STUDENT EMPLOYEE ACTIONS

GENERAL WORKFLOW: HIRING PROCESS
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5.2 ADDITIONAL EMPLOYMENT

Overview

The procedures described in this section are to offer guidance to
Service Centers about updating the EDB with additional student
employment, both for non-work-study and work-study applicant
status. A job may be listed as both work-study and non-work-
study, but only students with valid work-study awards may apply
for jobs listed as work-study. Please refer to Section 5.1-3,

Wor kflow for Hiring Process.

Work-study

The Work-Study award, granted through Financial Aid, consists of
afederal subsidy of approximately 50% of a student’s earnings.
The student submits an on-line application for the desired work-
study ER (Employee Request). After the student is selected, the
service center isresponsible for signing the Hiring Authorization
Form (HAF) which gives the details of the job and downloads the
current award (updated nightly). The student then authorizes
either: use of full award for that job, or indicates a split allocation
for two or more service centers (split form processed at the Career
Center). An authorized HAF must be created for each new work-
study job. If the job iswithin the same unit, the service center
may be able to print the HAF (using the existing application)
without the student’ s needing to apply on-line.

A student my re-allocate work-study funds at any point in the year
(e.g., move $200 from OPERS to Library) by processing a split
allocation form at the Career Center.
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The HAF isa communication tool and, in completion, shows:

e All employment information necessary for updating the job
on-line

e Tota work-study award amount
* PPSstatus (new hire, re-hire, “continuing” (active in PPS).

e -9 dtatus (re-hires may require anew |-9 if the original is
older than 3 years).

A “new-hire” (Never employed by the University) and a“re-hire”
(separated from employee database) will bring the authorized HAF
to the Career Center where the employment process is completed
(1-9 and other documents). The Career Center will enter the new-
hires and re-hires into the employee database.

If the student is “continuing” (active in PPS), the service center
will keep the form, add the work-study additional employment on-
line and send the authorized HAF (stamped ‘UPDATED’ and
initialed) to the Career Center.

There is no work-study funding in the summer. If a student does
not earn all of his’her award by the end of the academic year, it
will be forfeited. Because the student must re-apply for financial
aid each academic year, ¥he must have a new HAF printed for the
current academic year, regardless of the previous year's award.

Non-Work-study

The procedure for application and hiring to non-work-study jobsis
the same as for work-study, except that an award will not appear
on the printed HAF. A student may apply to a non-work-study
job, and if they have an award, it will show on the printed HAF.

In other words, a student may apply work-study funds to a non-
work-study job if ’he and the hiring unit are in agreement.
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Before you Start

If awork-study student is returning from summer break and has Data Entry

been converted to non-work-study status and extended from the Enter the data for the employee’ s additional work-study
previous year, al the Service Center will do in the EDB is convert employment viathe ADDL bundle. This bundle contains the
the non-work-study distribution to work-study status and forward following functions:

the authorized HAF (stamped ‘UPDATED’ and initiaed) to the

Career Center. (See the Non-Work-Study to Work-Sudy Status, EAPP (Appointments/Distributions)

Section 5.4). EPER (Personnel-Miscellaneous)
If the student is currently employed with another on-campus unit, EADD (Employee Address)
the service center that is hiring the student would request access to EPD1 (Employee Personal Data 1)

the employee record and compl ete the Additional Employment
(ADDL) bundle (see Requesting Alter nate Access, Section 4.8).

Accessing the ADDL Bundle
The HAF always shows the total award and does not deduct the
portion already earned. Therefore, the student will always need to 1. Logon to the Payroll/Personnel System.
indicate whether funds have already been earned and/or whether 2. At Next Function, type EEDB and press Enter.

the allocation needs to be split among two or more service centers.
If funds have aready been earned in any other campus unit (even 3. Type ADDL and the employee D number and press Enter.

if the student is quitting and leaving that unit), the student will The EAPP function will be the first displayed for the selected
need to process a split allocation form at the Career Center, so that employee.

the new unit knows exactly what funds are available at the time of

hire.

Notes and Tips

* UCSC has only two work-study programs, Federal and
President’s. There are only one or perhaps two students each
year who have President’ s work-study; the rest have Federal
awards. (Those students who have President’s Work-Study are
easy to overlook.)

* Work-study isindicated by and ‘F or a‘P inthe WSP field on
the EAPP function (the last field on the distribution line).

