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Description

Student payroll employees can be appointed and entered into PeopleSoft by the departments.
Departments will complete the job assignment on—line and forward the following documents to Enroliment
Services:

Verified 1-9 with copies of supporting documents

Copy of the student’s Social Security card with their name as it appears in the job data.

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

Before entering job information, you need to verify that the student’s Social Security Number is in the
system. Undergraduate Admissions requires the Social Security Number as part of the application process,
so all undergraduate students that are US citizens should have their SSN in the system. Foreign nationals
and graduate students should be checked prior to adding their job data by doing a Search/Match on their
Social Security Number.

The data that needs to be entered for a student appointment is as follows:

Institutional Payroll College Work Study Payroll
Personal Data Personal Data

Job Data Job Data

Time Reporter Data Time Reporter Data

1-9 Verification Data 1-9 Verification Data
Salary Distribution Salary Distribution

College Work Study Award

Once the data entry is completed and the student’s forms have been forwarded to the Administrative
offices, you can verify the student’s appointment on-line by viewing the URI In-House Payroll Exceptions
Report. If the student does not appear on this report, the appointment has been approved providing the 1-9
information is on file with the administrative office by the student’s hire date.
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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 Humhber

Description
'1'3| Marme Addr, City, Bday, Gender, 35N

|

SEM Only

B

Mew User Registration 31

Mewe User Registration #2

|

Mew User Registration #3

s

;|

Mew User Registration #4

|

Mamme, Bday, Gender

401 mame, Gender

|

Mame only

=]

Searchifdatch | Searchitatch 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 Student

Getting to Job Data
Student with Existing URI Relationship (EmplID)

Navigation: Administer Workforce, Administer Workforce (GBL), Use, Add
Concurrent Job (Student with URI Relationship but new to your department)

Home = Administer Workforce = Administer Workforce (GBL) = Use = Add Concurrent Joh Llenn VAT d o

Add Concurrent Job

Add a New Value

ErnpliD: [ 4
Empl Red Nbr:lD

Add

If you know the URI ID #, you can enter it here in EmplID otherwise, click on the lookup
button X 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 the system keeps track
of each distinct job that a student has when they are in multiple jobs at one time.
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Horne = Administer Waorkforce = AdministerWorkforce (GBL) = Use = Add Concurrent Job e Wind ow

Lookup EmpliD
D I
Marme: |

LastMame: |MARS

Ccampus ID:I

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-19 of 19
D Name Last Hame Campus ID
00002028 Mars.Diana & MARS {hlank
100004412 Marsden,Brent D MARSDEM hlank’
100007974 Margella,katie L MARSELLA {hlank)
100008146 Marsella Micholas & MARSELLA hlank
100004874 Marsh Joahanna ARSH (blank)
100008300 Marsh Elizabeth B MARSH hlank
100008450 MarshLindsey i MARSH (hlank
100005402 Marshall Allisan C MARSHALL (hlank
100005411 Marshall Stephanie O MARSHALL {hlank)
100007459 Marshall, Chase MARSHALL {hlank)
1000075597 Marshall John b MARSHALL hlank

| »

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

The Name field format is: last name,first name. There is no space between the comma and the first name.

Go to the Job Data instructions next
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Current or Former Student in Your Department

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

Job Data

Find an Existing Value

[

ErmpllD:
Empl Rcd Mhr:

Mame:

Last Mame:

Alternate Character Mame:

—
!
|
|
|

Personnel Status:

[T Case Sensitive
[T Include Histary 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

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

Go to Updating Your Students instructions next.
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Personal Data

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

Home = Administer Workforce = Administer Waorkforce (GELY = Use = Hire Mew Window
Mame Address FPersonal Profile Eligibility/Identity
D MNEW Employee
Wi All First (0 1014 [P] Last
“Effective Date:  [04/07/2003 1] =]
FormatUsing:  |USA| Q] United States
Name: |JUnes,James K
Prefis: Mr h
First Name: |Jélmes Middle: |K
Last Name: |J0n93 SUfix: I Q&
*Marital Status: |Sing|e = As of Hire
¥ Eysa
| Personal Data Job Data Emplovimert Data Earnings Distribution Berefits Prograrm Participation I
& save Next tab Eradd
Mame | Address | Personal Profile | Eligibilityildentity

Enter the following information:

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

Prefix

Enter the student’s name as it appears on the Social Security card.
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 student's Social Security name may have consequences for W-2
processing at year-end.

Click on the Address tab.
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Address

Horne = Administer Workforce = Administer Workforce (GBLY = Use = Hire Mews Wiindo
[ Hame " address " Personal Profile  Eligibiligfldentiyy
Personal Data First [4] 1.0 1 [¥] Last
Effective Date: 04i072003
Country: [o52] & united states
Address 1: |23 Wayward D
Address 2: I
Address 3: |
City: [iwakefied
County: I Postal: 02874
State: |R| Q] rhode Island
Mailing Address
Email Phong
| Personal Data Job Data Emplovment Data Earnings Distribution Benefits Program Participation
& szve) (B Pravieus tab Next tab B add
Marne | Address | Personal Profile | Eligibiliteldentite

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.
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Personal Profile

Horme = Administer Workfarce = AdministerWorkforce (GHLY = Use = Hire | SN TAT (17

Mame Address f Personal Profile Y Eligibility/Identity

ID; NEW
*Gender: |M5|E d [ Full-Time Student
Alternate Employee |D: | ™ Waive Data Protection
*Highest Education Level;  |#-hot Indicated =l
Referral Source; I Unknown ﬂ
Employee Referral ID: I
Specific Referral Source: |
¥ Eusn
| Personal Data Job Data Employment Data Earnings Distribution Benefits Program Participation
B Save) [ Previous tab Next tab Eadd

Mame | Address | Personal Profile | Eligibilityldentity

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

Click on the Eligibility/ldentity tab.
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Eligibility/Identity

Marme " Address " Personal Profile y Eligibilityldentity \L

; MEW

Birthdate: | Edl Birth Country: [Tal
Age: Years Months 0 I QJ

Date of Death; I @ Birth Location: |
Language Code: I :I'

¥ National ID Al First (4 1011 [P Last
Country  *National ID Type Description National ID Primary ID

[usa QPR @ Social Security Murmber ~ =]

» B= s

| Personal Data Job Data Ernployrment Data Earnings Distribution Benefits Program Participation |
= Previous tab ] Bk add

Marne | Address | Personal Profile | Eligibilityidentity

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

URIY Data |

Ethnic Group: |White

L L

Military Status: | Mot indicated
¥ Eligible to Work in LLS.

Ethnic Group is optional for students.
Military Status is optional for students.

The 1-9 information can be entered now by clicking on U1l Data | . (See 1-9

instructions section)

Then click on Job Data.
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Job Data

Work Location:

Horme = Administer Workforce = Adrminister Workforce (GBL) = Use = Add Concurrent Joh FIEW VTN O
Wark Lacation " Job Information Joh Lahar Payrall Salary Plan v Compensation
Marshall John M Mon-Employee  Other MEE ID: 1000075437 Empl Rci#: 1
'Work Location First (4] 1.t 1 [P] Last
Job Status: Active Action Date: 082072002
*Effective Date: IUBJ@W?DD2 E Effective Sequence: ID *Job Indicator: I Primary Jab j'
Action / Reason: I Hire =l I a
cu
Position Number: I =Y Position Entry Date: I
= [T Position Management Record [ Encumbrance Override
*Regulatory Region: IUSA ﬂ Linited States
“Company: IURI University of Rhode |sland
*Business Unit: IURIF’S ﬂ University of Rhade [sland
*Department: [z602 (=Y Pharracy Practice Department Entry Date: [o8rz0r20¢
Location: [kcas <l Fogarty
Supenvisor ID: [rooooooze @y Alpha,Jaohn
Establishment ID: | =Y

I Joh Data Employment Data Earnings Distribution Benefits Program Participation I

Work Location is the first page in the panel group that contains all the information relative to a student’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. For student’s, the effective date for a job hire must
be the Sunday of the week they begin work or they will not be able to enter time for that week.
Then tab to or click into Department.

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.

2. Department: Enter your department number. Valid numbers are numerical only. Department
numbers that contain all alpha characters are placeholders used for security and organizational
maintenance. The exceptions are partnership accounts that begin with a ‘P’ followed by 4
numbers.

3. All other values on this page will default from the Department or are system maintained.

Location Code: Review-The location code defaults from the Department Table as the home location for
the department. If the student is working in a different location, change the location code to reflect the
actual work location. The location code on the student’s primary job record determines the location that the

Page 14 of 70
T:\PubDocs\PS Human Resources\End User Documentation\EUTraining\Student Payroll Processing.doc
Last saved by JKlopfenstein 10/24/2006



student’s paycheck will be sent to, unless the student notifies payroll to send the check to another job
location.

Supervisor ID: Review-The ID that defaults here is the Department Manger’s EmplID. If the Department
Manager is not the supervisor for this student, then this field should be changed to reflect the actual

supervisor for this student.

Click on the Job Information tab.

Job Information

Wiark Location Jab Infarmatian Job Labor Banyroll Salary Flan Compensation
Marshall John W Mon-Employee Other NEE . 100007597 Empl Rcd#: 1
Job Information WiE A First (4 10t 4 [¥] Last
Effective Date: 0arz0izooz Effective Sequence: 0 Job Indicator: ~ FPrimary Job
Action ! Reason: Hire
Current
* Jobh Code: IIN5239 ﬂ Student Help-College WorkStudy  Entry Date: IDBIEDIEDDE @
*Regular, Temporarny: ITemporan-' j' *FulliPart: IF'E'”‘T"'”E j'
Empl Class: I j' *Officer Code: I Mane j'
*Regular Shift MIA = Shift Rate: | f
Standard Hours: |1 0.00 FTE: ID.25 ™ Adds to FTE Actual Count?
VWork Period: fin A wesky
“Classified Indc: INIA j'
Contract Number: I =Y Contract Type:
Mext Contract Mumber |
¥ E= s,
I Job Data Employment Data Earnings Distribution Benefits Program Faricipation I

Enter the Job Code: For the student payroll, the job codes consist of two letters and the object code that the
expense is charged to. Some examples of student payroll job codes are:

IN5239: Student Help - College Work Study

IN5240: Student Help - Institutional Payroll

IN5278: Per Course Instructors-Recurring (grad students only with approval)

1A5278: Per Course Instructors-Temporary (grad students only with approval)

1T5239: Student Help - College Work Study who is tipped — Dining Services only

1T5240: Student Help - Institutional Payroll who is tipped — Dining Services only

IR5240: Student Help — Resident Assistant IPR — Residential Life only

IR5239: Student Help — Resident Assistant College Work Study — Residential Life only
The remaining data on this page will either default from the job code or is system maintained.

Regular/Temporary: Defaults to Temporary and should not be changed.

Full/Part: Defaults to Part Time. You may change it to Full Time if this student’s job is full time.

Standard hours/week: For hourly students this should be the hours the student is expected to be working
per week. This will default to 20 hrs/wk. The standard hours entered here are used to determine
the encumbrance amount generated for this job assignment.

FTE is calculated by the system and does not need to be changed.

Work Period defaults as “W’ and should not be changed.

