40 1o 14 [F] Last
Effective Date: 01/03/2002 Effective Sequence: 0 Job Indicator:  Secondary Job
Action / Reason: Hire
Current
*Payroll System: |Payru|l for Morth America j
Pay Group: [For Q) Graduate Assistants Holiday Schedule:  [NONE | Q| Mo Haliday
Employee Type: Is_g Haurly *Tipped: Mot Tipped 'I
Tax Location Code: IRI al R FICA Status: Exermpt 'I
GL Pay Type: ||
Account Code: | =Y
| Jab Data Ermplaytnent Data Earnings Distribution Benefits Pragram Paticipation

Enter the paygroup: PGR
You will get the following message:

bl Microzoft Internet Explorer |
I W arning - Emplovee Type H iz not walid for Papgroup PGR. [1000.464)

The Payaroup Definition Table contains the allowed Emploves types for this papgraup.

Click on OK and then:

1. Enter the Employee Type: S

2. FICA Status: Defaults to Subject; Change to Exempt during the academic year.
All other fields on this page default to the correct values.

Then click on Salary Plan tab.
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Salary Plan

Wark Lacation Y Jaoh Infarmation \{ Jab Labar Y Pavyrall Y Salary Plan _ Campensation |
Duck,Quackers the Employee p: 100000127 Empl R 1
Y First [0 108 4 [F] Last
Effective Date: 01032002 Effective Sequence: 0 Job Indicator:  Secondary Job
Action / Reason: Hire
Zurrent
Salary Administration IGRD A Grade: |1 Q Grade Entry Date |D1maxznuz e
Plan:
Step: IE_ﬂ Step Entry Date ID“U3IQUD2 (e
Rewview Rating: I_ ﬂ Review Date: I @
Rating Scale: I Ql Rating Model: Matrix:
| Job Data Emplayrment Dats Earnings Distribution Benefits Pragram Patticipation |

The system defaults to the Grade and Step specified on the job code. There is only one grade for graduate
assistants. Change the step if necessary to the correct step for this student.

The Salary Plan for graduate assistants has 3 steps corresponding to stipend Levels A, B & C.
Then click on the Compensation tab.

Compensation

Wiork Location | Jok Information . Job Labor " Bawroll ) SalangFlan " Compensation \L

Dwck,Quackers the Employee |p: 100000127 Empl Red#: 1
Compensation v
Effective Date: 0170372002 Effective Sequence: 0 Job Indicator; ~ Secondary Job
Action j Reason: Hire
Zurrent
Compensation Rate: 1 D,EQE.DDDDDD@
*Compensation Frequency: IfC A/ contract Hourly Rate: 10.2838545
Change Amount: Daily Rate: o000
Monthly Rate: 0.000kg
Change Percent:
o Annual Rate: 10,695.000F
Compa-Ratio: '
Annual Benefits Base Rate: I ﬂ
Pay Components First (4 1 ot 1 [ Last
‘( Amourts Y Changes
*Rate Code Seq Details Comp Rate Currency  Frequency  Percent
1[entrReT @) o Details  [10695.000000 ] usoal [ @ =1
I Job Data Employment Data Earnings Distribution Benefits Program Padicipation |

This page defaults in the correct compensation frequency, rate code and comp rate based on the job code,
grade and step entered on the salary plan and job information pages. You should review this panel to be
sure that the correct rate has been entered. Comp rates for employees on the graduate assistant payroll will
be monitored to be sure they are paid on a step level and the level corresponds to the appropriate academic
level.
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For graduate assistants, the Comp Rate that defaults in will be the total (Annual) amount. This student is
working 20 hrs for one semester so the Comp Rate we want to pay this student is % of the annual amount.
We must manually adjust the Comp Rate to equal the correct amount to be paid this student. So tab to the

Comp Rate field and enter ¥ of the annual amount (5347.50).
| Wiork Lacation " Job Infarmation "~ Job Labor " Payroll ) SalanyFlan " Compensation \L

Duck,Guackers the Employes : 100000127 pmpipeds: 1
Compensation View All First K0 4 i a [M] Last
Effective Date: 01/03/2002 Effective Sequence: 0 Job Indicator:  Secondary Job
Action / Reason: Hire )
History
Compensation Rate: 5,34?.500000@
*Compensation Frequency: IC QJ contract Hourly Rate: 514182753
Change Amount: Daily Rate: 0.000%F
Monthly Rate: 0.000%F
Change Percent:
et Annual Rate: 5,347.5005
Compa-Ratio: :
Annual Benefits Base Rate: I = (Mo Proration Selected) Contract Chandge Prarate Qption
Pay Components First (4] 4 ot 1 [ Last
f Amourts Y Changes
*Rate Code Sery  Details Comp Rate Currency  Frequency  Percent
1lentreT @) o0 Details  [5347.500000 = usoa o &l =1
I Joh Data Ermployvment Data Earnings Distribution Benefits Program Participation |
Click on . You now have a job record for this employee with no termination or end date. To enter
the termination information, click on the Work Location tab again.

ﬁ Sawve

When you click on you will get the following warning message:

arning -- Hourly Rate is less than the minimum specified in the Salary Grade Tahle, {1000,32

B minimum hourly rate is specified in the Salary Grade Tahle, and the haurly rate entered on this panel falls below that minimum.

fthe specified hourly rate is correct, leave as is. Othenwise, enterthe carrect houorly rate.
0K || Cancel |

OK '
Click on :I or click on to go back and review your data before saving it.
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Terminating Job data

Work Location:

I(Work Location "y Job Infarmation " Job Labor

Payroll " SalaryFlan | Compensation |

Employes

Duck Guackers the ID:

100000127
Wiork Location i

Empl Red#: 1

Employee Status:  Active Action Date: 05062003

*Effective Date: 0140372002 | EY| Effective Sequence: ID *Job Indicator: I Secandary Joh j'

Action /Reason:  |Hire [ I al /
Current

Position Number: |1111'I111 Ql |n1x03r2002@

[/ Position Data Override
*Regulatory Region: W Q)
R
[UriPs Q)

Acad Yr Grad Res Assnt
[T Position Management Record

Position Entry Date:

" Encupatffance Override

United States
*Company: University of Rhode Island

*Business Unit: University of Rhode Island

“Department: Wﬂ Budget Office Departrment Entry Date: M@
Location: Wﬂ Adams Hse
Supervisor ID: l— ﬂ
Reports To: I—ﬂ
1D:
EstablishmentiD: | |Q
| Joh Data Emglomnt Data Earnings Distribution Benefits Prograrm Participation
7
Click on the button to add a new row of data for this student.

Note: Be sure to Save your hire or re-hire row of information before adding the new row for the
termination or the job information will not save.

New data row:

Work Location " Job Information " Jok Labor " Payroll | SalaryPlan \ Corpensation |

Duck,Quackers the Employee Ip: 100000127 Empl Rcd#: 1

Work Location

Employee Status:  Terminated Action Date: 050652003
*Effective Date: 0510372003 Bl Effective Sequence: ID *Job Indicator: I Secondary Job :I'
Action /Reason; | Termination =l I =Y
Current

Position Number: |11111111 Q |n1x03r2002@

[¥ Paosition Data Override
*Regulatory Region: IW Q)
]
T

Acadyr Grad Res Assnt
I” Position Management Record

Position Entry Date:
[ Encumbrance Override

United States

*Company: University of Rhode Island

*Business Unit: University of Rhode Island

|n1x03r2002 B

*‘Department: |4020 Ql Budget Office Department Entry Date:
Location: IKC% ey Adams Hge

Supervisor 1D: I— ﬂ

Reports To: I— ﬂ

D:

Establishment ID: | =Y

=]

| dok Data

Employment Data Earnings Distribution

Benefits Program Participation
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The current row of data is copied forward with an effective date of Today’s Date or the date on the row
copied from if it is a future date..

Change the effective date to the day this student’s employment ends. (The day after the last day of
employment or work).

Enter an Action of Termination.

DO NOT enter a Reason Code. If you do, the fte will be changed to ‘0’ on the termination row and you
will receive redundant warning messages.

Then click on . You now have a beginning and an end date for this employee’s job record.