*  On non-work-study distributions, the WSP field will always be
blank.
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. . Title-Code Enter four-digit title-code from the classified
Completing the EAPP Function Employee Request (ER)
EAPP (APPOINTMENTS/DISTRIBUTIONS) FUNCTION % Full Enter the estimated percentage of full-time
yrop/res (Noteif thetotal of all the appointment
PPEAPPB-E0943 SCT EDB Entry/Updat B9/29/95 19:15:02
99/28/95 22:08:38 nppointments';n';:tr'i’b:teions Usérid: sCensine percentages are more than 50%, the student
10 G'Iasggggznﬂg:t:e-:if;m"ﬁ, HARD DEMO SSN: B18-88-0983 Pri z:géin:f o W||| be pl a:ed in Safe HaI’bOI’ and Wl” pay
Aj ion ur i " r H
agt Actions Pgm Tup E_as Pd D_ Appt Begin Appt End DE Dept DCP/M aj| Cal’e.)
Title Grade %Full F/ Ann/Hr Rate Rt Sch Time Lv .
4920 ASSISTANT 111 _ @20 U __S.8480  H MA A N FIV Enter “V” for variable
Dist Acti L Acct cC Fund PC 8 FTE Dis % § . - . - N . B
11 3 Z6ia __ 7o4s0 2 CR/MERR || /MSG/STUDENT o 1000 Ann/Hr Thisfield is derived from the distribution rate
FPay Begin Pay End Step 0/A Rate/Amount 0DOS PRO DUC  MWSF .
pepses  @e3aeos  _ _  _Sa4em  BEG . _ _ field.
D?? retions li;ggatia i ;;;;a " g CROMN/STUDENT PROGRAMS i gjjﬁaa Rt “H” for hourly time-reporting
Fay Begin Poy End Step 0/ Rate/fAmount 0O0S PRO  DUC  WSP
E— I e R Sch “MA” for monthly arrears
Hext Func: ____ 1D: Hame : SSHM: - - - — - -
e an A Time A” for positive time-reporting
F: 1-Hel 3-Prevtenu  4-Print S-Update N
| F F o-dump - 12-Exi t Lv "F" allows students to accrue sick-leave only,
i e when reported hourstotal at least one half the
working hours of any month.

Appointment Level Procedure: : : :
3. PressEnter to invoke range/value edits and then continue to

1. Onthe EAPP command-linetype “add a” to create a new distribution level procedure.
appointment for your additional work-study employment (see
example above)

2. Enter the data

Actions Type action code 13 for additional
(Action Code) employment.
Type Student Employment positions are aways

casual/restricted, type 4.

Appt Begin Enter the date that the job begins. (This
cannot be anytime before the HAF is signed).

Appt End Enter “10/31U/XX” for the Appointment End
Date.
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Completing the EPER Function

EPER (PERSONNEL - MISCELLANEOUS) FUNCTION

UCOF/PPS
PPEPERO-EB943 SCT EDE Entry/Update B9/29/93 18:17:39
a9,/22/05 2286325 Parsonne I-Hisce | laneous Usetrid: SCSESLAS
|D: 218909999 Hanid : HORK IMG, HARD DEMO SEM: @18-88-8989 Pri Pag: MA
Assigned BELI: 5 Derived BELI : & Effective Date: QEES9T
BELI Status Oualifiers: Primarg: __ Date: Secondary: __ Date:
Date of Hire : BEES9S Original Hire Date:
Emploges Relations Code E Employee Relations Unit: Q9

Probationary Feriod End Date

Hext Salary Rewview Date : Mext Salary Rewviewm Tupe: _

Merit Rate Increase Percent

Home Depar tment : EREas TRAIMING OM-LINE UPDATE

Primary Title Code 4028 ASSISTANT 111

Emploges Unit Code E Employee Representation Code H )

Emplogyes Special Hondling Code: _ Employee Distribution Unit Code: _

Job Group 1D © 9ag

Al ternate Department Code :

Acodemic Programmatic Unit Cd -

Hext Func: 10 MHame : SEN:

===»

F: 1-Help 2-Preuvhenu  4-Print S-Update

F: Q= Jump 12-Exit
e 12/34 Fri 29 Sep 10:19 l_

EPER Procedure

The EPER function alows you to change the Service Center
Home Department if desired.

1. Inthe“Home Dept” field, you enter the six-digit mail-code
that begins with three zeros.

2. The Alternate Access code (if access was granted by Home
Department) should now be removed from that field by typing
an asterisk (*) in the first space of the Alternate Accessfield.

3. PressF11 Next Function to continue to the next functionin
the ADDL bundle which isthe EADD (Employee Personnel
Data 1) function.
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Completing the EADD Function

EADD (EMPLOYEE ADDRESS) FUNCTION

uccmvsb.ucop. eduuccmysh.ucop.edu - TH3270/TN5250 Connection M =]

Session Edit Yiew Commands Seript Help

Dls|@l| = @] @ Of | 2le] 0|

Postal Code:
Home Fhone: 4084751223

PPEADDO-E1302 SCT EDB Entry/Update ADDL 11/13/00 14:04:30
11/13/00 11:22:22 Employee Address Data Userid: SCPPSJL
ID: 010000909 Name: WORKING, HARD DEMO SSN: 010-00-0909 Pri Pay: MA
Permanent Address Line 1: 1260 WESTERN DR

Line 2:

City: SANTA CRUZ State: CA Zip: 895060
Foreign Addr Ind: _ Prov: Country: _

Spouse Name:

|BM-3278-26 LU = L10TAANK

EADD Procedure

Campus Release Codes - Perm Address: _ Home Phone: _ Spouse Name: _
Employee Organization Disclosures - Perm Address: ¥ Home Fhone: _
Campus RAddress Line 1:

Line 2:

City: State: ___ Zip:
Campus Phone 1: Phone 2:
Campus Room: 000462 Building:
Next Func: ID: Name: SSN:
———x
F: 1-Help 3-PrevMenu 4-Print 5-Update
F: 9-Jump 10-PrevFunc 11-NextFunc 12-Exit

Line 5 Column 28
HUM

The EADD function allows you to change an address or telephone
number if desired. If there are no changes, press F11 Next
Function to continue to the next function in the ADDL bundle
which isthe EPD1 (Employee Personal Data 1) function.
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Completing the EPD1 Function