Then click on the Payroll tab.
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Payroll

Home = Administer Waorkforce = Administer Workfarce (GBL) = Use = Add Concurrent Johb e Window
| Work Location | Job Information | Job Labor " Payroll Y SalanyPlan | Compensation
Marghall Jahn M Mon-Erployee Other NEE p, 100007597 EmplRes;
Payroll Info A First (4 1071 M Las
Effective Date: 08ranszon02 Effective Sequence: 0 Job Indicator: ~ Frimary Job
Action / Reason: Hire
Current
*Payroll System: | Fayroll for Narth America j
Pay Group: |5TU Ql Student Payroll Holiday Schedule: MOME Q] Mo Holiday

Pay Type: IH_ﬂ Hourly *Tipped: Mot Tipped 'l
Tax Location Code: IRI ﬂ FICA Status: Exempt Yl

RI
GL Pay Type: I

Account Code: | Q)
I Job Data Employment Data Earnings Distribution Benefits Program Paricipation I

ElAdd

ﬁ Save {5 Frevious tab) Mext tab]
Wiiark Location | Job Information | Job Laboar | Payrall | Salary Plan | Compensation

Paygroup: STU for students

Pay Type: H
Tax Location Code and Holiday Schedule default to the correct values.
The value in Tipped will default from the job code entered. Job codes IN5239 and IN5240 should say “Not

Tipped”. Job codes 1T5239 and 1T5240 should say “Directly Tipped”.

Then click on Salary Plan tab.
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Salary Plan

Horme » Administer Warkforce = AdministerWarkforce (5BLY = Use = Add Concurrent Joh e Wiindowy
| WorkLocation |~ Jdob Information |\ Job Labor 0 Payroll " SalaryPlan ' Campensation
Marshall Jahn M MNon-Employee OtherNEE  p. 100007587 Empl Redi: 1
First (4] 4 af 4 [#] Last
Effective Date: 08r2002002 Effective Sequence: 0 Job Indicator:  Primary Job
Action | Reason: Hire
Current
Salary Administration ISTU Q' Grade: |1 Q| Grade Entry Date IDBIZDIQDDQ B
Plan:
Step: I"_ﬂ Step Entry Date IDBBW?UD2 Edl
Review Rating: | | QY Review Date: [ Edl
Rating Scale: I Q Rating Model: Matrix:
I Joh Data Employment Dats Earnings Distribution Benefits Program Padicipation I
ﬁ Save (= Fravious tab) Mext tab] El'l;‘ldd
Wiiark Lacation | Job Information | Job Laboar | Payrall | Salary Plan | Compensation

The system defaults to the Grade and Step specified on the job code. Change these if necessary to the

correct grade and step for this student.

Salary Plan: Always STU

Grade: Defaults as ‘1’ which is the undergraduate grade, Can be changed to ‘2’ for the graduate rates.

Step: Values are 1-8 for Grade 1 and 1-3 for Grade 2 according to the rates established by Enroliment
Services.

Then click on the Compensation tab.
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Compensation

Home = Adrminister Workforce = Administer Workforce (GBL) = Use = Add Concurrent Job Il Wifind o

| Wiork Cocation " Job Information " Jok Cabor W Payroll " SalanfFlan y" Compensation \_

Marshall Jaohmn M Man-Employee OtherNEE |p, 100007397 EmplReds:; |
Compensation First (0 10t 1 [ Last
Effective Date: 08r20izo0z2 Effective Sequence: 0 Job Indicator:  Primary Job
Action / Reason; Hire
Current
Compensation Rate: 6500000
*Compensation Frequency: IH R Hourty Hourly Rate: 650000050
Change Amount: Daily Rate: 13.0005F
Monthhy Rate: 2816675
Change Percent:
Annual Rate: 3,380.0005F
Compa-Ratio: 0.yo
Anhual Benefits Base Rate: | 7
Pay Components First (0 10f 1 [ Last
Amourts
*Rate Code Seq Details Comp Rate Currency  Fregquency Percent
1 IHOURLY Q) |u Details  |8.500000 = IUSD Q| IH Q) =1

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. The comp rate can be changed here if the amount being paid is
different than the grade and step amount. This is permissible as long as the rates entered do not exceed step
8 for Grade 1. For Grade 2 rates, the compensation amount needs to equal the step amounts.

ﬁ Sawve
Click on . You now have a job record for this student with no termination or end date. To enter
the termination information, click on the Work Location tab again.
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Terminating Job data

Work Location:

Bdminister Warkforce = Administer Workforce (GBL) = Use = Job Data Il e WA o 1

Location % Joh Information © JobLabor ©  Payroll ' SalaryPlan * Compensation |

usanP Employee ID: 100000064 Empl Rod#: 0
bocation ________________________________________ viewAl FirstllioeDllast
oyee Status: Active Action Date: 12452001 E
ktive Date: |1 211911999 Bl Effective Sequence: ID *Job Indicator: IPrimary.Jub j'
rn i Reason: I Hire j I 4
Current

Lion Humber: I ﬂ Position Entry Date: I @

|| ™ Position Management Record ||

ulatory Region: Wﬂ United States
pams URI University of Rhaode |sland
ness Unit: Wg University of Rhaode |sland
Lrtmerrt: iz & Languages Department Entry Date: [12rarasa] B
\tion: Wﬂ Independce i
prvisor ID: l—ﬂ
blishmenti: | Q)
ata Employrment Cigd Earnings Distribution Benefits Prograrm Participation
-~
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.
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New data row:

Haome = Administer Warkforce = Administer Workforce (3B = Use = Job Data e Wind ow |
Work Location 4 Job Information Job Labor Payroll Salary Plan  Compensation
Platt,Susan P Employee ID: 100000064 Empl Rod#: 1]
'Work Location View ill Firs
Employee Status:  Terminated Action Date: 0941372002
*Effective Date: |U5” 52001 Bl Effective Sequence: IU +Job Indicator: I Frimary Joh :I'
Action /Reason: | Termination =l ITDS Q| End of Limited Appaintrment
cur
Position Number: I g Position Entry Date; I
= ™ Position Management Record -
*Regulatory Region: IUSA g United States
*Compamg IURI University of Rhode [sland
*‘Business LUnit: IURIPS g University of Rhode [sland
*Department: |21 12 =Y Languages Department Entry Date: |1 2149184¢
Location: IKCST Q Independee
Supervisor ID: I ﬂ
1D:
Estahlishment 0| Ql

The current row of data is copied forward with an effective date of Today’s 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 student’s job record.

This step is important because of the effect on encumbrances. The encumbrance for students is determined
by the standard hours/week times the compensation rate times the number of weeks worked.

The number of weeks worked is determined by the beginning date of employment and the termination date
of employment.

Page 20 of 70
T:\PubDocs\PS Human Resources\End User Documentation\EUTraining\Student Payroll Processing.doc
Last saved by JKlopfenstein 10/24/2006



Time Reporter Data

For students, Time Reporter Data needs to be completed. After you have completed
and saved the job information for your student, you can click on the

Employiment Diata

link while you are still in job data

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

John iarshall

Employes

ID: 100007597

Empl Rcd#: 1

Work Location First (4 105 1 [P] Last

Employee Status: ~ Active Action Date: 12/06/2002
*Effective Date: 08/26/2002 | B Effective Sequence: |U_ *Job Indicator: | Prirnary Job i I

Action / Reason: Hire ﬂ I_ @ .

ur
Position Number: I =Y Position Entry Date: I
= I” Position Management Record -

‘Regulatory Region: [US2 Q) United States

*COmpams W University of Rhode 1sland

‘Business Uit [URIFS Q) University of Rhode Island

‘Department: |5200 =Y Residential Life Department Entry Date: IDSIQEIZDD:
Location: IKCST =Y Rarwms Ct

Supervisor ID: Mﬂ warren,John B

EstablishmentiD: JURI Q)

I Job Data Employvment Data

Earnings Distribution

Benefits Program Paricipation

Click on Employment Data

Ernployrnent Infarrmation " Emplayment Dates )

Harme = Administer Worldforce = AdministerYWarkforce (GBLY = Use = Job Data

Mews WYindo

Business Title:

John tdarshall Emplayee Ip: 100007537 Emppl Red#: !
*HomeHost: hd Tirne Reporer Data

Employment Infarmation | Employiment Dates

Work Phone:
r EEysa

Job Data Employment Data Earnings Distribution Benefits Program Padicipation I
ﬁ Save QRetum to Search Mext tab @ Include History:] @Correct History)

Click on Time Eeparter Data '
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Person Type: Personnel Status: Employee Payable Time Start Date: I':'EQEBUU2 Ed

Time Reporter Data Wiew All First (4] 1of 1 [®] Last
“Effective Date: [18/2672002 *Time Reporter Status: [Active H @ sendTimeto Payroll +1=1
Time Reporter Type  Time Reporing Template Commitment Accounting Flags
© Elapsed IU_lNT_ELAF' QJ URIInternal Elapsed Time ™' For Taskgroup
€ Punch I— [T For Department
Time Period D L \
“Workgroup: IINT HOURLY ﬂ INT & STUD HOURLY POSITIVE PAY

*Taskgroup: Ipsnuncatsld A
Task Profile ID: | Ql
TCD Group: I ﬂ
Restriction Profile ID: | Ql
Rule Element 1: | Ql
Rule Element 2: | Ql
Rule Element 3: | Ql
Rule Element 4: | Ql
Rule Element 5: | Ql
Time Zone: IEST Ql Eastern Time

[8]54 | Cancell

Payable Time Start Date: The effective date of the job record.
Effective Date: The effective date of the job record.
*Note: Both Payable Time Start Date and Effective Date Must be a Sunday, and Cannot
be Prior to the Date of Hire or Rehire.
Time Reporter Type: Elapsed
Workgroup: INT HOURLY for Student & Student Hourly Positive Pay
Taskgroup: PSNONCATSK, Commitment Accounting
CPRC_IPR, CPRC Task reporters only
CPRC_CWS, CPRC Task reporters only
Time Zone: Defaults as EST.
No other fields need to be completed.

) + .
Then click on the button to add a row for the student’s termination.
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Time Reporter Data e A First (4 1062 D Last

*Effective Date: ID5ID3I?UU3 Edl *Time Reporter Status: I Inactive :I' M Send Time to Payroll [+1[=]

Time Repaorter Type  Time Repoting Template Cammitment Accounting Flags
® Elapsed  [DNT_ELAP Q) URI Interal Elapsed Time ¥ For Taskproup

¢ Punch I— ¥ For Department
Time Period ID: | q

orkgroup: IINT HOURLY ﬂ IMT & STUD HOURLY POSITWVE PAY
*Taskgroup: IPSNONCATSI@ Commitment Accounting

Task Profile ID: | =
TCD Group: I ﬂ
Restriction Profile ID: | Ql
RuleElement 1: | Q|
Rule Element 2: | Q
Rule Element 3: | QJ
Rule Element 4: | Q
Rule Element 5: | QJ
Time Zone: IEST Ql Eastern Time

[ Ok | [Cancel |

Change the Effective Date to the student’s termination date and then change the Time Reporter Status to
Inactive.