1-9 Verification Data

Navigation: Administer Workforce, Administer Workforce (GBL), Use, Personal
Data

Home = Administer Workforce = Administer Workforce (GBLY = Use = Personal Data e Yin d o

Personal Data

Find an Existing Value

EmpliD: |

Marme: |

Last Mame: |D

Depattment SetiD: Y,

Department: I g

Alternate Character Mame:|

Personnel Status: [ [~

[T Case Sensitive 1
[ Include History [ Correct History

Enter the last name or a portion of the last name, EmplID or department ID to narrow

your search and then click on . A list of employees matching the criteria will be
displayed. Click on the employee you want and then click on the § Elidibilityfidentity 3¢5,
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Home = Adrinister Workforce = Administer Workforce (GBL) * Use = Personal Data I Wi o

Mame Address FPersonal Brafile " Eligibilityldentity

Duck,Duck Goose Employee Ip: 100000131
Birthdate:  |02/28/1962 [ girthcounty: | X
Age: years 40 Months B I QJ

Date of Death: I @ Birth Location: I

Language Code: I j'

First (4] 4 o 1 [®] Last
Country *National ID Type Description Mational ID
fusa Q] [Pr Q) sacial Security Mumber 263524698 W =1
¥E=sa
Ethnic Group: IWhitE j LRI 19 Data |
Military Status: |Hatindicated =]

¥ Eligible to Work in U.S.

URI 19 Data
Click on YE=USA __ and then click on the | button to get to the URI 1-9

Eligibility Panel.
URI 1-9 Eligibility Panel

Home = Administer Workforce = AdministerWorkforce (GBL) * Use = Personal Data e Window

URI 19 Eligibility Panel

ID: 100000131 Mame: DuckDuck Goose

Eligihility Proof 1 List A Expiration Date

[cANLICENSE Q] canadian Drivers License [ Ed

Eligihility Proof 2 List C Expiration Date

[Formize Q]  Farmi173 [z &

Enter the appropriate documents with their expiration dates (if any) on this panel and then

click on .Tben click %I.

You can click on the = button next to either box to get a list of acceptable documents.
Only those documents listed can be used for verification of identity and employment
eligibility.
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List A and List B items are included as Eligibility Proof 1 documents and List C items
only are included as Eligibility Proof 2 documents. If a List B document is entered in the
Proof 1 box, an entry must be made in the Proof 2 box. The expiration date for
documents that expire is required in the expiration date fields before you can save the
data.

The 1-9 and copies of the supporting documents used must be submitted to Human
Resources for graduate assistants. A copy of the student’s social security card must also
be submitted if it is not one of the documents used with the 1-9. A federal W-9 may
substitute for a copy of the social security card.

The system will check for I-9 information as of the student’s hire date. If a valid 1-9 is not
on file by the student’s hire date or report to date, Human Resources will terminate the
student. Both the I-9 information needs to be entered and the 1-9 needs to be on file by
the hire or reports to date or Human Resources will terminate the student.

Contract Pay Data

This panel must be completed for graduate assistants. Contract Pay data tells the system
how to pay graduate assistants — the time period and method for calculating the payment
amounts.

Navigation: Administer Workforce, Administer Workforce (GBL), Use Lcl,
USA/CAN Contract Pay

Contract Pay
Anderson Anthony Vincent Emplovee ip; 100000020 pmpiReds; 0
==>MESSAGE NOT FOUND==> (1502,374) View Al First 4 10t 1 [®] Last
“Effective Date: [priatizo01 [+1[=]
Contract Pay Type: | Standard URI Contract =]
*Payment Term: | Pay Over Contract =]
*Monthly Frequency. IM 4
Pay Period Hours: I " Renew Contract Automatically?
*Assign Hours To7: | Mot Applicable =
Begin End Termination Date:
Contract [otiotszo01 B [zstzo01 B [1azstzo01 B
Payment [01/01/2001 123172001

Effective Date: This must be equal to the effective date of the job.
Contract Pay Type: Graduate Assistant Contracts for Academic Year Grads
Summer Graduate Assistants for Summer Grads
Contract Begin Date: The first date that the contract is effective for. This date should be
the beginning date of the first pay period for graduate assistant contracts.
Contract End Date: The last date that the contract is effective for. This date should be
the ending date of the last pay period for graduate assistant contracts. Graduate
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assistant contracts will continue to follow the pay period dates for the 18 pay
periods they are currently paid for. These dates are provided by the Graduate
School in their annual Graduate Assistant letter.

These dates determine the calculation of the biweekly pay amounts. The system
will automatically prorate the compensation amount over the contract period and
then calculate the pay period amounts by the number of days in each pay period to
be paid.

Monthly Frequency will default form the Contract Pay Type and should not be
changed. This is used to calculate the correct monthly rate on the employee’s job
record.

Payment Term: Pay Over Contract — this is the only method for paying graduate
assistants.

Payment Begin & End Dates: Calculated as the contract begin & end dates for Pay
Over Contract. You do not need to enter these dates; the system will
automatically populate them for you.

Termination Date: Maintained by the system. You do not need to enter.
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Updating your Employees

Adding a new Job to a Graduate Assistant

If you are hiring a student that has worked for you before into a new job you will update Job Data for that
student instead of adding a Job record.

Navigation: Administer Workforce, Administer Workforce (GBL), Use, Job Data
(Existing student in your department)

Home = Administer Workforce = Administer YWorkforce (GBL) = Use = Job Data et Wi dom

Job Data

Find an Existing Value

EmpliD: [

Empl Rod Nor [

MName: |J0mes,

Last Mame: |

Alternate Character Name |

Personnel Status: | j

™ Case Sensitive
T Include History T Correct Histary

Basic Search

Search Results

1T of T

EmpliD Empl Rcd Nbr Name Last Hame Alternate Character Name Personnel Status
A000TEdTE 0 Jones.Joe  JOMES  (alank Mon-Empl
100016478 1 Jones Joe JOMES (blank) MHon-Ermpl
100015271 0 JonesJohn - JOMEE (hlank) Employee
100016345 0 JonesJohn & JOMES {hlank) Ermployes
100000413 0 JonesJonny  JOMEE (hlanky Emplovee
100000165 O Jones,Junie B JOMES hlank) Employes
1000007160 O Jones Tim JOMES (hlank) Emplovee

Enter the student’s Empl ID if you know it or enter the last name or a portion of the last name in either the

oearch

Last Name or Name field and click on . Then click on the individual from the list. The more
information entered in the search dialog box the narrower your search with fewer results returned to choose
from. Choose the employee by clicking on the name or EmplID.
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Work Location
You will be brought to the Work Location page with the latest effective dated row of information.

Wiork Location Job Information Job Lahor Payrall Salary Plan Compensation
Duck Guackers the Employee ID: 100000127 Empl Rcd#: 1
Work Location } First (0 1.0t 1 [ Last
Employee Status:  Terminated Action Date: 05/06/2003 [+1=]
*Effective Date: pzm3i2003 B Eective Sequence: IU— *Job Indicator: I Secondary.Job j'
Action / Reason: Terrnination j l_g
Current
Position Number: |1 EEEEEEY Acad ¥r Grad Res Assnt Position Entry Date: |D1 joaizo0z [
¥ Position Data Override [~ Position Management Record ]
*Regulatory Region: W ﬂ United States
*Compamy: W University of Rhode lsland
*Business Unit: ng University of Rhode Island
*Department: [+020 QJ Budget Ofice Department Entry Date: [a1703r2002 ]
Location: IKC% < Adams Hse
Supervisor ID: I ﬂ
Reports To: I ﬂ
1D:
Establishment ID: | Q
|Job Data Ermplayrent Data Eatnings Distribution Benefitz Programm Paticipation |
B save) [CiRetumto Search et tab __» m Al include History | ([ Correst History )
N~—_—"

Note that you are in Update/Display Mode. This means that you can see all current and future rows of
information for this employee and will be able to update future rows of information. Looking at the blue
Work Location line indicates that there are two current and future rows of information for this student and
you are looking at the first (latest) row of information. You can use the icons on this line to toggle between

View All
different rows of information or click on=————— to be able to scroll down each row of information.