EPD1 (EMPLOYEE PERSONAL DATA 1) FUNCTION

uccmysh ucop eduucemysb ucop.edu - TH3270/TN5250 Connect tion

sion Edit View Commands Sciipt Help

Snﬁug'eze:gg

ol
FPEFD10O-E1302 SCT EDB Entry/Update ADDL 11/13/00 14:09:15
Employee Personal Data 1 Userid: SCPPSIJL

ID: 019000909 Name: WORKING, HARD DEMO SSN: 010-00-0909 Pri Pay: MA

Date of Birth: 051876

Sex: F

Ethnic: FE

Veteran Status Codes - Vietnam: N War/Campaign: N Disability: N
Disabled Status: N

Citizenship: C

Student Status: 3 No. of Reg. Units: 15.0

Pay Disposition Code: 000462

Next Func: ID: Name: SSN:
=

F: 1-Help 2-Cancel 4-Print S-Update

F: 9-Jump 10-PrevFunc

Line 26 Column 13 |
|BM-3278-2-E LU = L10TAANE CAP MUM VA

EPD1 Procedure

The EPD1 function allows you to change the check disposition
address. (If there are no changes, proceed to Review.)

Pay Enter Mail Code (See Appendix J).
Disposition Used to deliver checks and surepay stubs.
Code
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Review

Use F10 Prev Func and F11 Next Func to navigate through the
functionsin the bundle.

1. Make sure that you have completed all the required data
elements in the bundle.

2. Review all entered data for accuracy and consistency.

Updating the Employee Database

Press F5 Update to display the PAN Subsystem Notification
Preparation screen.

Consistency Edits
If there are consistency edits, the Consistency Edit (ECON)
function is automatically displayed. Review al error messages and
make necessary corrections.

How to Correct Consistency Errors
From the ECON function you may:
e Correct errors directly on the ECON function.

¢ F3Return to thelast data entry function, make any
corrections, then do one of the following:

¢ PressF5 Updateto invoke PAN.

* PressF2 Cancel twice to cancel the update and leave
the EDB unchanged.

See Consistency Edit Messages (ECON) in Section 1.6, System
Messages for more information and instructions.
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PAN Preparation

If there are no consistency errors, or after you have made all the
corrections, and you are on the PAN Subsystem Notification
Screen, add additional reviewers or users.

1. Press F10 Comments and add a description of the action and
any significant details; be sure to indicate work-study split
award information and other relevant information.

2. Press F11 Detail to view the notification detail that will be
sent.

3. Press F5 Update to compl ete the update and send the
notification.

If the update is successful, the EAPP function appears and
displays:
U0007 UPDATE PROCESS COMPLETE

Accessing IMSG

1. To accessthe Message Report Screen go to the Next Function
field, type IMSG and press Enter.

2. When the IMSG screen is displayed, review any remaining
messages and take the appropriate action.

Y ou may now start another additional employment action.

Disposition of Forms
»  Send the authorized HAF (stamped ‘UPDATED’ and

initialed) to the Career Center. Keep a copy for your records.

Payroll/Personnel System
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5.3 WORK STUDY TO NON-WORK-STUDY STATUS

Overview

The procedures described in this section are to offer guidance with
converting work-study positions to non-work-study status on the
EAPP function.

Once your department’ s allocation of a student employee’ s work-
study award is exhausted, Service Centers are responsible for
converting their jobs to non-work-study. Thisisimportant for
EDB history reporting, and especialy if you are splitting a work-
study student award with another department.

Policy Summary

The Work-Study Program is afinancia aid award which consists
of afederal subsidy of approximately 50% of a student’s earnings.
Work-study jobs are available only to those financia aid students
who have valid work-study awards. When a campus unit forwards
an Employee Request to the Career Center indicating that it isto
be work-study, it will be posted as such.

Any increase or decrease in a student's total alocation in the
course of the year will be posted via PAN by the Financial Aid
Office.

Each month the Financial Aid Office sends areport listing
students whose awards are at a threshold of $100. When the
student's award is exhausted any hours worked past that point will
be paid 100% by the unit. Therefore, the database must reflect the
change from work-study to non-work study.

Student employees on Approved Leave of Absences may retain
their current position for one quarter (3 months), excluding
summers. If the student was on work-study status prior to taking a
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leave, ghe will have to be converted to non-work-study status, as
the employer will be responsible for paying 100% of the wages
while the student is unregistered.

There is no work-study funding in the summer. If a student does
not earn all of her award by the end of the academic year, it will be
forfeited.

Before you Start

Service Centers are responsible for tracking work-study earnings.
When the award (or split allocation) is exhausted, Service Centers
will convert their work-study distribution(s) to non-work-study
statusin the EDB. Service Centers may opt to extend the
appointment through the summer at the same time that they are
converting it to non-work-study. (See Section 5.6, Sudent
Extension of Appointment.)

Data Entry

Enter the data for changing a work-study to a non-work-study
distribution on the EAPP function.

