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POSITION FUNDING FORMS

Position funding forms are needed only if one of the following applies:

-If changing or adding a fund to a position.

-If changing the percentage on a single Occupant Position.

-If increasing or decreasing the dollars in a single Occupant Position that has only one fund.
-If it has more than one fund then they must be percentages.

-If setting up a new position.

-If setting up a new fiscal year funding.

-If a grant or any other fund has run out of money.

Please make sure to always use the most up-to-date forms. You can find these at our website:
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm



http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm

UND Budget Office

Instructions regarding how to fill out a Position Funding Form (PFF)

The following steps should be completed when filling out a PFF. A link to the PFF can be found on the
Budget Office website at http://und.edu/finance-operations/budget/

e Choose One - Mark the type of employee for which the form is being completed.
e Single or Pool - Mark “Single Occupant” or “Pool Position”.

e Effective Date - Enter the effective date (pay periods begin on the 15‘t and 16th of the month;
although in rare occasions start dates may differ).

e Position # - Enter position number (please contact Human Resources if position # is unknown).

e Department # - Enter department number to which employee is assigned.

e Name - Enter last name and first name. If it is a Pool position, you can enter “Pool” in the last name
box. Send only one form for all employees in that position, if their funding will be the same.

e Empl ID - Enter the Empl ID; leave blank if Pool position.

Funding Source:

e How to Look Up a Funding Source (Combo Code): See instructions on Budget Office website:
http://und.edu/finance-operations/budget/forms-other-resources.cfm

e How to Request a New Funding Source (Combo Code): See instructions on Budget Office website:
http://und.edu/finance-operations/budget/forms-other-resources.cfm

e Fund Code — Enter 5 character value of fund number being used.

e Department # - Enter 4 character department number to which funding source belongs.

o Department name — Enter name of department to which funding source belongs.

e Project/grant number (if applicable) - Begins with UND and is 10 characters.

e Program number (if applicable) - Is 5 characters, the leading 0 is highlighted in gray; enter the last 4
digits. You cannot have both a project and program number.



http://und.edu/finance
http://und.edu/finance-operations/budget/forms-other-resources.cfm
http://und.edu/finance-operations/budget/forms-other-resources.cfm

Account - All start with “51”, which is highlighted in gray; enter the last 4 digits from the list below. This
will auto fill as a letter at the end of the Combo Code. Use the following chart to help choose the correct

account:
Character |Account |Account Description Example Employees
R 511002 |[Salaries - Regular - Benefitted Regular benefitted staff
Exempt staff working > 100% - Not for faculty
511005 [Staff Overload overload
(@] 512005 [Salary - Other Students only
Temporary - Salaries - Non- Temporary employees, non-students, employee
513005 |Benefitted awards, other staff pay
\Y 514005 |Overtime Non-exempt staff overtime
FT/PT faculty - scientist/specialist, resident medical
F 515005 [Salaries - Faculty school stipends, post-doctoral pay, department
chair supplement, other faculty payments
515010 |Faculty Overload Faculty working/teaching > 100%
G 517005 [Salaries - Graduate Assistants GRA, GSA and GTA

e Combo Code — Auto-filled based on information entered in preceding row. All Combo Codes must
start with a “U” and end with a letter. Please check for accuracy.

o % of Distribution - Enter the percentage for each fund. Percentages must equal 100%. You can enter

the % with up three decimal places. Repeat for as many Funding Sources as needed. In rare instances, a
dollar amount may be used (please contact the Budget Office for guidance).

e At the bottom of the form make sure to check the boxes to indicate “Permanent” or
“Temporary” change and “Replace All Funding Sources” or “Add Funding Source”.

e A Temporary change is one that will not be carried over to the next FY Budget Module.

e A Permanent change is one that will be carried over to the next FY Budget Module.

e Note any pertinent information in the “Additional Information” box. Ex: If we are to delete some or
all other funding sources, if you need to add work-study to a position, etc.

e Be sure to enter the department contact person and phone number. This should be the person who
filled out the form or who should be contacted with questions.




e At least two departmental signatures are required. Please note that VP/College/Department
requirements may differ/require additional signatures.

e If you are sending more than one sheet for one position #, please indicate the number of pages at
the bottom. Ex: 1 of 1, 1 of 2, 2 of 2, etc.

When a PFF is not needed:

e [f not changing position numbers, but changing from work-study to institutional or vice versa, you do
not need to send a PFF (as long as the base funding source(s) and the H14 work-study funding are set up
on the position).

e [f you have verified that funding sources are accurate in the Department Budget Table,  when filling
out a Job Data Hire form, a PFF is not needed.



UND POSITION FUNDING FORM UrmS

University of North Dakota

Unless otherwise specified, changes made via this Form will change ALL existing funding sources for
position number listed below. Please list ALL funding sources to total 100 of distribution [does not apply
to Workstudy funding).

CHOOSE ONC] Faculyy [ Staff [ Temp Staff  [] Medical Resident  [] Workstudy Student  [] GTA/GRA/GSA [ Institutionzl Student

[] SIMGLE QOCUPANT POAITION | [J eooL postTIon (If pool position is salaried, any changes will affect all cccupants)
EFFECTIVEDATE | FOSITIONNUMEER: |DEFTHUMEER  |LASTHAMEif Sinale Oczupant- FOOL if Fanl Farition | FIRSTHAME (Elank if Fanl) EMFLID
[Elank if Faall
r r r
TM6/2016 [ 00018177 |3250 Doe Jane 0000000
FLNEING SEHLERECE 1
FUND C:ODE DEFT% DEFTHAME FROJECTIGRANTS FROGRAM (lark faur digitr] | ACCOUNT Clark Faur digitr]
F
31413 3250  |Human Resources 0 51 | 2005
Combo Code FERCENT OF DISTRIEUTION
U3141332500 100.000%
FLNENG SEHLERCE 2
FUND C:O0E DEFTE DEFTHAHE FROJECTIGRANTS FROGRAM (lark faur digitr] | ACCOUNT Clark Faur digitr]
0 5 1]
Combo Code FERCENT OF DISTRIEUTION
U
FLARNG SEHIRCE 7
FUND C:O0E DEFTE DEFTHAHE FROJECTIGRANTS FROGRAM (lark faur digitr] | ACCOUNT Clark Faur digitr]
0 5 1]
Combo Code FERCENT OF DISTRIEUTION
1]
FLATHNVG STHFCE &
FUND C:O0E DEFTE DEFTHAHE FROJECTIGRANTS FROGRAM (lark faur digitr] | ACCOUNT Clark Faur digitr]
0 5 1]
Combo Code FERCENT OF DISTRIEUTION
1]
FLNEHNG SEHLEIRCE 5
FUND C:O0E DEFTE DEFTHAHE FROJECTIGRANTS FROGRAM (lark faur digitr] | ACCOUNT Clark Faur digitr]
0 5 1]
Combo Code FERCENT OF DISTRIEUTION
1]
Choose One Choose One TOTAL 3 OF DISTRIEUTION  Murd
Permznent Changs (will be reflected in next FY Budget Module) Replzce Al Funding Sources et replacing
[ Temporary Change (will not be reflected in next FY Budget Module) [ Add Funding Sourcs 100.000%
Additional Information:
L
Contact Nan Mary Jane Phone T-7777 Box & 7127
Authorized Signature [ate Additional Signature Date
Additional Signature [ate Additional Signature Date

Send Completed Form to Budget Office, Stop 8233

Page 1 of 1 Farm Dlate 0d-06-Z015

[l

Position Funding Form Sample



)

University of North Dakota

POSITION FUNDING FORM

Lma§

Unless otherwise specified, changes made via this form will change ALL existing funding sources for
position number listed below. Please list ALL Funding sources to total 1003 of distribution [does not apply
to Workstudy funding).

CHOOSE ON] Facuky [ Steff [ Temp St=f [ Medical Resident

[ Workstudy Studert [] GTAVGRA/GSA  [] Institutionzl Student

[ SINGLE QCCUPANT POSITION

| [ eooL postTion (If pool postion is salaried, any changes will affect all occupants)

EFFECTIVEDATE FOSITION HUMEER DEFTHUMEER LAZTHAME if Single Qzcupank - FOOL if Foaol Farition FIR=THAME (Elank if Foal] EMFLID
rElank if Fooll
r r
7/16/2016 [ 00018206 |3250 Doe Jane 0000000
FLNCINVG SEHIRCE 1
FUNDIGODE DEFT# DEFTHAME FROJECT/GRANTS FROGRAM (lart Four diaitr) | ACCOUNT Clark Faur diaitr)
r
31421 3250  |Human Resources 0 31 | 3005
Combo Code FERCEMT OF DISTRIEUTION
U314213250T 95.000%
FLIVMOINVG SEHIRCE 2
FUND GODE DEFT# DEFTHAME FROJECT/GRANTE FROGFRAM [lark Four digitr] | ACCOUHT (lark Four digitr)
0 5 1]
Combo Code FERCEHT OF DISTRIEUTION
U
FLNOINVG SEHRCE 7
FUND GODE DEFT# DEFTHAME FROJECT/GRANTS FROGRAM [lart Four diqitr] | ACCOUNT (lark Faur digitr)
0 5 1]
Combo Code FERCEMT OF DISTRIEUTION
U
FLINTWNG SEHIRECE &
FUND CODE DEFT# DEFTHAME FROJECT/GRANMTE FROGRAM (lark Four digitr] | ACCOUNT (lark Four digitr)
0 5 1]
Combo Code FERCENT OF DISTRIEUTION
U
FLIVGIVG SEHIRCE S
FUND GODE DEFT# DEFTHAME FROJECT/GRANTS FROGRAM (lart Four diqitr] | AGCOUNT (lark Faur digitr)
0 5 1]
Combo Code FERGEHT OF DISTRIEUTION
U
Chmse One Choﬂ!e Dne TOTAL X OF DIZTRIEUTION  Mury
Permznent Changs (will be reflacted in next FY Budget Module) [ Replzce 43 Funding Sources ¢qual 1000 1F roplazing
[ Temporary Change (will not be reflected in nes=t Py Budget Moduls) Add Funding Source 95, 000%
Additional Information:
Please add abowve funding source in place of 3141332500 and keep all other funding sources.
v ]
Contact Nan MMary Jane Phone T-7T777 Box ¥ T127
Authorized Signature Date Additional Signature Date
Additional Signature Date Additional Signature Date

Send Completed Form to Budget Office, Stop 8233

Page 1 of 1

Position Funding Form Sample

Form Date 0d-0E-201E




TERMINATIONS

The following section will have step-by-step directions for terminating someone using Manager Self
Service in Peoplesoft.

Please make sure to always use the most up-to-date forms. You can find these at our website:
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm



http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm

Initiate Termination Navigation

=DP- @B ¢

(& Employee-facing registry ...

fah 2acied

Favorites . Main Menu
Personalize Content | Layout

MSS ApprovalReview Summary S ev

|Transaction Type |approvais Reviews

ate an employee.

- Termination Approve/Review
EoproveRenen e temaston o n engioyee

Menu S o~

Search:
1> Windstar Interface
Saif Service

> Manager Seff Service
> Workforce Administration

> Compensation
1> Payroll for North America

> Workforce Development

> Organizational Development
> Workforce Manitoring

> Set Up HRMS

1 Enterprise Gomponents

> Worklist

> Tree Manager

> Reporting Tools

— My Dictionary

Home | WWorkiist | _Add fo Favories | Sign out

2 Help

®100% ~

e From your home screen, click the Terminate Employee link.

e You can also navigate to the Terminate Employee page by following this navigation.
Main Menu > Manager Self Service > Job and Personal Information > Terminate
Employee and then click on Terminate Employee.

|— @™~
ORTH DAKQTA
PNIVERSITY SYSTEM
javorites © Main Menu
Search Menu: ® Personalize Content | Layout ? Help|
1SS Approv. s 'v
I icti —~
i (3 Self Service 3
janager Sel | Manager Sef service
1 Recruiting (71 Job and Personal Information
== Term - [ — ’
& .
Initiate - Workforce Administration D Terminate Employee
3 Benefits v
i’—ﬁ Term 3
— Approy £ Compensatan [ Approve Transfer
23 Payrol for North America L4
3 workforce Development 4
fop Menu Fe 'y
{3 Organizational Development 3
3 workforce Monitoring 4
Ihe menuie £ Set Up HRiMS "o
et started. . ) Enterprise Components ’
- b
highlights (£ Tree Manager
[ Reporting Tools 3
Recently L (7} peopeTooks 3
underthe F . b
the top left. ) ND HE Applcations 4
D HE OrgPlus Login
[=] Change My Password
D My Personalizations
Breaderur L) My System Profie =




Initiate/Submit a Termination.