Then click on . Then click on B.53¥e]

The above is the standard Time Reporter set up for students.
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Time Reporter Set Up for Task Reporters - CPRC

Time Reporter Data

*Effective Date: IUEIUN?':'E'1 Ed *Time Reporter Status: IActive :"

First [4] 10t 1 [¥] Last
[+1[=]

¥ Send Time to Payroll

Titne Reporter Type  Time Reporing Template

Restriction Prafile ID: | Y
| =Y

Rule Elerment 1:

Rule Element 2: | =Y

Rule Element 3: | Q

Rule Element 4: | Ql

Rule Element 5: | al

Time Zone: IEST QJ Eastern Time

Commitrent Accounting Flags
¥ For Taskgroup
¥ For Department

& Elapsed Ii ﬂ
 Punch I—
Time Period ID: &
“Workgroug: [INT HOURLY @ INT & STUD HOURLY POSITIVE PAY
“Taskgroup: [cPre_ws & CPRC Wark Study Payroll
Task Profile ID: Y
TCD Group: I— Q
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1-9 Verification Data

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

Home = Administer Waorkforce = Administer Workforce (GBLY = Use = Personal Data T Wi don

Personal Data

Find an Existing Value

EmpliD: |

Marme: |

Last Mame: |D

Depariment SetiD: (Y

Department: | 4

Alternate Character Name:l

Persannel Status: | j

[T Case Sensitive
T Include History T Correct History

Basic Search
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 students matching the criteria will be
displayed. Click on the student you want and then click on the  Eligibilibdldentity % gap,

Home = Administer Warkforce = AdministerWorkforce (GBLY = Use = Personal Data e Window
Marne Address Personal Profile ;’m\_
Duck,Duck Goose Employee |p: 100000131
Birthdate:  |02/2811962 i) Birth Country: Y
Age: Years 40  Months © I Q
Date of Death: | Edl Birth Location: |

Language Code: I :I'

First (4] 4 of 1 [P] Last

Country *National ID Type Description National ID
[usa Q] [FR QJ social Security Mumber 263524698 | [=]
¥ E=sa

Ethnic Group: [iwunite =l URII9 Data_|

Military Status: | Motindicated j

¥ Eligible to Work in LS.
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URI 18 Data
Click on YESUSA__ and then click on the button to get to the URI I-9

Eligibility Panel.

URI 1-9 Eligibility Panel

Horne = Administer Waorkforce = AdministerWorkforce (GBLY = Use = Personal Data I e Wi vy

URI 19 Eligibility Panel

ID: 100000131 Hame: DuckDuck Goose

Eligikility Proof1 List A Expiration Date
ICANLICENSE Q] canadian Drivers License I Bl
Eligikility Proof 2 List C Expiration Date
|FORMI1 794l Farm 178 |1 2-31-03 )

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

click on .Then click %I

You can click on the lookup button Q 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.

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.

If a List A document is used by the student, it confirms both identity and eligibility for
employment. No other documents are required. If a List B document is used, a List C
document must also be used.

The 1-9 and copies of the supporting documents used must be submitted to Enroliment
Services for the student payroll. 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.

The system will check for 1-9 information as of the student’s hire date. If a valid 1-9 is not
on file by the student’s hire date, Enrollment Services 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 date or
Enrollment Services will terminate the student
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Federal College Work Study Awards

Completing the Work Study Placement Panel
For students with College Work Study awards, the student must be hired into a job code
ending in 5239, and the work study placement must be linked to the award. This way, the

charges will be distributed to the correct chartfield strings, and the system can track &
monitor earnings against the award.

Follow the steps below to complete the Work Study Placement panel, and attach the
College Work Study award to the job.

Navigation: Administer Financial Aid, Package & Disburse Aid, Use, Work Study
Placement

Work Study Placement

Find an Existing Value

ID: |1IZIIZIIII1883E| G
Academic Institutiun:lurips 4

Aid Year: Wﬂ
National ID: |
Campus 1D: |
Last Mame: |
First Mame: |

[T Ccase Sensitive
M Include History T Correct History

| Search | | Clear | Basic Search

EmplID: Enter the student’s EmplID.
Academic Institution: URIPS
Aid Year: Enter the appropriate aid year.

If the student’s EmplID is not known, you can enter the student’s name or social security

| Search |
number and then click on - . The system will return the student’s college work-

study award. If you get a message stating “No Matching Values Were Found”, this
student does not have an award. It is also possible that the student has not yet accepted
their award. Students can accept their awards in e-Campus through SA Self
Service>Learner Services>Finances>Accept/Decline Financial Aid.

If a student has further questions about receiving a Federal College Work Study award,
they should contact the Office of Enroliment Services to have the matter resolved.
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Work Study Placement

Snow, Andrew J 1D: 100018584

Aid Year: 2005 Financial Aid vear 2004-2005 Institution: URIPS

Itemn Type: 900000002000 Federal College Wark Study 01

Award Status: Accepted Offered: 2,000.00 Accepted:  2,000.00 Dishursed: 0.00
yiew Al First (0 10614 [ Last

Effective Date: 09/16/2004 |Ei] Empl Red Nbr: Y =]

Status: Active v Rcd Effective Date: =Y

Placement Status: Placed b Effective Sequence: [0 QJ

Placement Date: 0911612004 | Department:

Community Service b Joh Code: Student Job Summary

Indicator:

B save) [CiRetum to Search) [4SMextinList ) /8l Include History | ([ Correct History ]

Generally, when you come into this panel there will not be any previously saved rows.
(You can tell this by the Effective Date and the Empl Rcd Nbr fields. If the Effective
Date is the current day’s date and the Empl Rcd Nbr is 0, there are no saved rows). If
there is an existing row, for example from the previous years” work study placement

information, click on to add a new row.
Enter the following information:
Effective Date: Change this date to the effective date of the job hire or rehire
Status: Active
Placement Status: Placed
Placement Date: Today’s Date

Use the lookup function to select the following information from the available options:
Empl Rcd Nbr: The Empl Rcd Nbr of the job that the student was hired into. *It
is very important that this is the same Empl Rcd Nbr as the job data you just
entered.

Rcd Effective Date: The job hire or rehire date.

Effective Sequence: The sequence on the student’s job; usually ‘0’. When the job
data indicates a rehire or a data change, the effective sequence number may be
other than *0’. Select the appropriate number from the available options on the
lookup function. Select the Rcd Nbr displayed on the same line as the CWS job
code IN5239.

Department: The department number that the job is in will be inserted here.

Job Code: The CWS job code will be inserted here. If a job code other than
IN5239 is displayed, there is a data entry error somewhere that needs to be fixed.
You should review the job data and make the necessary correction.

|E| Sawe

Then click on
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To view the job details for this student from this panel, you can click on
Student.Job SUMMAN anq the following information will be displayed:

Job Summary
Action: HireHIR:
Aﬂtiﬂn DﬂtE: D1 IDQ.‘IEDDE Hﬂasun:
Employee Status: Artive
Compams University of Rhode Island
Joh Entry Date: 014122003
RegularTemporary: Temparary Comp Rate: 3862.000000
Standard Hours: 10.00 Hourly Rate: f.850000
Step: 3
Step Entry Date: 014122003

Feturn

Changes in Federal College Work Study Status

There are a variety of actions that may take place throughout the year in regards to
student Federal College Work Study awards. Federal CWS awards can be removed from
a student; an award can be re-evaluated and increased; a student can be attached to an
existing award that they were not previously attached to; an award amount can be
exhausted by a student worker, etc.

The University hiring departments, under the oversight of Enrollment Services, are
responsible for assuring the correct use of the University’s Federal CWS job codes and
funds on the In-House Payroll. The individual departments hiring student employees have
the responsibility of entering job data correctly, continually monitoring their In-House
Payroll Exceptions report, and making changes when appropriate.

Salary Distribution Adjustments Affecting the Federal CWS Account

It is possible to have payroll charges moved from one chartfield string to another when an
error was made on the original distribution via the standard In-House Payroll Adjustment
Form. All payroll adjustments affecting the University’s Federal CWS Account must be
sent to the Payroll Department from the Office of Enrollment Services. Departments
should coordinate adjustments crediting or debiting the Federal CWS Account through
Enrollment Services.
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Student in Federal CWS Job Meets/Exceeds Award Amount
The PAY734 In-House Payroll Exceptions Report contains the following messages
related to a work study employee nearing their award amount:
o #110 “Active CWS job disbursed amt within 20% or greater than accepted
amt”
o #109 “Active CWS job disbursed amt within 10% or greater than accepted
amt”

Sequence of Events

Within 20% of award amount

A payroll exception message will be displayed for Enrollment Services and the hiring department when a
student’s earnings reach within 20% of their Federal College Work Study award amount. When Enroliment
Services first views the within 20% warning message they will make the determination to either increase
the award amount or to leave the award as is.

Within 10% of award amount

The departments will be informed that when the within 10% message appears on their exception reports,
ES has evaluated the award and made an increase if any was possible. The 10% message is displayed for
both the departments the student has an active job in, and Enrollment Services. The department will
communicate the award status to the student and encourage the student to contact Enrollment Services if
there are any extenuating circumstances (parental income change, change in funding sources, etc.)

Monitoring use of remaining award monies & changing job to IPR

At this point the department must monitor the use of the remaining award monies, and calculate the pay
period in which the student will exhaust the funds. The department should change the employee’s job data
over to an IPR job at the beginning of the next pay period following the one in which the student will use
up their Federal CWS award.
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Updating your Students
Adding a new Job to a Student

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 = AdministerWorkforee (GELY = Use = Job Data Mews Wi dows

Job Data

Find an Existing Value

EmpliD: li

Ermal Red Nor [

Mame: [Jones,

LastMame: |

Alternate Character Namme:

Personnel Status: [ [~ |

[ Case Sensitive
™ include History T Carrect History

Search Results
1T of 7

EmplID Empl Rcd Nbr Name Last Mame Alernate Character Name Personnel Status

q0dniEaTEa lonesJdoe  JOMES  (blank) Mon-Ermpl
100016478 1 Jones,Jog JOMES (hlank) Mon-Empl
100015271 0 JonesJohn  JOMWES (hlank) Emplovee
100016345 0 JonesJohn & JOMES (blank) Employee
100000418 0 JonesJonny  JOMES {hlank) Employes
100000165 0 JonesJunie B JOMEE (olanky Emplovee
100000160 O Jones Tim JOMES hlank) Employes

Enter the student’s EmplID 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 student 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.