Accessing the EAPP Function

1. Log on to the Payroll/Personnel System.

2. At Next Function, type EEDB and press Enter.

3. Type EAPP and the employee ID number and press Enter.
The EAPP function will be displayed for the selected employee.

5.3—1
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5.4 NON-WORK-STUDY TO WORK-STUDY

Overview Before you Start
The procedures described in this section are to offer guidance to When the student’ s position is converted from non-work-study to
Service Centers about converting non-work-study distributions to work-study, the Service Center need only convert the non-work-
work-study status. study distributions to work-study on the EDB and forward the
HAF, stamped ‘UPDATED’ and initialed, to the Career Center.
i If the student is currently employed with another on-campus unit,
Pol ICY Summ ary the Service Center which is hiring the work-study student would
The Work-Study Program, based on a student’ s financial aid request access to the employee record and complete an Additional
award, is funded only during the academic year. Work-study Employment. bundle. (See Section 5.2, Additional Employment)

students who are extended through the next academic year must be
converted to non-work-study status, either when their current
year's funding runs out or on the last day of the academic year,
and then extended through the next academic year. If they return
in fall with a new work-study award, the service center will then
convert them back to work-study status as of the begin date of
their fall work schedule. (See Section 5.3, Work-Study to Non-
Wor k-Study). The data collection documents are the approved HAF, the split
alocation form, and a current, classified Employee Request (ER).

Students can split their work-study award between different
departments. The HAF contains only the total work-study award
for each student employee; the student will decide on what the
original split will be when s/heis hired by two or more service
centers. The split allocation form is processed at the Career
Center and copies are sent to all Service Centersinvolved.

A work-study student may apply to a non-work-study job. When
the supervisor prints the Hiring Authorization Form (HAF), the
work-study award will automatically show if the award exists.
The student may, if s/he chooses apply al or a portion of the
award to this non-work-study job. Work-study students may hold
work-study jobs concurrently with non-work-study jobs.

5.4—1
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Completing the EAPP Function

Data Entry
. . EAPP FUNCTION: CHANGING FROM NON-WORK STUDY TO WORK STUDY
Enter the data for changing a non-work-study position to work- TS
gUdy S[aIUS On the EAPP funCtl On PPEAPPO-EBD43 SCT EDE Entry/Update a3,/29,/95 13:@81:89
B9/28,/95 22:00:28 Appo intments Mistributions Userid: SCSESLAS
1D: 818886285 Name:!TEgSHGE, MISsY M SSM: B1E-EE-8208 Pri Pay: MA
. - PAF Gen Mo: Pg 81 of &1
Accesslng the EAPP Functlon Appt Actions Pgm Tup Bas Pd Oue Appt Begin Appt End Dur Dept s
1a - S 4 _ — BoE195 QOIEQ5  _  Q@@3960
Title Grade ZFull F/) Ann/Hr Fate Rt Sch Time Lu
1. Log onto the Payroll/Personnel System. 2829 RSSISTANT 11 - B2 U S WM B U
. Di=st Actions L Aect [ Furd PC =1 FTE Di=s %
2. At Next Function, type EEDB and press Enter. M 7761340 76498 2 CR/MERR |1/HSB/STUDENT __ @.236@

Fay Begin Pay End Step 0/A Raote/Amount DOS FRO DUC  LSFP
B58 195 BE3A05 _ _oS.od488  BEG ___ _ —

3. Type EAPP and the employee | D number and press Enter.

Dist Actions L Aoct CC Fund PC S FTE Dis %
The EAPP function will be displayed for the selected employee. Pay Begin Poy End Stsp O/A Rate/fncunt DOS PRO DUC HSP
Mext Func: ___ 1D: Mame: : SEH:
===
F: 1-Help Z=Frautenu 4-Frint S=Update
: Y= Jamp 12-Exit
e 04721 Fri 29 Sep 01:.02 ,_

Notes and Tips

e UCSC has only two work-study programs, Federal and
President’s. There are only one or perhaps two students each
year who have President’ s work-study; the rest have Federal
awards. (Those students who have President’s Work-Study are
easy to overlook.)

*  Work-study isindicated by and‘F or a‘P inthe WSP field
(thelast field on the distribution line)

»  For student employees who were previously employed within
your department, AND who have been extended from last year
as non-work-study, enter the datain the following fields, as
applicable.

*  For student employees who have NOT worked in your unit
before but are employed elsawhere on-campus, see Section
5.2, Additional Employment.

542
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Appointment level Procedure
There is no appointment level entry for changing from non-work-
study to work-study.

Distribution Level Procedure

There is no action code for work-study status change; the
system will default to “Other.”

1. Under the “Pay End” field, type in the date before the “begin
date” on the authorized HAF.

2. F9 Jump to the command line and copy the original
distribution to a new distribution using the “ copy xx to xx”
command.

3. Enter the datain the following fields as appropriate.

Pay Begin Re-key the “Pay Begin” date (to the begin
date specified on the HAF).

Pay End Re-key the “Pay End” date (to the last day of
the ACADEMIC year).
WSP Input the proper work-study code, (F for

federal work-study and P for president’s)

4. PressEnter for value/range edits. Y ou should see the account
name/description appear asit is established in the system.

Payroll/Personnel System
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EAPP (APPOINTMENTS & DISTRIBUTIONS) FUNCTION

UCOP/PP$

PFPEAFFO-EBO43 SCT EDB EntryAlpdate BO/20,M05 12:84:17
B9/28/95 22:88: 28 Appo intments Mistributions Userid: SCSESLAS
I0: B1EEEEZEE Mame: MESSAGE, MISSY M SSM: B18-BE-B288 Pri Fag: MA

PAF Gen Ho: 2 Fg @81 of @1
Appt Actions FPam Tup Bas Pd Our Appt B=gin Appt End Dur Dept

1@ £ 4 __ — EoE 105 QO2E06 G836

Title Grade %Full F/U Ann/He Rote Rt Sch Time Lu
4928 ASSISTAMT 111 - 8,23 Mo S.o400 0 2H HA a o
Di=t Actions L Acct [ Fund PC s FTE Dis %