To enter the new job record for this student, you will Rehire this individual by adding a new effective

dated row of information. Click on the “button and the current information will be copied forward with
an Effective Date of Today’s Date if the effective date of the last row is in the past.
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Work Location Job Information Job Labar Payroll Salary Plan Compensation

Duck Quackers the Emplovee ID; 100000127 Empl Rcd
\Work Location Wigw All /
Employee Status:  Terminated Action Date: 05/08/2003 ~— =]
*Effective Date: 050602003 Bl Effective Sequence: ID_ *Job Indicator: | Secondary Job s
Action ! Reason: Termination j l—ﬂ . t
urren

Position Number: |11111111 Ql Acad¥r Grad Res Assnt Position Entry Date: |n1x03x2002 (1]
¥ Position Data Override [~ Position Managerment Record -

*Regulatory Region: W ﬂ United States

*Company: W University of Rhode Island

*Business Unit: lmﬂ University of Rhode Island

*Department: |4DED ﬂ Budget Office Department Entry Dafte: |D1IDBIZDDE @

Location: IKC% QJ Adams Hse
Supervisor ID: I ﬂ
Reports To: I ﬂ

1D:
Establishment ID: | Q
| Job Data Emploviment Data Earnings Distribution ?eneﬂts Prograrm Participation I
ﬁ Save QReturn to Search) Mext tab) @ Include History) B_iConect History)

The new row of information looks the same as the row you copied ffom except now you have two rows of
information instead of one. Note, that the blue line indicates 1 of 2.

This is the same row of information as above but with the information changed for the new job.

\Work Location Jdob Information Job Labar Payrall Salary Plan Compensation
Duck,Guackers the Employee 1Ip: 100000127 Empl Reds: 1
(Wiork Location
Employee Status:  Active Action Date;  05/06/2003 +1[=1
*Effective Date: |08123I2003 Ed Effective Sequence: |D *Job Indicator: |5800ndar¥ Jaob 'l
Action / Reason: |Rehire =l I Ql
Future
Position Number: |_1__j__1 REEEY Acad Yr Grad Res Assnt Position Entry Date: |n1marznnz B
{¥ Position Data Override [T Position Management Record |
*Regulatory Region: IUSA ﬂ United States
*Company: IURl =Y University of Rhode Island
*Business Unit: IURIPS ﬂ University of Rhode Island

*Department: [io2a Q) Budget Office Department Entry Date: [otiozrzo0z | G
Location: IKCE’6 Ql Adams Hse

Supervisor ID: I— ﬂ

Reports To: I— ﬂ

1D:

Establishment ID: | Ql

Change the Effective Date to the hire date for the new job and then enter an Action of Rehire.
Tab to Position Number and change it if necessary.

Then click on Job Information.
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Job Information
Wiigrk Lacation " Job Information % JdobLabor  Payroll SalaryFlan | Compensation

Duck Guackers the Employee iD: 100000127 EmpiRed#: |
Joh Information ]
Effective Date: 08/23r2003 Effective Sequence: 0 Job Indicator:  Secondary Job
Action | Reason: Rehire
Future
*Joh Code: IGT5253 Q| Acad vrGraduate Research Asst  Entry Dates M@

*Regular;Temporany: I Ternporary vl *Full/Part: I Full-Time = |
Empl Class: I :" *Officer Code: I Maone :I'

*Regular Shift: ) hd Shift Rate: | f
Standard Hours: |2D.Du FTE: |h 00 [T Adds to FTE Actual Count?
Work Period: IW Ql  ieekly Combined Std Hours [ FTE: 3500 ; 1.00

*Classified Indc: I Grad Asst :I'
Contract Humber: I ﬂ Contract Type:

Mext Contract Number
r =gy,
| Joh Data Emplaytnent Data Earnings Distribution Benefits Pradgratn Paticipation

Review the following items:
Standard Hours: Change to the appropriate standard hours for this job.
FTE: Change the FTE for this assistantship if necessary.

In this case, the fte on the old job had been .50. Since the assignment for the new academic year is for both
semesters, the FTE needs to be changed to 1.0.

Then click on the Payroll tab.

Payroll
Work Location " Job Information " Job Lakor " Payroll % SalaryPlan ' Compensation
DuckQuackers the Employee iD: 100000127 EmplRcds:
Payroll Info
Effective Date: 0872372003 Effective Sequence: 0 Joh Indicator:  SecondaryJob
Action | Reason: Rehire
Future

*Payroll System: Pawroll for MNorth America

Pay Group: |F'GR Q| Graduate Assistants Holiday Schedule: INONE Q] Mo Holiday
Employee Type: IS_ Q Salaried

Tax Location Code: IRI al R FICA Status: I Exampt 'I

GL Pay Type: |

Account Code: | =Y
I Job Data Emplovment Data Earnings Distribution Benefits Program Padicipation

Check the following:
Pay Group: PGR
Employee Type: S
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Then click on Salary Plan.

Salary Plan
Wark Location Y Joh Infarmation Y Joh Labor Y Pavrall Y Salary Plan _ Compensafion |
Duck,uackers the Employee |p: 100000127 Empl Red#: 1
Salary Plan : First (] 10p2 I Last
Effective Date: 087232003 Effective Sequence: 0 Job Indicator:  Secondary Job
Action / Reason: Rehire
Future
Salary Administration IGRD QA Grade: |1 =Y Grade Entry Date |n1maxznuz B
Plan:
Step: RSN StepEntryDate  [01/03/2002 i)
Review Rating: I_ ﬂ Review Date: I @
Rating Scale: I Q Rating Model: Matrix:
| Joh Data Employment Datz Earnings Distribution Benefits Program Participation |

The Salary Plan information will default from the Job Code Table when the Job Code is entered but you
need to go to this page to verify the Salary Plan and change the Step if necessary. If the student’s stipend
level has changed since the previous term, you would change the step level here.

Click on the Compensation tab.

Compensation

Work Location " Job Information " Job Labor  Bayroll ) SalaryFlan | Corpensation \I_

DuckQuackers the Employes Ip: 100000127 Empl Rod#: 1
Compensation First (4 102 I Last
Effective Date: 08r23/2003 Effective Sequence: 0 Job Indicator:  Secondary Job
Action / Reason: Rehire
Future
Compensation Rate: 1U,695.DDDUDUE
‘Compensation Frequency: |—c Q] contract Hourly Rate: 10.2836545F
Change Amount: Daily Rate: 0.000%F
Monthly Rate: 0.000%F
Change Percent:
e Annual Rate: 10,695.000%3
Compa-Ratio: :
Annual Benefits Base Rate: I = (Mo Proratioh Selected) Contract Chanoe Prarate Option
Pay Components First (4 1t 1 0] Last
]{" Amounts 'q Changes '|
*Rate Code Seq Details Comp Rate Currency  Frequency Percent
1[enTreT @) o Details  |10685.000000 ] usoal o & =1
| Joh Data Employment Data Earnings Distribution Benefits Program Padicipation |

This panel records the actual salary for the student.

Compensation Frequency: Defaults from the job code and should not be changed
Rate Code: This will default from the Salary Plan information.
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Comp Rate: This will default from the Salary Plan information. Review this rate to be sure it is the correct
compensation rate for this employee.

Note: Even though you are able to change the compensation rate on this panel, we will be processing edit
checks nightly to be sure that rates to be paid a graduate assistant are consistent with the job’s salary plan.
Exceptions will appear on the edit report daily unless prior approval has been received for these rates.

Then click on %

A termination row for this job should also be entered, so click on the Work Location tab.