Horme = Administer Workforce = Administer Warkforce (GBL) = Use = Job Data Blesn Window:

Yark Location Y Job Information Y Joh Lahar Y Eayrall Y Salary Plan Y Compensation \.I

Duck,Duck Goose Employes Ip; 100000131 Empl Read#: 0
viewall  First [4] 1oi2 DI Lact
Employee Status:  Terminated Action Date:  04/08/2003 =1=1
*Effective Date: 552003 B Effective Sequence: IU *Joh Indicator: |PrimaryJob :l'
Action /Reason: | Termination =l l_ Ql
Future
Position Number: I ﬂ Position Entry Date: I @
- [T Position Management Record -
*Regulatory Region: IUSA ﬂ United States
*Compamy. IURI University of Rhode |sland
*Business Unit: IURIPS g University of Rhode |sland
*Department: |2802 Ql GS0 Instruction Department Entry Date: |u1 in5/2003 |1
Location: [os Q G50 NBC
Supervisor 1D: I g
EstablishmentiD: [URI | Q

| Job Data Employment Data Earnings Distribution Benefits Program Patticipation |
S Return to Search | [ (51 (=9 Next tab = 2] Pelude Hist: Correct Hist
EIJ e Q eturn 1o Seard ) jexl 1al ) / é/ Iclude His on,r) @ Orrec’ 13 ory)
—————

Note that you are in Update/Display Mode. This means that you can see all current and
future rows of information for this student 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
‘q.ﬁew all

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. Otherwise, the effective date will stay the
same as the last row of data.
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Work Location " Job Information ) Job Lakor " Fayroll " Salary Flan | Compensation

Duck,Duck Goose Employee ID; 100000131 Empl Ry

'ork Location View All Fret (4 1orz O Last

Employee Status: ~ Active Action Date: 04/09/2003 =]
*Effective Date: 051152003 Bl Effective Sequence: IU *Job Indicator: | Primary Joh

Action /Reason: | Termination = I Ql

Future
Paosition Number: I ﬂ Paosition Entry Date: I @
] I” Position Management Record ]

*Regulatory Region: IUSA g United States

*Compams |URI University of Rhode |sland

*Business Unit: IURIPS ﬂ Lniversity of Rhode |sland

*Department: |2802 g G50 Instruction Department Entry Date: |D1 f04a52003 @

Location: [EE Q G50 NBC

Supervisor ID: I ﬂ

EstablishmentiD: |URI | Q

I Joh Data Employment Data Earnings Distribution Eleneﬂtsﬁrogram Participation |
&) save ) Return to Search) 4= HextinList ] +E Prewious in List) Hext tah] Ainclude History) [ Carect History]

The new row of information looks the same as the row you/copied from. Now you have
three rows of information instead of two. Note, that the blue line indicates 1 of 3.

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

Work Location 'y Job Information | Job Labor " Payroll " SalaryPlan " Compensation

Duck Duck Goose Employves ID; 100000131 Empl Red#: ]

Work Location view all  First (4] 1oz I3 Last
Employee Status:  Active Action Date: 04/09/2003 [+1=]
*Effective Date: 070172003 Bl Effective Sequence: ID *Job Indicator: I Primary.Jab :l'

Action | Reason: Rehire = I Ql
Future
Paosition Humber: I ﬂ Position Entry Date: I @l
] ™ Position Management Record =
*Regulatory Region: IUSA g United States
*Compams IURI University of Rhode |sland
*Business Unit: IURIPS g University of Rhode |sland
*Department: [za02 Q) 350 Instructian Department Entry Date: [o1/0812003 | E
Location: [os Q 350 NBC
Supervisor ID: |1DDDDDD15 ﬂ Mouse Mickey
EstablishmentD: |URI | Q

I Joh Data Employment Drata Earnings Distribution Benefits Program Participation
B save)  QiRetur to Search ] (4= HextinList | 45 Previous inList) Next tab ) =] Alinelude History] [& Corrast History)

Change the Effective Date to the hire date for the new job and then enter an Action of
Rehire.
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Tab to Department and change the Department ID if necessary. If you are rehiring
someone in your department and have access to only this department, you will not need
to change the Department ID. If you have access to more than one department, you will
see students in all departments you have access to and may need to change the
department ID.

Then click on Job Information.

Job Information

/ Wiark Location § Job Infarmation Y JobLabor " Payrall ) Salary Plan ) Compengation )
Duck,Duck Goose Emplayee Ip: 100000131 Empl Red#: ]
Joh Information View All First (4] 163 I Last
Effective Date: 0701z003 Effective Sequence: 0 Job Indicator: ~ Primary Job
Action / Reason: Rehire
Future
*Joh Code: IINSQ?Q ﬂ Fostdoctaral Fellowship Entry Date: ID?ID‘IIEDDS @
*Regular/Temporany: ITemporar\; :I' *Full/Part: IF'E”J[‘T”T'E :I'
Empl Class: I :I' *Officer Code: INone :I'
*Regular Shift: i hd Shift Rate: | f
Standard Hours: |1 oo FTE: I1 oo
Work Period: [ wesky
“Classified Indc: INer :I'
Contract Number: I ﬂ Contract Type:
MNext Contract Number |
> BE= gy
| Joh Data Employment Data Earnings Distribution Benefits Program Participation |
=] Save] L Return to Search) +E MesxtinList |+ Previous in List] Prewious tab] hext tab) AE Al Include History) [ Correct History]

Review the following items:

Job Code: Change to the new job code if required. When you change this, the remaining
information will default to the correct values based on the information in the Job
Code Table.

Full/Part: Will always default to Part Time. You may change this to Full Time if this
student’s job is full time.

Standard Hours: Change to the appropriate standard hours for this job.

Then click on the Payroll tab.
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Payroll

Work Location ) Job Infarmation )" Job Lakor " Fayroll % SalaryPlan 'y Compensation |,

Duck,Duck Goose Employes iD: 100000131 EmpiRcas: U
View Al First (4] 103 O |ast
Effective Date: 070142003 Effective Sequence: il Job Indicator;  Primary Job
Action | Reason: Rehire
Future
*Payroll System: | Payrall for Morth America j
Pay Group: |ICT Ql Internal Contract Pay Holiday Schedule: INONE Q) Mo Holiday
Employee Type: IS_ Q) Salaried
Tax Location Code: IRI al m FICA Status: I Subject 'l
GL Pay Type: I
Account Code: | Q]
I Job Data Employment Diata Earnings Distribution Benefits Prograr Participation |
F:!] Save:l QRetum to Search) 4= Hestin List | +Z Previous in List) Previous tab) Mext tab) Z él Include History:l @Colrect Histoly)

Check the following:
Pay Group: Change to the appropriate pay group.
Employee Type: Change to the appropriate employee type.

Then click on Salary Plan.

Salary Plan
Witk Location ) Job Inforrmation " Job Labor " Payroll '} Salary Plan i Compensation |
Duck,Duck Goose Employee 1p: 100000131 Empl Red#: 0
View&ll  First (4 103 I Last
Effective Date: 07/01/2003 Effective Sequence: il Job Indicator:  Primary.Job
Action / Reason: Rehire
Future
Salary Administration | (G} grade: Y Grade EntryDate | Ed
Plan:
Step: l_ ﬂ Step Entry Date I @
Review Rating: | | Review Date: [ B
Rating Scale: I Q Rating Model: Matrix:
I Joh Data Employment Data Earings Distribution Benefits Program Pardicipation I
=] Save) ) Return to Search] +EHewtinList | 5 Previous in List) Prewious tab) Next tab] Al Al Include Histor\r) [ Comect Historv)

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 Grade
and /or Step if necessary.
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Click on the Compensation tab.

Compensation

| WorkLocation " Joh Information )" Job Labor 5" Payroll " SalaryPlan " Compensation \_

Duck,Duck Goose Employes p: 100000131 Empl Red#: a0
Compensation View All First (4 1012 DO Last
Effective Date: 070172003 Effective Sequence: 0 Job Indicator:  Frimary Job
Action / Reason: Rehire
Future
Compensation Rate: 22,000.000000%FF
T |_c Q@ contract Hourly Rate: 423.076923F
Daily Rate: n.000%g
Change Aimount: 16,000.0000005F o -
Monthhy Rate: n.000%g
Change Percent: 266667
Annual Rate: 22,000.000%
Compa-Ratio:
Annual Benefits Base Rate: I = (Mo Proration Selected) Contract Chanoe Prorate Option
Pay Components First (4] 4 o 1 [P] Last
*Rate Code Seq Details  Comp Rate Currency  Fregquency  Percent
1[entreT @) [0 Cefails  [22000.000000 = [usolal o & =]
I Joh Data Employment Data Earnings Distribution Benefits Program Participation I
& szve QL Return to Search] += MexctinList | | 4= Previous in List) Pravious tab) ( ] @ ) 0 Include History) [ Correct History)

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.

Comp Rate: this will default from the Salary Plan information. Review this rate to be
sure it is the correct compensation rate for this student.

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 student 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 B.5=ve),

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

work Location Y Job Information '} Job Labor " Payroll " SalaryPlan }~ Compensation

Duck Duck Goose Emplovee ID: 100000131 Empl Rcd#: ]

ork Location View all  First [0 1063 I Last
Employee Status:  Active Action Date: 04/09/2003 [+1[=]
*Effective Date: 70112003 B Effective Sequence: IU_ *Job Indicator: I Primary Job :l'

Action /Reason: | Rehire =l I— Ql

Future
Paosition Humber: l— Y Position Entry Date: I— E
| I” Position Management Record ]

*Regulatory Region: W ﬂ United States

*Compams: W University of Rhode |sland

*Business Unit: Imﬂ University of Rhode |sland

‘Department; IW Ql 350 Instruction Department Entry Date: lm Edl
Location: [es Ql G0 NBC

SupenvisoriD: 100000018 Q) Mouse Mickey

EstablishmentiD: JURI | Q

| Job Data Employment Data Earnings Distribution Benefits Program Paricipation |

Click on the E3) 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 222+ again.
Note: Remember to save the Rehire row of information before entering the termination
row. If you do not, the system will not be able to save the termination row.
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Completed termination row:

Home = Administer Workforce = AdministerWorkforce (GELY = Use = Job Data Mews Wi dows
Wark Location Jdob Information Job Labaor PBayrall Salany Plan Compensation
Duck,Duck Goose Employee Ip: 100000131 Eryhl Reds: 1]

'ork Location View Al First [4] 1 0r 4 I Last

Employee Status:  Terminated Action Date: 04/09/2003 - [+1=]
*Effective Date: pera0i2004 Bl Effective Sequence: IU_ *Job Indicator: | Primary Job
Action /Reason; | Termination [~ | I— Q) f

Future
Position Number: Q) Position Entry Date: I E

| I Position Management Record [

*Regulatory Region: Wg United States

*Compamyg W University of Rhode |sland

*Business Unit: lmg University of Rhode |sland

*Department: [zeoz @& G50 Instruction Department fhtry Date: [om8rz003 |

Location: &S] =y GS0 MBC
Supendsor ID: 100000015 Q) Mouse Mickey

ID:
Establishment ID: [URI [
IJDb Data Employment Data Earnings Distribution / Benefits Program Participation |
B save) [ Return to Search 12 Previous in List Al Include History | | [ Correct History

Wark Location | Job Inforrmation | Job Labar | Payrall | Salan Plan | Compensation

/

Note the number of rows on the blue line.

After entering the job data for this student’s job, you may need to update Time Reporter
Data, 1-9 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

Julie Jet has a Student Help job from 2/2/03 through 6/30/03. During the year, she
decides that she can’t keep up with her studies and work so she quits this job after
3/31/03. To update her record, go to Job Data.

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

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

Wwork Location "y Job Information )" Jol Labor )" Payroll )" SalaryPlan 'y Corpensation

JetJulie J Employee Ip; 100000089 Empl Rod#: 0

Work Location Yiew 4ll First (] 10¢2 O Last

Employee Status:  Terminated Action Date: 04/03/2003 *1=]
*Effective Date: 063003 E Erfective Sequence: ID *Job Indicator: IF'”'""‘EW‘JDEI j'
Action / Reason: Termination j l—g
Current

Position Number: I ﬂ Position Entry Date: @

= I Position Management Record ]
*Regulatory Region: IUSA g United States
*Company: IURI University of Rhode Island
*Business Unit: IURIPS g University of Rhode Island
‘Department: |2601 ﬂ Applied Pharmaceutical Science Department Entry Date: IDEID212003 @

Location: IKC43 Q Fogarty
Supervisor 1D; I‘lDDDDDH? ﬂ Tucker,Mancy A

ID:

EstablishmentiD: JURI Q)

7
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:

Microzoft Internet Explorer b3

@ Delete curent/selected rows from this page? The delete will occur when the tranzaction iz zaved.