Once you have clicked on the Terminate Employee link your screen will look similar to this.

— 66—
NORTH DAKOTA
UNIVERSITY SYSTEM

Favortes = ManMenu > Manager Sef Service > Joband PersonalInformaton > Terminate Employee
- - v -

Terminate Employee

Employee Selection Criteria
Select the employee to be terminated. You will be able to process only those employees that report to you as of the date entered on this page.

Employee Reporting as of [10/08/2013 [+ Refresh Employees
Cheryl Widman 's employees
Empl 1D Job  Pay Status  HR Status Position
Selest; 0 00018177
0 Active Active 00014428
0 Active Active 00015790
0 Active Active 00018425
0 Active Active 00024070
0 Active Active 00017156

Return to Manager Self Service

Job Code

880050

411007

410502

980050

521501

410502

Dept 1D

3250

3250

3250

3250

3250

3250

Home

personaize | Find | # First K1 1.6 0r6 I Lot

Department
Human
Resources and
Payroll

Human
Resources and
Payroll

Human
Resources and
Payroll

Human
Resources and
Payroll

Human
Resources and
Payroll

Human
Resources and
Payroll

Add to Favorits

o Click the Select button next to the employee’s name that you wish to terminate and you

will see the following screen.

File Edit View Favorites Tools Help
o~ ~ @ v Pagev Safetyv Toolsv @~
9 b Sterling Login '/ AppliTrack Login - North .. £ Remedy £ CastleBranch 48 Budget Application £ NDUS HR Policy Manual £ Outlook Web Access.

o

P
NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | MainMenu > Manager Seff Service > Joband PersonalInformation > Terminate Empioyee

Request Employee Termination

Status:  Not Submitted

Empl ID EmplRed 0 Business Unit:  UNDO1
Position Number: 00014428 HRMS Records Coordinator
Department: 3250 Human Resources and Payroll
Job Code: 411007 HR Assistant
FTE: 1.000000 Pay Group: UNB Reg/Temp: R
Job Indicator: P
Y s »
Last Day at Work: W €————— Fillin “Last Day Worked” Date
Termination Reason: T % Reason DI'Op Down Box

Request Comments (2000 char)

No attachments have been added to this Termination Request.

Add Attachment

Submitted By: Last Updated By:
Submitted: Last Updated:
Submit Return

Yahoo! Mail £ AdminSys Operational En..

Home

/c/NDU_HE_APPLICATIONS NDU_TERM_REQ.GBL?PORTALPARAM_PTCNAV=NDU_TERMINATE_EEREOPP SCNode=HRMSELEOPP.SCPortal=EMPLOYEEREOPP.SCName=CO_O ~ & & X [ 38 g o

X @ Convert

Addto Favorite

~ [ Select

i




e Fill in the employee’s “Last Day at Work” date by either clicking on the calendar link El
and choosing the date or filling in the field using mm/dd/yyyy format.

e C(Click the arrow on Termination Reason to open a drop down box of Termination
Reasons.

File Edit View Favorites Tools Help X @ Convert v [Select
fir v E) - om v Pager Sefetyr Took+ @
i W Sterling Login o/ AppliTrack Login - North .. Remedy &) CastleBranch @} Budget Application £ NDUS HR Policy Manual (] Outlook Web Access &1 Yahoo! Mail (] AdminSys Operational En...

mﬁ;}‘,‘; You are on Database: HEHP
UNIVERSITY SYSTEM

Addto Favorites | Sign out

Favorites  MainMenu » Manager Sef Service 5 Job and Personal Information ) Terminate Employee

Request Employee Termination

status:  Not Submitted

Empl ID Empl Red 0 Business Unit:  UNDO1

Position Number: 00014428 HRMS Records Coordinator

Department: 3250 Human Resources and Payroll

Job Code: 411007 HR Assistant

FTE: 1.000000 Pay Group: UNB Reg/Temp: R

Job Indicator: P

Last Day at Work: [0/0172018 |5 a

Termination Reason:

Death

Request Comments (2000 {Discharge

Early Retirement

Elimination of Position

End Temporary Employment

I d of Fixed-Term Contract
Fallure to Return from Leave

No attachments have beer Heallh Reasons.

Job Abandonment

Add Attachment Mass Update

Relocalion

Resignation

Retirement

Return to School

Submitted By: Staff Reduction

Transfer to New Agenc
e —

Submit Retum

o Select appropriate Termination Reason from drop down list.

Adding Comments/Attachments

10



2 Terminate Employee

=)

L HEAPPLICATIONSINDUSTERM REQIGBIZPORTALPARAM PTCNAV=NDU_TERMINATEIEESIEORP. 5CNode= HRMSBEOPP.SCPortal=EMPLOYEE&EOPP.SCName=CO_M O + @& & X ‘ fni

File Edit View Favorites Tools Help

fi v B - & - Pagev Sefety~ Toos~ @

3% b Sterling Login o/ AppliTrack Login - North .. 43 Remedy £ CastleBranch & Budget Application 27 NDUS HR Policy Manual £ Outlook Web Access €31 Yahoo! Mail £ AdminSys Operational En.
o—_

NORTH DAKOTA

UNIVERSITY SYSTEM
Favorites ~ Main Menu >  Manager Sef Service > Joband Personal Information »  Terminate Employee

are on Database: HEHP

% @Convert v [ Select

Home | AddtoFavorites | Signout

Request Gomments (2000 char) Information box on Job Data Change and

Empl ID EmplRed 0 Business Unit:  UNDO1
Position Number: HRMS Records Coordinator

Department: 3250 Human Resources and Payroll

Job Code: 411007 HR Assistant

FTE: 1.000000 Pay Group: UNB  RegiTemp: R

Job Indicator: P

Last Day at Work: 5

Termination Reason:

Add comments here. Similar to Additional

Separation Form

Find | View AII|™* | ## First &I 1 0f 1 L4 [ast

La

st
Filename Description Updatea  UPIoAded By
1|Test_Letter_of_resignation.docx Test_Letter_of_resignation.doc =
Add Attachment
Submitted By: Last Updated By:
Submitted: Last Updated:
Submit Return

]

Add additional comments in the Request Comments field if necessary and/or desired.
This field is similar to the Additional Information box on the Job Data Change &
Separation form.

To Add an Attachment:

- Click the “Add Attachment” link

— Click the “Browse” button. Navigate to the saved document for uploading.
Select the document.

— Once the document path has loaded, click “Upload”

— The document will display with the description and document extension type

Add Attachment(s) (if required/desired):

— Attachments are required for Benefitted Faculty and Staff. Examples of an
attachment for a benefitted employee would be a letter of resignation,
Reduction-In-Force document, discharge document, leave agreement, etc.

— Attachments are not required for non-benefitted employees but reason for
termination is recommended on temporary employees. Please add in Request
Comments field.

Click the Submit button to route the termination request for approval.

- The termination has been sent to HR/Payroll for final approval.

— Department’s portion of the termination process is now finished unless you
need to Ad-hoc additional Approvers or Reviewers.

If additional Approvers or Reviewer are required/desired, see Adding Ad Hoc Approvers
and Reviewers.

11




Adding Reviewers and Approvers
During the approval process, you may additional Reviewers and/or Approvers.

e Adding a Reviewer
- A reviewer is someone who needs-to-know that a termination has been
submitted.
— Adding a Reviewer will not hold up the processing of the transaction.
- Reviewers can view comments but cannot view attachments.
e Adding an Approver
— An Approver is an individual with the authority to stop the actual termination.
Adding an Approver will be used only in rare circumstances.
Adding an Approver will hold up the processing of the transaction through work
flow until that person has approved the termination transaction.
- Approvers can view comments and attachments that have been attached to a
termination.

Reviewers/Approvers can be added after the transaction has been submitted to HR and also by
any next pending Approver.

)
{R;H D:;g{; You are on Database: HEHT
UNIVERSITY SYSTEM Home | AddtoFavorites | Signout
Favgr'rtesé MainvMenu » Manager Self Service »  Job and Personal Information > Termination Approve/Review

-

Enewwindow 7 Help [ Personalize Page 15, hitp

Approve Employee Termination

Transaction Nbr: 10135
Status:  Pending

Empl ID EmplRcd 0 Business Unit.  UNDO1
Position Number: 00014543 GTA

Department: 5220 Career Services

Job Code: 222001 Graduate Teaching Assistant

FTE: 0.250000 Pay Group: UNB RegTemp: T

Job Indicator: P

Last Day at Work: 0813112012 [

Termination Reason: End Temporary Employment -

Request Comments (2000 char)

Attachments

No aftachments have been added to this Termination Request.

Add Attachment

Submitted By: testiodegard Last Updated By: testiodegard
Submitted: 08/20/13 2:51:16PM Last Updated: 0820113 2:51:16PM
. Approve Deny | Exit

= Transaction 10135:Pending
Supervisor Self Approved

Self Approved Pending
Multiple Approvers
¢ Immediate Supervisor o HR Office _E

08/20/13 - 2:51 PM

12



e You may add a Reviewer and/or Approver only after you have submitted the termination.
DO NOT leave this page until after you have added all Reviewers and/or Approvers as
required/desired. You will not be able to add anyone once you have left the page.

e Toadd aReviewer and/or Approver, click the “plus” [+] sign near the bottom of the screen

After you have clicked on the “plus” [+] sign you will see this page.

-

-
(& https:/fadminsys.ndus.edu/psc/hehg_newwin/EMP... El_lﬂ

Insert additional approver or reviewer

Choose an approver or reviewer to insert

UserID: | Q
Insert as: 0] Approver

) Reviewer
Insert Cancel

e If known, enter the User ID (generally firstname.lastname) of the person you want to
add as a Reveiwer and/or Approver.

e  Or click the magnifying glass to search for user by name.

13



Once you have clicked on the magnifying glass you can scroll through and select the
name of the employee you wish to add.

mﬂfadmins-l/EMPLOYE... =] |

Approver/Reviewer Search 1

Name: begins with ~ |
UserID: begins with + |

Search | Clear | Cancel |

Search Results

m

Bl 1-130f12 B

| ser D HName

S

Or narrow down the search by selecting “Contains” from the drop down list and typing
in part of the name.

Select Search Search | (See next page for example).

14



r

@ httpsy//adminsys.ndus.edufpsc/heht 11/EMPLOYE... (scloie e

-

Approver/Reviewer Search

Mame: contains A |

UseriD: begins with + |
Searchl Clear | Cancel |

Search Results

B 1-10f1 3

e C(Click on the name of the employee you wish to add to populate the User ID field.



e Once the name has populated in the User ID field you must select if that person needs to
Review or Approve the transaction. Remember, in most all cases, you will be selecting
Reviewer.

& https:/fadminsys.ndus.edu/psc/heht 13/EMPLOVE... [ = || @ |[ 52 |

-

Insert additional approver or reviewer

Choose an approver or reviewer to insert
User ID: | 2

I“S&nas: .:E.Z: Apprmr

) Reviewer —

Insert Cancel

e Click Insert.



&

ﬁaﬁ D:;?{I You are on Database: HEHT
UNIVERSITY SYSTEM

Favorites : Main Menu > Manager Seff Service > Job and Personal Information >  Termination Approve/Review [a
- : - -

@NewWindow ? Help @F‘ersonalize Page ,http

Approve Employee Termination
Transaction Nbr: 10136
Status:  Pending
Empl ID Empl Rcd 1] Business Unit: UNDO1
Position Number: 00100300 Temp General (Sal)
Department: 5220 Career Sefnvices
Job Code: 980001 Temp General (Sal)
FTE: 1.000000 Pay Group: UMB  Reg/Temp: T
Job Indicator: P
Last Day at Work: 08252013
Termination Reason: Elimination of Position
Request Comments {2000 char)
Mo attachments have been added to this Termination Request.
Submitted By: testiodegard Last Updated By: testiodegard
Submitted: 08/23M13 3:29:30PM Last Updated: 08/23M3 3:29:30PM
e |
= Transaction 10136:Pending (D View/Hide Comments
Supervisor Self Approved
Self Approved Pending Not Routed
) Multiple Approvers )
« Immediate Supervisor G HR Office g Inserted Approver
08/23/13 - 3:29 PN
> Comments

e By adding an additional Approver, that person must approve the transaction before it can

move through workflow.