1 T MGIs4A _ Ta400 2 CR/MERR || /HSG/STUDENT 8, 2366
Fay Begin Fay End Step 0/A Rate/fAmount DOS FRO DUC  LISF
26195 @og49s _  _S.gd488 00 BEG 0 _ —

Dist Actions L Acct cC Fund PC FTE Dis %

=
2 CR/MERR || AHSG/STUDENT

12 Jriri = . 1< - 2=

Fay Begin Payg End Step 0/A Rate/Amcount DO PRO DUC  LSP
892595 a5i495 — __5_B&E%F_ BEG ____  _ E

Mext Func: A 10: Hame : SEM:

Ugea1  Input accepted

===z

F: 1-Help 2-Cance| 4=Frint S=Update

F: S-Jump

gkl 2013 Fri 29 Sep 01:.07 I_

Review the EAPP function data you entered. Using the end/begin
method, you should have two distributions for every one you
started with.

1. Theorigina non-work-study distribution should have an end-
date which isthe day before the “pay begin” date indicated on
the authorized HAF.

2. The copied distribution (containing the same account number)
will have a*“Pay Begin” date which is the begin date specified
on the HAF but not before the first day of the academic year,
and a“Pay End” date which isthe last day of the academic
year (remember, there is no work-study funding during the
summer).
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Updating the Employee Database

Press F5 Update to display the PAN Subsystem Notification
Preparation screen.

Consistency Edits

If there are consistency edits, the Consistency Edit (ECON) screen
isautomatically displayed. Review all error messages and make
necessary corrections.

How to Correct Consistency Errors
From the ECON screen you may:
* Correct errors directly on the ECON screen.

* F3Return tothe EAPP function, make any corrections, then
do one of the following:

» PressF5 Updateto invoke PAN.

* PressF2 Cancel twiceto cancel the update and
leave the EDB unchanged.

See Consistency Edit Messages (ECON) in Section 1.6, System
Messages for more information and instructions.

PAN Preparation

If there are no consistency errors, or after you have made all the
corrections, and you are on the PAN Subsystem Notification
Screen, add additional reviewers or users.

1. Press F10 Comments and add a description of the action and
any significant details

2. Press F11 Detail to view the notification detail that will be
sent.

Payroll/Personnel System
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3. Press F5 Update to complete the update and send the
notification.

If the update is successful, the EAPP function appears and
displays:
U0007 UPDATE PROCESS COMPLETE

Accessing IMSG

1. To access the Message Report Screen go to the Next Function
field, type IMSG and press Enter.

2. When the IMSG screen is displayed, review any remaining
messages and take the appropriate action.

Y ou may now start another appointment or distribution level
action.

Disposition of Forms

*  Forward the appropriate approval document to the mandatory
reviewer.

* Theauthorized HAF (stamped ‘UPDATED’ and initialed) is
forwarded to the Career Center.
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5.7 ENDING APPOINTMENTS OR SEPARATING STUDENT EMPLOYEES

Overview

The procedures described in this section are for ending student
appointments or separating student employees.

Policy Summary

Student appointments are typically set up with an ending date of
10/31/xx so that they remain active on the EDB through summer.
Service Centers have the period from April through October to
determine whether to extend a student’ s appointment, end the
appointment(s), or separate the student altogether. The Year Long
Process chart on page 5.1—2, illustrates the timing for
determining the most appropriate action to be taken.

The following guidelines are an aid in deciding whether to end or
separ ate student employees.

Refer to Section 5.6, Student Extension of Appointment, for
guidelines about extending student employees.

When to End Appointments

If a student’ s appointment(s) with your unit is ending but they
have an active appointment in other units, end your unit’s
appointment(s) and distribution(s) and change the student’s Home
Department Service Center, as appropriate.

When to Separate Students

Throughout the academic year, a Service Center who is the sole
employer may separate an employee whose service ends. An
actual break in service between jobs congtitutes avalid reason for
separation.
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There are obvious advantages in separating the student:

* aclean, more accurate EDB
* student is able to access DCP accumulations

e provides an opportunity to update address and W-4
information

e cessation of sure-pay (direct deposit)
e student will not continue to appear on unit’s timesheets

« reportswill be more accurate and effective (e.g.,FICA “Zero
Unit Report” for tracking student FICA situations

e student must be separated before any future re-hire action can
take place

Summer Guidelines

In June and July it is advisable not to separate students whose
employment is ending because of on-going summer recruitment
and a break in service may conflict with concurrent hire in another
unit. Itisacceptable to leave student appointments “asis’ in
summer (with the appointment end date of 10/31/xx) if the Service
Center is not sure whether sshe will return in fall.

Fall Guidelines

By end of October, students (with no other active appointments)
not returning to your unit should be separated. In November, those
students who did not return to the University and were left on the
database without an extended appointment, will become inactive
on the database. At thistime, the Career Center will distribute an
Inactive Student Employee Report to the Service Centers so that
they can make afinal determination as to whether to extend or
separate those students. In early December, those few remaining
inactive students who have not been manually separated will be
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mass separated in a batch transaction.

When a student is separated, they are entitled to a‘ UCRS
Distribution Kit for Non-Exempt Student Employees’ provided to
Service Centers by the Benefits Office. Separated students
reguesting a refund of DCP accumulations, will need to be made
aware that UCOP will not process the disposition should the
student become an active UCSC employee prior to the disposition
being processed.