Cancel |

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 viewing the prior row of information.
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Work Location Y Joh Information 'y Joh Labor " Payroll ) Salary Plan )" Compensation

JetJulie J Emplovee ID: 100000089 Empl Rco#: 0
viewAll  First Kl 252
Employee Status: ~ Active Action Date: 04/09/2003 *1=]
*Effective Date; 021022003 | B Effective Sequence: ID *Joh Indicator: I Primary Job j'
Action / Reason: | Rehire = I Ql
History
Position Number: I ﬂ Position Entry Date: I @
] [T Position Management Record ]
*Regulatory Region: IUSA ﬂ United States
*Compams IURI University of Rhode Island
*Business Unit: IURIF‘S ﬂ University of Rhode Island
*Department: |2601 ﬂ Applied Pharmaceutical Science Department Entry Date: IDEIDQIQDDS @
Location: [keas 4l Fogarty
Supervisor ID; |1DDDDDT4T ﬂ Tucker,Mancy A
EstablishmentiD: JURI | Q

| Job Data Employment Drata Earnings Distribution Benefits Program Paticipation I

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

Work Location Y Job Infarration ) Job Labor 4" Payroll " Salary Plan " Corpensation

JetJulie J Employee ID: 100000089 Empl Rcd#: 0
viewall  First [0 1052 O Last

Wiork Location

Employee Status:  Terminated Action Date:  04/03/2003 *1=1
*Effective Date: paro172003 |Ell Effective Sequence: IU_ *Job Indicator: IF'rimary.Job =l
Action / Reason: | T@rmination = I_ Q
Current
Position Humber: I 3' Position Entry Date: I @l
] I™ Position Management Record ]
*Regulatory Region: IW ﬂ United States
*Comparmy: URI University of Rhode |sland
*Business Unit: Wg University of Rhode Island
*Department; |2601 ﬂ Applied Pharmaceutical Science Department Entry Date: IDQIDEIEDDE @
Location: [kcas =Y Fogarty
Supenvisor ID: IW QJ TuckerNancy A
ID:
EstablishmentiD: [URI Q)

Change the Effective Date to 04/01/03 since Julie Jet is not working after 3/31/03 and
enter the Action Code of Termination. Then click on &) save) :

Then click on EMUXMEnt DAt 16 ohange the termination on Time Reporter Data. If
Time Reporter Data is not updated, Julie Jet will be able to submit time from 4/1/03
through the original termination date of 6/30/03.
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Changes to General Job Data: supervisor, std hours, FTE, job code,
pay rate, etc.
Changes to an existing student's job record such as a supervisor change, change in
standard hours or FTE, job code change, or pay rate change are made with the following
steps:
e Remove the existing termination row
e Then, add a new row with an effective date equal to the date that the
action is to take place. A data change should not be backdated to before
the beginning of the current pay period to avoid loss of an audit trail. The
action/reason on the row will either be “data change” or “pay rate change”.

e Make the necessary changes to the data on this new row. Ensure that you
go through all of the tabs and confirm the information is correct before
saving.

e Save.

e Add another new row and enter the termination information back in.

e Save.

Example: making a data change to job code
The example below shows step-by-step how to make a data change, in this case from the
IPR job code IN5240 into the College Work Study job code IN5239.

Navigation: Administer Workforce>Administer Workforce (GBL)> Use>Job Data
Mob Data

Find an Existing Value

EmpliD: 100011024
Marme:
Last Mame:

Alternate Character Mame:

Fersannel Status:

Ernpl Red Mir: [
|
|
|
|

[T Case Sensitive
¥ Include History [ Correct History

o Enter EmplID number click on the Include History box so it is checked ,

e Remember, student may have more than one Active job in your department that
needs to be updated. By not entering a specific Empl Rcd Nbr to search on you
will be able to view all existing Rcd Nbrs.

e Go through the job data and make a note of Termination Date, Standard Hours,
Grade and Step, and Compensation Rate

e Goto Work Location tab
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Wark Location Job Information Job Labor Bayroll Salary Plan Compensation

Manteiro,Brian A Employee ID: 100011024 Empl Red#: 1

Work Location View All First 4] 1o¢4 I Last
Employee Status;  Terminated Action Date: 09/0712003 +1=1

*Effective Date: IUSH 6/2004 @ 5] Microzoft Internet Explorer E
Action / Reason: ITerminatiun
@ Delete current/selected rows from thiz page’? The delete will occur when the tranzaction iz zaved.  fure

Position Number: | al Edl
= Cancel |

*Regulatory Region: W ﬂ CTMED SdE
*Comparnmy: W University of Rhode Island

*Business Unit: Imﬂ LIniversity of Rhode 15l1and

*Department; ISQDS ﬂ HRL Residential Educationiarth Department Entry Date: IDSH 72003 @
Location: IKCE? =Y Rariims Ct

SupenvisorID:  |100002381 Q) HallCharles T

Establishment ID: | QJ

Joh Data Employment Data Earnings Distribution Benefits Program Paticipation

o Delete Termination row by clicking on the =] button. Click on OK.

Work Location Job Information Job Labor Eayrall Salary Plan Compensation
monteiro,Brian A Emplayee ID: 100011024 Empl Rcd#: 1
\Work Location View All  First (4] 1014 I Last
Employee Status:  Active Action Date: 03262004 [+]1[=1
*Effective Date: |D312512094 EJ Effective Sequence: IU *Job Indicator; | Primary.Job =l
Action / Reason: I Data Change ﬂ I =Y
Current
Position Humber: I ﬂ Position Entry Date: I @
| [T Position Management Record =
*Regulatory Region: IUSA ﬂ IUnited Statas
*Compamy: IURI University of Rhode Island
*Business Unit: IURIF‘S ﬂ University of Rhode Island
*Department: |5203 ﬂ HFL Residential EducationMorth Department Entry Date: IDBI’I Fraon3 @
Location: IKCE? (Y] Rorwims Gt
Supervisor ID: I1UUUU?391 Ql Hall Charles T
Establishment D: |URI | Q

I Job Data Employment Data Earnings Distribution Benefits Frodratm Faricipation
o
e Add a new row by clicking on the button

e The new row copies forward the information from the previous row. The current
day’s date is automatically inserted in the Effective Date field
e Action/Reason: Data Change (or Pay Rate Change when appropriate)
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]{’ Work Location \'. Joh Infarmation Job Labor Payrall Salary Plan Compensation

Manteira,Brian A Ernployee ID: 100011024 EmplRed#: 1

Work Location viewdll  First (4 14 I Last
Employee Status:  Active Action Date: 03/26/2004

*Effective Date: |'3312”2994 B Effective Sequence: ID_ *Job Indicator; | Frimary Joh =l
Action / Reason: |Data Change ﬂ l_ﬂ

Location: IKCB? Q) Rorivms Ct
Supendsor ID: |100002391 Q) Hall,Charles T
EstablishmentiD: |URI Q)

| Joh Data Employment Data Earnings Distribution Benefits Program Pardicipation |

=]

Zurrent

Position Number: I ﬂ Position Entry Date: I @

= [T Position Management Record =
*Regulatory Region: W ﬂ United States
*Company: W University of Rhode Island
*Business Unit: Imﬂ University of Rhode Island
‘Department: STEREEY HRL Residential EducationMarth Department Entry Date: [osi7/2003 | B

o Effective Date: enter the date you would like the change to become effective.

e The row should generally be dated to the beginning of the current pay period; the
changes will then become effective as soon as possible, and at the start of a pay
period. Do not backdate this row into a previous pay period.

In the example, the data change row was added on 03/26/2004 (Action Date); the data
change row should be backdated only to 03/21/04 — the start date of the “‘current’ pay
eriod the row was added in.

Wiork Location % Job Infarmation % Job Labar Payrall SalaryFlan ¥ Compensation
Monteiro, Brian A Employee iD: 100011024 EmpiReds: |
Job Information View All First (4] 1074 K3 Last
Effective Date: 0312172004 Effective Sequence: 0 Job Indicator: ~ Primary Job
Action / Reason; Data Change
Current
*Job Code: IINSESQ ﬂ Student Help-College 'WorkStudy  Entry Date: IDSIEHQDM @
“Regular/Temporanys ITempUrary :I' *FulliPart: IF'E'”‘T“'”E :I'
Empl Class: I :" *Officer Code: IND”E :I'
*Regular Shift: i, = Shift Rate: | !
Standard Hours: IEU-UU FIE: |1 ool
Work Period: QA wesky
*Classified Indc: INI’“‘ :I'
Contract Number: I Y Contract Type:
Mext Contract Mumhber |
» E=ysa
| Joh Data Employrent Data Earnings Distribution Benefits Program Participation
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e Go to Job Information tab
e Job Code: change to IN5239, Tab out of field. The Student Help — Federal
College Work Study description should appear next to the field.

When the new Job Code is entered, the Standard Hours and Salary Plan will be reset to
the defaults based on the new Job Code. For IN5239, the Standard Hours default is 20.00
hours and the Salary Plan is Grade 1, Step 3: equaling a Compensation rate of $7.20 per
hour.

o Standard Hours: change back to what was noted earlier (if necessary)
o Tab out of field

Wiork Location Job Information Joh Labor Bayroll { Salary Plan % Compensation

Maonteiro, Brian A Ermployes Io; 100011024 Empl Rod#: 1
Salary Plan viewall  First 4] 1014 D Last
Effective Date: 03r21/2004 Effective Sequence: il Job Indicator:  Primary Joh
Action / Reason: Data Change
Current
Salary Administration ISTU Ql  Grade: |4 Q) Grade Entry Date |03:21:2004 B4
Plan:
Step: [oal StepEntryDate 0312112004 (5]
ReviewRating: | | & Review Date: | &l
Rating Scale: I Q Rating Model: Matris:
I Joh Data Emgloymem Data Earnings Diistribition Benefits Pragram Participation |

e (o to Salary Plan tab

o Grade and Step: change from the defaulted information (Grade 1, Step 3) back
to Grade and Step noted earlier

e Tab out of both fields
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/ Work Lacation " Job Information  Job Labor . Payrall " SalaryPlan y Compensation “\_

Monteiro Brian A Emplovee Ip: 100011024 Empl Red#: 1
Effective Date: Dar21/2004 Effective Sequence: 0 Job Indicator:  Frimary Job
Action / Reason: Data Chane
Current
Compensation Rate: 10.700000%3
: 107000005
*Compensation Frequency: IH QJ Haourly Hourly Rate =
i H 428005
Change Amount: DaiyBale &
Monthhy Rate: 927.333%F
Change Percent:
Annual Rate: 11,128.000%F
Compa-Ratio: 1.07
Annual Benefits Base Rate: | =
Pay Components First (4] 1061 [P Last
l{" Amounts Y\ Changes
‘Rate Code Seq Details Comp Rate Currency  Fregquency  Percent
1|HOURLY Q |n Details  [10.700000 = IUSD Qf |H Q [=]
| Job Data Emplovrment Data Earnings Distribution Benefits Program Participation |

e Go to Compensation tab

o Compensation Rate: confirm this is same as noted earlier. If not, enter the
correct amount in the Comp Rate box under Pay Components

e Tab out of field. If there is more than one row under pay components, remove the
row with the incorrect compensation amount by clicking in the minus sign. The
hourly amount above in the Pay Rates box and Compensation Rate should reset to
the correct amount.