17



e  Additional Reviewers/Approvers are provided with a link on the home page in HRMS to
review or approve the transaction as shown below.

2 https://adminsys.ndus.edu/psp/heht/EMPLOYEE/HRMS/h/tab=DEFAULT

=) Employee-facing registry c... %

X %Conver‘t - Select

ﬁ - - gé; * Page > Safety> Tools~ @v
o/ AppliTrack Login - North ... 43 Remedy aCastleBranch ﬂBudgetApplication aNDUS HR Policy Manual aOutIookWebAccess

3

55 b Sterling Login

@

— AT
NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu

- H -

S Approval/Review Summary s ¢

|Transac‘tion Type |Approvals |Revi WS

|Terminati0n Reguest |8 |U

You are on Database: HEHT

Home Add to Favorites Sign out

Personalize Content | Layout ? Help

Top Menu Features Description v
MSS Terminations = &

Terminate Employee

Initiate a request to terminate an employee.

Termination Approve/Review

Approve/Review the termination of an employee
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Termination Approve/Review

Once a termination has been initiated and submitted it needs to be approved by the next

level(s).

Supervisors can view where the termination is in the approval (workflow) process; whether

pending, approved or denied.

File Edit Wiew Favorites Tools Help

MNORTHDAKOTA
UNIVERSITY SYSTEM

Favorites : Main Menu

- H -

MSS Approval/Review Summary o &
Transaction Type |Apprcwals |Reviews
Termination Request |8 |0
MSS Terminations = v
Terminate Employee

Initiate a request to terminate an employee.

Termination Approve/Review

Approve/Review the termination of an employe

K

Menu s %>
Search:

| ®
[> My Favorites

[> Self Semice

[ Manager Self Senvice

[+ Recruiting

[> Workforce Administration
[» Benefits

[- Compensation

[> Payroll for Marth America
[ Workforce Development
[ Organizational Development
[- Workforce Monitoring

[- Set Up HRMS

[+ Enterprise Components
[- Tree Manager

[ Reporting Tools

[- PeopleTools

[ MD HE Applications

— HE OrgPlus Login

— Change My Password

— My Personalizations

— My Systermn Profile

— My Dictionary

ﬁ - - @ v Page~ Safety v Tools~ @v
{;_‘5 [ Sterling Login >/ AppliTrack Login - North ... 43 Remedy aCastleBranch ﬂBudgetApplication aNDUSHRPoIicyManuaI _aOutlookWebAccess

e You are on Database: HEHT

X qg(:orwerl v [ Select

53

»

Home Add to Favorites Sign out
Personalize Content | Layout ? Help

m

Click the Termination Approve/Review link on your home page.

You can also navigate to the Termination Approve/Review page by following this navigation.
Main Menu > Manager Self Service > Job and Personal Information and then click on

Termination Approve/Review.
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i
NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites © Main Menu
- ; -

ob and Personal Informatiol

n Approve/Review [g]

Manager Self Servic

Enewwindow 7 Help Bl nttp

nEEn

Termination Approve/Review

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Transaction Number: = h |
Empl ID: begins with |
Empl Record: = M
Last Name: begins with ~ |
First Name: begins with ~ |

Workflow Status: = - Pending - %

Requested By Oprid: begins with ~ |

Requested Date: = - El
| Case Sensitive
| Search || Clear  |Basic Search [E) Save Search Criteria

Search Results

l\newAII First [q] 18of2 [} Lasq
Transaction Humber EmplID |Empl Record Last Name Eirst Hame Workflow Status By Oprid Date
o Pending testiodegard 101042013
o Pending testiodegard 10/09/2013
a Pending test.nnelson 09/04/2013 %
o Pending testiodegard 082312013
| o Pending testiodegard 08/20/2013
o Pending testiodegard 08M14/2013
o Pending testiodegard 08M13/2013
o Pending testnnelson 0811312013

Click the Workflow Status drop down box and select: Pending, Approved or Denied
Brings up the applicable list of terminations submitted.

Then you can click on any transaction to see where it is at in the workflow.

If a termination has been denied, it must re-submitted.
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Recent Search Results

Termination Approve/Review

Empl 1D

To return to the list, select the magnifying glass at the top and your Recent Search Results will
appear in a box.
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Manage Delegation

Supervisors have the ability to delegate their approval and entry tasks to others. Supervisors
can delegate initiation of termination and approval of termination.

The person they delegate to is called the proxy.
Delegations can be made for a specific time frame or can be open ended.
When a delegation is submitted, the proxy will receive an e-mail notification. The proxy must

accept the delegation in order to be able to perform the task. Once accepted, the delegation
remains until the end date is reached or until the delegator revokes the delegation.

Navigation is: Main Menu—Self Service—Manage Delegation

(15}

File Edit View Favorites Tools Help
- - [ @ v Pagev Sfetyv Tookv @ B (1

66— "

[P yPye You are on Database: HEHQ
UNIVERSITY SYSTEM

Favorites | Main Menu

Search Menu:

/itab=D O + @ B C || @ Empleyeefacing registry c...

Home | Worklisl | AddtoFavories | Sign out

® Personalize Content | Lavout 2 Help
Menu e S o~
il f~ Windstar Interface
Self Senvice
Wy Faver [ Manager Seff Senvice 3 Personal Information
D Windstar | Workforce Administration | = Payroll and Compensation
D SelfServit o Benefits 3 Benefits
O Manager{ = Compensation 1 Miscellaneous
D Worldorce =) Payrol for North America | [ Manage Delegation
[ Benefits Workforce Development =
b Compensi ) Organizational Development: »
[> Payroll for Workforce Monitoring
g‘l’)".';':r“"izf: 5 SetUp HRMS
D Wontea C1 Enternce Components
Do 0 s
b Eaerbrise =) Reporting Tools
0 o e

pplications
i 3 \D State oplcations
bNDHEAg [ HE OrgPlus Login
© ND State; |- Change My Password
“HEOmwPY || My Personalizations
 Chiangeli || My System Profile
— My Persor || My Dictionary
~ My Svsleni\ ruie

~ My Dictionary.
MSS Approval/Review Summary S ov
| Transaction Type | Approvals Revicws.
Manager Self-Service s o
= Terminate Employee
iniate  request o terminse an employee.

= Termination Approve/Review
Approve/Review the termination of an employes.

Top Menu Features Description s o
Our menu has changed!

The menu is now located across the top of the page. Click on Main Menu to get started

Highlights

Recently Used pages now appear under
the Favorites menu, located at the top left

v

H100% v
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The following screen will open. This is where we manage delegations

e Create Delegation Request
e Review My Proxies
e Review My Delegation Authorities

e

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu
= - =

» Self Service » Manage Delegation

-

Manage Delegation

Some of your self-senvice transactions can be delegated so that others may act on your behalfto initiate
andlor approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

©Learn More about Delegation
Select Create Delegation Reguest to choose transactions to delegate and proxies to act on your behalf.
Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of ransactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities

Home | Add to Favorites | Sign out

) New Window ?Help PersonalizePage ,http
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Create Delegation Request

e

TYCR Iy You are on Database: HEHT
UNIVERSITY SYSTEM

Home | Add to Favorites \ Sign out

Favgr'rtes? MainvMenu » Self Service > Manage Delegation

==

W newwindow  ? Help [ Personalize Page mtp

Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you

@ Leam More about Delegation

Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Deleqgation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities

e Click Create Delegation Request link and the Create Delegation Request page will open.
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&« 2 https:/adminsys.ndus.edu/psp/hehp/EMPLOYEE/HRMS/c/HCDL_ALLHCDL_MGR_DLG_HOME.GBLIPORTALPARAM_PTCNAV=HCDL_DLGT_HOMESEOPPSCh O ~ @ & X [ B gk =3

= Manage Delegation X

e Edit Vie orites  Tools p % @ Convert v [H]Select
R ~ v Page~v Safetyv Toolsv @~

G M= Stering Login 7 AppliTrack Login - North .. 43 Remedy & CastleBranch &g Budget Application £ NDUS HR Policy Manual 2 Outlook Web Access @! Yahoo! Mail >
o
ToRTH E;‘:}‘T‘A You are on Database: HEHP

UNIVERSITY SYSTEM

Home | AddtoFavorites | Sign out
Favorites : Main Menu > Self Service » Manage Delegation

Enewwindow  ? Help [ Personalize Page B hitp
Create Delegation Request

Enter Dates

HR Assistant

Enter the dates for your delegation request. Enter a From Date that is today or |ater. Enter a To Date that
is the same as or |ater than your From Date. For open-ended delegation requests, leave the To Date
blank.

From Date: 10M9/2013 &)
To Date: [E

Next | Cancel

e Fill in the From Date and To Date for the delegation by either clicking on the calendar
link ¥ and choosing the date or filling in the field using mm/dd/yyyy format.

e For open-ended delegation requests, leave the To Date field blank.

e Click the Next button and the Select Transactions page will appear.
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Favorites . Main Menu > Self Service » Manage Delegation
- - -

@Nemeduw ?He\p @?Persunal\zel’age nnp

Create Delegation Request

Select Transactions

Select the transactions that you want to delegate to a proxy. You can select one or many transactions.

Delegate Transactions

Transaction
Approve Job Offer
Approve Job Opening

=

Termination Approve

Termination Initiate

Select All Deselect All

| Previousitem | Next | cancel |

e C(Click the Termination Approve option if the proxy should be able to approve
terminations that are initiated.

e C(Click the Termination Initiate option if the proxy should to be able to initiate a
termination.

e FYI- Approve Job Offer, Approve Job Offer Opening and Employee Absense Balance are
not being implemented at this time.

e  Click the Next button.

A

NORTH DAKOTA MRLCUELCLEEIEL R (ST
UNIVERSITY SYSTEM

Home | Add to Favorites

Favorites : Main Menu : Self Service : Manage Delegation
- - =
B New Window P Help Personaliza Page hrtp:

Create Delegation Request

Select Proxy by Hierarchy

This page displays persons within your hierarchy that you can select as proxies. Select the radio button
next to the name to select that person as a proxy. You can also select the Search by Name hyperlink to
garch for proxies o de your hierarchy.

Search by Name

Cinvac Doicyuic

fame Empl ID Org Relation  Job Title Department Supervisor Hame
© Employee Eg;luzir Resources and
| Employee E;;:ﬂz:r Resources and
[ 5] Employee E:;?;F Resources and E
[5] Employee s:;luz:r Resourcesand |
@ Employee E;;:ﬂz:r Resources and
] Employee E:;rrloz:r Resources and
| < Previous | | Next | cancel

e C(Click on the radio button of the individual selected as a proxy and click Next. Can also
search proxy by name.
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e Search by last name and/or first name

BT
NORTH DAKOTA
UNIVERSITY SYSTEM
Favorites

- :

Favorites | Sign out|

Main Menu » Self Service » Manage Delegation

-

@Newwmdow ? Help Personalize Page , hitp
Create Delegation Request

Select Proxy by Name

Search for a proxy using their name. You can also select the Search By Hierarchy hyperlink to search for
your proxy.

Search by Hierarchy

Last Name: | QL
First Name: | QL
| Search | | Clear |

Name Empl ID Org Relation  Job Title Department Supervizsor Name

| < Previous | | Next | | Cancel |

e Find and click the radio button next to name of person to proxy. Click Next.

NORTH DAKOTA
UNIVERSITY SYSTEM

Home Add to Favorites Sign out

Favorites @ Main Menu > Self Service » Manage Delegation

-

@Newwmdow ? Help Personalize Page , http “
Create Delegation Request

Select Proxy by Name

Search for a proxy using their name. You can also select the Search By Hierarchy hyperlink to search for
YOUr proxy.

