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Introduction 

The purpose of this training manual is to introduce new users to the PeopleSoft production environment. This manual will assist users in setting up, using, processing, and reporting their institution’s position data and employee data.

At the end of each section, you will find review questions and / or exercises. Use the review questions to check your knowledge.  Chapter exercises may be completed in a non-production environment during sponsored training sessions, but never in the production environment.  

For questions not addressed by this manual, users are encouraged to submit a Remedy ticket to the HRMS team.   Remedy tickets work much better than an instant message, e-mail, or a phone call; it allows us to keep your concern right in front of us.  It also allows any one of us to access your concern when one of us is on leave and/or transfer your request to another staff member. 

How to Submit Your Request (Remedy ticket): *

1. Go online to https://helpdesk.ndus.edu/
2.  Phone the NDUS HelpDesk at 866-457-6387     

When submitting a ticket, include the information below. 

1.  Menu path of the page you are having trouble with



2.  Empl/Person ID, if appropriate



3.  Position number, if appropriate



4.  Effective Date of row with which you are working

When submitting a Remedy ticket, please also list the category of the ticket (high, urgent, medium, or low). Refer to the chart below for category definitions. 

	Urgent:
	· Affects a large number of people, and 

· No workaround available, and 

· Mission critical applications, and 

· Time sensitive processes (i.e. payroll problem on a pay sheet or pay confirm day) 

	High:
	· Affects many people, and

· No workaround available, and 

· Non-Time sensitive processes 

	Medium:
	· Affects a small number of people, and/or 

· There is a workaround possible 

	Low:
	· Limited effect on productivity, and/or

· Unsupported software or features 


Managing Positions
The Position Data pages are where positions are defined. You will create and maintain position data on these pages.  After you’ve assigned employees to their positions, this is also where you will update data that affects both positions and incumbents.

Prior to creating a position, however, you must do some set up, for both a Matrix Code and a Job Code for the position if appropriate codes do not exist.  Inserting the Matrix Code on the Job Code page will automatically populate fields on the Job Code table.  Inserting the Job Code on the Job Information (of Position Data) page will automatically populate many of the fields in Position Data.
Overview: Creating a New Matrix

A configurable matrix is a special type of lookup table for storing market salary data. The same inputs and outputs fields will be used system-wide.  By cloning a currently existing matrix, campuses can create new matrices and specify market data for each matrix and corresponding Job Code.  You will always clone / copy a matrix—even when creating a new one.  The copied matrix will serve as a template; revisions can be done later. 
Follow the steps below to begin setting up a new matrix. 
1. First, determine the number of the new Job Code you are going to create (see page five if you need help with this). 
2. Second, enter the number of the Job Family, plus two additional digits to represent the variation on any other job code(s) in that family, (such as differences in comp frequency, FLSA status, etc.) as well as the set ID for your campus.   A list of job families can be found at Setup HRMS>Foundation Tables>Job Attributes>Job Family Table. A list of the job codes can be found at Setup HRMS>Foundation Tables>Job Attributes>Job Code Table.
For example, if you are building a new job code for a position which is a General 
Administrative Professional, you would use 

3110 plus   

40 (whatever the next available sequence is on your campus) plus 

NDSU1, 

The matrix would be 311040ndsu1.
3.  In the main menu located on the left hand side of your screen, go to Setup HRMS>Common Definitions>Configurable Matrices>Copy Matrix.
4. In the “Copy From” box, click on the radio button next to “00Template.”

5. Scroll down to the “Copy To” box. 
6. Enter the new matrix name you created by using the steps above (i.e.: 311040ndsu1).
7. Add the effective date. You must use an effective date equal to or predating the effective date of the new job code. 
8. Change “status” to active.
9. Add a description. 
10. In the “Matrix Components to Copy” box, leave the radio button set at “Copy Structure Only.
11. Click on the “Copy Matrix” icon.
You will now get a message that the Matrix was successfully copied.

Next, refer back to the main menu on the left hand side of the screen. Go to Setup HRMS>Common Definitions>Configurable Matrices>Define Matrices. You may also click on the “Edit New Matrix” hyperlink, as shown below. 
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At the search page, enter the new matrix number, check the “Correct History” box, and then search. By clicking on the appropriate job title under the “Matrix Name” column. 
· On Matrix Definition, change the short description name.

· Click on the “Data Content” tab. On the Data Content Page,

· Survey Job Code – Enter the code number used by the salary survey provider for the type of position being matched.

· Survey Provider – Enter the 8-character provider source code.  Example:  CUADRG05, with CU=CUPA; AD=Administrative; RG=Regional; and 03=2005 data source.
· Default – Check this box for only one provider.  If you are blending more than one provider survey, enter a 999 in the Salary Survey Job Code and label the provider as Blended and indicate that code as the default.

· Provider Description – Enter the description used by the salary survey provider.

· Survey Salary – Enter the market survey salary of the selected provider.  If the default of provider is Blended, combine the totals of the other providers in the proportion appropriate for the responsibility levels of the position.  

· Aged Data – Enter aged salary survey amount if applicable.  Aging formula is provided by NDUS Human Resources Council annually.

Click Save. 
Creating a New Job Code
NOTE: A new Matrix is required before creating a new Job Code.

Job codes are a way of categorizing or grouping jobs by specific details (standard hours, FLSA status, academic rank, workers compensation code, salary plans, and various other characteristics). Information on the Job Code Table defaults into position data and populates several fields defining a particular position, regardless of which employee performs the duties of the position. Thus, a single job code for an Administrative Assistant can be applied to several different Administrative Assistant positions across several departments.

To begin the process of creating a new job code, refer back to the main menu on the left hand side of the screen. Go to Setup HRMS>Foundation Tables>Job Attributes> Job Code Table.  The following page will display.
Job Code Table Page

[image: image3.png]Job Code Table
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Findan Existing Vaiue \__Adda New Vaiue

—
T —
. —
LI T —
L T —

[include History [correct History [ Case Sensitive:

SetiD:

BasicSearch (B Save Search Criteria

Find an Existing Value | Add a New Value




To create a new job code, click on the Add a New Value hyperlink.  The following page will display.
Job Code Table
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SetID - Enter your 5-digit campus Business Unit/SetID code.

BSC01

Bismarck State

DSU01

Dickinson State

LRSC1

Lake Region State (Devils Lake)

MASU1

Mayville State

MISU1

Minot State

MISUB

Minot State Bottineau

NDSCS

ND State College of Science (Wahpeton)


NDSU1

NDSU (Fargo)

NDUSO

University System Office (Bismarck)
SITS1


NDUS System Information Technology Services
UND01

University of ND (Grand Forks)




VCSU1

Valley City State

WSC01

Williston State
Job Code – Enter the first six digits of the Matrix you created above.  
Click Add.  The following page will display. You will then enter appropriate values in each field as instructed.

Job Code Profile Page
[image: image5.png]“JobTite: —
ShortJob Tie: | —
Job Description: [ =P
Job Function Code: [ Job subtuncton: |1 Q
Job Famiy: [
*Standard Hours: Standard Work period: W 'R weeky
Workers' CompCode: ||| “Manager Levet: oter ]
“Comp Freq: [
ReguiarfTemporary: [Jecical Checkup Required
Urion Code: [
Y Eysa
Updated By:

E-Ada | (25 Uptioompiny | (43 ncas sy | (2 Corct oy

Job Code Profile | Evaluation Criteria | Market Pay Match | Default Compensation | Non-Base Compensation




Job Code Profile Page
Effective Date – Identifies the date the job code becomes effective. The system defaults to the current date.  Enter the date the new job code will become effective.  If you are creating a new job code for a NEW position, make sure this effective date equals or predates the effective date of the new position.  To avoid effective dating problems, it is best to use the first day of a pay period.
Status – Indicates whether the job code status is Active or Inactive.  Select correct value from the dropdown menu by clicking[image: image6.bmp].
Job Title – Enter the title by which you want to identify this job code. Maximum length is 30 characters.

Short Title – Enter a short title for the job code, maximum length 10 characters.
Job Description – This field is optional.  Add detail information about the job description. 
Job Function Code – This field is optional.

Job Subfunction – Do not use this field.
Job Family – Click [image: image7.bmp]  to select the appropriate Job Family.  It will be the first four digits of the job code.  

Manager Level – This field is optional for most campuses.  There are currently no reports or queries associated with this field, except for NDSU. Click dropdown [image: image8.bmp] and select the appropriate level.  For NDSU, this field is required and is used for federal reporting to the US Department of Agriculture.  Use the following codes:


Ag-PY (professional)


Ag-SY (scientific)


Ag-TY (technical)


Ag-CY (clerical and other)
A comprehensive listing of how these have been applied to NDSU job codes is available in the NDSU HR office.
Standard Hours – Defaults to 40 hours/week. Leave at 40 hours. This foundation number is used to calculate holiday pay. The correct standard hours will be changed in Position Data. 

Standard Work Period – Defaults to “W” for Weekly.  

Workers’ Comp Code – Enter correct number.  The codes for each band are shown at the NDUS Broadbanding Descriptors site:  http://www.nodak.edu/broadbanding/descriptors.shtml. 
Scroll down into each job family to see the workers’ compensation code attached to that job code.

The codes represent the most common jobs in that job family.  However, if the position on your campus is not an appropriate match for that worker’s compensation code, or one that you have used for other employees on your campus in very similar positions, contact Workforce Safety and Insurance to get the appropriate rate code.

If, after discussing this with Workforce Safety and Insurance, you choose a rate code not previously used by your campus, contact the HRMS staff through the Remedy ticket system for set-up.

Comp Frequency – Click [image: image9.bmp] to select H for Hourly employees; A for Regular 12-month employees, M for Monthly employees, and C for Regular employees with less than a 12-month appointment.

Regular/Temporary – Click dropdown [image: image10.bmp] to select Regular for benefited employees or Temporary for non-benefited employees. 
Click on the USA Flag
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IPEDS-S Job Category – Click dropdown [image: image12.bmp] and select category.  Refer to the IPEDS instructions for additional information.
· Management Occupations

· Business and Financial Operations Occupations

· Computer, Engineering, and Science Occupations

· Community Service, Legal, Arts, and Media Occupations

· Instruction

· Instruction combined with Research and/or Public Service

· Research

· Public Service

· Graduate Assistants – Teaching 1
· Library and Non-postsecondary Teaching Occupations 

· Archivists, Curators, and Museum Technicians 

· Librarians

· Library Technicians

· Non-postsecondary Teaching Occupations

· Healthcare Practitioners and Technical Occupations 

· Service Occupations 

· Sales and Related Occupations 

· Office and Administrative Support Occupations 

· Natural Resources, Construction, and Maintenance Occupations 

· Production, Transportation, and Material Moving Occupations

An HR/SOC Resources website is now available at: http://nces.ed.gov/ipeds/resource/soc.asp
EEO Job Group – Used by NDSU and UND only for Affirmative Action Reporting. This three-digit number is the value to put in the EEO Job Group field for the job families noted below each value.

NDSU

100     Executive/Administrators
0105 0110 0115 1100 1105 2440 2615 2610 2605

201     Professors

2010 2020 2050 2100 2101 2104

202     Associate Professors

2051 2055 2105 2106 2109 2996 

203     Assistant Professors

2052 2110 2111 2114 2240

204     Lecturers/Instructors

2115 2120 2121 2150 2510 2119

205     County/Area Extension Staff

2540 2545 2560 2565 2570 2580 

301     Business/Admin Professionals
3105 3110 3115 2060 2065

302     Communication/Info Specialist 

3205 3210 

303     Research/Science Professionals
0124 3305 3310 3315 3320 3325 2420 2421 2422 2450 2451 2452 

304     Student Services Professionals
3405 3410 3415

401     Service technicians

4105 4110 4115 4205 4210 4405 4410 4415  

402     Research/Service Technicians

4305 4310 4315 4320 4325

500    Office support

5105 5110 5205 5210 5215 5220

600     Craft/Trades workers

6105 6110 6115 6120 6125 6130 6135 6140 6205 6210 

700    Institutional Support Workers

7105 7110 7115 7120 7205 7210 7215 7220 7225 7230 7240

FLSA Status – Click dropdown [image: image13.bmp] and select appropriate status.  Rough translations can be found at the website http://www.ndus.edu/makers/procedures/broadband/
FLSA status is a campus determination based on an analysis of the position description for each position.
ACA Eligibility Status – Click the dropdown [image: image14.bmp] and select the appropriate status.  The following table should be used to determine the status:

	Job Code Descriptions
	Job Code Range
	ACA Status

	Non-banded
	000000-099999
	Always Eligible

	Administrators
	100000-199999
	Always Eligible

	Faculty
	200000-212499
	Always Eligible

	Part-time Faculty
	212500-214999
	To Be Determined

	Coaches (full-time)
	215000-219999
	Always Eligible

	All Grad Assistants
	220000-222999
	To Be Determined

	Grad & Post Doc Fellows, Scientists & Ag/Ext
	223000-299999
	Always Eligible

	Broad banded
	300000-799999
	Always Eligible

	Students & Temps
	800000-999999
	To Be Determined


Academic Rank –Click[image: image15.bmp]  to select appropriate rank for faculty position.  

Professor

Associate Professor

Assistant Professor

Instructor

Lecturer (while lecturer is not a rank, it needs to be filled out for IPEDS-S reporting purposes).
Evaluation Criteria Page

This tab is currently not used.
Market Pay Match Page 

Click on the “Market Pay Match” tab. 

Market Pay Match Page
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Matrix Name – Enter the Matrix name created for this job code number. After entering the Matrix Name, tab out of field. The survey information entered when the Matrix was created will appear.

Click - Save
Default Compensation Page

Click on the “Default Compensation” tab. 

Default Compensation Page
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Midpoint Salary – Enter the value used in the Aged Data field on the Market Pay page.

Currency – Enter or select USD (US Dollars).
Frequency – Enter H for hourly, M for monthly, or A for annual. This describes how the compensation rate is quoted.

Salary SetID – Enter HIED1, as the Salary SetID is a value shared by all NDUS institutions.
Salary Plan – Enter or select the appropriate plan from the dropdown menu. Choices are SLEX, SLNE, GCEX, ADEX, and HRNE.  Select the plan according to the following guidelines:

· SLEX – Salaried Exempt (normally used for 000, 100, 200, and 300 grades)

· SLNE – Salaried Nonexempt (normally for 400-700 grades)

· GCEX – Government Contract Exempt (used exclusively for employees in the 000, 100, and 300 grades who are salaried, but whose hours must be reported as hourly for government contracts—use with Paygroup and Comp frequency of Hourly)

· ADEX – Adjunct Salaried Exempt (used exclusively for adjunct faculty in the 200 and 900 grade who work for one semester at a time—use with a Paygroup of Salaried and a Comp frequency of Monthly)

· HRNE – Hourly Nonexempt (used primarily for 800 and 900 grades, but can also be used for contract hourly employees in other grades—use with Paygroup of Hourly or Contract Hourly and Comp frequency of Hourly.)

Salary Grade – Enter the first digit of the job code plus two zeros.  
Examples:  000, 100, 200, 300, etc.

Rate Code – Enter or select from dropdown either NAHRLY for hourly rates, NAANNL for annual rates, or, rarely, NAMNTH for monthly rates (used for quoting adjunct faculty salaries primarily).
Currency – Defaults to USD (US Dollar) from Rate Code entry.
Frequency - Defaults to A, M, or H from Rate Code entry.
Apply FTE – Check box [image: image18.bmp] for regular positions only in the NAANNL and NAMNTH paygroups. The box will be grayed out for the NAHRLY paygroup. Apply FTE is used to indicate that the compensation rate for this rate code is multiplied by the FTE in calculating the job compensation rate. 
Click [image: image19.png]5 save



 to save the new job code in the system.

Non-Base Compensation Page

This tab is currently not used.

Updating Job Matrices

Each year you may need to change the market data in the Matrix Table. To update the Matrix table return to the main menu. Go to Setup HRMS>Common Definitions>Configurable Matrices>Define Matrices.  Follow the directions below. 
Matrix Table Page
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· Enter the Matrix Name you wish to update.

· Click Search.

· On the Matrix Definition page, add a new effective date.
· Go to the Data Content page. Change fields as necessary.
Data Content Page
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· Click[image: image22.png]5 save



.

Refer back to the main menu. Go to the Job Code Table: Setup HRMS>Foundation Tables>Job Attributes>Job Code Table.
· Enter a new effective date using the same date as the Matrix update. This will update the new Market Pay Match in the Job Code field.

Click Save.
Updating Job Code Data

Occasionally changes will need to be made to Job Code data such as title, FLSA status, manager level, standard hours, etc.  

Refer back to the main menu. Go to the Job Code Table: Setup HRMS>Foundation Tables>Job Attributes>Job Code Table.  The search page for finding an existing job code will display as described previously. Once you have selected the job code you wish to alter, insert a new data row by clicking the [image: image23.bmp] sign across from the Status field.   Use this new row to enter updated profile information for this job code. 
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Notice, as indicated by the arrow on the right, you are now seeing 1 of 2 data rows.  

The Effective Date field defaults to the current date.  If the new job code’s date is not current, enter the correct date. 
Note:  Updating Job Code data needs to be carefully considered. Changes made to the table will overwrite various fields in Position Data and Job Data.

Click Save to save the updated job code data changes.
Creating A New Position

To begin the process of creating a new position, refer back to the main menu and use the following navigational path:  Organizational Development> Position Management > Maintain Positions/Budgets > Add/Update Position Info.  The following page will display.

Add/Update Position Info Page
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Note:  This will be the initial page you will see for all position management transactions.

To create a new position, click on Add a New Value hyperlink.  

Add/Update Position Info Hyperlink Page 
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The Position Number field begins with all zeroes. After the position has been created and saved, the field will automatically change to the next available position number.  Click[image: image27.png]


.  The following page will display.
Add Position Number Page
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Description Tab
Position Information Section 

Effective Date – Identifies the date the position becomes effective.  The system defaults to the current date.  Enter the date the new position will become effective.  To avoid effective dating problems, use the first day of a pay period (1st or 16th).

Status – Indicates whether the position status is Active or Inactive.  Defaults to Active.  Select correct value from the drop down menu by clicking[image: image29.bmp].

Initialize button – Click to copy all or many of the characteristics of a similar existing position. When you click this button, a dialog box prompts you for the position number that you want to copy. Click OK to update the Position Data component with your selection. You can override any information that doesn't apply to the new position. 

If you are not aware of any similar positions that you could use to fill in the remaining fields, just fill in the fields individually. 

Note this button only appears if you are adding a new position.

Reason – Indicates the rationale for creating or modifying the position.  Since a new position is being created, the system defaults to NEW. 

Position Status – Indicates whether the position is Approved, Frozen, or Proposed.  Select one of these values from the drop down menu by clicking [image: image30.bmp]. Most often you will use the status Approved.

Note:  To ensure that the correct values are entered into the Status and Position Status fields, please refer to the following table:
	PeopleSoft Status Field Value
	PeopleSoft Position Status Field Value

	Active
	Approved

	Inactive
	Approved

	Inactive
	Proposed

	Inactive
	Frozen


Status Date – Displays the date that a position first held a particular status value.  Since this is a new position, the Status Date will be the same as the Effective Date.  The system defaults the Effective Date in this field to the date of entry into the system.