o SAVE

[ Vark Location ‘( Jaob Infarmation ‘{ Joh Lahar ‘{ Eavyrall Y Salary Plan ‘:{' Compensation ‘.I

Location: IKCET =Y Rarwms Ct
Supervisor ID: |1 00002381 Q) HallCharles T
EstablishmentD: |URI | Q)

Monteiro,Brian A Emplovee ID: 100011024 Empl Red#: 1
\Work Location viewall  First (4] 10ra I3 Last

Employee Status:  Active Action Date: 032612004 [+][=]
*Effective Date: |D3-r21 12004 | Bl Effective Sequence: ID *Job Indicator; | Primary Joh =l

Action / Reason: IDE'tEl Change j I =Y

Current
Position Humber: I ﬂ Position Entry Date: I ﬂ
| [T Position Management Record =

*Regulatory Region: |USA Q) United States

*Compamy: IURI University of Rhode Island

*Business Unit: IURIPS ﬂ LIniversity of Rhode Island

*Department: |5203 =Y HRL Residential EducationMaorth Department Entry Date: IDEH 712002

| Joh Data Employment Data Earnings Distribution Benefits Program Participation
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e Go back to Work Location tab
e Add a new row by clicking on the button

[M\‘ Job Inforrnation " Job Labor Bayroll Salary Plan ¥ Compensation
Monteiro,Brian A Employee ID: 100011024 Empl Rcd#: 1
Work Location View All First 4] 1065 O Last
Employee Status:  Terminated Action Date: 03/26/2004 [+]1[=1
*Effective Date: |U5” 62004 B Effective Sequence: IU_ *Job Indicator: | Frimary Job =l
Action / Reason: |Terminati0n ﬂ I—ﬂ
Future
Position Number: I Q Position Entry Date: I El
| [T Position Management Record =
*Regulatory Region: W ﬂ United States
*Companmy: W University of Rhode Island
‘Business Unit: ~ [URIPS Q) University of Rhade Island
*Department: |5203 =Y HFL Residential EducationMaorth Department Entry Date: IDSH 7izo03 B
Location: [kcer @ RgrWms Ct
Supervisor ID: |100002391 QJ Hall Charles T
1D
Establishment : [URI | Q

| Joh Data Emplaviment Data Earnings Distribution Benefits Progratm Paticipation

o Effective Date: enter previously noted Termination date
« SAVE

The Data Change procedure for correcting the Job Data from an IPR job to a Federal
CWS job is complete for this record.

If there is a job record with a start date in the future that needs to be changed, execute a
data change by deleting the termination row, changing the job code on the future dated
hire/rehire row. Remember to record the hours per week and the compensation rate
before the job code is changed, and correct back to the proper rates if needed after
IN5239 is entered. SAVE, then add a new row and put the termination information back
in, SAVE again.
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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 student, then an
appointment level budget would need to be added.

Position Managed Jobs Department Non-Position Managed Jobs

\ Posﬁ' >9 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 Student Payroll Jobs are not managed by positions, the appointment, Job Code and
Department level budgets only will be used by the system for salary distribution. Job
Code level budgets have been established for Student Payroll purposes-one for College
Work Study students (IN5239) and one for Institutional Payroll students (IN5240).

The Job Code 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 corresponding Job Code 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(US] = Setup = Department Budget Table ew Wind ow

Department Budget Table

Find an Existing Value

SetiD: ILJRIPS Ql
Department; | al
Fiscal vear I

Budget Level: | j
Position Pool 1D [ Q)

Job Codeset: [ |

Job Code: I—Q

Position Numher'l—ﬂ

ErmpliD: | =Y

EmplRed Nbr |

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
EmplRed Nor: [0 Q)
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 student’s job record.

Fiscal Year: Enter the Fiscal Year

Budget Level: Enter Appointment.

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

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

Then click on i

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: 19498
*Budget Begin Date: lm &l *Budget End Date: lm &l
*Offset Group: Wﬂ 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) @Updatemisplay) @Include History) @Correct History)
Cept Budget Date | Dept Buddet Earhings | Dept Budget Deductions | Dept Buddet Taxes | Dept Budget Actuals

This page 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

Haome = Define Business Rules = Define Commit Accounting{lS) = Setup = Department Budget Table

| DeptBudgetDate " Dept Budget Earnings " Dept Budget Deductions | Dept Budget Taxes | DeptBudget Actuals

setip: YRIFS pepartment: 2003 Fisheries Animal&veterinarySci Fiscal Year 1998
Budget Begin Date: 07011397 Offset Group: UR! ‘
= Per Budget Level & Per Earn'Tax/Ded
Budget End Date: 06/30/1998
& Department € position Pool  Jobcode " position © appointment [+ ]=]
*Effective Date: |n?mmgg? Bl status: |Actwe v[ Earnings  [0.00 aTe |_U5D |
Cap:

Earnings Distribution

Earnings Code: I g *SEQ#: |1_ % Effort?

*Account Code:  |100-2003-0000RE01522-0000 | Q|  Match for 531522

view Al Firsi (U 10t 1 [ Last

Account: 0ooo Department;: 2003 Project/Grant:

Product: Fund: 100 Program:

Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:

Chartfield 2: Chartfield 3:

Budget Amount; |°.000 Distrb %: [100.000] Funding End Ate: | Bl

& save g )

7| Update.l’DispIav) @Include Histor\,r:] @Correct History)

The Effective Date here is the date that this distributionAs effective. This cannot be
earlier than the effective date of the hire for an appointynent level distribution.

Enter a Seg# of 1. Sequence number must be entered pefore anything can be entered into
the Distribution % field.

Account Code: Enter the appropriate account nughber here.

Distrib %: Enter the % that this account is to jge 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 code and its % distribution using the same
sequence #. Continue adding rows until all accounts are entered and the Distribution %s
add to 100.

@Sa

Then click on the ~= putton. 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

@ Sawe

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!
Wiy All First (4 1.t 1 [ Last
& Department < Position Pool  Jobcode  Position  pppointment [+1[=]
Effective Date: 07011997 sratus:  Active Deduction o o0 Currency: V5D

Budget Cap:

Deduction Distribution Wiew All First (4] 1.or 1 [P Last

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

|1DD—EDU3—UUDDRED1522—DUUD =Y Match for 531522

Account Code:

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 earnings 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 Student payroll does not have any employer paid deductions; you do not need
to enter any information on this page.
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Department Budget Taxes

Home = Define Business Rules = Define Commit Accounting{Sh = Setup = Department Budget Table

| DeptBudget Date ' DeptBudget Earnings | Dept Budget Deductions | Dept Budget Taxes % Dept Budget Actuals |

getip: VRIPS  Department: 2003 Fisheries Animal&veterinanSei Fiscal Year: 1998
Budget Begin Date; 070111897 Budget End Date; O6/30M898  gffset Group: LRI
wiew sl First [0 10r4 [ Last
& pepartment * Position Pool  Jobcode " pPosition  pAppointment [+1=]1
Effective Date:  07/01/1957  Status:  Active Tax Budget [.00 Currency: YSD
Cap: '

Tax Distribution Wi All First [ 1 0t 1 [M] Last
State: I g Tax C|ass;| jv *SEQ#H: |1_ EI
Locality: | Ql
Account Code: |100-2003-UUUUREU1522-UUUU Q) Matchfor 531522
Account: ooao Department: 2003 Project/Grant: RE01522
Product: Fund: 100 Program: uooo
Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount: [0.000 Distrb: 100000 Funding End Date: | El

ﬁ Save) E"’Add) & UpdateIDispIay] @ Inzlude History) Fz_i’Cmrect Histaory

After you save the earnings 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.

NOTE: 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

ﬁ Sawe

string. Once the changes are made, click on
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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 but with a termination row equal to the row in the prior fiscal year.

Leaving distributions in the department budget table with out a termination row for
students 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 student 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.

Cept Budgei Date | DeptBudget Eamings " Dept Budget Deductions | Dept BudgetTaxes ) Dept Budget Actuals

setin: YRIFS pepartment: 2003 Fisheries Animal&veterinarySci Fiscal Year 1993
Budget Begin Date: 07011987 Offset Group:  URI |

= Per Budget Level & Per EarnTaxDed
Budget End Date: 0630119938 4

¥ Department " Position Pool © Johcode " position

“Effective Date: ID?ID'II'IQQ? Eillstatus: IActi\re ~| Eamings [ooo

Cap

Earnings Distribution

Wi Al
Earnings Code: I ﬂ *SEQu: |1_ U Effort: I EI
*Account Code: |1DD—EDD3—DDUDRED1522—DDDD Q] Match for 531522
Account: 0ooo Department: 2003 ProjectiGrant: REO1522
Product: Fund: 100 Program: 0ooo
Class: Affiliate: Operating Unit;
Alt. Account: Budget Bef: Chartfield 1:
Chartfield 2: Charffield 3:
Budget Amount; 19000 Distrb%; [100.000 Funding End Date: | &l
Eﬂ Save E"’Add:] @Update!Display) @ Inzlude History) @Correct History)

+
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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Horme = Define Business Rules = Define Commit Accounting{ldSh = Setup = Department Budget Table

[ DeptBudgetDate ' DepiBudget Earnings " DeptBudget Deductions * Dept Budget Taxes | Dept Budget Actuals |

setip: VRIS Department: 2003 Fisheries Animal&VeterinarySei Fiscal Year: 1898
Budyet Begin Date: 07011997 Offset Group:  URI ‘
i© Per Budget Level (¢ Per EarnTaxDed
Budget End Date: 0B/300M1 993
) First (4] 102 I Last
& Department € Position Pool  Jobcode i~ Position = Appointment [+]1[=]
*Effective Date: |h3-r2512'303 El-status: IActive j' Earnings  |0.00 *Currency: IUSD 4l
Cap:

Earnings Distribution First (4 1f 1 [ Last
Earnings Code: I g *SEQ#: I1— % Effort: I EI
*Account Code: |1 00-2003-0000RED1622-0000 Q|  Matchfor 531522
Account: oooo Department; 2003 Project/Grant: REO1522
Product: Fund: 100 Program: oooa
Class: Affiliate: Operating Unit:

AlRt. Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount: 2000 Distrh t; [100.000 Funding End Date: I ]
ﬁ Sawe E"‘Add] EZ Update.l’DispIay] @ Include History] @’Correct Histon,r:l

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 EED) 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 student’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 Student with Mutli-year Assignment:

' Department € position Pool = Jobcode " Position & Appointment [+]1[=]

EmpliD: 100000174
Empl Rcd#: a Tray, Anthany
*Effective Date:  |07/01/2001 @*Status: Im Earnings IUUU— SCUrTency: Iﬁﬂ

cap:

Earnings Distribution Wi A First (40 1or 4 [M] Last
Earnings Code: I ﬂ *SEQ#: |1_ Y Effort: I EI
“Account Code:  |100-2002-0000RBOGS02-0000 Q)  Match for 536808
Account: noao Department: 2002 Project/Grant: RBOGE0S
Product: Fund: 100 Program: ooao
Class: Affiliate: Operating Unit:

Alt, Account: Budget Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount; [9-000 Distrb%: [100.000 Funding End Date: | &l

EmpliD: 100000174
Empl Rod#: TroyAnthary W

*Effective Date: ID3I25IEDD3 El+status: IInactlve ] Earnings ID-DD *Currency: IUSD Ql

Cap:

Earnings Distribation view tll  First (4 1011 [ Last
Earnings Code: I @ *SEQ: |1_ " Effort: I EI
*Account Code:  |100-2002-D000RB0BE0S-0000 Q|  Match for 536808
Account: oooo Department: 2002 ProjectiGrant: RBOGEOS
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 student’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 student with a limited appointment during the current year:

IR T

*Effective Date: |12I31I2E|D1 |-t atus: IActi\fe vI Earnings ||;|_|;||;| “Currency IUSD Q]

Cap

Earnings Distribution i First (4 10r 1 [ Last
Earnings Code: I ﬂ *SEQ#: I1— U Effort: I EI
*fccount Code: |1DD-EDDE-DDDDRBDEBEQ-DDDD Q| Match for 536869
Account: oooo Department: 2002 ProjectiGrant: FRBOGEEY
Product: Fund: 100 Program: nooo
Class: Affiliate; Operating Unit:

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

Budget Amount; [9-0%Y Distrt % [100.000 Funding End Date: | &l

" & Department € position Pool ™ Jobcode " position ¥ Appointment [+]1=]
EmpliD; 100000224
Empl Rod#: George, Heidi L
*Effective Date: IDTIDHEDM Bl +status: IActwe ~|  Eamnings ||;|_|;||;| ‘Currency: IUBD (Y,

Cap:

Earnings Distribution First (4] 4 o 4 [] Last
Earnings Code: I ﬂ *SEQH: I1— U Effort: I EI
*Account Code: I'l 00-2002-0000RBOE2ES-0000 ﬂ Match for 53689
Account: oooa Department: 2002 ProjectiGrant: RBOGZES
Product: Fundl: 100 Program: noaa
Class: Affiliate: Operating Unit:

This student’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 = Define Commit AccountingilJSh = Setup = Department Budget Table

[ DeptBudget Date | Diept Budget Eamings " DeptBudget Deductions | Dept Budget Taxes § Dept Budget Actuals

seti;: “RIFS pepartment: 2007 Geosciences

Fiscal Year: 2002
Budget Begin Date: 07/01/2001 Offset Group: URI
0B/20/2002 ‘ € Per Budget Level ¢ Per EarnTaxDed

Budget End Date:

view Al First (4 108 + (7] Last

" Department € position Pool © Jobcode € Position & Appointme
EmplID: 100000055

Empl Redé#: Semaolina Il John A

*Effective Date: | 70172001 [ satus: |Actve =]  Eamings [o00 sCurrghey: [VSD @

Cap:

Earnings Distribution First E' 1ot 4 [ Last
Earnings Code: I ﬂ *SEQ#: I_ " Effort: EI
*Account Code:  |100-2007-00000000000-0000 Q|  Geosciences

Account; 0oon Department;: 2007 Project/Gra

Product: Funii: 100 Program: nooo

Class: Affiliate: Operating Unit:

Alt. Account: Budget Ref: Chartfjéld 1:

Chartfield 2: Chartfield 3:

Budget Amount: [0.000 Distrb %: [100.000 Fyhding End Date: I Bl

B)szve]  QReturnto Search] +EMextinlList] +S Previous in List) Ehadd) (B (oo 0y ] Elinelude History) [ Correct History )
John Semolina is in Job Code IN5240 and is chafged 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 A through March 31%. We need to add a
distribution row for this time period with chérges 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~

View &l First (4] 1 or2 I Last

7 Department " Position Pool " Jobcode  position

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

Earnings Distribution First 41 4 af « (#] Last

Earnings Code: I ﬂ EI

*Account Coge:  |100-2007-00000000000-0000 @)  Geoscience

Account: 0ooo Department; 2007 ProjectiGrant;

Product: Fund: Program: oo
Class: Affiliate: Operating Unit:

AR, Account: Budget Ret: Chartfield 1:

Chartfield 2:

Budget Amount: ID-DDD i H : i ate: I @

Note that we now have two yvﬁs 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 distributignh % 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

setip: URIPS Department; 2007

Earnings Code: I ﬂ

*Account Code: |5E|E|—2E|E|E-DDDDREDESTT-DDDD ﬂ
Account: nooo Department:
Product: Fund:

Class: Affiliate:

Alt. Account: Budges
Chartfield 2: hartfield 3:
Budget Amount: ID'DDD

Geosciences

Budget Begin Date: 07/0172001  Offset Group:
Budget End Date: 06r30/2002
 Department  Position Pool  Jobcode
EmplID: 100000055
Empl Rcd#: Semalina Nl John A

“Effective Date: | Poi0112007 Bl gtatus: [Acte 7]

Earnings Distribution

Distrb %: |2”-”””

Fiscal Year: 2003

LRI

| = Per Budget Level (% Per EarnTaxDed

View All
" Position

First [ 10r2 D Last

¥ pppointment [+1[=]

Earnings 0.00

car N
ssEQ#: |1 5 Effort E|
Clneywille
2008 Project/Grant: RBOBS7Y
500 Program: 0000
Operating Unit:
Chartfield 1:

Funding End Date: I @

Note that vae 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
Student 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 the
same way that you did for earnings.
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Dept Budget Date | DeptBudget Eamnings " Dept Budget Deductions '} Dept Budget Taxes % Dept Budget Actuals

satip: YRIFS  Department: 2007 Geosciences Fiscal Year: 2002
Budget Begin Date: 07/0172001 Budget End Date: UE/3002002  offget Group: YR
view sl First [ 1op2 D Last
" Department ¢ position Pool ¢ Jobcode " Position & Appointment [+]1[=]
EmpliD: 100000055
Empl Roo#: 0 Sermalina Il John A
Effective Date: 09/01/2001  Statys: Active lz:-BUdQEt 0.oo Currency: Jso
Tax Distribution View&ll  First K1 z oz [F] Lasi
State: I Q) Tax Class:l :‘v *SEQ#: |1_ 1[=]
Locality: I ﬂ
Account Code: ISEIEI-EDDE-EIEIDDREIDEE!T?-EIDDD g Olrenwville
ACcount: oooo Department: 2008 Project/Grant: RBOBETT
Product: Fund: a0n Program: oooo
Class: Affiliate: Operating Unit:
Alt, Account: Budyet Ref: Chartfield 1:
Chartfield 2: Chartfield 3:
Budget Amount: [0.000 Distrb%: 20000 Funciing End Date: | b

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 student’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 the effective date to 04/01/2002, change the status to

ﬁ Save]

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 EarniTax/Ded
Budget End Date: 06/ 3052002 e

viewdll  Fist [ 1003 D Last

© pepartment Position Pool © Jobcode  position e An =1

EmpliD: 1000000485
Empl Rod#: Semolina lllJohn A

‘EffectiveDate: |040172002 (] sgitys: [Macive ] Eamings 000 | curfoney: [U5D Q)

Cap:

Earnings Distribution Wi All First (4] 1 orz D |ast
Earnings Code: I ﬂ *SEQ#: |1_ % Effort: EI
*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: Chartfield 3:
Budget Amount: [0.000 Distrb %: 20000 Funding End Datg: |
ﬁ Save) l:lReturn to Sealch) +E Mextin List:l 1Z Previous in List:l E"’ﬂtdd:l @Up te.l'DispIa}.rj @ 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?

Note: This is not a real life example. In actuality, if a student were to work on a grant, an
additional job would be given to the student for the grant period.
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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 student should NOT be working until you have been
advised that the appointment is approved. With the exception of 1-9 information, the
appointment is approved if an error message is 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 Enrollment Services.

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 pending receipt of 1-9 documentation. 1-9 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, Enrollment Services will terminate the
student and you should not authorize the student to work.

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

LI_PAY734 Listing
Inhouse Payroll Exceptions

My Employees Find
Empl |Pay Msg Data
HName EmpliD Rcd# | Group Dept |Message Text Msg Data 1 "
Duck Donald 100000444 115TU 28501 Active Student Emplayee MOT an Active
Student
DuckDuckGoase  [100000131 | 1|sTu  [2304 |AeUve StudentEmployee NOT an Active
Student
Qistrich, Stretch 100000125 0leTu 2306 Active Student Employee MOT an Active
Longneck Student
QuackenbushAthurF (100013050 | 2laTu |zspq  |Ative Student Emplayes NOT an Active
Student
Stork, Stuart P. 100000103 0laTU 2802 Active Student Employee MOT an Active
Student
Toucan,Frills A, 100000116 1] BV [k e USROS
Student
Anderson,John 100000203 OfIMT 2306 |Appointment Letter Mot Found
Duck,Duck Goose 100000131 ocT 2802  |Appointment Letter Not Found
Kaomoto Anthony 1000002045 O(INT 2306 |Appointment Letter Mot Found
Oppalla,Andy 100000188 O/IMT 2304 |Appointment Letter Not Found
Pulloina,Lauren 100000189 0/INT 2306  |Appointment Letter Not Found
Yugo,Harry ¥ 100000215 OfINT 2306 |Appointment Letter Not Found
AndersanJohn 100000203 0/INT 2306 |Drug Free Form Mot Found
Dwck,Duck Goose 100000131 OIcT 2802 |Drug Free Form Mot Found
Komato Anthony 1000002045 0/INT 2306 |Drug Free Form Mot Found
CppollaAndy 100000188 OINT 2304  |Drug Free Form Mot Found
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FPulloina,Lauren 1000001849 0(INT 2306 |Appointment Letter Mot Found

Yugo,Harry X 100000215 0(INT 2306 |Appaointment Letter Mot Found

Anderson,John 100000203 0(INT 2306 |Drug Free Form Mot Found

Duck,Duck Goose 100000131 ojcT 2802 |Drug Free Form Mot Found

Komaoto Anthorny 100000205 O(INT 2306 |Drug Free Form Mot Found

Qppolla Andy 100000188 OfINT 2304 |Drug Free Form Mot Found

Fulloina,Lauren 1000001849 0(INT 2306 |Drug Free Form Mot Found

Yugo,Harry X 100000214 0(INT 2306 |Drug Free Form Mot Found

Duck,Duck Goose 1000001731 0jICcT 2802 |19 Checklist tem not Foundisuthorized

Duck,Duck Goose 100000131 118TU 2304 |19 Checklist lterm not Foundiduthorized

Duck Duck Goose 100000131 157U 2304 19 Supparting_DDcumentChecklist lterms not
Foundiduthorized

Duck Duck Goose 100000131 olicT 2802 19 Suppaning_DDcumentChecklist lterns not
Foundiduthorized

DuckDanald 100000448 | 1|sTu [2501 |StudentEmployesin Jobcode Require a IN5239
Work Study Award