Search by Hierarchy

Last Name: | &}
First Name: | &}
| Search | | Clear | b
Choose Delegate
Name Empl ID Org Relation  Job Title Department Supervisor Name
Employee Sr. Human Resources Officer Sl Bs o ceS AN d
Payrall
= Previous | | Next | | Cancel |
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o

T d Youare on Database: HEHP
UNIVERSITY SYSTEM

Favortes : Main Menu  Seff Service » Manage Delegation
- : - ~

Create Delegation Request

Delegation Detail

Proxy:
From Date: 101912013
To Date: 10/31/2013

Termination Approve

Termination Initiate

| Submit || <Previous | Cancel |

Home | AddtoFavorites |

ENewwindow ? Help [ Personalize Page

Sign out

_
B ntp

o Verify the delegation rights are accurate.
e C(Click Submit button.
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Review My Proxies

e Navigate to: Main Menu > Self Service > Manage Delegation
e C(Click on Review my Proxies

P

NORTH DAKOTA e on Database: HEHT
UNIVERSITY SYSTEM

Home: | Add to Favorites | Sign out

Fa\ror'rtesi Main Menu » Self Service » Manage Delegation

-

@Nemedow ?Help PersonalizePage http

Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behalfto initiate
and/or approve fransactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you.

@ Leam More about Delegation
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.
Create Delegalion Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests

Eeview My Delegated Authorities

e C(Click Show Requests by Status drop down arrow, make selection and click Refresh.

ﬁ%m You are on Database: HEHT
UNIVERSITY SYSTEM

Favorites © Main Menu » Self Service : Manage Delegation
- i - -

Home | Addto Favorites

) New Window 7 Help F'ersonalize Page , http

My Proxies

This page allows you to view your proxies and the request status for each delegation request. Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, selectthe request, then select Revoke.

Show Requests by Status: | Refresh |

Choose Delegate

Transaction i g From Date To Date HEL L LEEINETT

Status Status

- - Submitted )
Termination Initiate ; Resources Officer 11132013 11142013 Revoked Inactive

Select All Deselect All

Return to Manage Delegation
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ﬁ;:ﬁ:;;?} You are on Database: HEHT
UNIVERSITY SYSTEM

Favorites | Main Menu : Self Service » Manage Delegation
- i - -

Home: | Add to Favorites Sign out

& New Window  ? Help F'ersonalize Page , hitp
My Proxies

This page allows you to view your proxies and the request status for each delegation request. Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, selectthe request, then select Revoke.

Show Requests by Status: - | Refresh |
Choose Delegate
Transaction Name Job Title From Date To Date gf;:::" gf:f:“"" Details
R - Sr. Human p H
Termination Initiate Resources Omcer11f134'2013 11142013 Submitted Inactive i ]

Select All Deselect All | Revoke ]

Return to Manage Delegation

e List of proxies (delegations) that have been authorized.
e Supervisor may review, or revoke to change proxy rights from this screen.
e To revoke, select the check box and click on Revoke.
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Review My Delegated Authorities

Employees can see the list of transactions that have been delegated to them by others, and to
accept or reject pending delegation requests.

e Navigation is Main Menu—Self Service—Manage Delegation

o (o
@ https://adminsys.ndus.edu/| eX| i\f {é}
,@ Employee-facing registry c... * -
" File Edit View Favorites Tools Help % @ Convert v [ Select
fir v B v & v Pagev Safety~ Tools~ @~
54 M Sterling Login %/ AppliTrack Login - North... 43 Remedy & CastleBranch &g} Budget Application £ NDUS HR Policy Manual £ Outlook Web Access ! Yahoo! Mail ”
|
NORTH DAKQTA
UNIVERSITY SYSTEM
Favorites | Main Menu
- -
Search Menu: @ Personalize Content | Layout ? Help
MSS Approy "
S
|Transacﬁon
[ Self Service
Manager Se 1 Manager Seff Service 3 Personal Information r
_ 3 Recruiting 3 Payroll and Compensation r
Termi
inttiate 3 Workforce Administration O3 Benefits
3 Benefits 3 Miscelaneous
Termi (>} Compensation Manage Delegation
A
P payroll for North America 4 =
3 Workforce Development L3
Menu -
3 Organizational Development 3
Search:
3 Workforce Monitaring 4
3
B Wy Favorite (3 Set Up HRMS
[> Self Servici [ Enterprise Components 4
[- Manager S N
b Recrufing [ Tree Manager
[: Workforce, [ Reporting Tools 3
IBenefits 4 pogplaTooks 4
[- Compensz
I Payroll for| 1 ND HE Applications 4
1> Workforce HE OrgPlus Login
[ Organizatic N
I Workforce Change My Password
[» SetUp HR My Personalzations L
I» Enterprise
EiivesMans My System Profile
I> Reporting” My Dictionary
I» PeopleToo
[ ND HE Applications
— HE OrgPlus Login
— Thanna My P \ Ad
[https:f.‘adminsys.ndus.eduipspfhehprMPLOYEEfHRMSdeCDL_ALL‘HCDL_MGR_... Jm b
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e C(Click Review My Delegated Authorities link.

LY
ﬂ;:H D:;S?; You are on Database: HEHT
UNIVERSITY SYSTEM Home | Addto Favorites |

Favorites | Main Menu > Self Service > Manage Delegation
- : - -

Sign out

B NewWindow ? Help [ Personalize Page Bl http

)

Manage Delegation

Some of your self-senice fransactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you

@ Learn More about Delegation
Select Create Delegation Regues! to choose fransactions to delegate and proxies to act on your behalf.
Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorilies fo see the list of ransactions that have been delegated o you by
others, and to accept or reject pending delegation requests

Review My Delegated Authorities

e Click the Show Requests by Status drop down arrow and make a selection.

)
N’.ﬁ D;Eﬁ You are on Database: HEHT
UNIVERSITY SYSTEM Home | AddtoFavorites |
Favorites Main Menu » Self Service » Manage Delegation

-

@Newwmdow ?Help DﬂF’ersonalizeF'age ,htlp

My Delegated Authorities

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Selectthe information icon for request details.

Show Requests by Status: Accepted - | Refresh |

SelectAll  DeselectAl L ERE ]
Return to Manage Delegation
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e After selection is made, click Refresh and search results will be displayed.

i

Ty You are on Database: HEHT
UNNERSIT‘_I SYSTEM
Favorites © Main Menu >  Self Service » Manage Delegation

-

Home | AddtoFavortes | Signout

@NewWindow ? Help Personalize Page , hitp
My Delegated Authorities

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Select the information icon for request details.

Show Requests by Status: Accepted -
Choose Delegate
- . Request Delegation B
Transaction Name Job Title From Date To Date Status Status Details
Multiple Transactions 10/09/2013 10M0/2013 Accepted Active (i)
Multiple Transactions 1000142013 1000212013 Accepted Active 0
Select All Deselect All

Return to Manage Delegation

e Click Multiple Transactions and it will show the rights that are/were active.

@

T Iveare You are on Database: HEHT
UNIVERSITY SYSTEM Home | Add to Favorites Sign out
Favorites : Main Menu 3 Self Service > Manage Delegation

-

@NewWindow ?Help @F‘ersonalizePage ,hﬂp
Multiple Transactions

Multiple Transactions

Transaction Name From Date To Date Homiesl Delegation Status
Status

Termination Approve 10/09/2013 10/10/2013 Accepted Active

Termination Initiate 10/09/2013 101072013 Accepted Active
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JOB DATA CHANGES

This section will have line-by-line directions on how to fill out the changes that you may
need to make to an employee’s position. These may include:

-Pay Rate Changes
-Leave of Absence
-Return From Leave of Absence
-Business Title (Functional Title) Change
-Standard Hours Worked/Week Change

Please make sure to always use the most up-to-date forms. You can find these at our website:
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-
forms.cfm
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http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-forms.cfm

Job Data Change or Separation Form (JDC)

You can make more than one change to an employee at the same time on the one JDC
form.
e Pay Rate Changes-Check the box and make sure you indicate:
1. The From amount (what they are currently making)
2. Indicate if it is annual, hourly, or monthly
3. Do the same for the To amount and indicate frequency.
4. Inthe reason box be sure to state the reason for the increase or decrease.
Ex. Promotion, Responsibility increase.
5. Indicate if the funding sources have been checked. If any changes need to
be made to the funding sources, submit a Position Funding Form as well.

**|f this is a salaried position and the paperwork is late and they have missed pay periods,
submit an additional pay for the pay periods missed. See Additional Pays for help
completing this form.

**|f it is an hourly person, time slips can be sent over for the missed pay periods.

o Leave of Absence-Indicate if salary and benefits are continuing to be paid while on
leave.

e Reason-Reason may be for example: Medical leave, Military leave, Maternity leave,
etc.

e Return Date-Indicate the date expected to return.

o Return from Leave of Absence-When the employee returns make sure to fill out
another form, completing this section.
e Blank Box-Enter the return date and if restarting pay indicate the Pay Rate.

e Business Title (Functional Title)-Indicate what the original title was in the From box
and what it is changing to in the To box.

e Reason-Please state the reason for the Title change. Ex. Promotion, Change in
position.

e Standard Hours Worked/Week-Indicate how many hours they were working in the
From box and what they will be working in the To box.

e Reason-Indicate the reason. Ex. Decreased hours due to school work load, went
from % time to % time position.

e Other-This would be for any other change that is not specifically indicated on this
form. Ex. Changing the labor code for Kronos.

e Additional Information-You can state any information here that you feel would be
helpful or pertinent to the change being made on this form. Also, if there is
something that you want documented in their files that pertains to the change this
is a good place to enter that.
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o Dept Contact Name-Enter the contact person’s name and number. Once again this
is the person who filled out the form or would be the one to answer any questions
about the form.

Route for the appropriate signatures. If a work study or institutional student must go to
Career Services for signature. Graduate students need to route to the Graduate Office.
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LND JOB DATA CHANGE OR SEPARATION 'ﬂ"“ﬁs

University of Morth Dakota

Check One: || Facuhy [v]Saf [ ] Temp Saf [ | Medical Resident [ | Workstudy Student [ | GTA/GRAJGSA || Instinutional Student

Check One: [+] Benefited ] Mon-benefited
Current Information
EMPL ID% LAST NAME FIRST NAME MIDDLE NAME POSTION
0000000 Doe Jane Beth 00015790
TEFTID DEPT NANE STANDARD HOURS | 408 GOOE EMFRCDE
3250 Human Resources 40 410502 0
EFFECTIVE DATE Complete only those AREAS that you are requesting to change!
412016 CHECK IF EMPLOYEE IS: | Intemnational Employee L Permanent Resident
Change (Select Type of Action and Enter Correct Infiormation)
LAST DAY TO BE WORKED REASON (I transfer - complete transfer informabion below)
O Termination
Ploase sedect from drog-downl v
O UND Internal DEFT TRANSFERRING FROM GEFT TRANSFEARING 10
Transfer
0 Transfer to Other | AGENCY TRANSFERRING FROM AGENGY TRANSFERRING TO
State Agency/inst. University of North Dakota
Pay Rate FROM PER — o PER
U Change $ Clannusl  [IMornth  [THour | § [ annual CMonth [ Howr
REASON Explain where $§'s are going to or coming frem to fund this Pay Rate Change
D CHECK IF FUNDING SOURCES HAVE BEEN VERIFIED AND ARE ACCURATE ON THE DEPARTMENT BUDGET TABLE
: SALARY PAIDT | EENEFTIS PAIDT | REASON FOR LEAVE S TETUNN DATE
[ Leave of Absence ] ves [ Mo | [ ves [ Mo|matemity Leave 512016

#MNDUS Human Resource Policy Manual 21.2 states that leave withouwt pay of twenty-one or maore days requires approval of the appropriate
administrative officer.

Mote: Departments must submit a Job Data Change or Separation form when retuming from Leave of Absence

= Return from Leave
of Absence

331073 TS

0 Business Title
(Functional Title] |REASON

[] Standard Hrs FROM B REASON [ Permanent
Worked/Whk [ Temporary
i) O
Other
D CHANGE/REASOMN

Additional Information:

Taking & weeks Matemity Leave

NOTE: A change in position number, requires this form te terminate the curment pesiton no. and a Job Data Hire formn o hire infto the new position no.
Dept. Contact Name: Mary Sue Jones Phone: 7-0000 Box: 7127
Recommending Official Signature Date Additional Approving/Reviewing Signature Date
Approving Official Signature Date Reviewing Authorty Date

FORM DATE 42703

Job Data Change or Separation Form Sample
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LND

University of North Dakota

JOB DATA CHANGE OR SEPARATION

S

Check One: | |Facuhy [ |Swf [ | Temp S=ff [ | Medical Resident [+ Workstudy Student

[ ] emaieraicsa [ ] Insttional Student

Check Cne: ] Benefited [+] Mon-benefited
Curreni Informatiom
EMPL ID% LAST NAME FIRST NAME MIDDLE NAME POSITION #
0000000 Doe Jane Beth 00018265
DEPTID DEPT NAME STANDARD HOURS | JOB CODE EMP RCD &
3250 Human Resources 10 880050 0
EFFECTIVE DATE Complete only those AREAS that you are requesting to change!