If after creating the position as active, the decision is made to put the position on hold for a time, simply add a new effective date and change the status to Inactive, Frozen.  When you are ready to re-activate the position, enter a new effective date and select Active, Approved.
Key Position – Skip unless the position is key during natural disaster/emergency; if it is key, check the box.  [image: image31.bmp]
Job Information Section 

Business Unit – Verify and change if necessary

Job Code – Enter the Job Code for this position or select from the lookup by clicking the [image: image32.bmp].
Reg / Temp – Defaults from the Job Code. Indicates whether this is a regular benefited position or a temporary non-benefited position.

Full / Part – Defaults from the Job Code. Indicates whether the position is full (40 hours/week) or part time (less than 40 hours/week)

Regular Shift – Skip. 

Union Code – Skip

Title and Short Title – Defaults from the Job Code. Verify that the values are correct and change in the Job Code if necessary.
Note:  When the Job Code information is entered, the appropriate values for the Title and Short Title fields default in.  If you wish to use functional titles, change it now.

Work Location Section 

Regulatory Region – Defaults to USA.
Assistant - To identify if the position is an Assistant to the Reports To position. Checking the box will have it appear as an Assistant to the Reports To position on the OrgPlus org chart.
Department – Enter the appropriate department code or select from the Lookup page by clicking [image: image33.bmp].  The following Lookup page will display.  Choose the department you wish to use.

Department Code Lookup Page
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Company – Defaults in. 


BSC


DSU


LRS


MAY


MIS (includes Bottineau)


NDS


SCS
   SIT

UND


USO


VCS


WSC

Location Code – The location value will default in after you have entered the 

Department number. The default location code identifies the physical location where the position is managed and where the new hire will be located.  If the actual work location is different, click the location [image: image35.png]Lookup



 and select appropriate value.

Reports To– Enter the position number of the supervisor who will be responsible for the performance review of this new position.  To look up the position number, click [image: image36.bmp] as shown below, and enter the Business Unit and Department, then click the lookup button and select the evaluating supervisor for the position.

PeopleSoft, as delivered, limits eighty-four positions assigned the same “reports to” value.
Dot-Line Report – Skip
Supervisor Lvl – Skip
Security Clearance - Skip

Salary Plan Information Section 

Salary Plan, Grade – Default from the Job Code
Standard Hours, Work Period – Indicates the hours for this position. 
Step - Skip

Click the [image: image37.png]


   and the following page appears. 

FLSA Link Page
[image: image38.png]Bargaining Unit:




FLSA Status – Defaults from the Job Code
Bargaining Unit – Should default blank
Specific Information Tab
Click on the Specific Information tab to display the following page.  When the page displays, click on the grey bar labeled Education and Government to see the full screen.

Specific Information Page
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If the position is intended to have only one incumbent, leave the Maximum Headcount at 1.  If the position is a pool position, enter 999 in the Maximum Headcount field.

Ensure that the Budgeted Position checkbox is checked [image: image40.bmp]  and the Update Incumbents checkbox is unchecked.  The Update Incumbents checkbox should be unchecked when creating a new position because it will contain no incumbents.  Once an employee is hired into the position, the box will automatically be checked.  Leave all other unchecked.
Click on the Education and Government drop down:

[image: image41.png]¥ Education and Government




In the Education and Government section, use the following values:

Pool Position ID – Skip

Pre-Encumbrance Indicator – Click dropdown [image: image42.bmp] and select None.

Encumber Salary Option - Click dropdown [image: image43.bmp] and select User Specified Amount.

Encumber Salary Amount – Enter 999999.99 to allow for the possibility of a salary amount up to one million dollars.
Classified Indc—Click dropdown [image: image44.bmp] and select All for regular positions and Temporary for temporary non-benefited positions.  

Calc Group (FlexService) – Skip 
Academic Rank – Skip for non-faculty employees; for faculty, click lookup [image: image45.bmp]  and select appropriate value.

FTE – Enter percentage of full-time (normally 1.0 for regular positions).  You may leave this blank for temporary positions.

Adds to Actual FTE Count - Check box [image: image46.bmp] for regular positions only.

Click Save to save the new position in the system.

Note: The position number at the top of the page has now been filled.

Updating Position Data

Occasionally details of a particular position might change, such as the department that holds it, the position that it reports to, the exact title of the position, the number of standard hours, etc.  Changes to Position Data are made by adding a new effective date which allows editing of position details.

To begin using the Position Data pages, refer back to the main menu and use the following navigation path:  Organizational Development> Position Management > Maintain Positions/Budgets > Add/Update Position Info. The search page for finding an existing position value will display as described previously. Once you have selected the position number you wish to modify, the following page will display.

Position Data Page
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Insert a new data row by clicking the [image: image48.bmp] sign across from the Position Number.   After you click  [image: image49.bmp], a new data row will appear.  
Use this row to enter updated information for this position.  An example is shown on the next page.

1. Notice, as indicated by the arrow on the right, you are now looking at 1 of 2 data rows.  Also, as depicted by the arrow on the left, the Reason field is now blank.  The Effective Date field defaults to the current date (system date).  Enter the date of the new position information.  It is best if the effective date is the first day of a pay period (use the 1st or the 16th.
2. Enter the correct Effective Date.

3. Verify or change the value in the Status field.

4. Enter the appropriate information in the Reason field or select a reason by clicking [image: image50.bmp] and using the Lookup page. This is a required field.
5. Verify or change the value in the Position Status field and Status Date field.

6. Verify that the Business Unit is correct.

7. Enter the new job code in the Job Code field if appropriate.  As is the case with adding new positions, the following fields default when the Job Code field is populated:

· Reg / Temp
· Full / Part
· Salary Plan, Grade, Standard Hours, and Work Period
Verify that the above information is correct and change as necessary.
Note:  When the Job Code information is entered, the values for the Title and Short Title fields default in. The titles can be changed if you wish to use functional titles.

1. Enter the new department information in the Department field if appropriate.

2. Enter the new work location information in the Location Code field if appropriate. 

3. Enter the new reporting information in the Reports To field if appropriate.

4. Click on the Specific Information tab.  Verify values.

5. Click on the Update Incumbents box if you want the incumbent to be updated with the changes you made. This action will automatically insert a row in each of the incumbent’s job records to create the data change as of the effective date of the position change.  

A row is inserted into Job Data for changes to the following fields: Correction- Department
Correction- Job Code 
Correction- Reporting 
Correction- Standard Hours 
FLSA Status change

Job Re-Classification 
Re-Organization\Restructure 
Position Status Change

Position Data Update 
Transfer 
A Title Change (TTL) will not update Job Data if the Job Data current effective dated row is less than or equal to the effective date of the Title Change. It will update Job Data when another row is inserted in Job Data. If the most current row of Job Data is greater than the effective date of the Title Change in Position Data then Job Data will update with the new Job Title.    In summary, it would be a good practice to review job data after you make changes to position data, and make a change there, too, if the incumbent does not update properly.  
Verify that the Budgeted Position box is checked.

1. [image: image51.png]¥ Education and Government




2. Click on Education and Government bar; verify or change values in fields.  Update FTE percentage if necessary.

Note:  On the Budget and Incumbents tab, the people active in the position will be listed.  Disregard the budget information because the NDUS is using full commitment accounting and the Department Budget Table, this information on Position Data will not be accurate.

3. Click on [image: image52.png]5 save



  to save the position data changes.

4. To verify the Position Data changes have correctly populated the employee’(s) Job Data pages, refer to the main menu and navigate to Workforce Administration > Job Information > Job Data.  
5. Enter the EmplID of the incumbent in the Employee ID field.  The Work Location page will open with the employee’s latest data displayed.  Verify that the new position information displays.

Note:  The Position Management Record box on the Work Location tab will be checked to show this record came from position data.  
Creating a New Location

Locations are a way of defining established physical locations in the North Dakota University System organization, such as Capitol Building, IT Building, Offsite Locations, and so forth. Information on the Location Table is used in Position Data and Job Data, just to name a few, and most importantly used in the Assurance (emergency notification) System. 
NOTE:  If you are setting up a location on a campus other your own, run the NDU_HR_LOCATIONS query.  Find the Location Code of the building you are needing to add to your SetID’s group of locations.  You will add it with your SetID, but with their Location Code.
---------------------------------------------------------------------------------------------------------------------

To begin the process of creating a new Location refer back to the main menu on the left hand side of the screen. Go to Setup HRMS> Foundation Tables> Organization> Location.  The following page will display.
Location Page
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To create a new Location, click on the Add a New Value tab or hyperlink.  The following page will display:
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SetID - Enter your 5-digit Business Unit/SetID code.

BSC01

Bismarck State

DSU01

Dickinson State

LRSC1

Lake Region State (Devils Lake)

MASU1

Mayville State

MISU1

Minot State

MISUB

Dakota College Bottineau
NDSCS

ND State College of Science (Wahpeton)


NDSU1

NDSU (Fargo)

NDUSO

University System Office (Bismarck)
SITS1


Core Technology Services
UND01

University of ND (Grand Forks)




VCSU1

Valley City State

WSC01

Williston State
For the Location Code, enter the name of the building for which you are setting up the location, (e.g.  Old Main, Twamley, etc.).

Click Add.  The following page will display. You will then enter appropriate values in each field as instructed.
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Location Address Tab

Effective Date – Identifies the date the Location becomes effective. The system defaults to the current date.  Enter the date the new Location will become effective. To avoid effective dating problems, it is best to use the first day of a fiscal year.
Status – Indicates whether the Location status is Active or Inactive.  Select correct value from the dropdown menu.
Description – Enter the title by which you want to identify this Location. Maximum length is 30 characters.

Short Description – Enter a short description for the Location, maximum length 10 characters.
Building – This field is optional. Some campuses are using this for Fire and Tornado insurance information; others are using it for inventory location codes.  Check with you Physical Plant and/or Purchasing offices.

Floor Nbr – This field is optional.
Language Code – Skip

Phone – Skip
Country – Defaults to USA

Address – Click the Edit Address Box, the following page will display:
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Click OK when done.

Location Profile Tab
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The only fields required to complete are:

Set ID - select HIED1

Regulatory Region – select USA

Under the USA Flag – select the appropriate Establishment ID 

BSC01

Bismarck State

DSU


Dickinson State

LRS


Lake Region State (Devils Lake)

MAY


Mayville State

MIS


Minot State

MIS


Dakota College Bottineau
SCS


ND State College of Science (Wahpeton)


NDS


NDSU (Fargo)

USO


University System Office (Bismarck)
SITS


Core Technology Services
UND


University of ND (Grand Forks)




VCS


Valley City State

WSC


Williston State

Click Save.

NOTE:  A location code must be created in the HRMS application prior to any new department being set up in the Financials system.
______________________________________________________________________________

NOTE:  Locations must first be associated with a Position, and that Position Data will flow to Job Data.  If a Location Code is changed only in Job Data, it will keep being overwritten by the Location Code in Position Data any time a new row is added.


NOTE:  Review the locations for employees periodically (monthly is suggested) to fix anything that has become out of sync.  Do so by running the NDU_HR_EMP_LOCATION query.


Entering Employee Data
Overview: Entering “People” into PeopleSoft

PeopleSoft has redesigned the HRMS architecture to support the storing and tracking of all personnel types including employees, contingent workers, and persons of interest.  This new architecture enables personal data to be stored once, with one ID retained for the duration of a person’s relationship with the organization, regardless of changes to that person’s working (or non-working) status.

There are now three types of organizational relationships in PeopleSoft: employees, contingent workers, and/or persons of interest.

· An employee is a person hired to provide services for your campus on an ongoing basis.

· A contingent worker is a person who provides services to your campus under terms specified in a contract on a non-permanent basis or who does not have a legal employee relationship.  Your campus HR/Payroll, Controller, or General Counsel Offices can advise you of people eligible to be contingent workers as opposed to employees.

· Contingent workers are not paid through the HRM system
· A person of interest (POI) is anyone who isn’t an employee or contingent worker that you want to track in the system, such as a consultant, future employee, former employee, or an employee of an organization on your campus who needs keys, parking privileges, or library access, etc.    
Essential data must be entered into the system before managing any Human Resource activity for employees, contingent workers, or persons of interest.  Once entered, you can input additional data and track a complete relationship history for each person.

Many of the pages you will use when you enter people into the system are the same ones you will use later to update information on existing persons.

Most required fields are preceded by an *asterisk* in the system. The asterisk means these fields must be completed to allow the data to be saved.  Effective dates are recorded for each transaction.

To hire an employee, you will progress through the ND Hire
Workforce Administration > Personal Information > ND Hire

Note:  It is important to have all your data collected for both Person and Job Data before you begin. You will not be able to complete the hire, save the record or move on to Benefits and Payroll information until all required fields in Person and Job Data are filled.

After Person and Job Data are complete, you may then enter:

· Emergency Contacts information

Enter, as needed: 

· Employee Review – for employees whose reviews you will track in the system, usually broad banded employees.
· Identification Data – for international employees.

· Tenure Data - for ranked, tenure-track faculty.
· Contract Pay and Contract Prepay - information for regular employees with less than a 12-month appointment.

Save your data after each of these components.

Preparation For Hiring An Employee—ND Hire
Before beginning the hiring process, verification of two items should take place.  These include verifying position information and determining whether or not the new employee already exists in the system.

Verification of Position Information

Since the NDUS is using partial-position functionality within PeopleSoft, it is imperative that all position data be correct.  Prior to hiring a new employee, verify that all the job information (department, job title, job code, standard hours, etc.) associated with a particular position is correct.  To do this, see the Managing Positions Section of the manual.

Verification of Employee’s Existence in the System

To verify whether or not the new hire already has a ConnectND Employee ID, refer to the main menu, and go to Workforce Administration>Personal Information>ND Hire.  

You must enter the employee’s last name, National ID (Social Security Number), and birth date as shown in the two screen shots below.  You may use hyphens when entering the National ID, but it is not essential.

EMPLID Search Page
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The following is a technical description of the logic behind ND Hire:

ND Hire does a two-fold search.  The search begins with the Social Security Number.  If the SSN entered returns a match in either the SA or HR department, then the chance of it being an incorrect identity is minimal.  Names may change and birthdates may contain errors, but Social Security Numbers are a fairly consistent means of identification. 

The second part of the ND Hire search concerns the individual’s name and birth date.  The system searches for a similar last name and an exact birth date in both the HR and CS (Campus Solutions) databases.  If either piece of information does not match, the search will not return a value.  In other words, if either database contains an error, the search will be unsuccessful.

ND Hire does increase the chance for a successful match by searching for similar last names or similar parts of last names.  For instance, if “Anderson” is entered, the search may return “Anderson-Smith”, “Smith-Anderson”, or “Anderson.”  Similarly, a search for “son” will return names such as “Anderson”, “Gunderson”, “Sonmor”, “Sorenson”, “Sonderlan”, etc.  Searching for part of a last name can be used to anticipate different spellings; for instance, if “Anderson” returned no matches, a search for “Anders” may return the name “Andersen”.

ND Hire could have been written with an EITHER/OR match on birth date and name, but the AND function of the search limits the possibility of returning numerous pages of matches.  However, the AND feature does apply to all the information entered in the search.  Thus, the more items entered in the initial search, the lower the chance a match will be found, but if the initial search returns multiple matches, adding more items to the search will narrow the results, increasing the chances of a correct match.  (Entering part of a last name will have more chance of returning a short list of possible matches if part of the first name is entered also).

EMPLID Search Page
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The NDHire search will return as many matches and near-matches as possible and will indicate whether the record was found in the SA (student) system or the HR system.  It will also indicate the Empl Record number and whether or not the employee is in the system as a Future hire, Active,  or Terminated at the moment.  It also displays the Business Unit.

NOTE: If the same person displays with two different EmplIDs, contact the HRMS team through the NDUS help desk system to determine which number to use. The HRMS team will notify campus HR offices when merging ID records, so they can make any needed changes to hard copy files or ID cards.
Note 1:  If the search is unsuccessful and the system displays the following message:  “No Employee records were found that matched your search criteria”, then click on the “Continue” icon.  
Note 2:  If a matching record was found only in the Campus Solutions (SA system), select the student’s EmplID by placing a check mark in the box in the select column on the on the right side of the page, click “Continue”.  This action will prevent the creation of a second EmpllD. 
After selecting the SA Empl ID and clicking continue, there will be a slight delay while the data is returned from Campus Solutions to Modify a Person. If the following message is received click OK to return to the ND Hire Search page and click Continue again. 
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· Modify a Person will be populated with the data from Campus Solutions.

· New effective dated rows can be entered to update with the employee’s current data. 

Note 3:  If a matching record was found in the Human Resource (HR) system for your business unit, refer to the main menu and go to Workforce Administration > Job Information >Job Data. Do not click on the ‘Continue’ button; you need to leave ND Hire.  Enter the EmplID on the “Find an existing value” page.  Hit search.
While you are in Job Data, note the existing EmplID Record number(s) and Benefits Record number(s) of the person and whether each record is Regular/Temporary. 

· If that record is Terminated, skip to the Rehire Process described in scenario ten. 

· If that record is still Active, skip to the Add a Concurrent Job process described in that section of the manual. 

Note 4:  If matching records were found in the HR system, but not for your business unit, skip to the Add Employment Instance process described in that section of the manual.  Do not click on the ‘Continue’ button; you need to exit ND Hire.

As indicated by the instructions, if no records were found that matched your search criteria, click “Continue” to proceed with the hiring.  The system will assign the person an EmplID when all the required data is saved.

To add an employment instance navigate to 

Workforce Administration>Personal Information>Organizational Relationships>New Employment Instance 

Enter Emplid from the ND Hire page and click add relationship the Empl Record will default to the correct one once you click Add Relationship

To add a POI navigate to 

Workforce Administration>Personal Information>Organizational Relationships>Add a POI Relationship

To add a Contingent Worker Instance  navigate to 

Workforce Administration>Personal Information>Organizational Relationships>New Contingent Worker Instance 
Bio-Demo Sync
The syncing of bio-demo information between HR, Campus Solutions and Financials began December 17, 2014. Changes to personal information on HR and Campus Solutions will be automatically updated on both systems. The changes will be sent to the Financials system to keep all three systems in sync. This occurs almost instantaneously.

Modify a Person
The data you will enter for these pages is collected in an “Employee Data Form” 
The Personal Data pages are used to record and access personal information about employees.  The Personal Data pages include the following:  Biographical Details, Contact Information, Regional, and Organizational Relationships. Other PeopleSoft components and processes reference the data stored on the Personal Data pages.  The first page to display will be the Biographical Details page.

Biographical Details tab
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Primary Name Section

Note:  Use mixed case for all data entries.  The PeopleSoft system is case sensitive.

Person ID – The employee identification number assigned by PeopleSoft.  The ID number will read NEW until the hiring process is complete.  This will change to a number after you complete the hiring process (including the Job Data and Benefit Program Participation Pages) and click [image: image62.png]5 save




Effective Date – The effective date defaults to the current date. Personal Data cannot be future dated.

Format Using – Defaults to English.