Termination Row

YWark Location Job Information Job Labar Fayrall Salany Plan Compensation
Duck,tuackers the Employee ID; 100000127 Empl Rcd#: 1
Work Location First (4 1072 O Last
Employee Status:  Active Action Date;  05/06/2003 +1=]
*Effective Date: paiz22003 Bl Effective Sequence: ID * Job Indic ator: ISECUﬂdaWJUb :I"
Action /Reason; | Rehire [~ I Ql
Future
Position Number: |1 111 Q) Acad ¥r Grad Res Assnt Position Entry Date: |n1r0312002 (e
¥ Position Data Override [~ Position Management Record ]
*Regulatory Region: IUSA ﬂ United States
*Company: IURI ﬂ University of Rhode Island
*Business Unit: IURIPS ﬂ University of Rhode Island
*Department; 4020 QJ Budget Office Department Entry Date: [01703i2002 ]

Location: IKC% =Y Adarms Hse
Supervisor ID: I— ﬂ

Reports To: I— ﬂ

1D:

Establishment ID: | Q

Click on the [ button to add a new row for the termination information. Enter the Effective Date of
the termination and an Action Code of Termination. Do Not enter a Reason Code. Then click on

—:@ Fave again.
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Completed termination row:

Work Location "y Job Inforrmation " Jok Labor

Payrall

| BalaryPlan | Compensation

Duck,Quackers the
Work Location

Employee

ID: Empl Rcgh

Fitst (4] 1 or 2 O Last

100000127

Employee Status:  Terminated Action Date;  05/06/2003 +1=]
*Effective Date: 06/04/2004 | Bl Effective Sequence: ID *Job Indicator: | Secondgfy.Job M
Action /Reason; | Termination =l I Ql

Future

Position Number: |11111111 =Y

[¥ Position Data Override
*Regulatory Region: W QJ
e
[ORIPS" Q)

*Company:

*Business Unit:

Acad vt Grad Res Assnt

United States
Uniwersity of Rhode Island

University of Rhode Island

|u1maxzunz B

Puosition EntryfDate:
I Position Management Record

‘Department; [0z Q Budget Office Department Entry Date: [o1i03r2002 E)
Location: IKC% QJ Adarns Hse
Supervisor ID: l— ﬂ
Reports To: I—ﬂ
ID:
EstablishmentiD: | |
I Joh Data Employment Data /Earnin 5 Distribution Benefits Program Paricipation |

Note the number of rows on the blue line.

After entering the job data for this student’s job, you may need to update Contract Pay Data, I-9
Information and/or Salary Distribution information by entering new rows of information as appropriate.
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Changing Existing Job Information

Changes to the Termination Date

Duck, Duck Goose has a Post-Doctoral Fellowship from 7/1/03 through 6/30/04. During the year, he takes
a full time job at another University and terminates the fellowship after 12/31/03, which is his last day of
work. To update his record, go to Job Data.

Navigation: Administer Workforce, Administer Workforce (GBL), Job Data

You will be brought to the Work Location page with the latest effective data row of
information, which is the Termination row.

Work Location | Job Information )" Jok Labor " Payroll )" SalaryPlan 'y Corpensation |

Duck,Duck Goose Employee ID: 100000131 Empl Reds#: 0
Work Location view Ml First [ 1014 1 Last
Employee Status;  Terminated Action Date: 04/08/2003
‘Effective Date: 06/30r2004 B Effective Sequence: IU_ * Job Indicator: I Primary Joh =l
Action /Reason: | Termination =l l_ﬂ
Future
Position Number: I ﬂ Position Entry Date: @
= I Position Management Record |
*Regulatory Region: W g United States
*Company: W University of Rhode Island
*Business Unit: Wg University of Rhode Island
‘Department: I2802 =Y G50 Instruction Department Entry Dat |D1.I’EISJ’2EIDS B
Location: [EE < GE0 NBC
Supervisor ID: IW@ Mouse Mickey
EstablishmentiD: [URI Q)

|J0b Data Employment Data Earnings Distribution / Benefits Program Participation

y 4

Click on the EI button to delete the existing termination row.

You will get the following message asking you to verify that you want to delete this row:

Microzoft Internet Explorer |

@ Delete curent/zelected rawes from thiz page? The delete will ocour when the tranzaction iz zaved.

| Cancel | B

T .

Click on OK to proceed. If you made a mistake and do not want to delete this row, click on Cancel.

After clicking on OK, you will be brought to the prior row of information.
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VWark Location Y Jaob Information Y Joh Labar Y Eayroll Y Salary Plan ‘)f Compensation \'.

Duck,Duck Goose Employee Ip: 100000131 Empl Rcd#: 0
'ork Location Yiew All First (4 4
Emnployee Status:  Active Action Date:  04/09/2003 +1=]
*Effective Date: 070172003 | Bl Effective Sequence: IU *Job Indicator: I Primary.Joh :I'
Action / Reason: Rehire = I Ql
Future
Position Humber: I ﬂ Position Entry Date: I ﬂ
] [T Position Management Record =
*Regulatory Region: IUSA g United States
*Company: IURI University of Rhode Island
*Business Unit: IURIPS g University of Rhode Island
*Department: |2802 Q) G50 Instruction Department Entry Date: |n1r05x2003 (1]
Location: [os < 530 NBC
Supervisor ID: |1 ooooonts g hMouse, Mickey
EstablishmentD: [URI | &

| Job Data Employment Data Earnings Distribution Benefits Program Participation I

Click on the button to add a new row and then enter the new termination information.

Work Location Y Job Infarmation Y Joh Labor Y Eayroll Y Salary Plan Y Compensation \'.

Duck,Duck Goose Emplovee ID: 100000131 Empl Rcd#: ]
Wiork Location View All
Employee Status:  Terminated Action Date: 04/03/2003 +1[=1
*Effactive Date: IU" 10172004 Bl Effective Sequence: IU_ *Job Indicator: I Frimary Job :I'
Action / Reason: |Termination = l_ﬂ
Future
Position Number: l— ﬂ Position Entry Date: I— @
= I Position Management Record ]
*Regulatory Region: IW ﬂ United States
*Company: W University of Rhode Island
*Business Unit: Wg University of Rhode Island
*Department: [z802 Q) 350 Instruction Department Entry Date: [ori0srz003 &)
Location: EB < G50 NBC
Supervisor ID: IW@ Mouse Mickey
ID:
Establishmentip: [URI |

Change the Effective Date to 01/01/04 since Duck, Duck Goose is working through 12/31/03 and enter the
Action Code of Termination. Then click on &) save .

You will get the following warning message:

arning -- The Contract Termination Date will be updated for this Employee (1500,552

0K | | Cancel |
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Click on . Your Job Record will be updated and the Contract data for this job will also be
updated.

Corresponding Contract Data:

{ Contract Pay

Duck,Duck Goose Emploves ip: 100000131 Empl Red#: O
==>MESSAGE NOT FOUND==> {1502,374) wiew Al First (4 1051 [M] Last
+
*Effective Date: [p7imtiz003 E F1=]
Contract Pay Type: | Standard URI Contract =]
*Payment Term: | Pay Over Contract -]
*Monthly Frequency: IT'J1 Q
Pay Period Hours: I " Renew Contract Automatically?
*Agsign Hours To?: I Mot Applicable =
Begin End Termination Date;
Contract |D?m1xzuna Bl Josaozond B [zszo03 )
Payment |D?m1rznna |Dar3nrznn4

The Termination Date on this page is the Pay through date. So, Duck, Duck Goose will be paid $11,000 of
this contract amount.

Making Data Changes to an Existing Job Record

Changes to an existing student's job record such as a pay rate change, change in supervisor or change in job
code would be made by adding a new row of information with an effective date equal to the date that the
action is to take place. Make the changes to the data and save the data.
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Salary Distribution

Salary Distribution Introduction:

The Department Budget Table controls salary distribution as well as payroll encumbrances. We
will be using several budget levels. PeopleSoft employs a hierarchy for determining which budget level to
use for salary distribution.

The budget levels we will be using are:

Department

Position

Job Code

Appointment
Peoplesoft looks for the lowest budget level first and then goes up the hierarchy looking for the appropriate
budget level to use in salary distribution and payroll encumbrances. For distribution and encumbrances, the
system looks first for appointment budgets, then position or job code budgets and then department funding.
If the default from the job code, position or department is not the correct funding for the employee, then an
appointment level budget would need to be added.

Position Managed Jobs Department Non-Position Managed Jobs
Position Job Code

Appointment

These budgets are established for each fiscal year. Prior to the new fiscal year the current budgets that are
still active, will be copied into the next fiscal year. For that reason, temporary distributions, primarily at the
appointment level, should be terminated when they are no longer active.