QuackenbushArhurF 100013050 | 2[sTu |zs09 |Sluoent Employes in.dobcods Require a IN5239
Work Study Aweard

QuackenbushArhurF 100013050 | 2|sTu  |2501 |Total Standard Hours Exceeded forthe 40
Academic Year Term

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 students not appearing on your list is Approved assuming the 1-9
documents and data are completed, valid and on file by the date of hire.
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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

Hotne = Administer Workforee = Administer Warkforee (GBLY = Use = Job Data e Wind oy

Wark Location Y Joh Information ' Job Labor " Fayroll " SalaryPlan " Compensafion

Duck,Duck Goose Employes ID: 100800131 Empl Red#:

(Work Location Wi Al First (1] 1012 I Last

Employee Status:  Terminated Action Date:  04/08/2003 [+1=]
*Effective Date: ar14:2003 B Effective Sequence: IU_ *Job Indicator: IPrimary.Job :l'

Action {Reason; | Termination 5 Y

Future
Position Number: I— g Position Entry Date: l— @
- [T Position Management Record -

*Regulatory Region: W ﬂ United States

*Company: W University of Rhode |sland

*Business Unit: ng University of Rhode |sland

*Department: Y G50 Instruction Department Entry Date: [o1r5r2003 3
Location: o5 Ql 380 NBC

Supervisor ID: I ﬂ

EstablishmentiD: [URI | Q]

I Joh Data Employment Data Earnings Distribution Benefits Program Paricipation |
& save QReturn to Search) Mect tab) 4 > @clude Histon,r) [ correct History)

Note that you are in Update/Display Mode. This means that you can see all current and
future rows of information for this student 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
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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 (1] 107 D Last
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
Position Humber: l— ﬂ Position Entry Date: l— @
] I Position Management Record ]
*Regulatory Region: IW ﬂ United States
*Compamy: W Uniwersity of Rhode Island
*Business Unit: Im gl University of Rhode Island
*Department; [0z Q) 350 Instruction Department Entry Date: [orsz003 ]
Location: [EE Ql G50 NBC
SupervisorID:  [100000015 | Q  Mouse,Mickey
Establishmenti; [URI | Q

I Job Data Employiment Data Earnings Distribution Benefits Program Paticipation |
'
>
=] Save:] ClReturn to Sealch) +=HextinlList] +E Previous in List:] Hext tah) 2 Update/DRplay ) [ & orrect History

Note that you are in Include History Mode. This means that you can see all current,
future and historical rows of information for this student 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 student 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
‘-J'iew all

information or click on 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 'R/ 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

Lacation 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

. Loak . .
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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Search Results
120 of 20
Company Location SetlD Location Code

4037 HREL Security URI URIFS KC2TA
2410 HS Undergrad Program LRI LRIFS ECOE
4063 Hazardous Waste LRI LIEIFS FC2ac
a404 Health Education URI LURIPS 184
403 Health Maintenance LRI LIRIFS FICT5A
FOOOS Health Promotion Partnership LRI LIEIFS EMG
a400 Health Serices LRI LRIPS 154
HEALTH Health Services LRI LIRIFS hlank
4043 Heating URI LRIPS RCO8
2110 History LRI LRIPS EC11
2201 Honors Program LRI LIRIFS kCog
HOMORS  Honors Prograrm URI LIEIFS thlank
HOMORES 2 Honors Program level 2 URI LIRIFS (blankd
HEL Housing & Residential Life URI URIFS hlank
2401 Hum Developmt & Family Studies URI LIEIFS ko2l
4010 Human Fesource Administration LRI LIRIFS kC2EH
HUMMBEES Human Resaurces LRI LIEIFS hlank
HEZ Human Fesources Leve| 2 LRI LRIFS (blankd
ZHSS Human Science & Senices LRI LIRIFS (blankd
CHES 2 Human Sciences & Services 2 LRI LIEIFS hlank

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.

Keep in mind that only department codes that are all numerical are valid numbers for
assigning to student job records. The alpha department codes equate to our current
division and college numbers and are used for security and organizational purposes. The
one exception to this is Partnerships which have a department code that starts with a *P”
and ends in four numbers.
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Finding Your Account Codes
Click on the look up button next to the account code field:

Account Code: |1un-znn}nnnnﬂEmﬁzz-nnnd\g/

And the following search dialog box appears:

Lookup Account Code

AccnuntCDde:l

Description:
Account

Department:

ProjectiGrant:
Product:
Fund:
FProgram:
Class:

Affiliate:

Wﬂﬂ_ﬂ_

SetiD:
[ 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

Results from a search by department only:
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1-38 of 38

Description Direct Charge Account Department Project/Grant Product Fund Program Class Affiliate SetlD
b Fisheries Animal&yeterinanSei N oooo 2003 blank (blanky 100 0000 (blank) iblanky URIPS
100-2003-0000RBOGS09-0000 Match for 536809 2] ooog 2003 RBOGZ09 (blank) 100 0000 (blank) (blankd URIPS
100-2003-0000RBARS31-0000 Match for 536831 M oooo 2003 RBOGI31 (blanky 100 0000  (blank) (blanky URIPS
100-2003-0000REN1505-0000 Match for 531505 2] ooog 2003 RE01505 blanky 100 0000 blank) (blankd URIPS
100-2003-0000REN1522-0000 Match for 531522 M o000 2003 RED1522 (blanky 100 0000  (blank) (blanky URIPS
100-2003-0000REN1530-0000 Match for 531530 2] ooog 2003 RE01530 (blank) 100 0000 (blank) (blankd URIPS
100-2003-0000RENS914-0000 Match for 535914 B oooo 2003 RED5914 {blanky 100 0000  (blank) (blank) URIPS
100-2003-0000RF09248-0000 Match for 539249 2] ooog 2003 RZ09244 (blank) 100 0000 (blank) (blankd URIPS
100-2003-70180000000-0000 Fisheties Skill Waorkshop 2] ooog 2003 (blank) (blank) 100 7018 (blank) (blankd URIPS
101-2003-70080000000-0000 FAYS-CES Aguacultur Conferenc M oooo 2003 {blank) (blank) 101 7008 (blank) (blanky URIPS
101-2003-70250000000-0000 Tick Research Laboratory 2] ooog 2003 (blank) (blank) 101 7025 (blank) (blankd URIPS
101-2003-70700000000-0000 Fisheties Depatrmentessel M o000 2003 (Blank) (blanky 101 7070  (blank) (blanky URIFS
101-2003-71120000000-0000 FAYS Trawling Prograrm 2] ooog 2003 (blank) (blanky 101 7112 (blank) (blankd URIPS
110-2003-00000000000-0000 FAVS Overhead M o000 2003 (hlank) (blanky 110 0000  (blank) (blank) URIFS
500-2003-0000RB0GS10-0000 01-219 2] ooog 2003 RBOGS10 (blank) 500 0000 (blank) (blankd URIPS
500-2003-0000RB0EA31-0000 UPR Sea Grant RIFA-06-3-93 2] ooog 2003 RB0G331 (blank) 500 0000 (blank) (blankd URIPS
500-2003-0000RC02127-0000 MNASERGO0TE 2] ooog 2003 RCO2127 (blank) 500 0000 (blank) (blankd URIPS
500-2003-0000RC02138-0000 MNASERGO0TE 2] ooog 2003 RC02138 (blank) 500 0000 (blank) (blankd URIPS
500-2003-0000REN1537-0000 Dean's Pledde M oooo 2003 RED1537 (blanky 500 0000  (blank) (blanky URIPS
500-2003-0000REN1545-0000 PO 4EMMFE00461 2] ooog 2003 RE01545 blanky 500 0000 blank) (blankd URIPS
500-2003-0000RENTG28-0000 MAITFEDS4E M o000 2003 RED1628 (blanky 500 0000 (blank) (blank) URIPS

This is a sample of the 38 account codes available for this department.

Results of a search by department and fund:

1-23 of 23

Description Direct Charge Account Department Project/Grant Product Fund Program Class Affiliate

01-219 N REOE210
500-2003-0000RBOEIZ1-0000 UPR Sea Grant RIFA-DG-3-93 M 0000 2003 REOGI31  (blank) 500 0000  (blank) (blank)
500-2003-0000RC021 27-0000 NASSRGO0TE M 0000 2003 RC02127  (blank) 500 0000  (blank) (blank)
500-2003-0000RC021 38-0000 NASSRGO0TE M 0000 2003 RCO2138  (hlank) 500 0000  (Blank) (blank)
500-2003-0000REN §37-0000 Dean's Plede M 0000 2003 REO1537  (blank) 500 0000  (Blank) (blank)
500-2003-0000RENT 545-0000 PO 4EMMFE00451 M 0000 2003 REO1545  (hlank) 500 0000  (hlank) (blank)
500-2003-0000REN 28-0000 NADTFEDS4E M 0000 2003 REO1628  (hlank) 500 0000  (hlank) (blank)
500-2003-0000REN5928-0000 99-35206-7936 M 0000 2003 RE05928  (hlank) 500 0000  (hlank) (blank)
500-2003-0000REN5934-0000 00-35208-8315 M 0000 2003 RE05934 blank) 500 0000  (hlank) (blank
500-2003-0000RENS967-0000 DTRSS7-01-P-80263 M 0000 2003 REOS967  (hlank) 500 0000  (hlank) (blank)
500-2003-0000RENS373-0000 2001-34435-10344 M 0000 2003 RE0S973  (hlanky 500 0000  (hlank) (blank)
A00-2003-0000RH0S295-0000 H-286 M oooo 2003 RHOS285  (blank) 500 0000  (hlank) (blank)
500-2003-0000RH02296-0000 H-291 M 0000 2003 RHOS286  (blank) 500 0000  (blank) (blank)
500-2002-0000RH02297-0000 H-294 M 0000 2003 RHOS287  (blank) 500 0000  (blank) (blank
500-2003-0000RH0G47E-0000 H-885 M 0000 2003 RHOD476  (blank) 500 0000  (blank) (blank)
500-2003-0000RH0S303-0000 CE E3B3C FY02 Agualculture & F N 0000 2003 RHO8803  (blank) 500 0000  (blank) (blank)
500-2003-0000RH0S308-0000 CE FY02 E3BAC Animal Health N 0000 2003 RHO8808  (blank) 500 0000  (blank) (blank)
500-2003-0000RN04016-0000 Alfted F Sloan Foth 200-3-10- N 0000 2003 RNO4016  (hlank) 500 0000  (Blank) (blank)
500-2003-0000RMN04116-0000 Catalyst CK #1133 M 0000 2003 RMO4116  (blank) 500 0000  (blank) (blank
500-2003-0000RMN041 26-0000 Amnetican Lyrne DiseaseFdtn - N 0000 2003 RND4126  (blank) 500 0000  (hlank) (blank)
500-2003-0000RMN04164-0000 Lyrme Disease Assoc, of bl M 0000 2003 RNO4164  (hlank) 500 0000  (hlank) (blank)
500-2003-0000RMN04171-0000 CAT M 0000 2003 RND4171  (blank) 500 0000  (hlank) (blank)
500-2003-0000RMNOT934-0000 Share of Market M 0000 2003 RNO7834  (blank) 500 0000  (blank) (blank

SetlD
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Adding fund reduces the number of account codes to 23.
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