Display Name – Click on the[image: image63.png]Add Name



link; the following screen will display:

Edit Name Page 

[image: image64.png]Edit Name





Prefix – Click [image: image65.bmp] to choose a pre-defined prefix title (if desired).  Options include Miss, Mr., Mrs., Ms., Dr., etc.

First Name, Middle and Last Name – Enter the employee’s name in the fields.  

Suffix – Click on the [image: image66.bmp] to choose a pre-defined suffix (if desired) from the Lookup page.  Options include Jr., Sr., I, II, III, and IV.
Note:  PeopleSoft only requires that a first and last name be entered.  Prefix, middle name or initial, and suffix entries are optional, but the name must correspond exactly to the way the name appears on the employee’s Social Security card.   

(We recommend NOT using a Prefix or Suffix, unless it is included on the Social Security card, as it may complicate system search processes.) 
Changes to Primary Name: 
· HR and Campus Solutions require the same legal documents to change Primary Name and will be updated in both systems. Primary Name will sync to the Financial system

When needed, Campus Solutions will change a Primary Name where the first or last name is FNU, UNK, and NA etc. to a name the student prefers to appear on a printed document (transcript, diploma, commencement program, and enrollment verification).  When the printing process is complete, the name will be changed back to how it appears on the Social Security card. The timing of the name change will be coordinated with the campus HR/Payroll Dept. This will prevent the name being changed during critical HR/Payroll processes such as pay confirm and W2.
Display Name, Formal Name and Name - Click the Refresh Name icon to populate these fields. 

Click the OK button to return to the Biographical Details page.

Biographic Information Section

Birthdate – Click on [image: image67.bmp] to select the employee’s date of birth.  The Benefits and Payroll modules reference this field for certain calculations. Once you select a birth date and location, the system calculates the person's age in years and months. 

Birth Country - Defaults to USA; for tax purposes, change this field when appropriate. 

Birth State and Location – These fields can be skipped. These fields are used by Campus Solutions.
Waive Data Protection [image: image68.bmp] - Defaults as checked which waives data protection. Uncheck the box if the employee indicates in writing they want their home address and phone number kept private and not printed in any campus directory. If data is protected, only campus address is used in the directory. Waive Data Protect is view only on Campus Solutions.
FERPA - The Family Educational Rights and Privacy Act icon is view only, above the Waive Data Protection field.  NOTE: If the FERPA icon (shade icon) is displayed, the personal information cannot be released. The FERPA value will also be displayed, Y – personal information cannot be released; N – personal information can be released.

Biographical History Section

Effective Date – Defaults to current date; make corrections if needed.

.

Gender – The field defaults to Unknown.  Click  [image: image69.bmp] to select either Male or Female.  You MUST make a selection to allow correct calculation of insurance data in base benefits.

The Highest Education Level – The field is mandatory and defaults to as A-Not Indicated.  Click [image: image70.bmp]  to select the appropriate level.  

Marital Status / As of - Click [image: image71.bmp] to select status. Enter the HIRE date in the As of field. 

Language Code – skip, defaults as blank

Alternate Employee ID – SKIP!  Do not enter any value here for new hires.

Full-Time Students – Check or do not check, as appropriate.  6 credits is considered a full load in the academic year.  3 credits are considered a full load during a summer session.  It is essential that you enter the HIRE date in the As of field.

National ID Section

Country – Defaults to USA.  

National ID Type Description – Defaults to Social Security Number.  ITIN and other National ID Types will be on HR to accommodate syncing with Campus Solutions. They will not be used for HR Payroll. Do not change and do not remove the ITIN or other National ID numbers.
National ID – This is a required field (US Social Security Number) – Enter the Social Security number.  It is not necessary to include dashes; the number is formatted by the system.   
· REMINDER: If the SSN is unknown enter all XX’s. DO NOT enter an incorrect number.
Primary ID – Defaults to [image: image72.bmp]
Contact Information Tab
Click the Contact Information tab and the following page will display.

Contact Information Page
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Current Addresses Section

Address Type – The system automatically displays Home for the first address you enter. –  Note that this is the field you will return to in order to add other types of addresses such as campus, billing, mailing, etc.) You must have one address with a type of Home in order for the system to successfully calculate taxes.

As Of Date – The effective date entered on the Biographical Details page defaults to this field.

Add Address Detail – Click on the  [image: image74.png]Add Address
Detail



 link. 

The Address History page appears:

Address History Page  
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Effective Date, Country *Status – Defaults from the Biographical Details page.

Address – Click on the  [image: image76.png]Add Address



  link. 

The Edit Address page appears:

Edit Address Page 

[image: image77.png]



Country – Defaults from the Biographical Details page.

Note: Record the employee’s home address, i.e., where they are living while working at your institution.  The payroll system uses the address stored here, unless prompted for alternate addresses.  Currently, for tax reporting purposes in NDUS institutions, you must enter a North Dakota, Montana, Minnesota, or Colorado address as the Home Address. However, if you set up a home address using Minnesota, Colorado or Montana, your institution must already be set up to submit taxes to that state in PeopleSoft. If your campus needs tax reporting for another state, send a Remedy ticket to the HECN HRMS team.
Address 1 – Enter the employee’s street address.

Address 2 and Address 3 – Optional.  These fields may be used to store additional address data (e.g. Apartment Number, or “Care Of…” notations).  

City, State, Postal and County – Enter information as appropriate.  The Postal field is used for the employee’s zip code.  Use a nine-digit postal code whenever possible.

Click the Address Validation button, this will verify the address against the US Postal System.  If the address is valid it will list the address in all Caps.  You can accept or reject the address and reenter it.
Click the OK button to return to the Address History page for the Address Type: Home. The address field is populated.

Address History Page 
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Click the OK button to return to the Contact Information page. 
Adding Other Types of Addresses

. 
· Billing Address – Address for all billing purposes
· Campus – Used to identify employee’s campus work address.  NOTE:  May be on or off-site 

· Dormitory – Student’s current residence hall address.  NOTE:  Only housing offices enter/update.

· Home – Street address at which the individual resides.  NOTE:  Home address is required for those receiving loans. W2 process will use Home address as the 2nd default address if no Mailing address.
· Mailing – Postal address to which correspondence should be sent.  NOTE:  If individual has both a street and PO Box, the street address must be entered in the Home address and the PO Box address be entered in the Mailing address.  W2 process uses Mailing address as the default address.
· Parent – Parent’s mailing address.  NOTE:  HR does not collect or use this address. It is used by Campus Solutions.
· Permanent – Non-temporary address.  NOTE:  May be the same as the parent address depending on dependent status. For international students this address is the country of citizenship. 
· Other – This address is used for ISIRs only and should not be used in any other way.

Return to the Contact Information page to enter other types of addresses such as campus and mailing addresses.

Click on the plus sign to add another row for each additional address type to be entered. 
Contact Information Page 
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Use the [image: image80.png]


the select an additional address type. 

· To add a Campus address, select CAMPUS and enter the campus information in the fields previously instructed.  As decided by the Interfunctional Team subcommittee on Addresses, the format for campus addresses should be as follows:

· Line 1-
use department name

· Line 2-
building first and then room number

· Line 3-
box number
· To add a Mailing address, select MAILING and enter the mailing information in fields as instructed above.  

The effective date will need to be changed to the hire date.

Phone Information Section
Phone Type – Select the appropriate phone type by clicking [image: image81.bmp] at the right of the field.

· HR and Campus Solutions phone numbers will be in sync. Only the preferred phone number is in sync with the Financial System

·  Phone Types:

· Business, Campus, Personal Cell, Dormitory, Fax, Home, Other, Pager, Parent, Work, Work Cell

Home

- use home phone number

Campus
- use person’s direct line at work (personal extension)

Business
- use person’s main office number – Extension is not used
Telephone – Enter the phone number. The system automatically formats the number; the phone format is populated by default with 000/000-0000.

· To enter additional phone numbers (campus, cell, fax, other), click  [image: image82.bmp]  to insert a row for each new type.  Select Phone Type by clicking  [image: image83.bmp] at the right of the field.  Enter the telephone number as above.  Repeat the process for each additional type of phone number.

· One phone number needs to be checked as Preferred.
Email Addresses Section
E-mail Type – Select the appropriate value (home, campus, etc.) from the available options by clicking  [image: image84.bmp] at the right of the field.

E-mail Address – Enter the appropriate email address.

· To enter additional e-mail addresses click [image: image85.bmp]  to insert a row for each new type.  Select E-mail Type by clicking [image: image86.bmp] at the right of the field.  Enter the e-mail address as above.  Repeat the process for each additional type of e-mail address desired.
· Available Email types:

· Business, Campus, Personal
· HR and Campus Solutions email addresses will be in sync
Regional Tab
Click the Regional tab and the following page will be displayed.
Regional Page 
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Ethnic Group Section
Regulatory Region – Defaults to USA

Ethnic Group -  Defaults as Blank. Click  [image: image88.bmp] to select the appropriate group if known.

Primary – The flags default when the Ethnic Group field is changed. 

History Section
Effective Date – Defaults to the hire date. 

Date Entitled to Medicare – Skip.

Military Status – Click [image: image89.bmp]  to select the appropriate status.  – Information is used for EEO reports.

Citizenship (Proof 1) and (Proof 2) - Two fields are available to record the forms of identification the employee has provided to satisfy the requirements of the I-9 form.  Examples are visas, passports, birth certificates, driver’s licenses, and social security cards. Your campus can determine whether you wish to use these fields or not—they are simply for storing the I-9 documentation reference and do not impact other areas within PeopleSoft.  If no ID is available, end the hiring process.  

For non-U.S. citizens, you will need to record detailed information on the Identification Data pages found at Workforce Administration>Citizenship>Identification Data.
Eligible to Work in U.S. – Box is checked by default.  
Smoker History Section

Smokers – Skip - NDUS does not track this information.
Organizational Relationships Tab
Organizational Relationships Page 
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Select Employee, Contingent Worker, or Person of Interest to indicate the organizational relationship of this person.

Contingent workers are not paid employees.

If you select Person of Interest, select one of the available Person of Interest types:

· External Instructor

· External Trainee
· Future Employee

· Former employee

· IT Privileges Only
· Other

Checklist Code – Leave blank

Go to Person Checklist—Hyperlink not used

Add the Relationship – Click this button to save the data on this component. 

If you selected Employee, you will be taken to Job Data.

If you selected Contingent Worker, you will be taken to Job Data CWR.

If you select Person of Interest, you will be taken to the Add a POI Relationship to a Person. 

If you click “OK” instead of the “Add the Relationship” button, you will receive the following warning: “No relationship was created.  An Unknown Person of Interest Type will be created.  If the Save is continued, then a Person of Interest Type of Unknown will be created for this person.” At this point, you can click “Cancel” and go back to Org Instance page and click the “Add the Relationship” button to be taken to Job Data.

If you instead click “OK’ and an Unknown Person of Interest Type is created, and you meant to add them as an employee, you will need to go to Add Employment Instance (Workforce Administration > Job Information > Add Employment Instance) to enter the employee’s Job Data information.  

If they are a CWR, go to add CWR relationship (Workforce Administration > Job Information > Add Contingent Worker Instance)

For an Employee, continue the hiring process and enter Job Data information.  

Job Data

After you have entered the employee’s personal information, the next step is to enter the job information.  Once you click the Add the Relationship button for an employee, the Work Location page will display.

The Job Data pages are used to record and access core information about the employee’s job.  These pages are the equivalent of an electronic personnel file.  A history of the events which occur during employment (e.g. Promotions, Transfers, Terminations, etc.) is stored in Job Data. 

Work Location Tab
The system displays the employee's name, the new Employee ID and the employment record number, based on the information that you entered on the Personal Data - Name page. 

Work Location Page
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HR Status – Displays the status of the current job record. A person can have an active HR status but an inactive job or payroll status.

Payroll Status – Displays the payroll status of the current job record. Values in this field affect Retro pay or Final Check processing.  

Calculate Status and Dates – Click to calculate the person’s HR, job or payroll status, and employment dates.

Effective Date –The effective date (Hiring date) is the first day worked.

Effective Sequence – For the new hire row this value will always default to 0 (zero).

Use in next FY Budget – Select this radio button if a compensation rate or FTE has changed for a regular/benefitted employee and should be used in the next FY Budget.  Choosing this option will send the data to the Budgeting Module.
Do not use in next FY Budget – Select this radio button if a compensation rate or FTE has changed for a regular/benefitted employee and should not be used in the next FY Budget.  Choosing this option will not send data to the Budgeting Module.  

Example of budget flags:  An employee is paid $20K.  The employee goes out on a temporary LOA and the compensation rate is set to zero.  If this is marked as temporary (do not use in next FY budget) nothing will be updated to the employee’s budget salary in the budget module.  When the employee returns and a row is entered into job data to bring the compensation rate back to $20K this should also be marked as temporary.  This is because the change amount is what is being sent to the budget module.  The change amount can be found on the compensation tab in the pay components section titled changes.  If the return from leave was marked as permanent (use in next FY budget) then the change amount of $20K would have been sent to the budget module thus updating the budget salary to $40K.
Job Indicator – This defaults to Primary for new hires. (If you later add a second (concurrent) job, that job will become Secondary.)

Action – Defaults to Hire for new employees.

Reason – Select Hire for new employees.  It is critical that both action AND reason are filled in for each new row; they trigger other functionality in Benefits and Payroll.

Last Start Date – Defaults to hire date.

Termination Date – Skip for new hire

Expected Job End Date - Skip
Position Number – Select a position number from the position lookup page by clicking [image: image92.bmp] beside the Position Number field.  The system displays the following lookup page.  (You could also enter the position number provided on the hiring form and then do a lookup to ensure the position number is in the system.)

Position Number Page
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Enter a Business Unit and Department and click [image: image94.png]Lookup



.  Click on the appropriate position and to enter your selection in the Position Number field. 
When you tab out of the Position Number field, the system automatically fills in the Position Entry Date field with the effective date.  The Position Data table provides the information for several fields; verifying that the position data is correct before beginning the hiring process is extremely important.

NDUS will not be using the Position Data Override feature for active employees in single positions.  Changes are to be made on the position before hiring the employee. 

Exceptions: 

· Contract Pay employees working before their actual contract started

· Mid-year contract hires 

· Temporary changes to work schedules 

Position Date Override is often used to change standard hours, business titles, and “reports to” data for temporary employees.  Turn off Override before saving!
When a Position Number is input, the following fields populate on the Work Location page as shown below:

Work Location Page

[image: image95.png]IR Job Information | Job Labor | Payroll [ Salary Plan | Compensation

3 - Empl ID:
Employee Empl Record: 0
© Use in next FY Budget © Do not use in next FY Budget =

“Effective Date: 120112012 o o | GoToRow | [+](=]
Effective Sequence: 0 *Action: v

HR Status: Active Reason: M
Payroll Status: Active *“Job Indicator: e

| Calculate Status and Dates
Current [m]
Position Number: po02438 Q Buyer
| Override Position Data
Position Entry Date: 12/0112012
] Position Management Record

Regulatory Region: usa United States

Company: NDS North Dakota State University

Business Unit: NDSU North Dakota State University

Department: 3150 Purchasing

Department Entry Date: ~ 12/01/2012

Location: OLDMAIN Old Main

Establishment ID: INDS Q North Dakota State University Date Created: 12117/2012

Last Start Date: 124712012

Expected Job End Date:

" Job Data Embplovment Data Earninas Distribution Benefits Proaram Participation




Regulatory Region – Defaults to USA.

Company – Defaults to 3-letter code.

Business Unit – Defaults to 5-letter/digit code.

Department – Lists the department to which the employee belongs. 

Entry Date (to the right of Department) – Defaults to the date on which the employee begins work for this department (hiring date).

Location – Lists the code used to identify the physical location where the employee will be performing their job.  (This field must be populated in order to trigger a selection for Establishment ID.)

Reports To/ ID – Enter or verify the position number of the evaluating supervisor.  Supervisor name and ID will default in.

Establishment ID – Enter the 3-letter company code.  (You must populate this field for IPEDS-S reporting purposes.)

Date Created – Displays the date on which you enter this record.

The Calculate Status and Date button populates the date fields in Job Data—Work Information and Employment Information pages. 
Job Information Tab
Click the Job Information tab and the following page displays.

Job Information Page
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The following fields populate from the Position Number entered on the previous page:

Job Code – Identifies the job the employee performs.

Entry Date – Indicates the date the employee begins work in this job.

Supervisor Level – Not used by HE

Supervisor ID – Not used by HE

Reports To – Displays the position number, title, Empl ID, and name of the manager of the department to which you assign the employee.

Regular/Temporary - Defines the type of employment. If the position is to be benefited, it must be Regular with at least 20 Standard hours.

Full/Part Time – Use Full Time for employees with 40 Standard Hours. Use Part Time for employees with less than 40 Standard Hours. The holiday hours are prorated for Part Time Regular employees.

Empl Class – Skip 

Officer Code – Defaults to None 

Regular Shift – Defaults to N/A

Shift Rate – Skip

Classified Indc – Defaults to All or Temporary based on the value you entered in the Job Code Table for this position.

Standard Hours – The number of hours per week that the employee will work, defaults from Position Data. Important - do not override this data for benefited employees; change it in Position Data instead.  

Work Period – The standard time period in which employees must complete the standard hours.

FTE - Defaults

Adds to FTE Actual Count? - Defaults

Encumbrance Override - Skip

Contract Number/Contract Type – Skip
To access the FLSA Status and EEO Class fields, click on [image: image97.png]USA



to expand the section.
FLSA Status – This field is filled in based on the job code assigned to this employee. FLSA status indicates whether this job is exempt or nonexempt according to the Fair Labor Standards Act, and if exempt, under which category (Executive, Administrative, or Professional).

EEO Class – None. The only campus currently using this field is NDSU.

Work Day Hours – 8 if full-time.  If fewer standard hours are listed, the system will divide the time accordingly.

Job Labor Tab
Job Labor Page for Kronos Time clock employees only:

Click the Job Labor tab and the following page will display.  The Labor Agreement field is the place to define how Kronos Time clock employees’ hours will be entered.  Skip this page for salaried employees and hourly employees not using a Kronos Time clock. 

Job Labor Page
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Click the Labor Agreement lookup to select the appropriate description from the following options.

Labor Agreement Lookup Page
[image: image99.png]Look Up Labor Agreement

Setin: usa
T E—
D T —
_LookUp | _ctear | _cancel | gasicioone

Search Results

[0 1505 [3]

Timeclock Only
Timeclock and PG

Manager Only

Timedlock, PC. and Wanager
Timeclock and Wanager




Payroll Tab
Click the Payroll tab and the following page will display.

Payroll Page 
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Payroll System – Defaults to Payroll for North America. 
Pay Group – Click lookup [image: image101.bmp] and select the appropriate paygroup code.  The first two letters are unique to the campus.  Then, depending on whether the employee is salaried (B); hourly (N); contract salaried (C); or contract hourly (H) employees.  (Benefited employees on less than a 12-month appointment are considered “contract” employees.)  So, a benefited, salaried person at UND would be in the UNB paygroup.