Since Graduate Assistant Payroll Jobs are managed by positions, the appointment, Position and Department
level budgets only will be used by the system for salary distribution. The Position level budget will usually
be the default level used for this payroll. If the chartfield string that you want to charge this student’s salary
to is different than the one on the Position level budget, an appointment level budget will need to be
established for this job.
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Creating A New Appointment Level Budget

Navigation: Define Business Rules, Define Commitment Accounting (US), Setup,
Department Budget Table

Home = Define Business Rules = Define Cammit Accounting{lUS] = Setup = Department Budget Table Mew Window

Department Budget Table

Find an Existing Value

SetiD: ILJRIPS Ql
Department | al
Fiscal vear I

Budget Level: | j
Position Paol 1D [ |

Job Codesetn: [ |

Job Code: I—Q

Position Numher'l—ﬂ

ErmpliD: | =Y

EmplRed Mor |

T Include History T Correct History

Add a Mews Value

. Add 3 Mew YWalue
Clickon ————

Department Budget Table

Add a New Value

SetlD: IUHIF’S Q)
Department: IEIZIIIIE Q)

Fiscal Year 2002

Budget Level: |Depar’[ment |
Position PooliD: [ |

Job Code SetiD: [ Q)

Job Code: I—ﬂ

Position Number:l—ﬂ

EmpliD: Y

Ernpl Red Mar: |n =Y
Add

Find an Existing Yalue

Enter the following:
SetID: Defaults to URIPS.
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Department: Enter the department number for the department you are creating the budget for. This must
be the Department on the employee’s job record.

Fiscal Year: Enter the Fiscal Year

Budget Level: Enter Appointment.

EmplID: Enter the employee’s EmplID (URI ID).

Empl Rcd Nbr: Enter the Empl Record Number of the job for the employee.

Then click on

Department Budget Date

Home = Define Business Rules = Define Commit Accounting(UJSh = Setup = Department Budget Tahle

Dept Budget Date

SatiD: URIPS Department: 2003 Fisheries Animal&\VeterinarySei
Fiscal Year: 1898
‘Budget Begin Date: [oriotias7 ‘Budget End Date:  |08/3011998 £
*Offset Group: IURI Q UMIVERSITY OFFSET GROUP
Budget Cap
o Per Budget Lewvel © Per EarniTax/Ded

Account Defaults

*Default Funding Source Option: I Earnings vl

ﬁ Save E"‘Add) e Update.fDispIay:] @ Include History) @Correct History)

Dept Budget Date | Dept Budaet Earnings | Dept Budget Deductions | Dept Buddet Taxes | Dept Budoet Actuals

This page is a high level key which is entered only once for each department. Once the Department level
budget is established with these values, this page defaults into every other budget level created for that
department.

Since the department level budget is established and maintained by the Budget Office at the time a
department is created, you will not need to enter any information on this page.

Click on the Dept Budget Earnings tab.

T:\PubDocs\PS Human Resources\End User Documentation\EUTraining\Graduate Payroll Processing.doc
Last saved by JKlopfenstein Updated 10/24/06 Page 35 of 52



Department Budget Earnings

Horme = Define Business Rules = Define Commit Accounting(l)s) = Setup = Department Budget Table

[ DeptBudgeiDate | Dept Budget Eamings " Dept Budget Deductions )" Dept Budget Taxes | Dept Budget Actuals

seti;:  URIFS Department: 2003 Fisheries Animal&veterinarySci Fiscal Year: 1898
Budget Begin Date: 07/011397 Offset Group: UR! ‘
" Per Budget Level (& Per Earn/Tax/Ded
Budget End Date: 06/30/1988 4
& Department € position Pool  Jobcode " position € Appointment [+ ]=]
*Effective Date: |n?mmgg? Bl status: |Actwe v[ Earnings  [0.00 “Currency: |_U5D Y,
Cap:

Earnings Distribution

Earnings Code: I ﬂ *SEQH: |1_ " Effort: ‘
*iccount Code: |1DD-2003-DDDDRED1522-DDDD Q]  Match for 531522

Account: noao Department: 2003 Project/Grant: 01522
Product: Fund: 100 Program: 0ooo
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount; |9-807 Distrb%: [100.000 Funding End Date: | El

Distrib %: Enter the % that this account is to bg/charged.

If this is less than 100%, then click on the button in the lower panel (next to the % Effort box) and
then enter the next account and its % distribution using the same sequence #. Continue adding rows until all
accounts are entered and the Distribution %s add to 100.

@ Sawe
Then click on the button. The information you entered will be copied into the Deductions and
Taxes pages. If you want the deductions and taxes charged to different accounts you must go to these pages

@ Sawve
and make the changes there and then click on the button again.
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Department Budget Deductions

Harme = Define Business Rules = Define Commit Accounting(l!S) = Setup = Department Budget Table

| DeptBudget Date 'y Dept Budget Earnings 'y Dept Budget Deductions ” DeptBudget Taxes y Dept Budget Actuals )

seti;:  YRIPS  pepartment: 2003 Fisheries Animal&VeterinarySci Fiscal Year: 1998
Budget Begin Date: 17/01/1597 Budget End Date:  1B/30/1393 Offset Group: YF!
First (4 1061 [ Las
& Department < Position Pool  Jobcode  Position  pppointment [+1[=]
Effective Date: 07011997 sratus:  Active Deduction o o0 Currency: V5D

Budget Cap:

Deduction Distribution

Plan Type: I :Iv Plan: I Q =]
Ded Cd: | Q Ded Class: | | X e

Account Code: |1 00-2002-0000RE0T 522-0000 |G Watch for 531522

Account: aooo Department; 2003 ProjectiGrant: RE01522
Product: Fund: 100 Program: oooo
Class: Affiliate: Operating Unit;

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: [%-°00 Distrb%:  |100.000 Funding End Date: | Eil

ﬁ Save E"‘f-‘\dd) & Update.l’DispIay) dgl Include Histor\,r:] @Conect Histonr)

After you save the earning page, that distribution is copied into the deductions page. The distribution can be
changed here if deductions are to be charged to a different chartfield string than the earnings amounts.

Since the internal payroll does not have any employer paid deductions; you do not need to enter any
information on this page.

Department Budget Taxes

Home = Define Business Rules = Define Commit Accounting(UIS) = Setup = Department Budget Table Mew Window

| DeptBudgetDate  DeptBudgetEarmings  Dept Budget Deductions [ Dept Budget Taxes ' Dept Budget Actuals

cetin: VYRIPS  Department: 2003 Fisheries Animal&veterinarySci Fiscal Year: 1998
Budget Begin Date; 07/01/1857 Budget End Date: 093041998 orfget Group: R
y JI First (4 101 [P] Last
& Department i~ Position Pool © Jobcode 7 Position © Appointment +1=]
Effective Date: 0710111887  status:  Active (T:ax Budget |I3 0o Currency: USD
ap:

Tax Distribution View all  First (4 104 [M] Last
State: I ﬂ Tax Class: j' *SEQ#: |1_ EI
Locality: [ =Y
Account Code:  |100-2003-D000RED1522-0000 |4 watch far 531522
Account: 00ao Department: 2003 ProjectiGrant: REO1522
Product: Fund: 100 Program: 0000
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount: [0 000 Distrb %; |100.000 Funding End Date: El

B save Bk add ) (] Update/Display | | Al include History | | Correct History |

Dept Budget Date | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes | Dept Buddet Actuals
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After you save the earning page, that distribution is copied into the taxes (FICA) page. The distribution can
be changed here if taxes are to be charged to a different chartfield string than the earnings amounts.

Some grants may limit the amounts that can be charged to the grants for deductions and taxes.

For example, College Work Study funds do not allow charges for FICA, so any appointment level budgets
added for students on College Work Study funds need to have the distribution changed to charge 100% of

@ Sawe

the FICA charges to a non-work study chartfield string. Once the changes are made, click on

Terminating a Salary Distribution

Generally, any distributions done at the appointment level are for short durations and a termination row
should be entered at the time the distribution is set up. The Department Budget Table is copied over into
each new fiscal year. All budgets that are in effect at the beginning of the new fiscal year will be copied
into the new year with an effective date of 7/1/20xx. If there is a termination row in the current department
budget table with an effective date after the beginning of the new fiscal year, that row will be copied
forward as well.

Leaving distributions in the department budget table with out a termination row for employees that have
terminated means these rows will be copied forward year after year and add to the processing done on a
nightly basis. Also, if this employee is rehired with the same Empl Record Number the system will use the
old distribution unless a change is made to the existing record.

The termination row can be entered at the time the initial distribution is entered. After saving the initial
distribution, return to the Dept Budget Earnings page.