4112016 CHECK IF EMPLOYEE IS: [] Intemational Employes [[] Permanent Resident

Changde (Select Type of Action and Enter Correct Iniormation)

LAST DAY TD BE WORKED

REASOHN (If transfer - complete transfer information below)

D . -
Termination Plaaga sedect from drog-downl -
I:l UMD Internal DEPT TRANSFERRING FROM DEFT TRANSFERRING TO
Transfer
D Transfer to Other AGEMCY TRAMSFERRING FROM AGEMCY TRAMNSFERRING TO
State Aﬂency.flnsl. University of Morth Dakota
Pay Rate FROM FER - To PER
Change 1 5.00 [Jannual  JMonth [ Hour | $ 850 ] Annual [ Month [] Hour
REASON Explain where $5's are going to or coming from to fund this Pay Rate Change
promotion

CHECK IF FUNDING SOURCES HAVE BEEN VERIFIED AND ARE ACCURATE ON THE DEPARTMENT BUDGET TABLE

————
EALARY FAIDT | ECHEFITE PAILT | REASON F O LEAWE
] Leave of Absence [ ves L1 Ne | [ Yes [ Na

*TE U DATE

#MNDUS Human Resource Policy Manual 21.2 states that leave without pay of twenty-one or more days requires approval of the appropriate

administrative officer.
Mote: Departments must submit a Job Data Change or Separation form when retuming from Leave of Absence

Return from Leave

of Absence
FRO TS
Business Title Front Desk Office Assistant
(Functional Title) |REASOH
Standard Hrs FROM o REASON L] Permanert
WorkedWk 10 15 responsibility increase [ Temporary
i) TO
Other
. CHANGEREASCH
Additional Information:
NOTE: A change in position number, requires this form te terminate the current pesition no. and a Jok Data Hire form to hire into the new position no.
Dept. Contact Name: Mary Sue Jones Phone: 7-0000 Box: 7127
Recommending Official Signature Date Additional Approving/Reviewing Signature Date
Approving Official Signature Date Reviewing Authorty Date

FORM DATE 42705

Job Data Change Sample
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ADDITIONAL PAYS

There are two kinds of additional pays:
-One Time Pays
-Multiple Pays

These are used to pay an employee for work done in addition to their regular pay, for
special projects, back pay or to take pay away for lack of sick/annual leave or
overpayment of some sort by the department.

Please make sure to always use the most up-to-date forms. You can find these at our website:
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-
forms.cfm
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Additional/Reduce Pay Request

If completing this form for a Reduced Pay, you must attach a Payroll Overpayment form signed

by the employee.

Type of Employee:

Empl ID#:

Empl Red #:
Employee Name:
Position Number:

Department ID:
Department Name:
Job Code:

Standard Hours Worked:

Payment will be Paid Over:

Changes to Additional Pay:

Actual Earnings Begin Date:

Actual Earnings End Date:

Actual Hrs Worked/Wk on
Additional Pay

Pay Period Begin Date:
Pay Period End Date:

Amt/Pay Period:

Goal Amount:

Check only one box that best identifies the type of employee, in their primary
position, that will be receiving the additional pay. (Must be active, not EERC or
Cont. Ed.)

Employee ID number

Empl Rcd #: Enter the Employee Record number of the position where the
Additional Pay will be attached.

Name of employee receiving Additional Pay

Position number employee is currently appointed and Additional Pay is being
attached.

Department Number that is attached to above Position Number

Department Name attached to above Position Number

Job Code associated with this Position Number

Enter the number of hours this employee is actually working, each week, in their
primary position(s), during the time they are receiving this Additional Pay.

If this is a payment for only one payday, check One Pay Period. If this payment is
to be spread over more than one payday, check Multiple Pay Periods.

This box is used to cancel an Additional Pay or change funding, prior to completion
of payment. Submit a photocopy of the Add'l Pay that was previously submitted
and check the appropriate box for this change. Enter the effective date as the first
day of the pay period following the last day worked for either cancellations or fund
changes. Highlight the change and route for signature authorization for your
division. These signatures should be in red or blue ink.

Enter the actual date that the employee starts working for this Additional Pay.

Enter the actual date that the employee will complete work for this Additional Pay.
If the Additional Pay is not payment for additional hours, enter NONE, Otherwise
estimate the average number of hours a week that the employee will work for this
Additional Pay.

Enter the first day of the first pay period that payment will be made.

Enter the last day of the final pay period that payment will be made.

Dollar amount per semi-monthly pay period. If payment does not divide equally
into the goal amount, always round UP one penny. If payment is for one pay
period, Amount Per Pay Period will equal Goal Amount.

Total amount of Additional Pay to be paid. The Additional Pay will automatically
stop when Goal Amount is reached.
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HRP Retro-Regular Pay - Used when paperwork was not submitted by pay period deadline. Must
have department head/chair signature. Only to be used for Salaried employees. Hourly
employees should just submit a timesheet.

HO2 Retro-Contract Pay - Used when paperwork was not submitted by pay period deadline for a
<12 month, benefited employee. Must have department head/chair signature. Only to be
used for Salaried, Contract employees. Hourly, Contract Employees should just submit a
timesheet.

HRO | Retro-Overtime Pay - Used when paperwork was not submitted by pay period deadline.
Must have department head/chair signature. Only to be used for Salaried employees. Hourly
employees should submit a timesheet.

HO4 Faculty Overload-An amount paid to faculty for teaching/working > 40 hours per week.

HO5 | Summer Salary - Amount paid to a <12 month faculty/staff for summer work, outside of
regular contract, other than teaching

HO6 | Summer School-Amount paid to <12 month faculty to teach summer school, outside of
regular contract.

HO8 | Distance Learning-Amount paid to faculty for teaching Distance Learning Classes.

HO9 | Corporate/Continuing Education-Amount paid to faculty for teaching Corporate/Continuing
Ed classes.

H17 | Special Projects - With Retirement - Payment for temporary projects-Must provide Add'l
Information.

H19 Department Chair Compensation-Additional compensation received for Department chair
duties.

H28 | Staff Overload-An amount paid to an exempt staff employee for working/teaching >40 hours
per week. Non-exempt staff must submit a timesheet using the Overtime earnings code.

H51 | Special Projects - No Retirement - Payment for temporary projects - Must provide Add'l
Information.

H60 | Awards - Payment of approved awards.

H64 | Acting/Interim Assignment - Payment for a temporary assignment.

Other (Explain) - For any Earnings Code not identified above - Enter Earnings code and
description. HO1-Regular and HO2 Contract cannot be paid with an additional pay request.

There may be other codes that you will use, but they are not as common and won’t be
mentioned here. If you should need assistance with those please contact Payroll.

The additional information box is helpful to enter an explanation of the payment. If it is for back
pay due to a pay increase, this is a good place to show the calculations of the pay owed.

Please indicate the funding source to be used. If it is the default funding, you do not need to fill
in the Account Code information, it will automatically pull payment from the normal funding
source for the position. If you are using a different fund, fill out the fund code, department,
project, program, and account. Account Code box will automatically fill in. Split funding will
require the completion of more than one additional pay.

Please check the letter at the end of the fund and make sure it is correct and that it has been
setup with either grants and contracts or accounting services. All Combo Codes must start with
a U and end with a letter. The 51 at the beginning of all Account numbers is already on the PFF,
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you only need to enter the last 4 numbers. Ex. For the letter R, you will only need to enter 1002
in the account box.

511002 Salary/Hourly-Regular Benefited R

511005 Staff Overload S (Exempt staff working over 40 hrs)
512005 Salary Other O (This is students only)

513005 Temp Salaried/Hourly-Non-Benefited T

514005 Overtime V (Non-exempt working over 40 hrs)
515005 Salary-Faculty F

515010 Faculty Overload P (Anything worked over a FT appt)
517005 Grad Assistants G (GSA, GTA, GRA)

If an employee is overpaid and has direct deposit or has cashed the check, it will be taken from
their next paychecks until repaid. If they no longer work for UND, they will receive a collection
letter. If you are aware of someone not having enough sick/vacation time please let us know in
advance if possible so we can try to cover it with their next paycheck.

Again, enter the contact information for the form. This form needs two department signatures.
You will need a third signature if the funding is another departments funding, you will need a
signature from that department as well. Ex: Student works for Art but Graduate School is
paying the salary.
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UND

University of North Dakota

ADDITIONAL/REDUCE PAY REQUEST }T‘R?;‘\S

Job Data Information that Additional Pay will be attached (must be active, not EERC or Continuing Ed)

[ Faculty S [ TempStaff [ Medicel Residert [ Workstudy Student  [] GTA/GRAMGSA [ Institutionzl Student
EMFLID¥ EMFLRCGD¥ LASTHAME FIRSTHAME

0000000 0 Doe Jane

FOsEHE DEFTID® DEFTHAME JOE CODE ETAHDARDHOURE WORKED
00016911 3250 Human Resources 411007 40

PAYMENT WILL BE PAID OVER
One Pay Period

O Multiple Pay Periads

ADDITIONAL PAY
CHANGES TO ADDITIONAL PAY

O Cancel Addiional Pay Effectil.l{

O  Funding Change Effective |

ACTUAL EARNINGE EEGIN DATE AGTUALEARHINGS EMD DATE ACTUAL HRE WORKED/WE OH ADDITIONAL FAY
07/01/16 0711516 10
FAYFPERIODEEGIHDATE FAYFERIODEHDDATE AMTIFAY FERIOD GOAL AMOUHT
7116/2016 7/31/2016 3100.00 5100.00
Chec Earnings Description (Refer to nstructions for a more detailed explanation)
k Box Code Check appropriate earnings code below

O HRP Retro - Salaried Pay - Explain reason for late paperwork in Additional Information.

O HO2 Retro - Contract Pay - Explain reason for late peperwork in Additional Information.

O HRO Retro - Overtime Pay - Explain reason for late paperwork in Additions! information.

O HO4 Faculty Overload (Faculty workingteaching = 100%)

O HO5 Summer Salary

O HOBG Summer School

O HO8 Continuing EdiCorporate/Distance Ed - With Retirement

O HO9 Continuing EdiCorporate/Distance Ed - Without Retirement

O H17 Special Projects - With Retirement

O H19 Department Chair Compensation

O H28 Staff Overload (Exempt Staff workingfeaching = 100%)

H51 Special Projects - Mo Retirement

O HE0 Mwards

O HE4 Acting/interim Assignment

O H Include Earnings Code and explain

Additional Information

Worked on a committee to update office forms.

Funding Information [Please check one box only]

O Use Posttion Default Funding
[Cannot be used For HO4 & HZE)

Use Funding Source identified Below

O Funding Change Onhy

FUHD CODE

DEFT#

DEFTHAME

FROJECTAGRANTE

FROGRAM

ACCOUNT

31413 3250 Human Resources 0 51 1002
Account Code U314133250R

Dept. Contact Name: Mary lane Phone: 7-1777 Box: | mzr .l
Recommending Official Signature  Dept ID Date Additional Appraving Signature Dept IO Date
Approving Official Signature Dept ID Date Reviewing Authority Date

Additional Pay Sample

Form Date; T282000
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Hourly Payroll Reporting Form & Salaried Leave and Overtime Reporting Form

These forms are used to submit time worked for hourly employees and leave time and
overtime taken by salaried employees. Please look closely at the examples for the correct
filling in of these forms.

Please make sure to always use the most up-to-date forms. You can find these at our website:
http://und.edu/finance-operations/human-resources-payroll/managers-toolbox/manager-
forms.cfm
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Time and Leave Reporting Forms

Make sure to use the Hourly Reporting form for hourly employees and the Salaried
Reporting form for salaried employees leave and overtime.

All time should be entered on the form by week and only one pay period per sheet. Pay
periods are always the 1st thru the 15" and the 16" thru the 315t (or whatever the last day
of the month is).