Holiday Schedule – Identifies the paid holidays for which an employee is eligible.  Verify it is HEHOL for regular employees or None for contract pay faculty, students, and other temporaries. Holiday pay will not load to the pay sheet for the H – contract hourly pay group. It will need to be entered manually.
Employee Type – Records how the employee reports time.  Verify the Employee Type is correct for the Pay group chosen - Hourly or Salaried.  
  Paygroup

                     Employee Type  

	N (hourly)
	H - hourly

	B (salaried)
	S - salaried

	C (contract)
	S - salaried

	H (contract hourly)
	S – salaried*


*Contract pay only works with an employee type of S.

Tipped – NDUS does not use this field.  It defaults to Not Tipped.

Tax Location Code – Lists the code used to identify the tax location where the employee performs their job.  Verify location or click lookup [image: image102.bmp] to select appropriate county.  

FICA – Indicates whether the employee is exempt, subject, or subject to Medicare only.  This field defaults to Subject.  Verify or select appropriate status.  (Full-time students are normally Exempt.)

Note:  Students carrying 6 or more credits (3 or more during summer session) are exempt; students carrying less than that must be marked “Subject.”  A process is now in production to change this field automatically when a student’s class load changes.  Directions on how (and more importantly, when) are included in the Payroll Training Manual.
GL Pay Type- NDUS is using full commitment accounting; therefore GL Pay Type and Account Code fields are not being used.  Leave these fields blank.

Account Code – NDUS is not using this field.  Leave this field blank.

Salary Plan tab 

Click on the Salary Plan tab and the following page will display.

Salary Plan Page
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Salary Administration Plan & Grade – Used to tie together a collection of salary grades for which groups of similar employees will be eligible. These fields default from Position Data. (See creating a New Job Code section of this manual) Verify data.

Grade Entry Date – Indicates the date on which the employee is first compensated from the Salary Grade.  Defaults to hire date. 
Step – Leave blank.
Compensation tab
Click on the Compensation tab and the following page will appear.  
Compensation Page
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Compensation Rate Frequency – Use the following codes:

H – hourly employees (e.g., students, temporaries, one-time pay workshop leaders, summer camp coaches, etc.)

A – 12-month, salaried employees

M – one-semester adjuncts – use the ‘B’ paygroup 
C – employees on Contract Pay (faculty or regular staff on less than a 12-month, but more than one semester, contract). See the Contract Pay section for complete instructions on entering contract employees.
Pay Components – use the following codes:

Rate Code – Defines rate of pay.  Click lookup [image: image105.bmp] to select NAHRLY (hourly), NAMNTH (monthly) NAANNL (annually).  The Currency field will default to USA and the Frequency (H, M, or A) will correspond to the Rate Code selected.  Use the following combinations with the compensation rate frequency described earlier:

H – use NAHRLY rate code

A – use NAANNL rate code

M – use NAMNTH rate code

C – use NAANNL for contract salaried employees or NAHRLY for contract hourly employees

Comp Rate - Enter the Compensation Rate, then click on the yellow Default Pay Components button.  The Hourly Rate, Daily Rate, Monthly Rate, and Annual Rate will display in the Pay Rates box (identified by the arrow on the screen shot).  View these with caution; they are not always reliable, especially for Contract Pay people.  We need to do more work in this area.
Calculate Compensation  - Click button to calculate annual compensation.  

When you are done entering Job Data for a new hire and click OK to save, you will be taken back to the Organizational Instance page in Personal Data. 
Employment Information 

Click on the Employment Data hyperlink to continue the hiring process. The following Employment Information page will display:

Employment Information Page
[image: image106.png]‘Employment Information

Vi Test

Organizational Instance

Organizational Instance Red:
Last Start Date:

Termination Date:
Orglnstance Service Date:

EWP D 7011208

0 Original Start Date: 0710112008

First Start Date:
Years Months Days

orozo0s  Cloveride ® 0 0 20

Empl Red #:

Doverride

0

Instance Record

(Organizational Assignment Data

Last Assignment Start Date:
Assignment End Date:
HomelHost Classification:
‘Company Seniority Date:
Benefits Service Date:
Seniority Pay Calc Date:
Probation Date:

Professional Experience Date:
Business Title:

070112008 First Assignment Start:
Home Years Honths Days
orozo0s  Cloveride ® 0 0 20
orozo0s  Cloveride ® 0 0 20
orozo0s  Cloveride ® 0 0 20
[

] Lost Verifcation Date:
Training Example Position Phone:

0710112008

[

TEusn





The Employment Information components are used to record employment information such as recognition, leave accrual, and TIAA-CREF dates.

Organizational Instance Section

Organization Instance Record – When the Organizational Instance Record is different from the employee record, the rest of the fields that are in this group box are display only.

Original Start Date – The original start date for this organization instance.

Last Start Date – The most recent start date for this organization instance. This date is different from the first start date if this organization instance has been inactive and then reactivated.

First Start Date – The first start date for this organization instance.

Termination Date – The employee’s termination date, if applicable.

Org Instance Service Date –The organizational instance service date.

Override – Check box only if the Org Instance Service Date needs to be changed. 

Years, Months, Days—Re-compute after tabbing through the Org Instance Service Date if that field is changed. 
Organizational Assignment Data Section

Last Assignment Start Date - The start date for the last assignment under this organizational instance.

First Assignment Start – The start dated of the first assignment under this organization instance.

Assignment End Date – The end date of the last assignment, if applicable.

Home/Host Classification - Defaults to Home.

Company Seniority Date – This field is completed through the Calculate Status and Dates button on the Work Location page. Verify if you agree with this date or if you would like to override it, based on your campus rules for service recognition. If you wish to override the date, click on the Override box which will open the Company Seniority field, make the change, and click on the refresh arrows. 
Benefits Service Date – Automatically entered after the data is saved.  The leave accrual program looks at the service date to calculate years of service for employees.  When the years of service is calculated, if the employee is in a step leave plan, then PeopleSoft will set them to accrue at the correct rate.  You must also adjust the service date if they had less than a year break in service from employment in another state agency or higher education institution.  See NDUS HR Policy Manual, item 6.9 for details at <http://www.ndus.nodak.edu/policies/human-resources/policy.asp?id=6>
Seniority Pay Calc Date – Skip

Probation Date – The probation date will auto-populate for employees in the following job code ranges: 100000-199999 and 300000-799999.  The date will be calculated to be six months after the hire date.  If the day falls on a Saturday or Sunday the date will be plus one or two days.  This functionality will occur upon a hire, rehire, or transfer.  The date will populate upon page activation or by clicking Save.  This field can also be manually over-written by the user.
Professional Experience Date - Use this field to enter the employee’s TIAA-CREF anniversary date if applicable.  The date entered here will populate Eligibility Field 4 on the Benefits Program Participation page according to the following schedule:


HTIAA5

0 – 2 years of TIAA-CREF eligibility 



   
HTIA11

3 – 10 years of TIAA-CREF eligibility  




HTIA12

11 or more years of TIAA-CREF eligibility

Last Verification Date - Skip


Business Title – Defaults from Position Data.

Position Phone – Defaults from Personal Data.

Click the [image: image107.png]USA



to expand the section as shown below:
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Security Clearance -  Skip

Owns 5% (or More) of Company – Skip

Appointment End Date - Skip

Accrue Tenure – Ensure that the checkbox is checked for faculty on track to receive tenure.  (Failure to check this box for tenure track faculty will prevent Tenure Data from automatically populating.)

Contract Length – Click the dropdown and select the length of contract (usually 9-10 or 11-12).  This must be changed from the default (N/A) if you want the person to show up on the IPEDS-S report.

FTE for Tenure Accrual – (Faculty only) Should default in from Position Data for faculty positions.  If it doesn’t, enter the FTE level for the new hire (e.g. 1.0, 0.5).

Service Calc Group – Skip, should default in from Position Data as blank for faculty positions.
FTE for Flex Service Accrual – Skip

Earnings Distribution hyperlink—Skip not used by Higher Education. 
Click the hyperlink to the Benefits Program Participation page to verify that the correct information populates the Benefits System and BAS Group ID fields.

Benefits Program Participation

Clicking on the Benefit Program Participation hyperlink will display the following page which specifies the benefit system data for the new hire.  The Empl Rcd number and the Benefit Record number will ordinarily be the same, and, if the employee holds no other job, or if they have two jobs at your campus, with the same eligibility for benefits, that number will be “0”.    On the other hand, if they have one job that is benefit eligible, that Empl Rcd and the Benefit Record normally will be “0”, while the second job and its Benefit Record will be “1”.

Verify that Benefits Administration populates the field.  
Benefit Program Participation Hyperlink Page
[image: image109.png]



Note: Some employees (e.g., employees who elect to remain in a previously selected retirement plan different from the one for which they are now eligible or faculty eligible for special leave plans) may need to have Eligibility fields 3 or 5 manually populated.  Refer to the section on Special Eligibility Criteria Configuration Fields on the following page for instructions on data entry.
See next page for Benefits Administration Eligibility Fields
Click OK to save all data entered on the Personal Data, Job Data, Employment Data, and Benefit Program Participation links.  

Benefits Administration Eligibility Fields
	Benefits Program Participation page located in Job Data 

	Fields 1, 2 & 4 are automatically populated in Job Data fields; no entry is required on Benefits Program Participation.

	Fields 3 and 5 need to be completed by each campus for employees to be eligible for a particular benefit.



	Elig Fld
	Code/Value
	Use 
	Description

	1
	Business Unit
	Business Unit
	Automatically populated from Job Data 

	2
	Job Code
	Job Code
	Automatically populated from Job Data 

	3
	FERS 
	Federal Employees
	Entry depends on type of Federal EE - NDSU only

	
	CSRS
	Federal Employees
	Entry depends on type of Federal EE - NDSU only

	
	SPC
	Special Circumstances
	Employees whose benefits are exceptions to their eligibility (i.e., employees who are newly eligible for TIAA-CREF but elected to remain in NDPERS.) They will be in the Special Benefit Program which will allow for exceptions to the rules. 

	4
	HTIAA5
	TIAA-CREF 5%
	Automatically populated from Employment Data 

	
	HTIA11
	TIAA-CREF 11%
	Automatically populated from Employment Data

	
	HTIA12
	TIAA-CREF 12%
	Automatically populated from Employment Data

	5
	FA 
	HSKFCA - Faculty Sick              HVCFFA - Faculty Vacation
	Flat Rate Vacation – Faculty Annual Salary 

	
	FC
	HSKFCC – Contract Faculty Sick             HVCFFC - Contract Faculty Vacation 
	Flat Rate Vacation – Faculty Contract Salary

	
	SA
	HSKFCA - Faculty Sick              HVCFSA - Faculty Vacation
	Step Rate Vacation – Faculty Annual Salary

	
	SC
	HSKFCC – Contract Faculty Sick          HVCFSC - Contract Faculty Vacation 
	Step Rate Vacation – Faculty Contract Salary

	
	FT10
	Lake Region Faculty Sick
	LRS Faculty working 10 mos – earning 10 days

	
	FT12
	Lake Region Faculty Sick
	LRS Faculty working 12 mos – earning 10 days

	
	LRFSK12
	Lake Region Faculty Sick
	LRS Faculty working 12 mos – earning 12 days

	
	PT10
	Lake Region Faculty Sick
	LRS Faculty working 10 mos – earning 5 days 

	
	PT12
	Lake Region Faculty Sick
	LRS Faculty working 12 mos – earning 5 days

	
	CND
	UND Life - SITS closed grp
	Only for SITS closed grp

	
	BALNOACC
	Sick Leave No Accrual
	Employees with a Sick Leave Balance no longer eligible accrue

	6
	DC
	NDPERS DC Plan
	PERS Defined Contribution Retirement Plan


ACA Eligibility details
Click on the ACA Eligibility Details link.  For Job Data actions of Hire and Rehire, the Affordable Care Act Common ID (‘NDU’), Effective Date, ACA Eligibility Status, Work Period and Calculation Method will populate by default.  The ACA Eligibility Status populates from the value entered in the Job Code Table. The remaining fields are currently optional. It is mandatory to setup an ACA Employee Eligibility page for each employee and keep it updated.  The data on this page is used for federal reporting purposes. 
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A new effective dated row will be created (or added) when an employee is Hired or Rehired in Job Data.

Add another sequence row by clicking on the [image: image111.png]


, update Effective sequence row to (1), check the Non-Assessment box, the Non-Assessment Reason will be Wait Period Hire or Rehire, and the End Date will be the last day of the month for the Hire or Rehire. Note: This will add the 2D code (employee in a 4980H(b) limited non-assessment period) in Line 16 on the 1095-C for the first month of fulltime regular employment. Update any other imperative information at this time.

Emergency Contacts
To enter an employee’s emergency contact information, refer to the main menu. Go to Workforce Administration > Personal Information > Personal Relationship > Emergency Contact.   Below is an example of the Contact Address/Phone page.

Emergency Contact Page 
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Note: The PeopleSoft system displays the Emergency Contact page for the new employee directly, so it will not be necessary to use the search function if you enter the Emergency Contact data immediately after hiring the employee.  However, if you wish to complete transactions with other employees prior to entering the contact information for your new hire, see the Emergency Contact Search Page section at the end of this section.
Contact Name – Enter the name (last name, first name) of the emergency contact person (mixed case).

Relationship to Employee – Click the [image: image113.bmp] to select the appropriate value from the drop down selections.

Primary Contact – Click the box if this person will be the primary emergency contact.

If the contact person has the same address and phone number as the new employee, check the Same Address/Phone as Employee box.  If not, enter the address information as appropriate.

If you need to enter additional phone numbers for the contact person, click the Other Phone Numbers tab to display the page.

Other Phone Numbers Page
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Phone Type – Click the [image: image115.bmp] to select the type of phone number (e.g. cellular, fax, etc.) from the drop down selections.

Phone – Enter the phone number for the type selected.

If additional phone listings are desired, click [image: image116.bmp] button across from phone type to add a field for each new type of number.

To add additional contacts, see directions on the following page.  If you have finished entering contact information, click [image: image117.png]5 save



.  

Entering Additional Emergency Contacts

To enter additional emergency contacts, click the plus sign across from the Contact Name field.  A new emergency contact record displays. Note the record is 2 of 2. 
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Enter the new contact information as described earlier.  To enter additional phone numbers for any of the emergency contacts, follow the same procedures by clicking the [image: image119.bmp] button across from the Phone Type and Phone fields under the Other Phone Numbers Tab.

Click to save all emergency contact information. 
Emergency Contact Search Page

If you click on Workforce Administration > Personal Information > Personal Relationships > Emergency Contact  and the Emergency Contact Search page is displayed (as shown below), enter the new employee’s new EmplID in the EmplID field (or the name in the Last Name field) and click [image: image120.png]Search.



.  The Emergency Contact page will be displayed as shown previously.

Emergency Contact Page 
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This concludes the steps needed to hire all types of employees into the PeopleSoft system, with three exceptions.  

1.  Benefited employees with less than a 12-month appointment need to be set up in Contract Pay.  See the Contract Pay section for instructions on this essential step in the hiring process.  For “Pay Over Contract” employees you will also need to set up “Contract Prepay” pages to escrow summer benefits and deductions as described later in this manual.

2. Faculty eligible to earn tenure must be set up in Tenure Data.  See the Tenure Data section for instructions on entering tenure data.

3. International employees who are hired on a special work permit need to have Identification Data set up in Workforce Administration. See the section on Identification Data for instructions on entering identification data.

Contract Pay

Contract pay can be confusing, if taken literally.  Contract pay does not mean pay for people on contracts.  In PeopleSoft, contract pay is about the “gap.”  Use Contract Pay for any benefited employee with less than a 12-month appointment, but more than one semester. 

Contract Pay is used for three purposes: 
1. To escrow benefits for benefited employees who work less than 12 months, or

2. To provide a mechanism to pay employees with a gap in service over the whole 12 months, if your campus allows, and the employee chooses. 

3. To automatically add Job Data rows when a Contract renews so you don’t have to.

Use Contract Pay for:

· Benefited, salaried employees who work less than 12 months

· Benefited, hourly employees who work less than 12 months.

· Employees who are paid only over the length of their contract

· Employees who chose to have their pay spread over 12 months.

· The Pay over 12 Month option can only be selected before the beginning of the contract year and cannot be changed until the contract term is complete.
Do not use Contract Pay for:

· Non-benefited employees.  

Contract Pay Setup Steps

Add a New Value is used to setup a new contract term for either:

· New Contracts

· Current Contracts that did not automatically renew
1.  Start with Job Data. When you hire a new benefited employee working less than 12 months a year, the Pay Group on the Payroll tab must be the contract pay group; the Frequency on the Compensation tab must be ‘C’ and the Rate Code must be NAANNL.

2.  Continue with the Contract Pay pages. Go to Workforce Administration > Job Information > Contract Administration > Update Contract Pay N/A. Click on the Add a New Value tab. Enter the employee’s EmplID and Empl Record. 
NOTE: The Empl Record defaults to 0.  The correct Empl Record needs to be entered.
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NOTE:  To manually setup a contract for another term, you will need to “Add a New Value” to create a new Contract ID for the next contract term.
The Contract Pay page will open.

Contract Pay 
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Effective Date:  Contract Begin Date use beginning of a pay period (8/16/xx)

Contract Type:  Use the drop down to choose HE Pay over Contract, or HE Pay over 12 Months for the Contract Pay Type

Payment Term:  Defaults to the contract type selected

Monthly Frequency: Defaults to “M.” - do not change (Employees will be paid semi-monthly)
Calculation Method:  Defaults to Prorate – do not change. Prorate calculation method divides the contract pay by the number of pay periods in the contract term to produce the pay period rate.

Pay Period Hours:  86.67 hours represents 100% FTE.  To quote less FTE hours, take 86.67 hours multiplied by the FTE. Pay Period Hours are used by the leave accrual process for contract pay employees who are enrolled in the leave plans.
21.67 hours for 25% FTE

43.33 hours for 50% FTE

65.00 hours for 75% FTE

86.67 hours for 100% FTE

Note:  Pay Period Hours should never exceed 86.67
Daily Hours:  Enter the number of hours worked per day, prorated for less than 100% FTE. The system uses this to calculate an hourly pay rate for the contract.

Assign Hours To: Defaults to ‘Contract Earnings Only’ - do not change.  This specifies if the pay period hours are over the contract or over the payment period – always use ‘Contract Earnings Only’

Contract Begin Date:  Enter 8/16/20xx as the beginning date for most employees during an academic year schedule. This date can vary, but if it does differ, it must be entered as the beginning date of pay period (1st or 16th of the month).  

Contract End Date:  Use 5/15/20xx as the end date of an academic year.  Use 6/15/20xx as the end date for most on a 10 month schedule.  This date may vary, but if so, it must be entered as the end date of a pay period (15th or month end).


Payment Begin Date:  Defaults to the Contract Begin Date.