DeptBudgetDate ) Dept Budget Earnings % Dept Budget Deductions " Dept Budget Taxes | Dept Budget Actuals

setip: YRIFS pepartment: 2003 Fisheries Animal&eterinarySci Fiscal Year 19933
Budget Begin Date: 07011887 Offset Group:  URI |
" Per Budget Level & Per Earn/TaxDed
Budget End Date: 06/30/18958 4
& Department € position Pool  Jobcode  Position  pppointme) =]
“Effective Date: ID?ID'II'I 997 (il -gratus: IActi\re vl Earnings  [n.0n0 *Cypréncy: |U50 Q)
Cap:
Earnings Distribution Wiew Al First (4 1081 [P Last
Earnings Code: I ﬂ *SEQ#: |1_ % Effort: I EI
*Account Code:  |100-2003-0000REQ1522-0000 |[Q]  Match for 531522
Account: nooo Department; 2003 ProjectiGrant: RED1522
Product: Fund: 100 Program: 0ooo
Class: Affiliate: Operating Unit:
Alt. Account: Budget Re Chartfield 1:
Chartfield 2: Chag#eld 3:
Budget Amount: |0-000 Distrb %: 100000 Funding End Date: I &l
Eﬂ Save E"’Add:] @Update!Display) @Include History) @Correct History)
7
Click on the button on the top part of this page (next to the word appointment). The current row of

information for earnings, deductions and taxes will be copied forward to this new row with an effective
date equal to today’s date.
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Home = Define Business Rules = Define Commit Accounting(US) = Setup = Department Budget Table

[ DeptBudgetDate ;" Diept Budget Eamnings " DeptBudget Deductions  DeptBudget Tawes  Dept Budget Actuals

setiD: URIPS pepartment: 2003 Fisheries AnimalaveterinarySei FiscalYear: 1998

Budget Begin Date: 07/011987 Offset Group:  URI
€ PerBudget Level & Per Earn/TaxDed
Budget End Date: 06301892 | er Budget Leve er Earn/TaxDe:

ast

& Department £ position Pool  Johcode © position © Appointment [+1=]

“Effective Date:  [P3/25/2003 Bll-gratys; [Active &l Eanings 700 *Currency: [usolay

Cap:
Earnings Distribution Firat (4] 1 0r 1 [P] Last
Earnings Code: I Y *SEQ#: l1— % Effort: I EI

“Account Code:  |100-2003-0000RED1622-0000 | Q) Match for 531522

Account: oooa Department: 2003 ProjectiGrant: RE01522
Product: Fund: 100 Program: ogoa
Class: Affiliate: Operating Unit:

Al Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: [ooag Distrh %; |100.000 Funding End Date: Bl

B save EkAdd) [l Update/Display | | 20 Include History) |3 Correct History)

Cept Budget Diate | Dept Budget Earnings | Dept Budget Deductions | Cept Budoet Taxes | Dept Budget Actuals

[ e Wyind oy

On this row change the Effective date to the date that this distribution is no longer active and then change

the Status to Inactive and click on the M‘ button. You are now done!

The effective date of the termination or inactive row should always be the first date that the information is
no longer valid. If this were an appointment level budget, the termination date would be the day after the
employee’s last day of work. The termination date for the distribution can be any date in the future. It does

not have to be a date within the current fiscal year.
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Termination Examples
Temporary Employee with Mutli-year Assignment:

e Department " position Pool = Jobcode " Position & Appointment [+]1[=]
EmpliD: 100000174
Empl Rcd#: 0 Troy,Anthory
‘Effective Date: [0701/2001 il sgiatus: [Actve =] Earnings  [000 ‘Currency: 950

Cap:

Earnings Distribution Wi A First (4] 1084 [P Last
Earnings Code: I ﬂ *SEQH: |1_ U Effort: I EI
*Account Code: |1 00-2002-0000RBOGA0E-0000 ﬂ Watch for 5362808
Account: naoaa Department: 2002 Project/Grant: RBOGE0SE
Product: Fund: 100 Program: nooo
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:

Budget Amount; [9-000 Distrbs: [100.000 Funding End Date: | El

EmplID: 100000174
Empl Rod#: TroyAnthony
*Effective Date: 103252003 Eillsgratys: W Earnings I':'DE'— *Currency: IE Q

Cap:

Earnings Distribution N First [4] 4 of 1 [¥] Last
Earnings Code: I @ *SEQ |1_ " Effort: I EI
sAccount Code: |1DD-QEIDQ-DEIDDREIEIEE!DB-DEIDD g Match for 536808
Account: nooa Department: 2002 ProjectiGrant: RBOGEO0S
Product: Funi: 100 Program: noon
Class: Affiliate; Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount; |0-000 Distrb%; [100.000 Funding End Date: |

This employee’s distribution is active from 07/01/2001 through 03/24/2003. When the budgets are copied
into FY2003, this distribution will be effective from 7/1/2002 through 03/24/2003. When the budgets are
copied into FY 2004, this distribution will not be copied.
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Example of distribution for a temporary employee with a limited appointment during the current year:

*Effective Date: |'1 213102001 @*Status: IAC“"."B vI Earnings IDDD *Currency: IUSD g

Cap:

Earnings Distribution First (4] 4 ot 1 [ Last
Earnings Code: I ﬂ *SEQ#H: I1— U Effort: I EI
*Account Code:  |100-2002-0000RBOGSES-0000 Q| Match for 536869
Account: oooo Department: 2002 Project/Grant: RBOGEES
Product: Fund: 100 Program: oooo
Class: Affliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: |0-000 Distrh %: |100.000 Funding End Date: [ s

€ Department ™ Position Pool " Jobcode i Position & Appointment [+]1[=]

EmplID: 100000224

Empl Rod#: George, Heidi L

*Effective Date: I':'”':'ﬂz':“:I1 Estatus: [Actve =]  Eamings [0.00 *Currency: [uso/Qy

Camp:

Earnings Distribution First [ 1 0f 1 [M] Last
Earnings Code: I ﬂ *SEQ#: I1— U Effort: I EI
*Account Code:  |100-2002-0000RBOBSES-0000 Q|  Match for 536869
Account: oooo Department: 2002 Project/Grant: RBOGEES
Product: Fund: 100 Program: oooo
Class: Affliate: Operating Unit:

This employee’s distribution is effective from 7/1/2001 through 12/30/01. When the budgets are copied
into FY2003, this distribution will not be copied forward.
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Changing an Existing Distribution

Home = Define Business Rules = Defing Commit Accounting(US) = Setup = Department Budget Table

/ DeptBudgeiDate " Dept Budget Eamings W DeptBudget Deductions | Dept Budget Taxes ) Dept Budiget Actuals

setip:  YURIFS Department: 2007 Geosciences

Fiscal Year: 2002

Budget Begin Date: 07012001 Offset Group:  URI ‘
 Per Budget Level & Per Earn/TaxDed
Budget End Date: 06302002 -
. First [ 124 (M Last
€ Department  position Pool © Jobcode = Position & Appointme El

EmpliD: 100000055
Empl Rcd#: 0 Semalina Il John A
‘Effective Date: [P701/2001 Elsgatys; [#ctive =] Earnings [0 cyfrency: [USD/Q

Cap:
Earnings Distribution

Earnings Code: I ﬂ

*Account Code: I'IDD-ZDD?-DDDDDDDDDDD-DDDD g Geosciences

Account: nooo Department: 2007

Product: Fund: 100 Progy noao

Class: Affiliate: Opérating Unit:

AR. Account: Budget Ref: Zhartfield 1.

Chartfield 2: Chartfield 3:

Budget Amount; 12000 Distrb %: |100.000 Funding End Date: I Bl

ﬁ Save QReturn to Sealch:l +EHextin List) 1E Previous in List) [Eadd ) [ @Include History) @Correct History)
John Semolina is in Job Code IN5240 and is chargg#d 100% to Geosciences unrestricted budget for the
entire fiscal year. John’s professor just received g/grant on which John will be working 20% of the time

from September 1 through March 31*. We neeg/to add a distribution row for this time period with charges
to two account codes.