Data Entry for Ending Appointments

Enter the data for ending appointments via the EAPP function
only.

Accessing the EAPP Function
1. Log on to the Payroll/Personnel System.
2. At Next Function, type EEDB and press Enter.

3. Type EAPP and the employee ID number and press Enter.
The EAPP function will be displayed for the selected employee.

Payroll/Personnel System
March 01, University of California, Santa Cruz

Completing the EAPP Function

EAPP (APPOINTMENTS/DISTRIBUTIONS) FUNCTION

N ECEYLE LD LT - 1A LR | HOE | e,

Grimw L8 ges Dok Loewoesh Hor

Cle@le) gia] e ol il Sl 8

Lime 4 Calumn B8

Appointment Level Procedure:

Appt End On the “Appt End” field enter the appropriate
end-date. (Delete all future appointments.) Do

not affect any other unit’s appointments.

Distribution Level Procedure:

Pay End On all distributions, enter the appropriate end-
date in the “Pay End” distribution field.
(Delete al future distributions.)
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Data Entry for Separating Student Completing the ESEP Function
Employees: ESEP (SEPARATION) FUNCTION
Note: Do not proceed with separation action if the student has (or B b o ek it
will return to) active appointments with other service centers A B e R LIRS NETIEN—
separation action is for student employees who have graduated; 01 BLACSH t0b Hows: DEGSALST, BALSY D. SdH: B Bre By A
who are leaving the university; or who did not return to UC ars Bay on Fav ' aspa

employment by end of October.

Enter the datafor an employee separation viathe SEPR bundle.
This bundle contains the following functions:

ESEP (Separation)
EAPP (Appointments/Distributions) ey am
ELVE (Leave of Absence) "

EADD (Employee Address) —
EPD1 (Employee Personal Data 1)

1. Enter datain the following fields as applicable:

Accessing the SEPR Bundle
Last Day on | Thelast day the employee was on pay status

1. Log on to the Payroll/Personnel System. Pay in the format: MMDDY'Y
2. At Next Function, type EEDB and press ENTER.
3. Type SEPR, and the employee ID number and press ENTER. Separation The d_ate upon which the separation is
The ESEP function will be displayed for the selected employee. Date effectivein the format: MMDDYY.
Reason Enter the Code indicating the reason for
separation.

2. PressEnter to invoke range/value edits.

3. PressF11 Next Function to continue to the next function.
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Completing the EAPP Function

EAPP (APPOINTMENTS/DISTRIBUTIONS) FUNCTION

uccmvsh.ucop.eduuccmvsb.ucop.edu - TN3270/TN5250 Connection
Session Edit Wiew Commends Scipt Help

[_ o]

EEEEEEEETEEE]

PPEADDO-E1302 SCT EDB Entry/Update SEFR 11/14/00 10:32:58
11/14/00 08:46:13 Employee Address Data Userid: SCPPSIL
ID: 010000909 Name: DIGSALOT, DAISY D SSN: 010-00-0%909 Pri Pay: MA

Permanent Address Line 1: 1260 WESTERN DR

Line 2:
City: SANTA CRUZ State: CA Zip: 95060
Foreign Addr Ind: _ Prov: Country: _
Fostal Code:
Home FPhone: 4084751223 Spouse Name:
Campus Release Codes - Perm Address: _ Home Phone: _ Spouse Name: _
Employee Organization Disclosures - Perm Address: Y  Home Phone: _

Campus Address Line 1:
Line 2:

City: State: __ Zip:
Campus Phone 1: Phone 2:
Campus Room: 000462 Building:

Next Func: ID: Name : SSN:

——=x

F: 1-Help 3-PrevMenu 4-Print 5-Update
F: 9-Jump 10-PrevFunc 11-NextFunc 12-Exit

Line 26 Column 13 |
| T I —

IBM-3278-2E LU =L10TABAY

Appointment Level Procedure:

Appt End On the “Appt End” field enter the appropriate
end-date. (Delete all future appointments.)

Distribution Level Procedure:

date in the “Pay End” distribution field asyou

input for the appointment. (Delete al future
distributions.)

Pay End On dll active distributions, enter the same end-

1. Press Enter to invoke range/value edits.

2. Press F11 Next Function to continue to the next function.

ELVE Function Notes & Tips

There is nothing to enter on the EL VE (L eave of Absence)
function for student employees.

Press F11 Next Function to continue to the EADD (Employee

Address) function in the SEPR bundle.

Completing the EADD Function

EADD (EMPLOYEE ADDRESS) FUNCTION

uccmysb.ucop. eduuccmysb. ucop.edu - TN3270/TN5250 Connection

[_ O[]
Session  Edit View Commands Scopt Help
Djs|6|@|c|g] B) “le| Of =) sl @
PFEADDO-E1302 SCT EDB Entry/Update SEPR 11/14/00 10:52:58
11/14/00 08:46:13 Employee Address Data Userid: SCPPSTL
ID: 010000909 Name: DIGSALOT, DAISY D SSN: 010-00-0909 Pri Pay: MA
Permanent Address Line 1: 1260 WESTERN DR
Line 2:
City: SANTA CRUZ State: CA Zip: 95060
Foreign Addr Ind: _ Prov: Country: _
Postal Code:
Home Phone: 4084751223 Spouse Name:
Campus Release Codes - Perm Address: _ Home Phone: _ Spouse Name:
Employee Organization Disclosures - Perm Address: ¥ Home Phone: _
Campus Address Line 1:
Line 2:
City: State: __ Zip:
Campus Fhone 1: Phone 2:
Campus Room: 000462 Building:
Next Func: ID: Name: SSN:
=—=x
F: 1-Help 3-FPrevMenu 4-Frint 5-Update
F: 9-Jump 10-PrevFunc 11-NextFunc 12-Exit
Line 20 Column 13 |
IBM-3278-2E LU = L10TABAY HUM A

1. Correct the “Permanent Address’ and “Home Phone” as
appropriate.

Press Enter to invoke range/value edits.