Payment End Date:  Defaults based on whether the HE Pay over Contract or HE pay over 12 Months was chosen.
Actual Begin Date:  Defaults from the Contract Begin Date. Used for mid-pay period hires.
Termination Date:  Defaults from the Contract End Date. This date will change if the employee terminates prior to the end of the contract.
Last Payment Date:  Use to payout the HEP at the end of the school year by using the contract end date. All payments after the last payment date are rolled up and paid on the last payment date entered. Do not use to payout HEP for a mid-contract termination, if the termination is entered before the last payperiod worked, it will be automatically paid out. Last Payment Date field should be used for employees who terminate and the insurance is paid through the end of August. See Scenario #6 Termination with Benefits.
School Schedule:  Do Not Use
Exclude Holiday Schedule: Do Not Use – Contract Pay Group does not use the holiday schedule

Prorate Hrs in Partial Period:  Check for mid-pay period hires or transfers of a contract employee who is eligible for leave. The pay period hours are prorated based on the number of working days in the pay period.
Renew Contract Automatically: Check the box if this is the expected schedule this person will have from year to year.


Number of Renewals:  Set to 99. This field opens up when the Renew Contract 


Automatically box is checked. 

Note: PeopleSoft uses the contract hours multiplied by the accrual rate to determine leave accruals for eligible employees.  Therefore, if the user inserts less than 86.67 hours in the pay period hours, then the employee will accrue fewer leave and sick hours.  (Consult your campus policy regarding faculty leave accrual.)
Contract Pay Options
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Annualization Options: 
· Annualize Over 12 Months: Default Method. The earnings are annualized over 12 months, regardless of the length of the payment term. 
· Annualize Over Payment Periods: The earnings are annualized over the number of pay periods in the payment term. Rows added to the pay sheet do not copy this tax information. It will need to be entered under the Additional Data link.
· User Specified: If selected, the Annualization Factor field opens to enter a specified factor
Funding Options:

· The ability to select a different funding source for Earned Not Paid (HEP)
· Setup to begin on the effective date of the contract. Combo Code field is open to edit before page is saved.
· If the contract has renewed, the field is not open on future dated rows. Add a new effective dated row such, as an example 8/17/xx, enter the combo code and save. The HEP earnings will be posted to the combo code for the full pay period. It is not prorated from the 17th.
Funding Options – HEP Combo Code Override

Workforce Administration > Job Information > Contract Administration > Update Contract Pay N/A – Contract Pay Options page:
If the contract has renewed, the field is not open on future dated rows. 

· Add a new effective dated row using, as an example, 8/17/xx on a 8/16/xx renewed contract.
· In the Funding Options section, click on the Edit ChartFields link and add the combination code to use as the ‘clearing’ fund and save.
· The HEP earnings will be posted to the combo code for the full pay period. It is not prorated from the 17th.
· The combo code override has to be entered prior to pay sheet creation for the first pay period of the contract.

[image: image125]
Contract Payment Details
Payroll for North America > Employee Pay Data USA > Contract Payment Details
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· Contract Payment Details
· Displays employee’s Contract ID, Status and if the contract is flagged to be recalculated

· Contract Payment Sequence
· Contract Projected Payment process adds a new contract sequence number and effective date if the contract data changes affect previously calculated rates
· HE Contract Calc
· Contract Pay calculators to verify contract pay amounts
· Contract Information
· Displays contract length information and contract worth (goal amount)

· Contract Calendar
· Holiday and School Schedule are not used in contract pay calculations. Work Schedule link shows the work days.

· Pay Rates
· Rates are calculated based on the number of working days in the contract and the daily hours entered on Contract Pay

· Payment Summary
· Carry Over Amounts
· Displays amounts from the previous contract sequence

· Adjustments To Carry Over Amts
· Enter adjustments (not overrides) for any of the Carry Over amounts

· Projected Payment Totals
· Displays projected totals for the payment term

· Actual Earnings Totals
· Displays actual totals paid to date
· Projected Payments and Actual Earnings
· Status
· Active: original projected earnings not yet loaded to pay sheets

· Adjustments can be made to the data in the row

· Adjustment: projected earnings that have been modified

· Payroll in Progress: projected earnings have been loaded to the pay sheets but not confirmed

· Payroll Confirmed: earnings have been confirmed and paid

· Work Days
· Number of working days in the pay period

· Contract Regular
· H02

· Earned Not Paid (ENP)
· HEP

· Download to Excel
· Projected Payments and Actual Earnings can be downloaded to Excel

Contract Pay Calculations 

H02:  Contract Regular
   
MCH: Mid-Contract Hire


Pd/Cnt: Paid Over Contract

HEP: Earned Not Paid (ENP)
Contract Worth: Total Compensation  
Pd/12: Paid Over 12 Months

Hire - Paid Over Contract  

· Contract Regular: Compensation / # PP’s in the contract

· Contract Worth: Compensation

Hire - Paid Over 12 Months

· Contract Regular : Compensation / # PP’s in the contract

· Contract Worth: Compensation

· Earned Not Paid: Contract Regular – Compensation / 24 PP
· Earned Not Paid Projected total: Earned Not Paid * # PP’s in contract
MCH - Beginning of the Pay Period - New Hire; Transfer; Rehire; Add Employment Instance 
· Contract Regular: Compensation / # PP’s in the contract

· Contract Worth: Contract Regular * # PP’s remaining in the contract

MCH - Mid-Pay Period - New Hire; Transfer; Rehire; Add Employment Instance 
· Contract Regular: Compensation / # PP’s in the contract

· Prorated Contract Regular – 1st pay period:  # of days worked / # of working days in the PP = % of time worked * Contract Regular 

· Contract Worth: Contract Regular *  # of full PPs remaining in the contract + Prorated Contract Regular from 1st PP 

· Prorated Contract Regular - Pd over remaining pay periods: Contract Worth / # PP’s remaining in the contract

Pay Rate Change – Beginning of Pay Period  
       Pd/Cnt:

· New Contract Regular: New compensation / # PP’s in the contract

· New Contract Worth: New Contract Regular * # PP’s remaining in the contract + Contract Regular Actual Earnings Total (Carry Over Amount)

Pd/12:
· Total New Contract Regular (due for the remainder of the contract): New Contract Regular * PP’s remaining in the contract period 

· Total Gross Earnings (to be paid from date of change to end of contract payment period): Total New Contract Regular + Earned Not Paid Actual Earnings Total (Carry Over Amount)

· Paycheck Gross Earnings: Total Gross Earnings / PP’s remaining in the contract payment period

· New Earned Not Paid: New Contract Regular – Paycheck Gross Earnings

· New Earned Not Paid Total: New ENP * PP’s remaining in the contract + ENP Actual Earnings Total (Carry Over Amount)
Pay Rate Change – Mid Pay Period  
      Pd/Cnt: 

· New Contract Regular: New compensation / # PP’s in the contract

· Prorated New Contract Regular – 1st pay period: # of days worked at new pay / # of working days in the PP = % of time worked * New Contract Regular 

· Prorated Previous Contract Regular – 1st pay period: # of days worked at previous pay  / # of working days in the PP = % of time worked * Previous Contract Regular 

· New Contract Worth: New Contract Regular *  # of full PP’s remaining in the contract + Prorated Contract Regular  1st pay period + Contract Regular Actual Earnings Total (Carry Over Amount)

· Prorated Contract Regular - Pd over remaining pay periods: New Contract Regular *  # of full PP’s remaining in the contract + Prorated Contract Regular  1st pay period / # PP’s remaining in the contract

Pd/12:
· Total New Contract Regular (due for the remainder of the contract): New Contract Regular *  # of full PP’s remaining in the contract + Prorated Contract Regular 1st pay period 

· Total Gross Earnings (to be paid from date of change to end of contract payment period): Total New Contract Regular + Earned Not Paid Actual Earnings Total (Carry Over Amount)

· Paycheck Gross Earnings: Total Gross Earnings / PP’s remaining in the contract payment period

· New Earned Not Paid: Prorated Contract Regular – Pd over remaining pay periods – Paycheck Gross Earnings

· New Earned Not Paid Total: New ENP * PP’s remaining in the contract + ENP Actual Earnings Total (Carry Over Amount)
Mid Pay Period Hires or Pay Rate Changes:

The total Prorated Contract Regular for the first pay period can be entered on the pay sheet. The Job Pay Flag will need to be turned off. After the payroll is confirmed the prorated contract regular will be posted to the Contract Details page. The next pay period the Contract Regular will be recalculated.

If the Contract Regular is not adjusted on the pay sheet the first pay period the Prorated Contract Regular will be paid over the remaining pay periods. 

Contract Pay Calculators

H02:  Contract Regular
   
MCH: Mid-Contract Hire


Pd/Cnt: Paid Over Contract

HEP: Earned Not Paid (ENP)
Contract Worth: Total Compensation  
Pd/12: Paid Over 12 Months
Eight Contract Pay Calculators were created to assist in the verification of the Contract Regular (H02) and Earned Not Paid (HEP) earnings for New Hires, Mid-Contract Hires and for Pay Changes. 

Contract Pay Calculators:

Hire-Pd/12


Hire or Rehire - paid over 12 months

Hire-Pd/Cnt


Hire or Rehire – paid over contract

MCH-Beg PP


Mid contract hire or rehire at the beginning of the pay period

MCH-Mid PP


Mid contract hire or rehire after the beginning of the pay period

Pay Chg-Pd/12-Beg PP
Pay rate change, at the beginning of the pay period for paid over 12 

Pay Chg-Pd/12-Mid PP

Pay rate change, after the beginning of the pay period for paid over 12
Pay Chg-Pd/Cnt-Beg PP
Pay rate change, at the beginning of the pay period for paid over cnt
Pay Chg-Pd/Cnt-Mid PP
Pay rate change, after the beginning of the pay period for paid over cnt
After the changes are made in Job Data and the Create Contract Projected Pay process has been run, the Contract Pay Calculator will automatically populate with data from the Contract Details page.  

The calculator for the type of change entered in Job Data will be displayed. The type of calculator is based on the Action/Reason in Job Data of Hire, Rehire and Pay Rate Change. 

If an Action code other than Hire, Rehire or Pay Rate Change is used it will require to manually select the correct Contract Pay Calculator and manually enter the fields required to do the calculation.

A calculation can be done prior to entering the change in Job Data by changing the type of Calculator and manually populating the fields to do a calculation. For the Carry Over Amounts enter the Actual Earnings totals from the Contract Details page.
The calculators for Mid Pay Period (PP) changes will show a Prorated Options section when Prorate Over Contract is selected in Job Data. The earnings will be calculated for the 1st pay period of the change. The 1st PP Total can be entered on the pay sheet with the Job Pay Flag turned off. The following pay period the Contract Regular will adjust to the calculated Contract Regular. Or the prorated Contract Regular, Contract Reg/PP Remain, can be paid across the remaining pay periods.
Payroll for North America > Employee Pay Data USA > Contract Payment Details:

· Click on the arrow on the Payment Summary row to open up the payment detail
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· Click on HE Contract Calc to open the calculator
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The Contract Pay Calculator will open to the Calculator Type based on the Hire, Rehire or Pay Rate Change Action used in Job Data and if the effective date of the change is the beginning of a pay period or mid-pay period.
If an Action code other than Hire, Rehire or Pay Rate Change is used it will require to manually select the correct Contract Pay Calculator and manually enter the fields required to do the calculation. For the Carry Over Amounts enter the Actual Earnings totals from the Contract Details page.

Create Contract Projected Pay

Payroll for North America > Payroll Processing USA > Create and Load Paysheets > Create Contract Projected Pay
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This report will be run for all employees during the pay sheet creation job and the nightly calcs. The process should be run to verify changes for employees who have been flagged to be recalculated.

· Use current Pay Run ID – process can only be run for the current unconfirmed payroll
· Select All Employees only to recalculate all employees. Left unchecked the process will calculate only the contracts flagged to recalculate. Contracts can be flagged to recalculate in Update Contract Pay N/A
Contract Discrepancy Report

Payroll for North America > Payroll Processing USA > Pay Period Reports > Contract Discrepancy Report
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Run the Contract Discrepancy Report for a specific pay period to find discrepancies between the projected payment for the pay period and the actual payment. If there are discrepancies adjustments can be made on the pay sheet. 

Contract Pay Changes –  After the Contract has Renewed and Prior to the Contract Begin Date
Change effective date from a later date to an earlier date:

Example: 8/16 to 7/16

· Paid Over Contract
Change the dates on Contract Pay to the new earlier effective date. The Create Contract Projected Pay process will calculate the Contract Details page when the process is run for the effective date pay period.
· Paid Over 12 Months
The HEP from the previous contract will not be completely paid until pay period ending 8/15. A new contract cannot be setup with an effective date within the payment term of the previous contract. A new empl rcd needs to be created for the new contract position to be able to setup the new contract.

Add an employment instance for the new contract. Be sure to change the ben rcd number to be the same as the one for the previous contract position to ensure no change to benefits.
Terminate the empl rcd for the previous contract. Verify a termination date was inserted on Contract Pay. Add an effective dated row in Contract Pay to enter the Last Payment Date and turn off the Renew Automatically.

Change effective date from an earlier date to a later date:

Example: 7/16 to 8/16

· Paid Over Contract and Paid Over 12 Months
Change the dates on Contract Pay to the new later effective date. This may require a ticket to be submitted if the effective date is not a future date and correct history is required.
Change Contract Pay Type and Payment Term:

· Change from Paid/Contract to Paid/12 

If the previous contract status is Complete and the new contract has renewed and prior to the effective date, you can change the contract type to HE Paid Over 12 Months. If the effective date is no longer a future date, please submit a help desk ticket to have the change made.

· Change from Paid/12 to Paid/Contract 

If the previous Paid/12 Contract has not renewed, enter a new effective dated row on contract pay to turn off the renew automatically. The effective date should be the begin date of the current unconfirmed pay period. Then add a new value to setup the new Paid/Contract term with a new Contract ID.

Termination of a Renewed Contract

· Job Data

· Remove the future dated contract renewal row

· Enter the termination or change to a non-contract pay group
· Contract Pay

· Change the Termination Date to be the same as the Effective Date of the renewed contract. Example: Effective Date is 8/16/2011 change the Termination Date to 8/16/2011
· Uncheck the Renew Automatically flag
· Submit a Help Desk ticket to have the Status changed to Complete

· It’s possible the contract will automatically update to Complete when the term date is entered in Job Data. If the contract is Complete there is no need to submit a Help Desk ticket. 
If the Status on Contract Pay remains as Active a Contract Details page will be created for a terminated employee, earnings will not be paid since the employee is terminated. 
If the Status on Contract Pay remains as Active for an employee who changed to a non-contract pay group, the Create Projected Contract Pay process (CNTPAY01) will end in error.
Scenarios
Typical Contract Pay scenarios are listed on the next pages.  Nine months is used for illustrative purposes to indicate any employee who works more than an academic semester BUT less than twelve months per year.   

Only scenarios like the ones shown are to be setup as Contract Pay in PeopleSoft; any other scenarios would be setup without using Contract Pay.  

Scenario 1:  Salaried; works 9 months/paid over 9 months; benefits.

Contract term:  8/16/xx to 5/15/xx

Job Data: Pay Group - Contract Salary, Comp Freq - C, Comp Rate Code - NAANNL
Contract Pay Page
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Effective Date:  Contract Begin Date use beginning of a pay period (8/16/xx)

Contract Pay Type:  HE Pay Over Contract

Payment Term:  Defaults to Pay Over Contract

Monthly Frequency: Defaults to ‘M’
Pay Period Hours:  86.67

Daily Hours:  8.00

Assign Hours To:  Defaults to Contract Earnings Only

Contract Begin Date:  08/16/20xx 

Contract End Date: 05/15/20xx

Payment Begin Date:  Defaults as the Contract Begin Date.

Payment End Date:  Defaults to the Contract End date with HE Pay over Contract
Actual Begin Date:  Defaults from Contract Begin Date
Termination Date:  Defaults from the Contract End Date
Last Payment Date: Leave blank

School Schedule:  Leave blank
Exclude Holiday Schedule: Do not check

Prorate Hrs in Partial Period: Do not check
Renew Contract Automatically:  Click On

Number of Renewals:  99
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Contract Prepay Options will need to be setup for any voluntary deductions this employee may have. See instructions for Contract Prepay Options. 
Scenario 2:  Salaried; works 9 months/paid over 12 months; benefits.

Contract term:  8/16/xx to 5/15/xx

Job Data: Pay Group - Contract Salary, Comp Freq - C, Comp Rate Code – NAANNL
Contract Pay Page
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Effective Date: Contract Begin Date use beginning of a pay period (8/16/xx)

Contract Pay Type:  HE Pay Over 12 months

Payment Term:  Defaults to Pay Over 12 months

Monthly Frequency: Defaults to  ‘M’
Pay Period Hours:  86.67

Daily Hours:  8.00

Assign Hours To:  Defaults to Contract Earnings Only

Contract Begin Date:  08/16/20xx 

Contract End Date: 05/15/20xx

Payment Begin Date:  Defaults as the Contract Begin Date.

Payment End Date:  Defaults as the 365th day after the Contract Begin Date
Actual Begin Date:  Defaults from Contract Begin Date. 

Termination Date:  Defaults from the Contract End Date
Last Payment Date: Leave blank

School Schedule:  Leave blank
Exclude Holiday Schedule: Do not check

Prorate Hrs in Partial Period: Do not check
Renew Contract Automatically:  Click On

Number of Renewals:  99
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Contract Prepay Options is not used for employees paid over 12 months.

Scenario 3:  Contract Hourly; works 9 months/paid over 9 months; benefits

Contract term:  8/16/xx to 5/15/xx

Job Data:  Pay Group – Contract Hourly, Comp Freq – C, Comp Rate Code – NAHRLY
Contract Pay Page
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Effective Date:  Contract Begin Date use beginning of a pay period (8/16/xx)

Contract Pay Type:  HE Pay Over Contract 
Payment Term:  Defaults to Pay Over Contract

Monthly Frequency:  Defaults to ‘M’
Pay Period Hours:  86.67

Daily Hours:  8.00

Assign Hours To:  Defaults to Contract Earnings Only

Contract Begin Date:  08/16/20xx 

Contract End Date: 05/15/20xx

Payment Begin Date:  Defaults as the Contract Begin Date.

Payment End Date:  Defaults to the Contract End date with HE Pay over Contract
Actual Begin Date:  Defaults from Contract Begin Date. 

Termination Date:  Defaults from the Contract End Date
Last Payment Date: Leave blank

School Schedule:  Leave blank
Exclude Holiday Schedule: Do not check

Prorate Hrs in Partial Period: Do not check
Renew Contract Automatically:  Click On

Number of Renewals:  99
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Contract Prepay Options will need to be setup for any voluntary deductions this employee may have. See instructions for Contract Prepay Options. 
Note:  
Hours do not automatically load to the pay sheet for the H pay group. Holiday Hours need to be entered in HE Time Entry or on the pay sheet.

No Contract Details page will be created for a contract hourly employee. Contract Details pages were created for the H pay group during the upgrade to 9.1, but no new Contract Details pages will be created the H pay group.
Scenario 4:  Leave of Absence With  Benefits  - Contract Pay Employee

The leave of absence needs to be entered as a Paid Leave of Absence to enable pay sheets to be created and the employer paid benefits to be deducted. The compensation is changed to zero so no earnings are calculated.