To reflect this distribution, click on the button to add a new row of information. All of the existing
information will be copied forward.
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Dept Budget Date " Dept Budget Eamings % Dept Budget Deductions )" Dept Budget Taxes " Dept Budget Actuals

Seti>:  “FIFS pepartment: 2007 Geosciences Fiscal Year: 2002

Budget Begin Date: 0702001 offset Group: YR

| € Per Budget Level & Per Earn/TaxDed
Budget End Date: 06/30/2002 o

Viewdll  First (4] 1062 3
~———

[+1=]

 Jobcode " Position

7 Department " Position Pool

EmpliD: 100000055
Empl Rcd#: Semolina lll John A
“Effective Date: |ugm1fznu1:j*5tatus [Active ~|  Eamings «Currency: [U50/ Q)

Cap:

Earnings Distribution

Earnings Code: I ﬂ

*account Code: |1DD-EDDT-DDDDDDDDDDD-DDDD QA Geostiences

Account: 0ooo Department; 2007

Product: Fund: 100 oooa

Class: Affiliate: Operafing Unit:

AR, Account: Budget Ref: artfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: 12.000 Distrh %; Funding End Date: | ]

Note that we now have two rows of information. @ne record effective 7/1/2001 and one record effective

9/1/2001.
Change the effective date to 09/01/200)/and the distribution % for Account Code 100-2007-00000000000-

+
0000 to 80%. Now click on the for earnings distribution to add the distribution row for the grant.
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/ DeptBudget Date " Dept Budget Earnings Y Dept Budget Deductions )" Dept Budget Taxes ) Dept Budget Actua

SetiD: LRIPS Department: 2007 Geosciences Fiscal Year: 2003
Budget Begin Date: 070172001 Offset Group: VR |
= Per Budget Level (% Per EarnTaxDed
Budget End Date: 063072002
view Al First (4] 1012 D Last
" Department ¢ Position Pool i Jobcode " Position ¥ pppointment [+1[=]
EmplID: 100000055
Empl Rod#: Semolina Il John A
“Effective Date: | Parn1i2001 i gtatys; [Active =]  Eamings  [o00 *Cuprency: |VS0 QY
Cap: N
Earnings Distribution 4
Earnings Code: I ﬂ EI
*Account Code:  |500-2006-0000RBOGS77-0000 Q) Olneyille
Account: oooo Department: 2006 RBOBETT
Product: Fund: 500 noaoo
Class: Affiliate:
Alt. Account: Budget Ref:
Chartfield 2: Chartfield 3:
Budget Amount; |0.000 Distrh %: [20.000 Funding End Date: | b

Note that we now have two Account Codes with distributions for the 9/1/2001 effective dated row.
Enter the SEQ # of 1, the Account Code for the grant and the Distribution % of 20%.

When making changes to existing distributions, the changes made on the Earnings page will not be copied
to the Deductions and Taxes pages. Since there are no deductions for Internal Payroll jobs, you can click
on the Department Budget Taxes tab.
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Dept Budget Date | Dept Budget Eamings " Dept Budget Deductions | DeptBudget Taxes 'y Dept Budget Actuals |

setip: YRIFS  Department: 2007 Geasciences Fiscal Year: 2002
Budget Begin Date; 07017200 Budget End Date; OB/3072002  offget Group: URI
First [ 152 I Last
 Department  Position Pool  Jobcode " Position & Appointment [+1[=]
EmpliD: 1000000545
Empl Red#: 0 Semaolina Il John A
Effective Date: 090172001 Status:  Active Tax Budget |0.00

CUrrency: usD

Cap:

Tax Distribution View All Fir

State: I ﬂ Tax Class:l jv s'SEG!#:IFI_ EI
Locality: I ﬂ

Account Code; |1':”:"2UD""':'U'3':":'0'3':'5'0'3":”:IDIJ 2| Geosciences

Account: ooon Department: 2007 Project/Grant:

Product: Fund: 100 Program: oooa
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: |0.000 Distrh1;  [30.000 Funding End Date: [ Eil

ﬁ Save:l QReturn ta Search}l +E Hextin List) +Z Previaus in List:l Elllﬁdd}l 4B Update.l’DispIa\,r) é Include History) @’

Now change the distribution % to 80% and add a row to enter the grant information.
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Dept Budget Date | DeptBudget Earnings | Dept Budget Deductions | Dept Budget Taxes % DCept Budget Actuals |

setin:  YRIPS  Department: 2007 GeOSCiENCES Fiscal Year: 2002
Budget Begin Date: 07017200 Budget End Date: UB/302002  offget Group: URI
First (4 12 I Last
" Department  Position Pool  Jobcode " Position & nppointment [+][=1
EmpliD: 100000055
Empl Roo#: 0 Sermalina Il John A
Effective Date:  D¥/01/2001  status:  Active (T:a“ Buedget 0.00 Currency: 50
ap:

Tax Distribution View All First E0 22 [B] a5t
State: I ﬂ Tax Class:l jv *[EQ#: |1_ EI
Locality: I ﬂ

Account Code: ISDD'EDDE'DDDDRBDEST?-DDDD ﬂ O|new|||e

Account: aooo Department: 2006 Project/Grant: RBOGE?Y
Product: Fund: a00 Program: ooon
Class: Affiliate: Operating Unit:

Alt. Account: Budiet Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount: |0.000 Distrb %: |2”-DDD Funding End Date: | E)

After the information has been added for the grant, click on &) save] .

Note that we have two rows of information for the distribution record effective on 9/1/2001-the two
chartfield strings that this employee’s salary is charged to.

The effect of these changes for distribution is as follows:

7/1/2001- 8/31/2001: 100%: 100-2006-00000000000-0000
9/1/2001 - 6/30/2002: 80% - 100-2006-00000000000-0000
20% - 500-2006-0000RB06877-0000

Since the grant ends on March 31%, we need to add another row of information to stop the distribution to
the grant after March 31%. Return to the Department Budget Earnings tab, add a new row of data, change

E Sawe

the effective date to 04/01/2002, change the status to Inactive and then click on
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_ DeptBusget Dats ;=T BTGeT S | DeptBudget Dedctons_ DeptBusgetTotes Dot Budgetavtls |

seti: “FIPS pepartment: 2007 Geosciences Fiscal vear: 2002

Budget Begin Date: 07/01/2001 Offset Group:  UR _
= Per Budget Level & Per Earn/Tax/Ded
Budget End Date: 06/ 3052002

" Department " position Pool  Jobcode " Position & pppointgAent [+][=]

EmpliD: 100000055
Empl Rcd#: 0 Semolina llJohn A
*Effective Date: |D4ID1 12002 Bl sgtatus: I Inactive vl Earnings

Cap:
Earnings Distribution

Earnings Code: I ﬂ

*Account Code: |1DD—EDD?—DDDDDDDDDDD—DDDD m Geosciences

Account: ooon Department; 2007 Project/Grant:

Product: Fund: 100 Program: oooa
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2:

Funcing End Date: I

Budget Amount: ID-DDD

ﬁ Save) l:lReturn to Sealch) +E Next in Lisy
/

1Z Previous in List:l E"’ﬂtdd:l @UpdateiDisplay] @ Include Histon,r) @

Now, you are done!
Note that you now have three rows of information.

The information related to the Budget Level, is key information for the Earnings, Deductions and Taxes
pages. The Earnings page is the only page where it is entered.

This distribution record now has the following distribution:

7/1/2001- 8/31/2001: 100%: 100-2006-00000000000-0000
9/1/2001 - 3/31/2002: 80% - 100-2006-00000000000-0000
20% - 500-2006-0000RB06877-0000
4/1/2002: the appointment level budget is no longer active. What budget level will now be used to
determine the account code to charge John’s salary to for the balance of the fiscal year?
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Verifying Appointment Approvals

Appointments to the University In-House payrolls are not authorized until they have been approved. This
means that the employee should NOT be working until you have been advised that the appointment is
approved. With the exception of I-9 information, the appointment is approved if error message are not
received after the edit program is run nightly. Basically, you should know this information the next day.
The only exception is 1-9 information, which will not be validated until the date of hire, to give you an
opportunity to get the information to Human Resources.

A program will be run every night to verify that hires into the system conform to University policy and
procedures. If your appointment has a problem an error message will be posted to a table in the system that
you can access by viewing the In-House Payroll Exceptions report. If an appointment does not show up
on the exceptions report, the appointment is approved. 1-9 information edits will not be executed until the
date of hire to avoid repetitive messages. If 1-9 documentation is not on file by the date of hire, Human
Resources will terminate the employee and you should not authorize the employee to work.

