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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: 

• Verified I-9 with copies of supporting documents 
• Copy of the student’s Social Security Card with their name as it appears in the system. 
• Drug Free Form 

 
The following documents will be forwarded to the Graduate School: 

• Certification of English Proficiency 
• 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 
  I-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 
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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: 
 

 
 
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.  
 

 

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  

 
 

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

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

name in either the Last Name or Name field and click on .  Choose the student from the search 
results by clicking anywhere on that line. 
 
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 

 
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 

 
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 

 
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 

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

Now click on the . 
 

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

The I-9 information can be entered now by clicking on . (See I-9 
instructions section) 
 
Then click on Job Data.  
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Job Data 

Work Location: 

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 ID: Enter the EmplID for the supervisor for this graduate assistant.  
 
Click on the Job Information tab. 
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Job Information 

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: 

• GT5252 Acad Yr Graduate Assnt 
• GT5253 Acad Yr Graduate Research Asst 
• GS5252 Summer Graduate Assistant 
• GS5253 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. 

• IA5254 Acad Yr Teaching Fellow 
• IS5254 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 IS5254 40 1.00 
Summer Grad 20 hrs GS5252 GS5253 IS5254 20 0.50 
Summer Grad 10 hrs GS5252 GS5253 IS5254 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 IA5254 10 0.50 
Fall Semester 10 hrs GT5252 GT5253 IA5254 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. 

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. 
 

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. 
 

T:\PubDocs\PS Human Resources\End User Documentation\EUTraining\Graduate Payroll Processing.doc 
Last saved by JKlopfenstein Updated 10/24/06  Page 14 of 52 



Payroll 

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

 
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 

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 

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 ½ 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 ½ of the annual amount (5347.50). 

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. 

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

 

 Click on  or click on  to go back and review your data before saving it. 
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Terminating Job data 
 
Work Location: 

 

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: 
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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. 
 

I-9 Verification Data 
 
Navigation: Administer Workforce, Administer Workforce (GBL), Use, Personal 
Data 

 
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  tab. 
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Click on  and then click on the button to get to the URI I-9  
 
Eligibility Panel.  
 
URI I-9 Eligibility Panel 

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

click on . Then click . 

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 I-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 I-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 I-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 I-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 

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) 

 
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 

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.  

 
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 

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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The new row of information looks the same as the row you copied from 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. 

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 

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 

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

Salary Plan  

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 

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 

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 

 again. 
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Completed termination row: 

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. 

Click on the  button to delete the existing termination row. 
 
You will get the following message asking you to verify that you want to delete this row: 

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

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 . 
 
You will get the following warning message: 
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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: 

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 

 

Click on . 
 

 
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 

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. 
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Department Budget Earnings 

The Effective Date here is the date that this distribution is effective. This cannot be earlier than the 
effective date of the hire for an appointment level distribution.  
Enter a Seq# of 1. Sequence number must be entered before anything can be entered into the Distribution 
% field. 
Account Code: Enter the appropriate account number here. 
Distrib %: Enter the % that this account is to be 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.  
 

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 

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

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 
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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 

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. 

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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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  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: 

 
 

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: 
 

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 

John Semolina is in Job Code IN5240 and is charged 100% to Geosciences unrestricted budget for the 
entire fiscal year. John’s professor just received a grant on which John will be working 20% of the time 
from September 1 through March 31st. We need 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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Note that we now have two rows of information.   One record effective 7/1/2001 and one record effective 
9/1/2001. 
 
Change the effective date to 09/01/2001 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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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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Now change the distribution % to 80% and add a row to enter the grant information. 
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After the information has been added for the grant, click on . 
 
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 31st, we need to add another row of information to stop the distribution to 
the grant after March 31st.  Return to the Department Budget Earnings tab, add a new row of data, change 

the effective date to 04/01/2002, change the status to Inactive and then click on . 
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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 I-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. I-9 information edits will not be executed until the 
date of hire to avoid repetitive messages. If I-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 
 

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 I-9 documents and data 
are completed, valid and on file. 
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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 

 
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 

between different rows of information or click on  to be able to scroll down each row of 
information 
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Include History Mode 

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 

rows of information or click on  to be able to scroll down each row of information 
 

Correct History Mode 
 

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  button next to the Department field and the following search dialog box will appear: 

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

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

 
 
And the following search dialog box appears: 

 
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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