Press F11 Next Function to continue to the EPD1 (Employee

Personal Data 1) function in the SEPR bundle.
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Completing the EPD1 Function

EPD1 (EMPLOYEE PERSONAL DATA 1) FUNCTION

uccmysh_ucop. eduuccmysh ucop_edu - TN3270/TN5250 Connection

Session Edit View Commands Script Help
SECERCE O

PPEPD1O-E1302 SCT EDB Entry/Update SEPR 11/14/00 11:04:07
11/14/00 08:46:13 Employee Personal Data 1 Userid: SCPPSTL
ID: 010000909 Name: DIGSALOT, DAISY D SSN: 010-00-0909 Pri Pay: MA

Date of Birth: 851876

Sex: F

Ethnic: F

Veteran Status Codes - Vietnam: N War/Campaign:
Disabled Status: N

Citizenship: C

Student Status: 3 No. of Reg. Units: 10.0

Pay Disposition Code: 000462

_ Disability: N

Next Func: 1D: Name: SSN:

F: 1-Help
F:

3-PrevMenu 4-Print 5-Update
9-Jump 10-FrevFunc 12-Exit

Line 6 Column 17 |
|BM-3278-2E LU = L10TABAY

[N 4

The EPD1 function allows you to change the check disposition
address. (If there are no changes, proceed to Review.)

Pay Enter Mail Code (See Appendix J).
Disposition Used to deliver checks and surepay stubs.
Code

Review

Use F10 Prev Func and F11 Next Func to navigate through the
functions in the bundle.

1. Make sure that you have completed all the required data
elementsin the bundle.

2. Review al entered datafor accuracy and consistency.
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Updating the Employee Database
Press F5 Update to display the PAN Subsystem Notification
Preparation screen.

Consistency Edits

If there are consistency edits, the Consistency Edit (ECON)

function is automatically displayed. Review al error messages and
make necessary corrections.

How to Correct Consistency Errors
From the ECON function you may:
¢ Correct errors directly on the ECON function.

* F3Return tothelast data entry function, make any
corrections, then do one of the following:

* PressF5 Updateto invoke PAN.

¢ PressF2 Cancd twiceto cancel the update and leave
the EDB unchanged.

See Consistency Edit Messages (ECON) in Section 1.6, System
Messages for more information and instructions.
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PAN Preparation

If there are no consistency errors, or after you have made all the
corrections, and you are on the PAN Subsystem Notification
Screen, add additional reviewers or users.

1.

Press F10 Comments and add a description of the action and
any significant details

Press F11 Detail to view the notification detail that will be
sent.

Press F5 Update to complete the update and send the
notification.

If the update is successful, the ESEP function appears and
displays:

U0007 UPDATE PROCESS COMPLETE

Accessing IMSG
1. To access the Message Report Screen go to the Next Function

field, type IMSG and press Enter.

2. When the IMSG screen is displayed, review any remaining

messages and take the appropriate action.

Y ou may now start another separation action.

Disposition of Forms

Forward the appropriate approval document to the mandatory
reviewer.

If the student requests, give him/her a“UCRS Distribution Kit
for Non-Exempt Student Employees’ or the tel ephone number
to explore her retirement investment options. 1-800-888-8267.
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5.8 STUDENT PAY RATE ADJUSTMENTS

Overview
The procedures described in this section are to offer guidance in
implementing pay increases for students with Assistant 11, 111, and

IV classifications. (Assist. | positions are moved into Assist. |l
title).

Policy Summary

Classification and Recruiting Above the Minimum

Service Centers have authority to determine the classification of
Assistant Il and 111 positions, and they have the flexibility to
recruit up to 10% over the base pay rate for those classifications
without the Career Center negotiations or approval. The Career
Center reviews al ER requests and will inquire about a pay rate
recommendation that is inconsistent with similar positions.
Student Assistant |1V classifications are determined by the Career
Center.

Recruiting Above 10% of the Base Pay Rate

If the recommended pay exceeds 10% of the base pay rate, the
Service Center must receive ER approval from the Career Center
before that job is posted, and once approved, the “ Internal
Comments’ section on the ER should include: the percentage over
base pay; % over in cents; the actual pay rate; the rationale; and
“approved by on date.”
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Movement Through the Salary Range

All three Student Assistant classification levels allow for
movement through the salary range, whereby the Service Centers
may grant increases up to 25% in asingle fiscal year based on
either merit performance or “unit specific” considerations (e.g.,
difficulty retaining incumbents; assumption of greater
independence). Service Centers have the authority via OEU to
implement increases up to 10% of base pay with supportive
documentation for their own records (e.g., supervisor request
performance evaluation). The PAN comments (reviewed by the
Career Center) should include: rational, % of increase, increasein
cents, and pay rate.

If over 10% of base pay the increase will require prior approval
by the Career Center, and the PAN comments should include:
rationale; % increase; increase in cents; pay rate; and “pre-
approved by on date.”