Daily times should be recorded on the left side and the right side is used for putting the total
of each code used for that week. The Grand total of all codes should be at the very bottom.

Please make sure the earnings code is correct and a funding source is specified. The
earnings code will identify for us whether it is Work Study or Institutional. Remember if it is
Work Study you only need to enter H14, no funding source (Combo Code) needs to be listed.
See sample below.

Sending these in on time and for the correct pay period is appreciated. Again, late

paperwork creates more time needed to complete the process here and may cause the
employee to not be paid on time.
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LND

Hourly Time Card Sample

HOURLY PAYROLL REPORTING FORM

LS

Univerzity of Marth Oakata - Payroll Oifice - 312 Twamley Hall - 264 Centennial Orive Stop 7127, Grand Forks, MO 55202-7127

’EMF'L |u] LAST MAME FIRST MAME ML 'F'DS #
0000000 Doeg Jane B 000177E1
DOEFT # DEFARTMEMT MAME FERIOD BEGIMMIMG FERIOO EMDIMG
i 2715 Electrical Engineering March 1, 2016 March 15, 2016
First Week Week Totals
Da Date In Out In Qut Hours Combo Code Ern Cd| Hours
Sun
Mon
Tue e U2083727150 10.23]
Wed 32
Thu HIME
Fri e[ 11:00 AN 423 PM 523
Sat H5HE| §:00 AM| 11:30 AMY 12:30 PM| 3:00 PM 5.00
10.23 10.23)
Second Week Week Totals
| Day | Date In Out In Qut Hours Combo Code Ern Cd| Hours
Sun HENE
KMon e[ 9:00 AM| 11:00 AWM 3.00 U2063727150 ho1 6.00
Tue Hais| 1:00 PM|  4:00 PM 2.00 hi4 4.07
Wed M3
Thu 3H0ME| 5:00 AM| 900 AME  1:00 PM[ 2:04 PM 4.07
Fri 3H1ME
Sat AM2HE
10.07 10.07]
Third Week Week Totals
Day | Date In Qut In Qut Hours Combo Code Ern Cd| Hours
Sun 3M3ME
Kon 4E
Tue AMEHE
Wed
Thu
Fri
Sat
0.00 0.00
Fourth Week Week Totals
Day | Date In Qut In Out Hours Combo Code Ern Cd| Hours
Sun
Mon
0,00 0.00
[Total Pay Period Hours Worked | 20.30 < These Totals must Equal—=|__ 20.30
Earnings Code (Ern Cd) List (Partial) - See Earnings Code list on Web for Complete List
HO1 Begular Pay H30 Sick Leave H3d Holiday H3T Jury Duty
HO3 Cvertime Ha1Dep Sick H35 Funeral H33 Comp Time Taken
H13 ‘workstudy H32 Annual Leave H3E Military Luv-Pd H53 Comp Time Earned

Dept Contact Person

I certify that thiz iz a true =statement of hours worked for the University of Morth Dakota and leave taken during the

payroll period listed.

Mary Sue Jones

Employee Signature

Date

Phone:

7-0000

Supervizor Signature
Form with Formulas-Fevised 40252014

Date
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UND

Hourly Reporting Form Sample

HOURLY PAYROLL REPORTING FORM

Hmm§

University of North D:akota - Payrell Office - 312 Twamley Hall - 254 Centennial Drive Stop 7127, Grand Forks, ND 58202-7127

'EMF'L 0 LAST NAME FIRST NAME MLI. I'F'DS #
0000000 Doe Jane B 00017781
DEPT # DEPARTMEMT MAME PERIOD EEGIMNMNING PERIODEMNCING
T 2715 Electrical Engineering March 1, 2016 March 15, 2016
First Week Week Totals
Combo Code Ern Cd| Hours
Tue 3G UZ2063727150 10.23
Wed | 3218
Thu 336
Fri 6| 11:00 AM| 4:23 PM 523
Sat JHSME| 9:00 AM| 11:30 AMY 12:30 PM| 3:00 PM 5.00
10.23 10.23
Second Week Week Totals
Day | Date In Out In Out Hours Combo Code Ern Cd| Hours
3un | 366
Mon | 37HE| 9:00 AM|11:00 AM 3.00 V2063727160 hi1 5.00
Tue | 3ans| 1:.00 PM| 4:00 FM 3.00 h14 4.07
Wed | 33186
Thu | 3Hons| 6:00 AM[ 9:00 AMY 100 PM| 2:04 PM|| 4.07
Fri 36
Sat aH2HE
10.07 10.07|
Third Week Week Totals
Day | Date In Out In Out Hours Combo Code Ern Cd| Hours
3un | 3136
Mon | 3hdiie
Tue | 3MSHE
Wed
Thu
Fri
Sat
0.00 0.00
Fourth Week Week Totals
Day | Date In Out In Out Hours Combo Code Ern Cd| Hours
3un
Man
0.00 0.00
[Total Pay Period Hours Worked | 20.30 | These Totals mustEqual—=|  20.30
Earnings Code (Ern Cd) List (Partial) - See Earnings Code list on Web for Complete List
HO1 Regular Pay H30 Sick Leave H34 Holiday H37 Jury Duty
HO3 Overtime H31 Dep Sick H35 Funeral H33 Comp Time Taken
H14 Workstudy H32 Annual Leave H36 Miltary Lv-Pd H53 Comp Time Earned
Dept Contact Person Mary Sue Jones Phone: 7-0000

I certify that this is a true statement of hours worked for the University of Morth Dakota and leave taken during the

payroil period listed.

Fmnlovee Sionature

Mate

Sunernvisor Sianature

MNate




LND

Salaried Leave and Overtime Sample

Uniwversity of Morth Dakaota

SALARIED LEAVE AND OVERTIME

MRS

ERPLID TAZT MAME FIRET FAME POSTIOMNSE
0000000 |Doe Jane i 00101319
DEPT # DEPARTMENT MNAME PERIOD BEGIMNMNING PERIOD ENDING
2715 Electrical Engineering 32016 31542016
FIRST WEEK WEEK TOTALS
FROM TO ERMN Acct Code-IF Override Onlyl Ern Cd HOURS
DATE TIME DATE TIME COO0 HOURY
SECOND WEEK WEEK TOTALS
FROM 10 coo Acct Code-If Override Only Ern Cd HOURS
DATE TIME DATE TIME E HOURS
030716 8:00AM| 0308ME6[ 12:30 PM] h20 | 12.50 hZ0 12.50
THIRD WEEK WEEK TOTALS
FROM 10 coo Acct Code-If Override Only Ern Cd HOURS
DATE TIME DATE TIME E HOURS
031416 8:00AM| 03M14M6) 10:30 PM] h20 | 250 h20 2.50
]
FOURTH WEER WEEK TOTALS
FROM TO ERMN Acct Code-If Override Only| Ern Cd HOURS
DATE TIME DATE TIME COO0 HOURY
TOTAL HOURS REPORTED
" Aot Codes are generally not needed for salaried - except when you charge OT/Leave differently than how your normal salary is charged.
Earnings Codes: Salaried = Employees with 12 Month Appts; Contract = Employees with <12 Month Appts
Hil | Regular Hours [Only to be used if < Fulltime] HzE Ililitary Leawve Pd-Salaried HE3 | Comp Time Earned-All
Hi3 | Owertime-Salaried & Contract-Mon-Exermpt Hz7 Jury Duty - Salaried H23 [ Comp Time Taken-
HOE | Summer Salary - Regular Pay-Contract H40 Sick Leave-Contract H33 [ Comp Time Taken-Hourly
Hi1d | Shift Differential-Enter amtthr of add'l Hi1i Dependent Sick Leave-Contract H43 [ Comp Time Taken-
Hz0 | Sick Leave-Salaried H4Z Annual Leave - Contract
Hz1 | Dependent Sick Leave-Salaried H45 Funeral Leave-Contract
Hz2 | Annual Leave-Salaried H4E Ililitary Leawve-Contract
H2E | Funeral Leave-Salaried Hi47 Jury Oty - Santract
Dept. Contact Name: Mary Sue Jones Phone: 7-0ooa Box: 27

| certify that this is a true statement of overtime worked and leave taken during the payroll period listed.

Employee Signature Date

Supervizor Signature

Date
FORM DAT SH5I2015
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LND

Salaried Leave and Overtime Sample

University of Morth Dakota

SALARIED LEAVE AND OVERTIME

YRS

ERPLID

LAET MARE

FIRET MAME POZTIONSE
000000 |Doe Jane i 00101319
DEFT # DEPARTMENT MAME PERIOD BEGINNING PERIOD ENDING
2715 Electrical Engineering ‘ 3/1/2016 3/15/2016
FIRST WEEK WEEK TOTALS
FROM 10 ERN Acct Code-If Override Only| Emn Cd HOURS
DATE TIME DATE TIME CODE | HOURS
SECOND WEEK WEEK TOTALS
FROM TO ERN Acct Code-IF Override Only| Em Cd HOURS
DATE TIME DATE TIME CODE | HOURS
03/07/16] §:00 AM] 03/08/16[ 12:30 PM| h20 | 1250 h20 12.50
THIRD WEEK WEEK TOTALS
FROM TO ERN Acct Code-IF Override Only| Em Cd HOURS
DATE TIME DATE TIME CODE | HOURS
03/14/16] 6:00 AM] 03/14416[ 10:30 PM] h20 2.50 h20 2.50
[
FOURTH WEEK i WEEK TOTALS
FROM TO ERN "Acct Code-If Override Only| Ern Cd HOURS
DATE TIME DATE TIME CODE | HOURS||
Il
I
TOTAL HOURS REPORTED
® Acct Codes are generally not needed for salaried - encept when you charge OTiLeave differently than how your normal salaryis charged.
Earnings Codes: Salaried = Employees with 12 Month Appts; Contract = Employees with <12 Month Appts
HO1  |Regular Hours [(Only to be used if <Fulltime] HZE Milicary Leave Pd-Salaried H53 |Comp Time Earmed-All
HO3  |Overtime-Salaried & Contract-Non-Exempt H27 Jury Duty - Salaried H23 [Comp Time Taken-
HOS | Summer Salary - Fegular Pay-Contract Hd0 Sick Leave-Contract H33 [Comp Time Taken-Hourly
H15 | Shift Differential-Enter amtthr of add'l Hd1 Dependent Sick Leave-Contract Hd43 [Comp Time Taken-
Hz0 | Sick Leave-Salaried Hdz2 Annwal Leave - Contract
H21 |Dependent Sick Leave-Salaried Hd5S Fureral Leave-Caontract
H22 | Annual Leave-Salaried HdE Military Leave-Cantract
H25  |Funeral Leave-Salaried Hd7 Jury Oury - Contract
Dept. Contact Name: Mary Sue Jones Phone: 7-0000 Box: 7127

[ certify that this is a true statement of overtirme worked and leave taken during the payroll period listed.

Employee Signature

Date

Supervisor Signature

Date

FORM DATE SM5/2015
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Pay Register

Run the Payroll Register report found at: Payroll for North America>Payroll Processing USA>Pay
Period Reports.

First time, create a Run Control ID. This will be saved and can be used each pay period. Once
the report is run, have the timecards/salary leave slips, and the register all together. It helps to
have the timecards and leave slips alphabetized as the report will be in alpha order.

Using the slips and the register, find the name and verify the position number is correct. If the

employee has more than one position make sure to verify the correct slip with the register. On
the hourly slips, verify they pay rate. If an account code it listed on the timecard verify that the
one on the register matches. Lastly, verify that the hours match the total number of hours per
week with the hours listed on the register. Verify the total number of hours for the timecard.

Contract employees, verify that the Earnings code is correct and the pay is correct.

Monthly and Salaried employees, verify the leave code and the number of hours match the slip
to the register. Verify the total hours on the register with the total on the slip.
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Other

**Please double check all the boxes on every form that you submit to make sure that there are
no boxes checked that shouldn’t be.

**Please try to send all forms for an employee over all together. We will separate them here as
needed. It will lower the number of calls needed to departments and lessen data entry errors,
as well as misplaced paperwork.

**If an employee is paid from the wrong fund please send us an email or some form of written
communication explaining the error as soon as possible. If we can correct it before pay confirm
it will help both the department and us greatly. Please include the name, emplid, amount,
department, and the correct and wrong funds.