Navigation: Administer Workforce, Administer Workforce (GBL), Inquire, URI In-
House Payroll Exceptions

LU_PAYT34 Listing

Inhouse Payroll Exceptions

My Employees Find
Empl |Pay Msg Data
Name EmpliD Red# |Group Dept |Message Text Msqg Data 1 5
Duck Donald 100000444 1laTU 2501 Active Student Employee NOT an Active
Student
DuckDuck Goase  [100000131 | 1|sTU  [z304 |AStve Student Emplayes NOT an Active
Student
Qstrich, Stretch 1000001 25 0laTU 2306 Active Student Employee MOT an Active
Longneck Student
QuackenbushArhur F 100013050 2lgTy |25p¢  |Active Student Employee NOT an Active
Student
Stork, Stuart P. 100000103 olaTu 2602 Active Student Emplayee NOT an Active
Student
Toucan,Frills A 100000116 | olsTu  [s03s |Active Student Employes NOT an Active
Student
Anderson,John 100000203 OfINT 2306  |Appointment Letter Mot Found
Duck,Duck Goose 100000131 olcT 2802  |Appointment Letter Not Found
Komaoto Anthony 100000205 0/INT 2306  |Appointment Letter Not Found
OppollaAndy 100000188 OjIMT 2304 |Appointment Letter Mot Found
Fulloina,Lauren 100000189 0/INT 2306 |Appointment Letter Not Found
Yugo,Harm X 1000002145 O(INT 2306  |Appointment Letter Mot Found
Andersan,John 100000203 0/INT 2306 |Drug Free Form Mot Found
Duck,Duck Goose 100000131 0cT 2802 |Drug Free Form Mot Found
Kamoto,Anthony 100000205 OfINT 2306 |Drug Free Form Mot Found
Oppolla,Andy 100000188 0INT 2304  |Drug Free Form Mot Found

You will get all the messages for your department. You can print this report by clicking on the print icon on
your web browser. Using File=>Print will only print the first page if there is more than one page.

The status on any employees not appearing on your list is Approved assuming the 1-9 documents and data
are completed, valid and on file.

T:\PubDocs\PS Human Resources\End User Documentation\EUTraining\Graduate Payroll Processing.doc
Last saved by JKlopfenstein Updated 10/24/06 Page 48 of 52




Panel Navigation
Understanding the icons on the PeopleSoft pages will enable you to navigate through the system more
easily and understand the information that you are looking at.

Update/Display and Include History Modes

Update/Display Mode

Home = Administer Workforce = Administer VWorkforce (GBEL) = Use = Job Data

ey Wind o

Work Location ' Job Infarmation " Job Labar " Payroll } SalaryPlan |}~ Compensation

Duck,Duck Goose Employee ID; 100000131 Empl Read#: 0

ork Location Viewdll  First (4 1012 O Last

Employee Status:  Terminated Action Date: 04/08/2003 B [+1[=1
*Effective Date: psrar2003 B Effective Sequence: IU_ *Job Indicator: IPrimary.Job j'

Action {Reason; | Termination M

Future
Position Humber: I— Q) Pasition Entry Date: l— (]
] [T Position Management Record ]

*Regulatory Region: W ﬂ United States

*Companmy: W University of Rhode |sland

*Business Unit: Wg University of Rhode |sland

*Department: |2802 ﬂ G50 Instruction Department Entry Date: ID'IIDSIEDDB @

Location: [EE Y G50 NBC

Supervisor ID: I g

EstablishmentiD: [URI | Q]

l Joh Data Employment Data Earnings Distribution Benefits Program Paricipation |
B save QRetunto SeEICh) — tab) / m Include Historv) [ Correct Historv)

/ NSN—
Note that you are in Update/Display Mode. This means that you can see all current and future rows of
information for this employee and will be able to update future rows of information. Looking at the blue
Work Location line indicates that there are two current and future rows of information for this employee
and you are looking at the first (latest) row of information. You can use the icons on this line to toggle

‘-.ﬂew All
between different rows of information or clickon = to be able to scroll down each row of

information
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Include History Mode

Wark Location ' dob Infarmation 'y Job Labor " Payroll " SalaryPlan y” Compensation

Duck,Duck Goose Employes Ip; 10000013 Empl Red#: ]
Work Location Viewall First [ 157 O
Employee Status:  Terminated Action Date: 04/09/2003 +1=]1
*Effective Date: p1io1r2004 Bl Effective Sequence: ID *Job Indicator: I Primary Job j'
Action / Reason: Termination ﬂ l_ Ql
Future
Paosition Number: I ﬂ Paosition Entry Date: I @
] I Position Management Record ]
*Regulatory Region: IUSA ﬂ United States
*Compamy: IURI Uniwersity of Rhode Island
*Business Unit: IURIPS gl University of Rhode Island
*Department: [z202 Ql 330 Instruction Department Entry Date: [sin8rz003 &)
Location: [o5 Q) 650 NBC
Supervisor ID: |1DDDDDD15 gl Mouse, Mickey
Establishmenti; [URI | Q

I.Jub Data Employiment Data Earnings Distribution Benefits Program Paticipation
E[I Save:] QReturn to Sealch) +=HextinLizt] +EPrevious in List:] Mext tah) & Update."DispIay) =) @Correct History

Note that you are in Include History Mode. This means that you can see all current and future and
historical rows of information for this employee and will be able to update future rows of information.
Looking at the blue Work Location line indicates that there are seven rows of information for this
employee and you are looking at the first (latest) row of information. Compare this to Update/Display mode
where we saw only two rows of information. You can use the icons on this line to toggle between different

. . . View All . .
rows of information or clickon = ——— to be able to scroll down each row of information

Correct History Mode

@Enrrect History

By clicking on you would be able to not only see all current, future and historical rows of
information but also be able to change any of these rows of information. This access will be restricted to
very few individuals.
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Looking up Your Department Number
Click on the Q button next to the Department field and the following search dialog box will appear:

Lookup Department

SetlD: URIPS
Department: I—
Description: |H

Company: I_ﬂ

Location SetlD: I ﬂ
Location Code: I ﬂ
Budget with Department:l

| Lookup | | Clear | | Cancel | Basic Lookup

Enter your department name or portion of the department name in the description box and then click on

Loakup |
- . The system will return all departments that have a description starting with what you entered.
Results from a search of departments with an H:

Search Results

120 of 20
Department Description Company Location SetlD Location Code
i';!ﬁl HREL Security LRI URIFS BEC2TA
2410 HE Undergrad Prograrm LRI LRIFS ECOg
4063 Hazardous Waste LRI LIRIFS KCZEC
a404 Health Education LRI LRIFS 154
5403 Health Maintenance LRI LIEIFS ey )
EOOOS Health Promaotion Partnership LRI LEIPS EMG
2400 Health Services LRI LRIFS EC15A
HEALTH Health Services LRI LRIFS hlank
4043 Heating LRI LIRIFS ECOs
2110 Histary LRI LRIFS EC11
2201 Honors Program LRI LRIFS RN}
HOROES  Honors Program URI LIRIFS (blankd
HOMORS 2 Honors Program level 2 LRI LIEIFS thlank)
HEL Housing & Residential Life UREI LUEIFS hlank
2401 Hum Developmt & Family Studies URI LIEIFS EC2
4010 Human Resource Administration LRI LIEIFS K23
HUMMFEES Human Resources LRI LIRIFS hlank
HEZ Human Fesources L eve| 2 LRI LIRIFS (blankd
HESES Human Science & Services LRI LIEIFS thlank
ZHSS 2 Human Sciences & Services 2 LRI LIRIFS hlank
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You can also search by a portion of the department code. For instance, entering 4 in the department box
will return all department codes that start with 4.

Finding Your Account Codes

Click on the look up button next to the account code field:

Account Code: 100-2003-0000RED EEE-DDD@
~—

And the following search dialog box appears:

Lookup Account Code

AccnuntCnde:l

Description:
Account:

Department:

FrojectiGrant:
Product;
Fund:
Program:
Class:
Affiliate:
Setll:

Wﬂﬂ_ﬂ_

[ Lookup | | Clear | | Cancel | Basic Lookup

You can narrow your search for account codes by entering appropriate search criteria in these boxes.

For instance, to find all account codes for your department, you could enter your department number in the
department box.

To find all of the grant accounts in your department, you could enter your department number and then
Fund 500 in the Fund box.

Then click on
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