Job Data: 
· Effective Date: Enter the leave of absence effective date

· Action: Paid Leave of Absence – required for pay sheets to create

· Reason: Select according to type of leave

· Compensation: Zero out compensation, click Calculation Compensation

· Contract Change Prorate Option: Select Prorate Over Contract 

NOTE: If entered with an effective date mid-pay period, the H02 contract earnings will need to be adjusted on the pay sheet.

Return from Leave of Absence:

· Effective Date: Enter the date the employee returned from leave of absence

· Action/Reason: Return from Leave

· Compensation: Enter the full contract compensation rate, click Calculate Compensation

· Contract Change Prorate Option: Select Prorate Over Contract

Verify if Contract Prepay Options need to be adjusted.

Scenario 5:  Termination – Contract Pay Employee

When a termination is entered in Job Data an effective dated row will be inserted in Contract Pay updating the termination date. 

The first day not at work is entered in Job Data. Contract Pay is updated with the last day of work. 

· Job Data Term Date 5/16/2011 

· Contract Pay Term Date 5/15/2011
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Contract Pay will not be updated with a termination date that is within a pay period that has been confirmed. The system will use the next pay period’s begin date as the Contract Termination Date.
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The Create Contract Projected Pay process will calculate one day of pay on the Contract Payment Details page. Since the employee’s payroll status is terminated in Job Data no pay sheet will create and the employee will not be paid the earnings calculated. After the payroll is confirmed the Contract Pay Status will be changed to Complete.

If the termination is mid-contract the compensation will be prorated according to the termination date. 
The HEP balance will be paid out on the last pay period the employee will be paid.
Please verify the expected results on the Contract Payment Details page.

Scenario 6:  Termination  with Benefits – Contract Pay Employee

This scenario is used for contract pay employees who are no longer working but their employer paid benefits are continued through the summer. 
· Job Data: If the contract has already renewed, remove the future dated row. 

· Job Data: Enter a 7/2 effective dated row.

· Action: Terminated. This allows the pay sheet to be created with benefits paid through pay period ending 7/15, paying for coverage through the end of August. The pay sheets will create with zero earnings or with HEP payments since the contract is paid to date.

· Contract Pay: 
· If contract has renewed:

· Change the Termination Date to be equal to the Effective date

· Turn off the Renew Automatically

· Submit a ticket to have the contract status changed to Complete

· If the employee is receiving HEP payments:

· The HEP should be paid out on pay period ending 6/30

·  Enter a 6/16 effective dated row in contract pay

· Enter 6/30 in the Last Payment Date field
NOTE:  The Last Payment Date field is designed to be used at the end of the contract period to payout HEP. It is also used for contract pay employees who terminate with insurance to be paid through the end of August. A 7/2 termination date is entered in Job Data and a 6/30 Last Payment Date is entered in Contract Pay. This will pay out the HEP balance on the payperiod ending 6/30.

Scenario 7:   Mid-Contract – Mid-Pay Period:  Hire, Rehire or Add an Employment Instance –  before the first pay period of the contract has been confirmed.

New Hire

To enable the full contract salary to be entered on the Compensation tab of Job Data instead of the prorated salary, a hire row using the contract begin date is required in Job Data. This hire row will be used to allow the actual contract dates to be set up in Contract Pay.
Rehire

The employee needs to be active as of the effective date of the contract. If the employee was terminated after the effective date of the contract, setup as monthly and change to contract pay for the following contract year. Or setup a mini contract from the mid-contract hire date to the end of the contract.
Add Employment Instance
In order to add an employment instance for a mid-contract hire; the employee must have an original hire date prior to the beginning of the contract period.  If not, set up as monthly and change to contract pay for the following contract year. Or setup a mini contract from the mid-contract hire date to the end of the contract.
To add an employment instance for an employee at another company, you will need to start with ND Hire. If the employee is employed at your company, you can go directly to Workforce Administration>Job Information>Add Employment Instance.

Step 1: Job Data

· Effective Date:  Beginning of the contract period (i.e. 8/16/xx) 

· Action/Reason: HIRE/MCH (Mid-Contract Hire)

· Override Position Data: : Click to change Regular/Temporary value to 

Temporary on the Job Information tab. Click again to turn off the override before saving.
· Pay Group:  Contract

· Frequency:   “C”

· Compensation Rate: $0.00

· Calculate Compensation: Select “ No Proration”

Step 2: Contract Pay
· Effective Date: Beginning of the contract period (i.e. 8/16/xx)

· Contract Pay Type: HE Pay Over Contract 
· Calculation Method: Prorate

· Pay Period Hours: Enter appropriate value (86.67 represents 1.0 FTE)

· Daily Hours: Enter number hours worked per day

· Contract Begin Date: Regular contract begin date

· Contract End Date: Regular contract end date

· Payment Begin and End Dates: Defaults in the Contract Begin and End Dates

· Actual Start Date: Use the actual day starting work – for rehire. For a new hire use the beginning of the contract date.
· Prorate Hrs in Partial Period:  Select to prorate the hours worked for the first pay period
· Renew Contract Automatically: Do not renew; Add a new value to setup next year’s contract 
Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details: 

Verify it was created with zero contract earnings

Step 5: Job Data

· Add another row: Use the Actual hire date as the effective date

· Action/Reason: Data Change/MCH

· Override Position Data: Click to change Regular/Temporary value to 

Regular on the Job Information tab. Click again to turn off the override

· Compensation Rate: Change from $0.00 to the full contract compensation rate

· Calculate Compensation: Click on “Prorate over Contract Period” This will allow the system to correctly prorate the contract earnings

Step 6: Contract Pay

· Recalculate Contract: Verify the contract has been flagged for recalculation
Step 7: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 8: Contract Payment Details: 

· Verify correct prorated contract earnings. (Comp Rate / total pay periods in the contract = Earnings amount * remaining pay periods to be paid + any prorated amount for the 1st payperiod = prorated Contract Worth).

Scenario 8:   Mid-Contract -  Hire, Rehire or Add an Employment Instance – after the first pay period of the contract has been confirmed.
New Hire

To enable the full contract salary to be entered on the Compensation tab of Job Data instead of the prorated salary, a hire row using the contract begin date is required in Job Data. This hire row will be used to allow the actual contract dates to be set up in Contract Pay.  Please note a mid-contract hire can only be paid over contract, not paid over 12 months.
Rehire

The employee needs to be active as of the effective date of the contract. If the employee was terminated after the effective date of the contract, setup as monthly and change to contract pay for the following contract year. Or setup a mini contract from the mid-contract hire date to the end of the contract. Please note a mid-contract rehire can only be paid over contract, not paid over 12 months.
Add Employment Instance
In order to add an employment instance for a mid-contract hire; the employee must have an original hire date prior to the beginning of the contract period.  If not, set up as monthly and change to contract pay for the following contract year. Or setup a mini contract from the mid-contract hire date to the end of the contract. Please note a mid-contract add employment instance can only be paid over contract, not paid over 12 months.

To add an employment instance for an employee at another company, you will need to start with ND Hire. If the employee is employed at your company, you can go directly to Workforce Administration>Job Information>Add Employment Instance.

Step 1: Job Data

· Effective Date:  Beginning of the contract period (i.e. 8/16/xx) 

· Action/Reason: HIRE/MCH (Mid-Contract Hire)

· Override Position Data: : Click to change Regular/Temporary value to 

Temporary on the Job Information tab. Click again to turn off the override before saving.
· Pay Group:  Contract

· Frequency:   “C”

· Compensation Rate: $0.00

· Calculate Compensation: Select “ No Proration”

Step 2: Contract Pay
· Effective Date: Beginning of the contract period (i.e. 8/16/xx)

· Contract Pay Type: HE Pay Over Contract (MCH cannot be paid over 12)

· Calculation Method: Prorate

· Pay Period Hours: Enter appropriate value (86.67 represents 1.0 FTE)

· Daily Hours: Enter number hours worked per day

· Contract Begin Date: Regular contract begin date

· Contract End Date: Regular contract end date

· Payment Begin and End Dates: Defaults in the Contract Begin and End Dates

· Actual Start Date: Regular contract begin date

· Renew Contract Automatically: Contract can be set to renew

Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details: 

Verify it was created with zero contract earnings
Step 5: Job Data

· Add another row: Use the Actual hire date as the effective date

· Action/Reason: Data Change/MCH

· Override Position Data: Click to change Regular/Temporary value to 

Regular on the Job Information tab. Click again to turn off the override

· Compensation Rate: Change from $0.00 to the full contract compensation rate

· Calculate Compensation: Click on “Prorate over Contract Period” This will allow the system to correctly prorate the contract earnings

Step 6: Contract Pay

· Recalculate Contract: Verify the contract has been flagged for recalculation
Step 7: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 8: Contract Payment Details: 

· Verify correct prorated contract earnings. (Comp Rate / total pay periods in the contract = Earnings Per PP amount * remaining full pay periods to be paid + prorated earnings for the first pay period  = prorated Contract Worth)
· Prorated Earnings for the first pay period:  # of days worked / # of working days in the PP = % of time worked * Earnings Per PP

NOTE:  If the mid-contract hire was late paper-work (i.e. period end date of 12/15/xx with an effective date of 11/01/xx) the adjustments to H02 earnings will need to be made manually on the 1st paycheck. Enter the retroactive adjustments on the pay sheet using the correct Contract ID number to ensure the earnings are posted to the Contract Payment Details page. The following pay period the Contract Earnings should be correct. See the Update Pay Sheet with Contract Pay Adjustments section.

An off-cycle check can be processed using the Contract ID number to post the contract earnings to the Contract Details page prior to the next pay confirm. These earnings will be included in the Create Contract Projected Pay process for the next pay period.
Scenario 9:   Mid-Contract Transfer  

In order to change a current active employee or rehire a terminated employee to a mid-contract pay employee; the employee must have an original hire date prior to the beginning of the contract period.  If not, set up as monthly and change to contract pay for the following contract year. Or setup a mini contract from the mid-contract hire date to the end of the contract. Please note a mid-contract transfer or rehire can only be paid over contract, not paid over 12 months.
Step 1: Job Data

· Effective Date:  Effective date of the transfer  

· Action/Reason: Transfer: Data Change/Mid-contract Hire or Rehire/Rehire
· Position Number: Change to the new position number
· Pay Group:  Contract

· Frequency:   “C”

· Compensation Rate: $0.00

· Calculate Compensation: Select “No Proration” 

Step 2: Contract Pay
· Effective Date: Beginning of the contract period (i.e. 8/16/xx)

· Contract Pay Type: HE Pay Over Contract (MCH cannot be paid over 12)

· Calculation Method: Prorate

· Pay Period Hours: Enter appropriate value (86.67 represents 1.0 FTE)

· Daily Hours: Enter number hours worked per day

· Contract Begin Date: Regular contract begin date

· Contract End Date: Regular contract end date

· Payment Begin and End Dates: Defaults in the Contract Begin and End Dates

· Actual Start Date: Regular contract begin date

· Renew Contract Automatically: Contract can be set to renew 

Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details: 

· Verify it was created with zero contract earnings
Step 5: Job Data

· Add an Effective Sequence Dated Row: Use the same effective date as transfer or rehire
· Action/Reason: Data Change/MCH

· Compensation Rate: Change from $0.00 to the full contract compensation rate

· Calculate Compensation: Click on “Prorate over Contract Period” This will allow the system to correctly prorate the contract earnings

Step 6: Contract Pay

· Recalculate Contract: Verify the contract has been flagged for recalculation
Step 7: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay
Step 8: Contract Payment Details: 

· Verify correct prorated contract earnings. (Comp Rate / total pay periods in the contract = Earnings amount * remaining pay periods to be paid = prorated Contract Worth).

NOTE:  If the mid-contract hire was late paper-work (i.e. period end date of 12/15/xx with an effective date of 11/01/xx) the adjustments to H02 earnings will need to be made manually on the 1st paycheck. Enter the retroactive adjustments on the pay sheet using the correct Contract ID number to ensure the earnings are posted to the Contract Payment Details page. The following pay period the Contract Earnings should be correct. See the Update Pay Sheet with Contract Pay Adjustments section.

An off-cycle check can be processed using the Contract ID number to post the contract earnings to the Contract Details page prior to the next pay confirm. These earnings will be included in the Create Contract Projected Pay process for the next pay period.
Scenario 10:   Mini-Contract

A Mini-Contract can be used when a mid-contract hire does not have an original hire date prior to the beginning of the contract period.  

Step 1: Job Data

· Effective Date:  Effective date of the transfer, rehire or add employment instance

· Action/Reason: Data Change, Rehire or Hire (add employment instance); Mid-contract Hire reason code

· Position Number: Change to the new position number
· Pay Group:  Contract

· Frequency:   “C”

· Compensation Rate: Enter the compensation amount to be paid from the effective date to the end of the contract period.

· Calculate Compensation: Select “No Proration” 

Step 2: Contract Pay
· Effective Date: Use the mid-contract hire date

· Contract Pay Type: HE Pay Over Contract (MCH cannot be paid over 12)

· Calculation Method: Prorate

· Pay Period Hours: Enter appropriate value (86.67 represents 1.0 FTE)

· Daily Hours: Enter number hours worked per day

· Contract Begin Date: Use the mid-contract hire date

· Contract End Date: Regular contract end date

· Payment Begin and End Dates: Defaults in the Contract Begin and End Dates

· Actual Start Date:  Mid-contract begin date

· Renew Contract Automatically: Do not renew. The next contract term can be setup

Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details: 

· Verify it was created with correct contract earnings
Step 5: Contract Pay

· Add new value to setup contract for the next contract term
Step 6: Job Data

· The compensation will need to be updated to the full contract amount prior to the annual salary uploads. A future dated row using the effective date for the first day after the contract ends can be added now or it can be added later.
Scenario 11:   Mid-Contract Salary Changes – Retroactive to Contract Begin Date

A contract employee may receive a pay rate change mid-contract which requires the compensation to be paid retroactively back to the effective date of the contract.
Step 1: Job Data

· Effective Date: The next unconfirmed pay period begin date
· Action/Reason: Pay Rate Change, select an appropriate Reason

· Compensation Rate: Enter new rate

· Calculate Compensation: Select “No Proration” and check “Lump Sum Retro Payment”
Step 2: Contract Pay

· Recalculate Contract: Verify the contract has been flagged for recalculation
Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details
· Verify the contract worth is the new compensation. The lump sum retro is added to the next pay period and the contract regular and earned not paid are recalculated for the remainder of the contract.
Step 5: By Payline Security
· The day after pay sheets have been created, verify the correct amounts are on the pay sheet and turn off the Job Pay flag. Turning off the Job Pay flag is very important. After the pay sheets have been created, the next time the Create Contract Projected Pay process is run for all employees it will recalculate the increase and spread it across the remaining pay periods. 
Step 4: After Pay Confirm
· After the payroll has been confirmed, run the Create Contact Projected Pay process for the next pay period to verify the contract earnings are as expected for the remainder of the contract.
NOTE:  Lump Sum Retro Payment only works with No Proration for changes that are retroactive to the contract begin date.

Scenario 12:   Mid-Contract Salary Changes

A contract employee may receive a pay rate change mid-contract which requires the compensation to be prorated. 
Step 1: Job Data

· Effective Date: Date of the salary change

· Action/Reason: Pay Rate Change, select an appropriate Reason

· Compensation Rate: Enter new rate

· Calculate Compensation: Select “Prorate Over Contract Period”

Step 2: Contract Pay

· Recalculate Contract: Verify the contract has been flagged for recalculation
Step 3: Create Contract Projected Pay
· Run process to create the Contract Payment Details page (Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Create Contract Projected Pay

Step 4: Contract Payment Details
· Verify correct prorated contract earnings. (Comp Rate/total pay periods in the contract = Earnings amount * remaining pay periods to be paid + current goal balance = Goal Amount).
NOTE:  If the mid-contract pay rate change was late paper-work (i.e. period end date of 12/15/xx with an effective date of 11/01/xx) the adjustments to H02 and HEP earnings will need to be made manually on the 1st paycheck.  Enter the retroactive adjustments on the pay sheet using the correct Contract ID number to ensure the earnings are posted to the Contract Details page. Turn off the Job Pay Flag. The following pay period the Contract Earnings should be correct. See the Update Pay Sheet with Contract Pay Adjustments section.

Late paperwork pay rate changes must be entered prior to pay sheet creation to have the earnings calculated correctly.
NOTE:  If Standard Hours change for a Contract employee, insert an effective dated row in Contract Pay for the next unconfirmed pay period. Enter the correct the Pay Period and Daily Hours for correct leave accrual.

NOTE:  Lump Sum Retro Payment only works with No Proration for changes that are retroactive to the contract begin date.

Update Pay Sheet With Contract Pay Adjustments

If a contract pay employee has prorated earnings, PS calculates the prorated earnings for the first pay period and spreads that amount across the remaining pay periods to be paid in the contract. This combined contract earnings amount will appear on the pay sheet. To pay the prorated earnings in full, the Job Pay Flag can be turned off and the prorated earnings entered as H02 with the correct Contract ID number on the pay sheet. The following pay period the contract earnings amount will be recalculated to the correct contract earnings.
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By Payline Security

· Job Pay: Turn off flag and Save to open the fields. 
· Job Pay: When turned off it no longer appears on the pay sheet
· Code: H02 for Contract Pay
· Amount: Enter the Contract Pay adjusted earnings
· Additional Data: Click on this link to enter the Contract ID number to post the H02 earnings to Contract Details
Turning off the Job Pay flag will disconnect Job Data, Contract Details to the pay sheet. This ensures the changes made to the pay sheet remain during the next pay calculation.  
Contract Pay for Semester by Semester employees

those you predict will work both semesters and thus, will be put on benefits – for those who will work just one semester, use Monthly pay and do not give benefits.

Possible Semester Changes:  It is very common for Lecturers or Adjunct Faculty to have two separate legal contracts for each semester.  Because of experience, campuses may want to set them up as Contract Pay employees to escrow their benefits over the summer, knowing that in all likelihood, they will be hired for both semesters and that only the FTE and pay rate may change.

· Set them up on contract pay as if you are sure they will teach at the same compensation rate for the entire year (if they have a one-semester legal contract, for example $9000, double the compensation rate to $18,000, and list their beginning date as the beginning of the academic year and their end date as the end of the academic year).

· If their course load changes and they get a mid-year salary change/second semester contract with a compensation rate of $10,000, add a row to Job Data and change both their FTE and their compensation.

· The compensation rate you now enter is the compensation of the 2nd semester legal contract x 2 (10,000 x 2 = $20,000).  The process to update Contract Details uses the length of the contract over both semesters plus the goal balance from the first semester to correctly calculate the new earnings and contract worth for the 2nd semester.

· Click on “Calculate Compensation”

· Choose “prorate over contract period.

After paysheets are created for the 2nd legal contract and the Create Contract Projected Pay process runs, Contract Details page will have the correct contract worth for the total earnings this employee would receive over both semesters and also the correct Earnings amount for the second semester {2nd semester comp rate x 2 ($20,000) / total pay periods for both semester’s legal contracts (18) = Earnings amount ($1,111.11) x the remaining pay periods to be paid (9) = the Contract Worth ($19.000).}

NOTE:  This ($18, 000 and then $20, 000 will show on their Pay Advice as their Pay Rate. If your campus does not want this, then the alternative is to set up these people on Monthly pay instead of Contract Pay, and manually escrow their benefits. 
International Employees on Contract pay

Some international employees on contract pay are eligible to claim tax treaty benefits to reduce their income tax withholding and liability in the United States.  These employees need to have their earnings coded differently for accurate records and year-end reporting requirements.   