**|f paperwork is sent over late and the employee is salaried, please make sure to include an
additional pay form so we can make sure they receive all pay they are owed once we get them
entered.

**We will not accept photocopies of forms. We must have the originals. Once they leave your
department they go to other departments for signatures. If they do not show up in Payroll or on
your Pay Register Report, you should track your forms to see where they are being held up and
why. We have no idea what forms we will be receiving each pay period so it will be up to you
to track them.

You may get additional help from our Payroll website http://und.edu/finance-
operations/human-resources-payroll/managers-toolbox/manager-forms.cfm. Please use the
most current forms, they can be found on our website as well. Please call us with any questions
you may have, we will be happy to help you.

**%x%*All forms should be routed to Payroll after required signatures are gotten. All forms
need two department signatures, if work study or institutional they will also need a signature
from Career Services. Graduate students must also have the two department signatures and a
signature from the Graduate Office. Addition Pays require only two department signatures
unless the department number and the funding department number is not the same, then you
need a third signature from the other department.
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There are lots of different situations that may arise that are not covered in this manual.
Please call the Payroll office for these situations and make note of them in this section if it is
helpful.

NOTES
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Combination Code Table Screenshot

Avd * € pleyuey)

b 1 Z pieyuRy)
LOANN : | pleyLeY)
1 90udIa)ay Jabpng

$JUN0JJY JjeWIBY

:3un bunesado

L aenyy

LOaNN :pe4 ssej)
1 9po) weiboid

00SEy : 9po) puny

- 1onpoid

618¥000aNN 1 juei9nasiold
0ZLL ‘juswipedsg
S00ZLs 1 JUN0J2Y

ejaq pRuey)

anje/\ piieA , oy33 ~ osequous

oy33| ‘uondudsag.

_ anpeuj| SmeIs. fid] 800z/91/L0| 9180 2AROAY,

jieja(] ap0) uonjeuiquio)

0618¥000ONNOZLLO0SEYN :BP0) uoReuiquwo) 19
LOANN ‘anas

s|gel apoD uoneuiquod

57



Department Budget Table Screenshot
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Add/Update Position Info
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Peoplesoft Paths to Pages
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Assistance
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Mew Hire Process by Employee Type

Workstudy

Institutional

Mon-Student Part-time

1. Compiete an oniing Joo Listing on the Camer
Services website. Follow Insiuctions on website.
Position must be posted for 3 businass days.

1. Compiete an oniine Job: Listing on the Camer
Services website. Follow Instructions on webshe.
Position must be postad for 3 DUSiNEss days.

1. ¥ emplioyee was 3 student In the previows semester
OR has @HH‘N 35 3 student In the next semesler,

nm-npmg.ee has not been 3 student or wil not D a
sturdent: Enter Posiion requisition In AppilTrack to
begin recrultment. Follow HR guidelines for hifing
confngent on proof of employment siigibiiity.

appiy for job. Reeview |ob applications onilne. As part of
anline hire process, the Student Employment [JobX)
webshe valldator shows If eliglbie for Workstudy (has
accapied workstudy via their Slectronic Award Letiar
o Campus Connection, and be enroiled In at least 5
credits. )

**Reminder mat once an employes graduates they
are no kanger abile to work under student employmant.

2. Student goes wline (und.edwstudent-employment) o

2. Student goes online jund. edwstugentemployment)
o apply Tor job. Feview [cb applcations online. As part
af online hire process, the Student Empioyment {JobX)
wensie valldator shows enroilment. To qualify for
nstitutonal employment, a student must be reglsterad
Sor @ minimum of 1 craglts per semester.  Exceplon:
Mo minimum credits for students working during
sumimear braak.

**Reminder that ance an employes graduates they are
o longer aole to work under student employment.

2 F new empioyee 15 3 clITent employes, or has
recelved a paycheck from UMD since January of the
previous year, comglets the oniing Hire In HAMS
u=ing @ lemporary, st pool posifon. Submit 3
Position Funding form only If asding or defesng
Combocodes, or If changing dollar amounts for the
poesition for Budget purposes.

3. W an employee Nas received a paycheck from UND
since January of the previous year, Complete the onilne
Hira In HAMS.

¥ amployes has not received a paycheck fom UND
since January of the previous year, (1) Print off an 15
torm from the Payroll webshe, (2] Indicabs Me date the
mployee wil 551t work In pencl In the blank In Section
2-Cerfication, (2] PRIOR TO STARTING WORK,
Instruct the empioyee to take the form to the Payrol
Office jor dept E-Vertty slte), wil dentification as Nsted
o the back of the form to prove eligibillty for
mployment (4) When vermed, the E-Venty site wil
provide the new employee with a green slip to retum o
melr depariment 1o Indicate Me employment start date,
Compiete the online Hire In HRMS wsing the start date
trom the grean slip. Do NOT let employes start work
unsl they retum the grasn slip.

3. W an employee Nas received a paycheck om UND
since January of the previous year, Complete the
oniine Hire In HRMS.

¥ employee has not recatved a paycheck from UND
since January of the previous year, (1) Pint off an H2
form from the Payroll websle, (2) Indlcats the date the
lampioyes will start work In pengll In the biank In
Secton 2-Cenfication, (3} PRIOR TO STARTING
WORK, Instruct the employes to take e form o the
Payroll OMce jor dept E-Verty site), Wil Kentifcation
35 listed on the back of the form fo prove ligibillty for
ampioyment (4) When verified, the E-Verity site wil
|provide the new empioyes with a green sip fo retum fo
meir depariment 1o Indlcate the employment start date.
Compiete the online Hire In HRMS using a start dat
no earller than the daie on the gresn slip. Do MOT let
empioyes start work untl they retum the gresn slip.

3. W empioyee Niae never received a paycheck from
UMD or has not recelved a payehack from UMD since
January of e previous year, (1) Print off an H5 form
trom the Payroll webshe, [2) Indicabs e date the
employes wil start work In pancll In the Blank In
Section 2-Certification, {3} PRIOR TO STARTING
WORK, Instruct fe employes fo ke the fom o the
Payroll Office {or dept E-Verlty sit), with Identidcation
a5 llstexd an the back of the form fo prove eligiblity for
employment (4) When varified, the E-Verfy sitz wil
provide e new employes with 3 green slip io retum o
iheir departmeant i Indicate e employment stan date.
Comgiete the onilne Hirz In HRAMS using a temporary,
Sta pool poskion and 3 starl date no earller han Me
datz on e grean slip. Do NOT et employee start
work Ll they retum the green siip,

2. AppONE 10 3 posiion NUIEr Ihal Nas Dean Set U for
workstugy (H14) on the Department Budget Table.

4. Appoin 1 3 steden position numoer. vesy that
ihe combocods 1o be charged |5 set up Wnd the
selected posifion rumber,

4. Appoir %0 3 Non-5tudent posRin NUMbSr. Venty on
the: department budget table that e combosode to be
charged |5 5at up under the selected position numoer.

5. Workstudy employ=es can only be appoinied 1o
Workstudy positions and the Joo Code must match the
type of job utles pesformed. Contact Cindy Fessch In
Budgst OfMce I another Worksiudy posiion §s required
and to get Instructons for Position funding form,

5. Position Funding form required ONLY I funding
soUmce o be L=ad fo pay student has not been setup
for the position or i changing/adding funding
sOUCEE/amounts for Budget purposes.

5. Positon Funding form required GNLY I Tunding
sowce to be sad o pay stedent has not been st up
for the position or If changingiadding funding
SOUICES/AMoUNIs for Budget purposes.

& Obtan aumonzed signalures and Sorwar Posion
Fundng Form to Budget Ofice, Stop 5233,

E. Obtaln authorized signatures and forwand Posizon
Funding Form to Budge! Offce, Siop 3233,

£ Obiain authorized signaturas and forward Posiion
Funding Form to Budget Offee, Stop 2233,

h'mana-m "n'EﬂT!f H14 anu N'I'I'B:‘ﬂ Hl:ﬂle LIﬂF
account Is 521 Up on Kronos.

mmmma an nmacarlwts 'u'amr HD1 a'mu:;:m!c:
Home Labar account ks st up on Kmonos.

nﬂmmma an nmacana-ata. 'u'eﬂl‘,' H[:-1 and meeq
Home labor account |6 st up on Kronos.

8. When employes EEnminates, compleie oning
Tammination In HRMS.

E. When employee terminates, complete onilne
Tamminaticn In HAMS.

E. When empioyee ferminaies, compiete oniing
Tanmination InHAMS.

Required Approvers on Paperwork: Supendsor,
Department Head/Chaln'ddmin or Dean and Career
Sendces. Al ars Inciudad In the automatic workNow
except the depariment approve that must be added
manually.

Required Approvers on Papsrwork: Supendsor,
Deparment Head/Chain#dmin or Dean and Career
Senices. All are Included In the automatic workfow
except the depariment approve that must be added
manuaily.

Required Approvers on Paperwork: Supendsar,
Department Head/ChalrAdmin or Dean and Human
Fiesources. WEAA deparments require VPAS
signature. All are Included In the awiomatic workfiow
excapt the deparimant approve that must b2 added
manualy.

Special Mote: These instructions are also to be usad for the following situations:

1} Employees switching departments 2} Employess

changing job duties-that would require a Workers' Comp Code change 3) Employees switching between student positions and

graduate student positions/lecturers/bensfited staff or faculty. Complete online termination in HRMS and then follow the instructions

above for the rehire.

Page 1of 2
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Mew Hire Process by Employee Type (cont'd)

Graduate Students

Faculty

Benefited Staff

1. Follow Graduate School process to recnult and offer
|positions..

1. Follow Me Requast 0 Recrult procedures and
|sunmisson of Request i Appaint and Ammative
|Action paperwork.

1) Enies Staff Position reguisiian In AppiTrack i
begin recruiment. Follow HR guidines for

hinng.

2. ¥ employee has never recalved 3 paycheck from
UND or has not recalved a paycheck fom UND since
January of the previous year, (1) Print of an -3 form
rom the Payrol wetsis, {2) Indicate the date the
mployes wil start work In pencl In the blank In
Section 2-Carfication, (3) PRIOR TO STARTING
WOIRE, Instruct the employes % take the form to the
Payroll Omca {Or Dept E-Vertty sii2), wih Igentnication
3 listed on e back of tha form o prove 2ligibility for
employmant (4) When verfied, the Payroil OMce wil
orovige the new employes with a gresn sip bo take
Immediataly o thelr deparimeant ioIndicaie hie
employmeant start date. ¥ the date on e green sip Is
after e start date on Me Hire, he deparment will hien
contact the Graduats School and Human Resourcss 1o
ad|uest the start dake to 3 date no canler than the date
on the gresn slip. Do NOT |et empioyse start work
unal thay retum the gresn siip.

7 ITan empioyes has recelved a paycheck rom UND

Hire In HAMS.
If employes has not raceived a payehack from UND
Eince January of the previous year, (1) Print off an -3
from the Paymil website, (2] Indicate the date the
employes will start work In pancl in Me blank in
Section 2-Certfication, (3) PRIOR TO STARTING
\WORK, Instruct the employee to take the fom fo the
Payroll OMce (or dept E-Vertfy sie), with IdensScation
a5 llstexd on the back of e fom to prove ellgiblity far
employment (4} When vanfied, the E-Venty site wil
provids the new employes wit a green sip o retum 1o
I department o indicate tha empioymant st date.
D0 NOT lat ampinyes start work untl thay resum the
slip.

Bince January of the previous year, compiete the onling

2. Ifan empioyse has recalved a paychesk fom UND
since January of the previous year, Compiete a Joo
Diata Hire farm.

It ampioyes has not received a paycheck from UND
since January of the previous yaar, (1) Print off an 13
form #om the Payroll websiiz, (2) Indicabe the dats the
emplioyee wil start work In pencdl In the biank In
Section 2-Carfication, [3) PRIDR TO STARTING
WORK, Instruct the empioyee to take the fom o the
Payrol Ofice {or dept E-venfy sit), with idemtficaton
a5 listad on the back of the fom % prove Sigibility for
empioymant {4) When veriied, fie E-Verlfy sie will
provide the new empioyes with green slip %0 retum 1o
thealr department to Indicate e amployment start data,
It empioyes s not cumently benefited, Payrol wil gve
thiem 3 Maw Empioyes benafit packet to compiate.