Please refer to Section 5.9, Student Reclassification, for student
pay increases involving reclass to a higher title code. Consult the
Career Center Student Policies and Procedures manual located at
http://www?2.ucsc.edu/careers/staff/policy for complete
compensation guidelines.

Before you Start

Be sure the Service Center documentation or pre-approval
(required for pay increases over 10% of base pay) isin place
before you begin.

Data Entry
Enter data for differential adjustments on the EAPP function.
5.8—1
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Updating the Employee Database

Press F5 Update to display the PAN Subsystem Notification
Preparation screen.

Consistency Edits

If there are consistency edits, the Consistency Edit (ECON)
function is automatically displayed. Review all error messages and
make necessary corrections.

How to Correct Consistency Errors
From the ECON function you may:
* Correct errors directly on the ECON function.

* F3Return tothelast data entry function, make any
corrections, then do one of the following:

* PressF5 Updateto invoke PAN.

* PressF2 Cancel twiceto cancel the update and leave
the EDB unchanged.

See Consistency Edit Messages (ECON) in Section 1.6, System
Messages for more information and instructions.

PAN Preparation

If there are no consistency errors, or after you have made all the
corrections, and you are on the PAN Subsystem Notification
Screen, add additional reviewers or users.
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1. Press F10 Comments and add a description of the action and
any significant details (e.g., percent over base pay; percent in
cents; new pay rate, and rationale for increase). |If theincrease
exceeds 5% of base pay the comments should additionally
include the approval source and date.

2. PressF11 Detail to view the notification detail that will be
sent.

3. PressF5 Update to complete the update and send the
notification.

If the update is successful, the EAPP function appears and
displays:
U0007 UPDATE PROCESS COMPLETE

Accessing IMSG

1. To access the Message Report Screen go to the Next Function
field, type IMSG and press Enter.

2. When the IMSG screen is displayed, review any remaining
messages and take the appropriate action.

Y ou may now start another appointment or distribution level
action.

Disposition of Forms

e If theincreaseiswithin 10% of the base pay for the
classification, documentation initiating the action (e-mail,
supervisor request, revised job description) is required
according the Service Center procedures; however,
documentation is not required for the Career Center)

¢ If theincrease exceeds 10% of the base pay, the Career Center
requires email or some written documentation for tracking pre-
approval of these pay increases.
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5.9 STUDENT RECLASSIFICATION

Overview

The procedures described in this section are to offer guidance to
Service Centers about updating the EDB with a student re-
classification.

Policy Summary

A student may be reclassified upward or downward if ghe
assumes duties of greater or lesser responsibility.

Reclass from Title Code I1-111 with up to 10% increase above the
employee's current pay rate does not reguire pre-consultation or
approval by the Career Center. The Service Center ends the old
job and begins the new appointment at new pay rate, with PAN
comments include the rationale for reclass, % increase over current
pay, increase in cents, and new pay rate. A revised ER (employee
reguest) should be maintained in the Service Center for this reclass
action.

If the reclass increase exceeds 10% of current pay rate, the Service
Center would pre-consult with the Career Center for approval, and
upon OEU the PAN comments would include: reclassto Titlelll,

% increase over previous pay rate, increase in cents, new pay rate,

and “approved by on___ date.” Therevised ER remains

at the Service Center.

Since the Career Center determines the Title IV classification and
pay rates, reclassification from Title I11 to IV involves submitting
arevised ER reguest to the Career Center with reference to the
current title 111 ER# and current pay rate. The Career Center will
review the Service Center’ s recommendation for Title |V pay rate,
and once the ER is approved, the Service Center will process the
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OEU with PAN commentsto include: reclassto Title |V ER# and
pay rate, and “approved by _ on date.”

Before you Start

Service Centers can proceed to update the EDB with the new
appointment once they have the Service Center documentation (for
reclassfrom Il to 111) and the pay rate authorization (if required) or
the Career Center pre-approved ER (for reclass from 111 to 1V).

Data Entry

Enter the data for the employee’ s new appointment via the EAPP
screen. The data collection documents would be the new
Employee Request form and cover letter requesting the re-
classification.

Accessing the EAPP Function.
1. Log on to the Payroll/Personnel System.
2. At Next Function, type EEDB and press Enter.
3. Type EAPP and the employee | D number and press Enter.
The EAPP screen will be displayed for the selected employee
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PAN Preparation

If there are no consistency errors, or after you have made all the
corrections, and you are on the PAN Subsystem Notification
Screen, add additional reviewers or users.

1.

Press F10 Comments and add a description of the action and
any significant details (e.g., rationale for reclassification, new
ER# for reclassto Title Code IV, percent of increase, %
increase in cents, and who approved the reclass and the date
approved, if over 10% of current base pay).

Press F11 Detail to view the notification detail that will be
sent.

Press F5 Update to complete the update and send the
notification.

If the update is successful, the EAPP function appears and
displays:

U0007 UPDATE PROCESS COMPLETE

Accessing IMSG
1. To access the Message Report Screen go to the Next Function

field, type IMSG and press Enter.

2. When the IMSG screen is displayed, review any remaining

messages and take the appropriate action.

Y ou may now start another appointment or distribution level
action.
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Disposition of Forms

Forward the appropriate approval document to the mandatory
reviewer and then maintain the reclass documentation within
the Service Center. For reclass from Title Code 1l to Title
Code IV approved ER will constitute required documentation.

There are no forms to forward outside the Service Center.
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