1.  If international claiming a tax treaty and the 1042 income code is 17 or 19, you will not be able to set them up as a normal contract employee—you would need to maintain them as a contract hourly employee with salary paid out of Additional Pay.  Set up the employee on Job Data and Contract Data as Contract Hourly.  Add the employee’s salary with the correct earnings code (HI7 or HI9) to Additional Pay, using the correct goal amount and earnings end date to account for the contract year.  

2. These Additional Pay records will not automatically renew each contract year.  The campus must maintain a list and/or query of these employees and renew Additional Pay each contract year if appropriate. 
3.  If international claiming a tax treaty and the 1042 income code is 18, do not use Additional Pay.  Set them up as you would any other contract employee.  The H02 earnings code is set up with an income code of 18 and is the reason why it is not necessary to use earnings code HI8 in the case where the employee is on contract pay.  

Contract Prepay Options

The Contract Pre-Pay option page is used to allow a contract employee who has chosen the HE Pay Over Contract option to prepay employee-paid benefits over the course of a contract.  This is not used for employees who have chosen the HE Pay Over 12 Months option.  

Employee-paid deductions are prorated over the contract period and the system will accrue advance premium deductions.

The Contract Prepay needs to be set up each time an employee starts a new contract or modified if they have a contract change. 

A process is run to renew contract Prepay each year for recurring contracts setup as HE Pay Over Contract. Prepay will need to be verified each contract term for benefit election changes.

Navigation:  Workforce Administration > Job Information > Contract Administration > Contract Prepay Options NA 

Search by EmplID or Name.   Click on the [image: image144.png]Search



.  The system will open the following page.
Contract Prepay Options page
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Effective Date: The begin date of the contract period.

Status:  Select Active.

Contract Number of Days:  Defaults to the length of the contract period for the contract effective on the Pre-Pay Options effective date.  These are calendar days, not work days.  

Prepay Limit %:  Enter 100% - the percentage of the net pay amount that can be used to prepay benefit
Plan Type: Select the Plan Type that this employee will be prepaying.  Each employee-paid deduction that will be escrowed must have a row on this page.  Click on the [image: image146.bmp] icon to add additional rows.

Begin/End Date: Enter the prepayment Begin and End dates for this plan type.

Prepay Options: 


· Contract:  Use the Prepay option of ‘Contract’ when using a Flat Amount.  The flat amount is most commonly used for General Deductions.   The flat amount can be used for other benefited deductions, but when the rates change, the users will have to change the flat amounts

· Factor:  Use the Prepay Option of ‘Factor’ and then insert the Prepay factor.  When you first insert rows into this page, the Prepay Option will be set to Contract and a Prepay Factor will default once the End Date is populated. PeopleSoft calculates the Prepay Factor from the ‘Contract Number of Days.’  Since NDUS is using a semi-monthly payroll, you will need to recalculate using the logic:  # of Pay Periods not being Paid / # of Pay Periods being Paid. 

· Prepay Factor:  No. of Pay Periods not being Paid / No. of Pay Periods being Paid.

Contract

Calculation
Prepay Factor
11 month  
(2/22) 

.10

10 month  
(4/20) 
 
.20

 9.5 month 
(5/19) 

.26

    9 month 

(6/18)

.33

· Flat Amt: Enter the flat amount that the system should deduct for benefits prepayment for each pay period with the Begin and End date fields.

NOTE:  NDUS is using the Contract Prepay Option for many of its General Payroll Deductions.  Because these deductions are all set up in Plan Type 00, the premium Flat Amount must be used, or the system will deduct a prepay amount for all of the employee’s general deductions.
Click the [image: image147.png]@ save



 button located at the bottom of the page.

NOTE:  A process is run to renew Contract Prepay Options from year to year if the person is marked HE Pay Over Contract.  This is good in most cases, but if there have been any midyear changes to Contract Prepay Options, these will not carry over cleanly from year to year.  Please verify Contract Pre Pay each year.
Refund Prepay Balance: 

The Prepay balance will need to be refunded when the employee:

· Terminates

· Changes contract type to Paid Over 12 Months

· Changes to a non-contract pay group

· Changes benefit elections and the prepay balance is no longer needed

The prepay balance can be refunded by adding it to the pay sheet. 

· Create a manual pay sheet; use Earnings Begin/End Dates for when the contract was active

· Save

· One-Time Deductions page:

· Plan Type: General Deduction

· Deduction Code: PrePay

· Sales Tax: B

· Flat/Addl Amount:  Enter amount of prepay to be refunded 

· Calculation Routine: Flat Amount

· Benefit Plan: leave blank

· Deduction Class: A

One Time Code:  Refund

Identification Data

Completing the identification data pages is required only for an employee who is working under a work permit of some type, such as an F1 student visa or an H1 work visa.  Without this information filled out, the non-resident alien information on the IPEDS-S report will not populate.  Navigate to Workforce Administration > Personal Information > Citizenship > Identification Data, as shown below.  

Identification Data Page

Enter EmplID or Name of Employee and hit Search.  The following fields will display:

Citizen / Passport Page 
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Country:  Enter the employee’s home country

Citizenship Status: 

Passport Number:  Enter as indicated on the passport.
Issue Date/Expiration Date:  Enter as indicated on the passport.

Country:  Enter the code for the country that issued the passport (the employee’s native country).

Department: 

Authority: 
Comment:  Enter comments if desired. 

Visa/Permit Data 
Click on the “Visa / Permit Data” tab. 

Visa/Permit Data Page 
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Country: Type in USA.

Type:  Click lookup and select visa type – typical items are 

F1 (student); H1 (worker specialty occupation); 


J1 (Exchange Visitor); PAA.  

Effective Date:  Enter as indicated.
Number:  Skip
Status:  Click dropdown and select (Applied, Granted, Renewal, Renewed—it is usually Granted.
Status Date:  Enter the date of the current status.
Duration:  Skip

Issue Date:  Enter the begin date on the I-20, IAP66, etc.
Date of Entry Into Country:  Do not use.
Expiration Date:  Enter the end date on the I-20, IAP66, etc.
Issuing Authority: Skip
Issue Place:  Skip

Supporting Documents Needed:   Click lookup and select.  Insert a row for each additional document provided:   See partial list below:


Birth Certificate


Cert Elig for Exchg Vstr (J1)



Employment Authorization Doc

Res Alien/Perm Resident Card

Arrival/Departure Record


Cert of Elig for Exchg Visitor

Letter of Acceptance



Letter of Employment

Emp Auth, PrmRes Pending
Social Security Card

Employee Photo page
Optional employee photos may be uploaded on the Employee Photo page.

Click[image: image150.png]5 save



.

International Employees on Contract pay

1.  For international employees on contract pay who are claiming a tax treaty, never use the Job Earns Dist page on Job Data.   

2.  If international and employment is for the purposes of teaching (1042 Income Code 19) or the employee is from Canada (1042 Income Code 17), you will not be able to set them up as a normal contract employee—you would need to maintain them as a contract hourly employee with salary paid out of Additional Pay.  Setup the employee in Job Data and Contract Data as Contract Hourly.  Add the employee’s salary with the correct HI earnings code (either H19 or H17) to Additional Pay, using the correct goal amount and earnings end date to account for the contract year. 

a. These Additional Pay records will not automatically renew each contract year. The campus must maintain a list and/or query of these people and renew Additional Pay each contract year if appropriate. 

3.  If international and employment is for the purpose of conducting research (1042 Income Code 18), setup as you would any other contact employee.  The Income Code assigned to earnings code H02 is 18, so the earnings will post correctly to the 1042 balances without special setup. 

Add Contingent Worker 

Preparation For Adding a Contingent Worker 

· Contingent Worker – Person who provides services to your campus under terms specified in a contract on a non-permanent basis or who does not have a legal employee relationship. Your campus HR/Payroll, Controller or General Counsel offices can advise you of people eligible to be contingent workers as opposed to employees.

· Contingent Workers are not paid through the HRM System; 

· Before beginning the addition process, verification of three items should take place.  

1. Verify the existence of a Job Code for non-employees (should be 0205xx) 

2. Verify if a pool position exists for non-employee

3. Determine whether or not the non-employee already exists in the system.

If you need to either create the Job Code, or create a Position Number for non-employees, go to those sections of this manual.

Verification of Contingent Worker’s Existence in the System
To verify whether or not the Contingent Worker already has a ConnectND Employee ID, navigate to Workforce Administration>Personal Information>ND Hire.  

You must enter the employee’s last name, National ID (Social Security Number), and birth date as shown in the two screen shots below.  You may use hyphens when entering the National ID, but it is not essential.

The NDHire search will return as many matches and near-matches as possible, and will indicate whether the record was found in the SA (student) system or the HR system.  It will also indicate the Empl Record number and whether or not the employee is in the system as a Future hire or is Active or Terminated at the moment.  It also displays the Business Unit.

See ND Hire section for more information.

Instructions to complete Job Data are described in the Job Data section of this manual, with the following exceptions for a Contingent Worker:

Job Data:
· Work Location:  Enter position number for non-employees
· Job Information:  Enter the Job Code for Non-employees

· Payroll:  Enter hourly paygroup with a Holiday Schedule of NONE.

· Compensation: Zero compensation
· Benefits Program Participation: Benefits System: defaults to Not Managed in PeopleSoft. Benefits Program defaults as Blank.
Maintain Contingent Worker Data

Maintain CWR data the same as an employee, by following maintain Employee Information. 

Ending Contingent Worker Relationships
Add a row in job data with the correct effective date

Action – Completion

Reason – End of Assignment
To review a list of Contingent Workers run the following query:

NDU_HR_ORGRELTNSHP_CWR

Add Person of Interest

Preparation For Adding A person of interest
Person of Interest – (POI) is a non-employee and non-contingent worker (CWR) who needs keys, parking privileges or library access, etc.  Types of POI’s are Future Employee, Former Employee, External trainee, External Instructor, IT Privileges only or Other.

Before beginning the addition process, verification of whether or not the Person of Interest already exists in the system.

Verification of a Person of Interest’s Existence in the System
To verify whether or not the Person of Interest already has a ConnectND Employee ID, navigate to Workforce Administration>Personal Information>ND Hire.  

You must enter the employee’s last name, National ID (Social Security Number), and birth date as shown in the two screen shots below.  You may use hyphens when entering the National ID, but it is not essential.

The NDHire search will return as many matches and near-matches as possible, and will indicate whether the record was found in the SA (student) system or the HR system.  It will also indicate the Empl Record number and whether or not the employee is in the system as a Future hire or is Active or Terminated at the moment.  It also displays the Business Unit.

See ND Hire section for more information.

The Add a POI Relationship will open the Add Person of Interest page.
Add Person of Interest Page 
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Security Data

Get Enabled Security Types: Click to add a row to the Security Data grid for each security type that has been enabled for the people without jobs.

Business Unit

Location – Requires Business Unit and Location Code

Person of Interest History: Maintain a history of this person of interest type using the effective date field and by adding new rows as necessary. Make the person inactive if they are not being used in the system.

Planned Exit: Skip

More Information: Enter additional information regarding the POI.
Inactivate a POI Relationship
If you want IT privileges to no longer be available, add an effective dated row for the date you want IT privileges to cease, and change the status to “inactive.”

Note:  Remember to ‘Inactivate’ all POI relationships when they are entered as an Employee. This will prevent the active POI record from remaining active after the Employee record is terminated. 

Two queries are available to help maintain clean and up-to-date data in the system:

· NDU_HR_ORGRELTNSHP_POI 
· Use this query to find all POI’s at your location; a periodic check to make sure all POI info is current is suggested. Follow instructions above if POI needs to be inactivated. 
· NDU_HR_POI_ACT_HIRE 
· Run this query monthly to make sure no active hires also have an active POI status in the system. If employees are returned on this query their POI status should be inactivated. 
Maintaining Employee Information

Overview
All changes to Job Data should be completed prior to pay sheet creation. Any changes discovered after pay sheet creation should be held and entered after all payroll processes are completed.

When you administer your workforce, you'll spend the bulk of your time keeping a history of your employees' careers with your organization. The information you maintain is, for the most part, the same type of information that you enter to hire employees. 

Before you can view information on a particular person, you must have already created a human resources record for that person, i.e., already added the person into PeopleSoft Human Resources. 

Changing Personal Data

The Personal Data pages include two different types of personal data:

· Effective-dated data.

Name, address, biographical (such as education, marital status, and language), checklist, and some regional fields are effective-dated. Enter current, historical, or future information in these fields. When new information takes effect, the system stores the old data so that you can track the changes that occur over time. 

· Noneffective-dated data.

Some personal data fields aren’t linked to an effective date such as phone numbers and email addresses. In these fields, new entries overwrite and delete the previous entries. This situation means that you can store only current information. 

Note:  Updates to the employee’s Primary Name may only be entered after verifying the change on the employee’s Social Security card.  The name change must match the Social Security card identically.

To change an employee’s personal information such as employee name and address, navigate to:  Workforce Administration > Personal Information > Modify a Person.   Once you have located the correct employee, the Biographical Details page will display.

Biographical Details Page
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To make a change to the employee’s Primary name, click on the [image: image153.bmp] across from the Effective Date field.  
The Effective Date field defaults the current date.  The effective date identifies when the changes went into effect (or will go into effect) and preserves the history of the changes by keeping the previous information in a separate record. 

Effective Date: Enter the effective date of the name change. 

Edit Name Link: Click on the link to open the Edit Name page. Enter new name and click OK to return to the Biographical Details Page which now displays the new name 

Click on the Contact Information tab to make changes to the employee’s address,  phone number or email address.  

Click on the [image: image154.png]View Address Detail




 for the Address Type you wish to change.

Address History Page 
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Click on the [image: image156.bmp] to add another row:

Change the Effective Date to the correct date for the address change. Click on the [image: image157.png]Add Address



 link which opens the Edit Address page:

Enter the new address and click [image: image158.png]Address Validation



 and accept or reject the address and it will bring you back to the edit address page and click OK
The new address now displays on the Contact Information page:

Contact Information Page 

Click  [image: image159.bmp]to add a new additional address types.  
To change phone numbers or e-mail addresses 
click on the [image: image160.bmp]to remove the row for the type to be changed. 
Click on the [image: image161.bmp]to add a row. Click on the Phone or Email Type drop down box to select the type to be changed. Enter the new phone number or email address.  

Once all changes are made to an employee’s personal data, click save to save the changes.

Regional Page
Ethnic Group

Regulatory Region:
Ethnic Group: you can enter more than one ethnic group, click on the [image: image162.bmp] to add more

History

Effective Date – enter the date of the hire

Military Status: use the drop down

Military Discharge Date:  click on [image: image163.png]Edit Discharge Date



 to enter a military discharge date

Smoker History – Do not Use

Emergency Contacts

To enter or change an employee’s emergency contact information, use the following navigation path:  Workforce Administration > Personal Information > Personal Relationships> Emergency Contact. The search page will display, and once you have selected the appropriate employee, the following page will display.

Contact Address / Phone Page 
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Changing Current Information

To change the current primary Emergency Contact information, type the new information in the appropriate fields.  Emergency Contact information is not effective dated, type over the existing information.  Click on the Other Phone Numbers tab to change or add other phone numbers if necessary.  When finished, click [image: image165.png]& save



.

Entering Additional Emergency Contacts
To enter additional emergency contacts, click on the [image: image166.bmp]across from the Contact Name field.  Enter the new contact information and click [image: image167.png]& save



.
Key Points

1. Employees in North Dakota State Government and Higher Education share a single Employee ID across both systems.

2.  Employees must authorize, in writing, any changes to their Personal Data prior to its entry into the database.

3. Any Primary Name change request must be verified by comparing it with the employee’s Social Security card.

4. The key to maintaining an accurate history of employee data is effective dating of all employee personal transactions.

Job Data Transactions

Overview

You will usually update job data by inserting new effective-dated rows into an existing employee record. Effective dates enable you to keep a complete chronological history of all your data and tables—whether you changed the data in the past or want changes to go into effect in the future. This enables you to analyze position data or employee records for particular periods of time. 
The system also uses effective dates to compare pages and tables to make sure that the prompt tables you see list only data that is valid as of the effective date of the page where you're working. For example, assume you create a new department code with an effective date of March 1, 2005.  If you enter a new data row (or update an existing row) on the Job Data pages that have an effective date before March 1, 2005, you will not see the new code as a valid choice when you select a department because the new code has not yet taken effect. 

When you enter a new data row, the system copies the contents of the previous row into the new row.  This saves you the time of retyping information that stays the same. (Make sure you have the cursor on the data row you want to copy before you insert the new row.) The only new information you will see is the effective date, which defaults to the current date.

Accessing / Changing Job Data
To begin use the following navigation path:  Workforce Administration > Job Information > Job Data.  The search page will display, and once you have selected an employee, the following page will display with the most current date, designated as “First - 1 of 1”
Work Location Page 
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Insert a new data row by clicking the [image: image169.bmp]  A new data row with a new (current) effective date will display. 

Be sure to change the Effective Date to the correct date for the change you will be entering.

Be sure to select a radio button for rows that affect the budgeting module for regular/benefitted employees.  Rows that need a designation include: hire, rehire, FTE change, and compensation rate change. 

Entering Multiple Actions with the Same Effective Date
On occasion, you may need to enter more than one action that takes effect on the same day. Use effective sequence numbers to combine multiple actions and specify which one to process first.  See screen shot on previous page.
Scenarios
The following scenarios are common job data changes that begin with the assumption you have already selected the employee and are ready to insert a row on the Work Location page Job Data.

Scenario 1:  Change a Probationary  Employee to a Regular Employee

Step 1.  Enter change in Job Data.
1.  Insert a row by clicking [image: image170.bmp] and adding a new effective date.

2.  Action/Reason:  Completion of Probation / Probation completed (PRC)
3.  Click on the Employment Data hyperlink at the bottom of your screen.

4.  Remove the probationary/provisional date from the Probation Date field.

5.  Click  [image: image171.png]& save



.

Step 2.  Navigate to Main Menu> Workforce Development > Performance Management > Performance Documents > Employee Review. 
Step 3.  Enter Effective Date of data entry; select Performance as the type of review and enter period covered by the review.  Select rating scale according to campus policy.  Select rating provided by supervisor.  

Step 4:  Additional functions are available under the Reviewers, Comments, and Goals tabs for those campuses wishing to implement full Employee Review functionality.  

Step 4a:  Reviewers.  Various reviewers may have input on the final rating listed in Step 2.  Insert a row for each supervisor involved in the decision.  Look up the EmplID of each reviewer and enter the weight (percentage value) of each one’s influence on the final rating.  The total weight for all reviewers must equal 100.  When all reviewer’s values have been entered, calculate the total.  