Do NOT |et empioyse Start work untl ey retum the
gre=n slip.

3. Once the signed graduate contract s retumed to
depariment, comgiete the onllne Hire In HRMS, using a
single occupant position. Al Graduate students should
| o= appoirted with 3 Monthly Compensation rais.

3. Compiete the online Hire In HRMS using a start
diate no earller than the date on the green slip and
U=ing a single oocupant faculty posiion rumiber.

3. Compiete the onllne Hire In HRMS, using a single
occupant posiion and a start date no earler than the
date on the green sheet

2. AppONt 13 a graduae SiMent posiion number.
\iarity that the combocode to be charged s sat up
under the selecied position number. Submit a
Position funding foam, If necessary. Cbiain
authorzed departmant signatures for tha Poskion
Funding Form and forwand to the Budget Offic,
Siop £233.

4. werlly ihal the combocogs 1o be charged 15 setup
under the salectad position numiber. Submit 3 Postion
funcing fanm, If necessary. Obtain authorized
fepanment signatures for the Positon Funding Form
and forward to the Budget OMce, Stop 8233,

4. Veriy that the combocode 1o be charged Is 52t up
imdar the salected position numiber. Submita Posiion
|n.nung form, If pecessary. Oofan authortzed
depatment signatures for the Peeifion Funding Form
and forward o the Budget OfMce, Stop 8233

5. Departments are responsible 1o make swre that

Cradute Students have compieted Telr H3 form with
e Payroll Office and signed Al NEcessary paperwork
wiih the Graduste School, Incudng Graduste School

acoepiance lethers, poor 40 starting work,

5. Obtain authorzed slgnatures and St o
approprate reviewing authority. Plan ahead - VPAA
reguires Sme o review and sulbmit It fo Payral by
d=adline.

4. Oitain authorized signatures and submit o Payroll

5. When emgloyes ferminates, complets the onine
temnination in HRMS.

£. When empioyae terminates, compiste the online
termination In HRMS.

= When empioyee terminaies, complete the online
[termination In HRMS.

Required Approvers on Paparwork: S sor,
Depariment Head/Chalmadmin or Dean and GRou
School. All ane Induded In the automatic workflow
=ucept the deparmant approve that must be added
manuaily.

Required Approvers on Paparwork: Superdsar,
Deparment Head'Chalrdmin or Dean and VRAA
WEAA slignature not required for Medical School and
Alhletics. All are Inciwded In the awmomatic workiow
excapt the department apgrove thal must be added
mianualy.

Requirad Approvers on Paparork: Supsrvisor,
Department Head*ChalrAdmin or Dean and Wl (if
required). All are Incuded In the automatic wokfow
except the deparment apprwe that must be added
manualty.

Special Mote: These instructions are also to be used for the following situations: 1) Employees switching depariments 2) Employees

changing job duties-that would require a Workers' Comp Code change 3) Employees switching between student positions and
graduate student positions/lecturers/benefited staff or faculty. Complete online termination in HRMS and then follow the instructions

abowe for the rehire.

Page 2 of 2
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Student Employment Transition Guide

Process to Transition Student Employees between Academic Year and Summer
[Within Same Department and Similar Job Duties)

T T: Mon-Student or
TO: Workstudy TO: Institutional )
Part-time
1. Etudent compietes the Summer Financlal Ald Request |1, Deparfment supendsor runs the student through JobX 1.If employes was & ssudent In the previous
Form, which s found onine ab und eduSnancial-aid. Valdaior. To qualfy for InstiiuSonal employment, a sbudent  [semester OFR foes registersd as 8 shudent Int
Sbudent must accept Federal Work Btudy on must 1) Be regisiered for af least 1 credit per semesier
CampusConnection. Department superdsor runs the student |[fal, spring or summery; ) Have been a student in e ess in previows column. H empioyes has
through Jobd Valkdator. Sboedent must also be snmiled Ina  |previcus semester: OF 3) Have registered as a shudent for the inot besn & sfudent and will not be a sbudent,
minimum of 6 credits. nest semester enier Position requisiton In ApoliTrack &
2. Student canmct start working Lntl they are rum tarough [CoR 0 TECTHEmEnt. Falow HR guidsines for
w hiri i nt ol o 13
7 Shadent cannot start working unbl By &re run through  [the JobX Vaildator. :I;ITII;:' raent an proet of emelcymen
thie Sob¥ Valdator. )
FROM: 3. Same posifion number can be used.  Use HOM Eamings
' code and combocode on Smeshests. I using Kronos,
Workstudy rememiber to change sarmings code to HOY and account 3. De= Wew Hire Process by Employes Type
e,
3. Same position number can be used for summer and FeE cheart for FiFe process.  Char can be fund at
academic year. Conbinue %o use H14 Eamings code and NO NI N eduTRanc e-operatons/
combocode on Bmeshests. 4. Mo oniine Hire s required. Submit a Posion Funding human-resources-payrolimanagers-ooio
form io Payrol, only If the combocode trat will be used o B3y new-hire-transHon-gulde pd?.
the shudent has not be=n set up under the student's position
4. M armor ks ired for HR or Pagmoll.
= pag rEau - numEer, or Ffunding resds i be changed for Bugget
purposes.
Reminder Sat once an employes graduates they are
o longer abie to work under student empicyment. *~Remindser that once an empicyes gradusies they are
1. Ftudent completes the Summer Financial Ald Reguest 1. Depariment supendsar runs the student through JobX 1.1f empioves wag 3 ssudent in the previpus
Form which |s available onine ab und edufnancia-aid. valdator. To qualiy for Instilufional empioyment, a student  [pemesser OF has regigtered 35 @ student
Sbudent must accept Federal Work Btudy on must 1) Be regisiered for af least 1 credit per semesier ini he reit semesier, foliow InstituSonal Hiring
CampusConnection. Department superdsor runs the student |(fal, spring or summery; ) Have been a student in the process In prewious column. If employes has
through JoboX ‘alidator. Shedent must also be snrolied na previcus semaster: OR 3) Have registered as a shudent for the not been a student and will not be & student,
minimum of & credits. next semester enter Fosition reguisition in ADpiTrack &o
begin recnitment. Foliow HR guidelines for
hiring contingent proo of oy 14
1. Shugent cannot start working unbl trey are run through (2. SSudent cannct start working il they ans run tumagh zlun:llm' o SmElmen
thie Sob¥ Valdator. the JobX ‘Valldator. )
B. Hihe Position number that the student |5 cumently being
. pzid on |5 et up for W orkssady Budget Tabile Fas b . 5
FROM: [Dept Budg able nes |3, 3ame posifon numiber can be used for summer and b Cae hew Hire Process by Exployes Tyge
set up speciicaly for H14 eamings), no papenwork Is academic year.
Institutional |requrea for b= or Payron prat for fiee pracess. Chan can oe fund at
- hitp:iiund eduinance-operations’
4. I the Posiion Is HNOT sef for W orkshedy - Contact thi
mine Position Iz NOT S8t up for W orishudy 5: L - B & Mo online Hire s reguired. Subeit & Posiion human-rezources-payralimanagers-soalbo
Budget Ofice to pet up Woorkstudy on the position, or a Funding form b Payroil, only #the combooode that wil b2 [new-hire-transiton-gulde pat
termination from tfe non-workstudy positon and Job Dats used fo pay the student has not besn set up under e
Hire form to @ workstudy position |s requined. students position number.
S. Uze HI4 Eamings Code and MO combooode on 5. Use HO1 Eamings Code and combocode on Timeshests
Timeshests. Werfy H14 and comect Home Labor account IS |and Mronos.
set up on Kronos.
. **Reminder that once an empioyes graduaies they an no
Reminder that once an empioyes graduates they are no lorsper abile to work under student smployment.
longer able o work under student employment.
1. Etudent compietes the Summer Financlal Ald Request |1, Deparfment supendsor runs the student through JobX 1. Mo Action Requined.
Form which s avallable onine at und edufnancial-alid. Waldator. To qually for InstiiuSional employment, a sbudent
Sbudent must accept Federal Work Study on must 1) Be regisiered for af least 1 credit per semesier
CampusConnection. Department superdsor runs the student |(fal, spring or summery; ) Have been a student in the
through JoboX ‘alidator. Shedent must also be snrolied na presicus semester: DR 3 Have registered as a stedent for the
minimum of & credits. next semester
[ Shedent cannot start working ungl Bhey are run through |2, Student cannot start working untl they ane rum Bhrough
FRDH' thie Job¥ Validator. [the JobX Walldagor.
3. SubmiE an online femmination o ferminake Mon-student, 3. Submit an online Ination to naie Mon-
Hon- part-ime position. student, part-fme posHicn.
Student [|°- Comwiet an onine Hire, uzing a shudent poal 2. Compicte am online Hire, wsing a student pocd pesition.
. position, wim Workstudy funding. ZubmE 2 Posiion Submit a Fosition Funding form only H adding or dejeting
Part-Time |Funding 2oem ony 12 adding or deiefng combocodes, or B comibocodes, or f changing dollar amoants for Bhe positon for
changing dolar smounts for the posiSon for Budget Budges purposes.
pumases. 5. Wse HO1 Eamings Code with appropriate Combo Code on
k. Wize H14 Earmings Code and No combocods an tmeshests. Werify HO1 and comect Home Labor acoount Is
bmeshests, Warity H14 and comect Home Labor account g | 557 UR 0 Kronos.
et up In Kromos.
Lact Updats: 3242018

Special Mote: These instructions are not to be used for the following situations:

1) Employees switching departments 2) Employess changing job duties-that

would require a Waorkers' Comp Code change 3) Employees switching between student positions and graduate student positions/ecturers/benefited staff or
faculty 4) Employees who hawe never been a student and were hired as a non-student and now qualify as a student. A termination and hire must be

processed.  See New Hire instructions.

Student Transition Guide
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University of North Dakota
2016 Payroll Dates

Pay Day Reporting Dates Due Dates for Due Dates for
Payroll Forms Salaried Leave &
Hourly Time Slips
January 15,2016 December 16 to December 31, 2015 | January 4 2016 January 52016
January 29,2016 January 1 to January 15, 2016 January 19,2016 January 20,2016
February 12,2016 January 16 to January 31, 2016 February 01,2016 February 2, 2016
February 29,2016 February 1 to February 15, 2016 February 16,2016 February 17,2016

March 15,2016

February 16 to February 28, 2016

March 1,2016

March 2,2016

March 31,2016

March 1 to March 15, 2016

March 16,2016

March 17,2016

April 15,2016 March 16 to March 31, 2016 April 1,2016 April 42016
April 29 2016 April 1 to April 15, 2016 April 18,2016 April 19,2016
May 13,2016 April 16 to April 30, 2016 May 2,2016 May 3,2016
May 31.2016 May 1 to May 15, 2016 May 16,2016 May 17,2016
June 15,2016 May 16 to May 31, 2016 June 1.2016 June 2 2016
June 30,2016 June 1 to June 15, 2016 June 16,2016 June 17,2016
July 15,2016 June 16 to June 30, 2016 July 1,2016 July 52016
July 29 2016 July 1 to July 15, 2016 July 18,2016 July 19,2016

August 15,2016

July 16 to July 31, 2016

August 11,2016

August 22016

August 31,2016

August 1 to August 15, 2016

August 16,2016

August 17,2016

September 15,2016

August 16 to August 31, 2016

September 1,2016

September 2,2016

September 30,2016

September 1 to September 15, 2016

September 16,2016

September 19,2016

October 14,2016

September 16 to September 30, 2016

October 3,2016

October 4,2016

October 31,2016

October 1 to October 15, 2016

October 17,2016

October 18,2016

November 15,2016

October 16 to October 31, 2016

November 1,2016

November 2.2016

November 30,2016

November 1 to Movember 15, 2016

Movember 16,2016

November 17,2016

December 15,2016

Movember 16 to November 30, 2016

December 1,2016

December 2,2016

December 30,2016

December 1 to December 15, 2016

December 16,2016

December 19,2016

This schedule is provided for your use in processing payroll for the calendar year
2016. Pay days are the 15% of each month (or the last work day prior to the 15%)
and the last work day of each month. Paperwork not received in Payroll by the

due date will be held until the next pay day.

Flease submit paperwork as early as possible.

Payroll Dates Calendar

66