Step 4b.   Comments.  Comments may be added by each reviewer, including by the person reviewed.  To enter a comment for each one, click on a reviewer type on the Reviewer page, then open the comment page and the reviewer’s name will display along with a field for entering the reviewer’s comments.  Repeat the process for each reviewer.  When all comments have been entered, click on “View all” to see every comment at once.

Step 4c.  Goals.  Goals may be entered for the employee.  Insert a row for each goal to be added and indicate whether and when the goal has been met or exceeded.  Select “Not Met” for goals still in progress.

Step 5.  Click [image: image172.png]& save



  

Scenario 2:  Enter; EXTEND; OR End a Leave of Absence (unpaid)
An unpaid leave of absence uses an Action of “Leave of Absence” this action code changes the payroll status to “Leave of Absence”. No leave will accrue when using Leave of Absence.  Benefits will be paid when using unpaid leave of absence if a paysheet creates.  If the employee is on leave of absence at the beginning of a pay period a paysheet will not create and you will need to manually create a paysheet.  

1.  Job Data: insert a row by clicking [image: image173.png]


and adding a new effective date.

2.  Action:  Leave of Absence.

3.  Reason: select from the Reason Lookup, e.g. Personal Reasons, Family and Medical Leave ActBottom of Form
1.  Last Date Worked: defaults in as the date preceding the effective date of the LOA

2.  Expected Return Date: enter the expected date of return.

3.  Click Save.

To change the reason for the next segment of the leave:

1. Job Data: Click on  [image: image174.png]


  to insert a row with a new effective date.  

2.  Action / Reason:  Leave of Absence / <choose a new reason>
3.  Enter the expected return date in the Expected Return Date 

4.  Click [image: image175.png]& save



.

End Unpaid Leave of Absence:
1.  Insert a row as described above by clicking  [image: image176.png]


to insert a row with a new effective date.  

2.  Enter the effective date in the Effective Date field.

3.  Select the following in the Action / Reason fields:  Return from Leave / Return from Leave Unpaid.
4.  The Expected Return Date and the Last Date Worked fields will no longer appear
5.  Click [image: image177.png]& save



.

6.  Verify that the Employee Status on the Work Location page is Active.

7.  Investigate for job data changes due upon Return from Leave (i.e. service adjustment for annual leave and TIAA-CREF, contract increase, etc.).  Alert your Payroll and Benefits Specialist, or go to the Payroll/Benefits Training Manuals to follow the proper steps for adjusting payroll and re-instating the employee in benefits.

Scenario 3:  Intermittent Leave (unpaid) No leave will accrue  

1.  Job Data: Insert a row by clicking [image: image178.png]


 and adding a new effective date.

2.  Action / Reason:  Leave of Absence / FML

3.  Enter the expected return date in the Expected Return Date field.

4. Click [image: image179.png]& save



.

Returns from FMLA intermittent leave:

1.  Insert a row as described above.

2.  Enter the effective date in the Effective Date field.

3. Select the following in the Action / Reason fields:  Return from Leave / Return from Leave Unpaid.
4. Click [image: image180.png]& save



.

5. Verify that the Employee Status on the Work Location page is Active.

Subsequent FMLA leaves:

1.  Insert a row by clicking [image: image181.png]


and adding a new effective date.

2.  Repeat the two processes described above for each leave/return sequence that follows until the 12-week annual limit for FMLA leave is reached.

Note:  These changes to Job Data will create Miscellaneous Events in Ben Admin.  Notify the benefits administrator of the LOA to create a PRT event if any benefits need to be terminated during the LOA.

Scenario 4:  Enter, Extend, and End Leave of Absence (Paid) Leave will Accrue

Paid Leave of Absence is used when you want leave to accrue leave and want the employee’s benefits to continue. The employee’s earnings can continue or the compensation rate can be changed to zero so no earnings are paid. A paid leave of absence uses an Action of “Paid Leave of Absence” this action code changes the payroll status to “Leave with Pay”. Pay sheets will be created and benefits will be paid when using paid leave of absence.  Leave will accrue.
1. Job Data: Insert a row by clicking [image: image182.png]


 and adding a new effective date.

2. Action/Reason:  Paid Leave of Absence / e.g. Developmental Leave, FMLA
3. Expected Return Date: Enter the date the employee is expected to return

4. Compensation Rate: Change to zero if the employee is to only have the employer benefits paid and leave accrued during the leave of absence. 

5. Click [image: image183.png]& save



.

Change the action to a leave of absence (paid to unpaid) and extend the leave:

1. Insert another row as described previously.

2. Enter the effective date in the Effective Date field.

3. Action/Reason:  Leave of Absence  / e.g. Education, FMLA
4. Enter the expected return date in the Expected Return Date field.

5. Click [image: image184.png]& save



.

Employee returns from leave:

1. Insert another row as described previously.

2. Effective Date: Enter the date employee returned to work.

3. Action/Reason: Return from Leave / Return from Leave Paid.
4. Compensation Rate: If previously changed to zero, return to the correct compensation rate and click calculate compensation.
5. Click [image: image185.png]& save



.

6. Verify that the HR Status on the Work Location page is Active.

7. Investigate for job data changes due upon Return from Leave. Alert your Payroll and 

Benefits Specialist, or go to the Payroll/Benefits Training Manuals to follow the proper steps for adjusting payroll and re-instating the employee in benefits.

Note:  These changes to Job Data will create Miscellaneous Events in Ben Admin.  Notify the benefits administrator of the LOA to create a PRT event if any benefits need to be terminated during the LOA.
Scenario 5:  Promotion / Demotion or Position Transfer within the Company 

This scenario concerns moving an employee from one position to another position within the same company, with no break in service.
This process can be used to:

· Transfer employees without a break in service

· Temporary employees hired into regular positions

· Regular employees transferring from one position to another

· Regular employees transferring into temporary positions

 If there is a break in service, you will use the termination/rehire process described later in the manual.

1. Job Data: Insert a row by clicking [image: image186.bmp]and adding a new effective date

2. Action:  Promotion, Demotion; or Transfer
3. Reason: select the appropriate Reason for the type of Action 
4. Position Number:  Enter the new position number. Verify the following fields default the correct information:  Position Entry Date, Department Entry Date, Company, Department, Location, Reports to, and Establishment ID.
5. Job Information: Verify the following fields default the correct information:  Job Code (and associated title), Regular / Temporary, Full / Part, and FLSA Status
6. Payroll: Enter the appropriate Pay Group and verify/select values for the remaining fields 

7. Salary Plan: Verify the following fields default the correct information: Salary Plan/Grade
8. Compensation: Verify the Frequency; Enter the Rate Code and the Comp Rate 

9. Calculate Compensation: click button

10. Click on the Employment Data hyperlink at the bottom of the page. Verify Company Seniority Date, Service Date, and Professional Experience Date.
11. Click [image: image187.png]& save



.

12. Alert your Payroll and Benefits Specialist to the changes made for possible adjustments to payroll and changes or enrolments in benefits.

Note:  In addition to the assumptions stated earlier, this scenario assumes that all Position information for the position into which the employee is promoted, demoted or transferred to has been setup through Position Management.  

Employees should be transferred to their new position when there is no break in service instead of terminated and rehired. 

The “Non-to Benefited (U-Sys) reason code was created to designate a temporary employee transferring to a regular benefited position.

If the employee is staying within the same department, the change may be done in Position Management and by Updating Incumbents the changes will automatically flow to Job Data.

See the Managing Positions section of this manual for more information.

Scenario 6:  Process a Pay Rate Change

The following scenario guides you through the process of entering pay rate changes for employees, whether it is a legislative/general increase, market, merit, or other type of increase.

1. Job Data: Insert a row by clicking [image: image188.bmp] and adding a new effective date.

2. Select one of the following reasons for the rate change from dropdown on the Reason field:  Equity Increase, Legislative/ General Increase, Merit, Market, Other, Promotion, Reduction in Pay, Responsibility Change, Temporary Increase, Transfer.
3. Open the Compensation tab and in the Pay Components section, click on the Changes subtab. Enter the amount of the increase. Or, enter the new total compensation rate directly into the Comp Rate field on the Amounts subtab.

4. Click Calculate Compensation, and verify that the Compensation Rate near the top of the page now includes the amount of the increase.

5. Click [image: image189.png]& save




6. For each additional change of pay rate, return to the Work Location page, insert a new row (increase the sequence by 1 each time if the rate change is effective the same date), and select a new reason.  Open the Compensation tab again and repeat the process, entering the Change or Comp Rate amount for each type of pay rate change.  

7. Calculate compensation, and click [image: image190.png]& save



 after each separate entry.

Scenario 7:  Termination  or Retirement  (without benefits)
Terminations and Retirement involve basically the same process, in which neither pay nor benefits continue after the termination or retirement date.  

Students and other employees who do not hold continuing appointments over the summer should be terminated when their appointment ends and rehired in the fall.

1. Job Data: Insert a row by clicking [image: image191.bmp] and enter the effective date of the termination or retirement

2. Action / Reason:: Retirement/Normal Retirement (RMT) or Termination/Discharge, Resignation, Personal Reasons, e.g.) 

3. Job Indicator: Change to Secondary.

4. Click  [image: image192.png]& save



.

The termination or retirement entered in Job Data will create a ben admin term event which when processed will terminate the employee’s benefits.

Scenario 8:  Early  Retirement (with benefits)

Early retirees retain a negotiated benefit package for a period of time after retirement and therefore remain in the system until their benefit period has ended.  They are “early retired” into a pool position.  When it has ended, they are changed to Normal Retirement status.

1. Job Data:  Insert a row by clicking [image: image193.bmp] and enter the effective date of the early retirement.

2. Action/Reason: Retirement with Pay /Retirement with Pay/Benefits  (RBN). 

3. HR Status: Defaults to Inactive
4. Payroll Status: Defaults to Retirement with Pay.

NOTE:  A Payroll Status of Retirement with Pay indicates a pay sheet will be created for the employee to continue the benefit package.

5. Position Number: Enter the position number designated for Early Retirees
6. Job Information:  Verify job code for Early Retirees – The Job Code should use the Job Family of 0206
7. Compensation Rate: Change rate to $0.00 so there will be zero earnings on the pay sheet.

8. Pay Group: Hourly

9. Compensation Frequency: H – Hourly

10. Rate Code: NAHRLY

11. Holiday Schedule: NONE
12. Click  [image: image194.png]& save



.

Note:  An Early Retirement entered in Job Data will create a Misc ben admin event assigning the early retiree to the HA3 benefit program with the Early Retiree benefit options.  Notify the campus Benefits Administrator of the change to Early Retirement since it may require a Remedy Ticket to be submitted to change the effective dates of the deduction begin and end dates in Benefits Enrollment.

Scenario 9:  Rehiring a Terminated or Retired Employee 

It is essential to use the Rehire for terminated employees from your own business unit.  

However, if the employee was last terminated from another campus or agency so they retain access to the employment history records, the employee will need to be hired through Workforce Administration > Job Information > Add Employment Instance.  See the Add Employment Instance Scenario 11.
If the employee you want to rehire is a former employee of your business unit, navigate to Workforce Administration > Job Information > Job Data and follow the numbered steps 1-20 below.

1. Job Data: Insert a row by clicking [image: image195.bmp] and adding a new effective date.

2. Action / Reason:  Rehire / Rehire.

3. Verify if the employee has other positions at your campus. If so, should the Job Indicator be Primary or Secondary.
4. Enter the position number in the Position Number field.

5. Verify that the following fields defaulted with the correct information:  Position Entry Date, Department Entry Date, Company, Department, Location, Reports to, and Establishment ID.
6. Click on the Job Information tab.

7. Verify that the following fields default the correct information:  Job Code (and associated title), Regular / Temporary, Full / Part (full or part-time position), and FLSA Status (found by clicking on [image: image196.png]USA



).

8. Click on the Payroll tab.

9. Enter the appropriate pay group in the Pay Group field.

10. Click on the Salary Plan tab.

11. Verify that the following fields default the correct information: Salary Plan and Grade.

12. Click on the Compensation tab.

13. Enter the rate code in the Rate Code field and the compensation rate in the Comp Rate field.

14. Click on the Calculate Compensation button.

15. Click on the Employment Data tab.

16. Enter the probation date in the Probation Date field (staff employees).

17. Enter or verify Company Seniority Date (date of hire at your campus) and Service Date (date of hire into the system) based on the type of rehire (reinstatement or reemployment). 

18. Enter the TIAA-Cref eligibility date in the Professional Experience Date field (if applicable).

19. Click on the Benefit Program Participation hyperlink to verify benefit record number.  The Benefit Record number should be the same as the Empl Record number with the exception of if the employee has more than one Regular position, then the Empl Records would share one Benefit Record number. For more information regarding the Benefit Record numbers please refer to the Benefits Administration training manual. It is very important to use the correct Empl Rcd / Ben Rcd combination to have the employee correctly enrolled in benefits.

20. Click [image: image197.png]& save




21. Verify/update personal data information at  Workforce Administration > Personal Information > Modify a Person and emergency contact information at Workforce Administration > Personal Information > Personal Relationships > Emergency Contact  as described in the Hiring an Employee section of the training manual.

22.  Alert your Payroll and Benefits Specialist, or go to the Payroll/Benefits Training Manuals to follow the proper steps for adjusting payroll and enrolling the employee in benefits.

Scenario 10:  Add an Employment Instance for an Employee

PeopleSoft Human Resources enables you to keep complete job information about employees in your organization who hold more than one job at a time.  The system uses employment record numbers to track data separately for each concurrent job. Each job must have a unique employment record number.

When you enter information on an employee's first job, the system automatically assigns the Empl Rcd Nbr 0 (zero). When a second job is added, the system assigns an Empl Rcd Nbr of 1.  Each subsequent job is sequentially numbered in this manner.  
If the employee is active at your campus:

If you know the employee is already employed at your campus, look up the employee in Job Data first to verify they are Active.  If they are active, continue with the Add Employment Instance instructions. 

If the employee is terminated at your campus:

Follow the Rehire instructions.

If the employee is active or terminated at another business unit:

To hire an employee who was or is currently employed at another campus or state agency, you must first use the ND Hire process, described earlier in this manual, to determine the employee’s Empl ID.

1. Navigate to Workforce Administration > Personal Information > ND Hire.  

a. Enter the employee’s Name, Social Security number and Birthdate, and then click search.  

b. If the employee’s EmplID displays in the HR System as Terminated or Active, copy the EmplID. 

2. Navigate to Workforce Administration > Job Information > Add Employment Instance.
a. Paste the EmplID in the search field and click Search and continue with the Add Employment Instance instructions below.

The system already has the personal information for the employee, thus you are starting at Job Data. Once the new position has been saved, navigate to Workforce Administration > Personal Information > Modify a Person  and update the employee’s personal information as needed.

Adding an Employment Instance:

Navigate to Workforce Administration > Job Information > Add Employment Instance.  

The following page will display.

Add Employment Instance Page
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Empl ID – Enter the EmplID  and Click Add Relationship the Empl Record will default the the next empl record automatically
NOTE:  The employee’s EmplID should have been obtained by either the ND Hire process or by verifying Job Data if it is an active employee from your own campus.
Effective Date: Enter the effective date of the hire.
Job Indicator:  Defaults to Secondary Job 

If the employee has an active position at your campus and the new job is to be primary, change the job indicator to primary.  You will also need to navigate to the original position and change the job indicator on that position to secondary. If the employee has a position at another campus or state agency, whether it is active or terminated, the Job Indicator needs to be Primary for your business unit.

NOTE: 

Each Business Unit (campus or state agency) needs to have one Primary job. As an example Empl Rcd 0 is active at BSC and the position is Primary. Empl Rcd 1 is active at DSU and the position is Primary.

Action: Defaults in as ”Hire” 

Reason: Select “HIR” 

To complete the Add Employment Instance process, follow the same process as outlined in the Hiring section of the training manual.  

Verify the Benefit Record number and change if necessary.

Benefit Record Number
The Benefit Record number is located on the Benefits Program Participation page in Job Data. During the Add an Employment Instance process the Ben Rcd number will default to be the same as the Empl Rcd.

If the employee has a position at another campus or state agency, the Ben Rcd number needs to match the Empl Rcd.

Temporary employees need to have a Ben Rcd number that matches their Empl Rcd.

The only exception to changing the Ben Rcd number:
 Regular employees with more than one Regular position will need to share a Ben Rcd number so the benefits are not duplicated. The Ben Rcd number will need to be changed during the Add an Employment Instance process to match the Ben Rcd number of the other Regular position.
Benefit Program Participation Page
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Click  [image: image200.png]& save




Refer to the Benefits Administration training manual for a full explanation of Benefit Record numbers.
HE Reorganization process
overview
The Higher Education Reorganization Process is a tool to help facilitate reorganization within PeopleSoft.  This process is designed to help automate the steps in PeopleSoft including updating Position Data, Job Data, and the Department Budget Table.  The HE Reorg process should be used when a department id is gets moved to another department id but all the positions are remaining the same.  The process can be utilized for reorg’s that occur at the beginning of the fiscal year or for those that occur mid-year.  The process will work in two different ways dependent on the effective date used.
For reorg’s that occur beginning of the fiscal year the process will insert a row into position data and update the department id which then sends a row to job data and inserts a row to update the department id.  It is not necessary to inactivate the DBT for the prior Fiscal Year.  A new DBT will not be created as those will be created from the Web-Based Budgeting module.  
For reorg’s that occur mid-year (1/1/xxxx) for example, the process is slightly different.  The process will first inactivate the DBT for the prior DBT, then insert a row into position data and update the department id which will then update job data, and lastly create a DBT with the new department id.  
The navigation to the process is ND HE Applications > Commitment Accounting > HE Reorg Process.  Below is a screenshot of the search page.  A reorg in process or already processed can be viewed.  This is also where a new reorg process is created by adding a new value.  The adjustment dates is the effective date that will be used in DBT, position data, and job data.

Below is a screenshot of the data that populates once the criteria is entered and added.  This example is a mid-year reorganization with an effective date of 1/1/13.  
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The name and emplid are displayed but were removed in this screenshot for identification purposes.  The information entered when adding a new value is displayed at the top of the page.  If all positions are moving departments the Select All can be used.  If it’s a partial reorg, manually select the positions affected by checking the box in the select column.  Once the affected positions are selected click on the Populate Funding button.  This will populate the DBT information into another grid.    
The next two screenshots are of the DBT information of the prior department id.  This grid allows the information to be setup for the creation of the new DBT.    
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The Mass Combo Cd Replace box allows the combo code to be updated in mass versus manual entry line by line.  Click the down error to show the current combo code(s) used in the grid.  Select one and either type in the new combo code or look it up by clicking on the magnifying glass.  Click Replace and the new combo code will appear in the New Combo Cd column.  A message will appear when Replace is clicked to show how many instances a combo code was replaced.  The New Combo Cd column also has a lookup to manually enter the new combo code.  If a new combo code is not needed then leave the field blank.  
The Do Not Use Funding column is to be used in the case a funding row is not to be used at all in the creation of the new DBT.  Once a row is selected to not be used, the fields become unavailable for editing.  The checkbox can be deselected to enable the fields and will be used in the creation of the new DBT.  Additional rows can be added if need be by clicking the plus sign on the row of the position that needs more funding rows added.  The information from the row will be carried forward to the new row.
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