Student New Hire Action

1. Confirm the student has applied for a position in IES, been marked as Accepted Offer-Initiate
PES, and completed an I-9.

2. Gather the position to use for the student employee, the start date, the pay rate, and the
completed I-9.

3. Using PA40 in SAP, enter the start date for the student. Do not enter anything in the Person ID
field.
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4. Choose Main Campus Create Assignment by clicking on the gray box at the beginning of the line
for that Action Type. The line will turn orange.
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5. Click on the execute icon.
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6. Onthe pop up screen, enter the first and last name as it appears on the official ID included in
the I-9 file. Click the radio button for gender as identified in the 1-9 packet. Enter the date of
birth and social security number from the I-9 packet. Then click the green check.

Personnel Actions
&
[= Employee Recognition

Personnel Data

Title | M
Est Name 'Wheeler I
[Frsttame  Michael |

| Gender
I " Female (%) Male TBD I
T
) | [ ———1
Date of Birth |

55N l !

1 | Reactivate Add Assignment
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7. Since this is a new employee, SAP will tell you that no employee was found. Click on the New
Employee icon to continue.

L. |EE

Mo employee was found
Do you want to change the search criteria

or hire a new employee?

Mew Search ]I[ MNew Employee ]

8. Since we are hiring a student as an employee, the student will already have a student record in
SAP. A screen will show SAP records that align with the information you provided in the first pop
up window. Choose the record that is most appropriate by clicking on the Person ID number.
a. This example shows multiple records that have the same info we entered. Since the
Person ID number is the same for both of them, it doesn’t matter which one you

choose.
b. Do not click Create New Ildentity.

Person ID |Last name | First name Mid. name Prefix Suffx Nickname D number |Date of bith |LinkBlue | Confidence IDM GUID
12579359 P\/HEELER MICHAEL A Mr. 407615586 02/25/2004  mawh246 100 e109049¢-7323-4408-994d-46822e609-
712579250 Wheeler Michzel ~ Anthony Mr. 407615586 02/25/2004  mawh246. 100 e109049C7322-440e-094d-46022e600

0

(8 ceste new 1dentry 3]
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9. Then next screen is the Create Action screen. This tells SAP why you are hiring this person & into
what position you are hiring them. Only two fields needs to be populated.

a. Enter the Reason for Action for clicking in the empty box and then clicking the search
icon.
Create Actions (0000)
s & Change info group
Person D Pers.Assgn | 00000000 -
Pers.MNo.
Start 04/17/2023 to 12/31/9999

Personnel action

Action Type ZA Main Campus Create Assignment =
I Reason for Action L\ JR |

Status
Customer-specific N Norrmal Ad
Employment 3 Active

-

Spedial payment

-

Since this hire action is to hire a student into a student position, you’ll choose Student
Hire from the list by double clicking.

Create Actions (0000)

4 # Change info group

Person D pers.Assgn 00000000 -
Pers.Ho.
Start 04/17/2023] to  [12/31/8898

Personnel action

Action Type ZA Main Campus Create Assignment ~

Reason for Action [= Reason for Action (1) 7 Entries found HE
" Help View for Reasons for Actions

Status

EA L S =R
Action Type: ZA

Customer-speciic o
Name of action type: Main Campus Create Assignment

Employment
Special payment

=l

ActR’ |Name of reason for action
01 Staff Hire
03 ) 'S Hire
4 Faculty Hire
05 Post DocHire

06 Polce Hire
Employee subgroup 07 Visting Scholar Hire

Organzational assignment
Postion

Personnel area

Employee group

T W W)

Addtional actions

StartDate  Act. |Action

c. Enter the position number the student is being hired into.

=g Infotype Edit Goto Extras System  Help
] l«Beae ol =
Create Actions (0000)

Ja & Change info group

Person ID Pers.Assgn | 00000000 -
Pers.No.
Start 0471772023 to 12/31/999%

Personnel action

Action Type ZA Main Campus Create Assignment +

Reason for Action 02

Status

Customer-specific N Mormal -
Employment 3 Active

Special payment

Organizational assignment

I Position '51007450F‘|
L . N
| Personnel area ! ]

Employee group
Employeae subgroup
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d. Press Enter. On the pop up window, click on the green check to continue.

Status

Customer-specific N Mormal -
Employment 3 Active -
Special payment -

[E Information

Organizatio r

li‘ Default values are used by the position
Position L
Personnel §

Employee {

Employee ¢ Ei

Additional actions

Start Date |Act. |Action Type ActR  Reason for action

e. Atthe bottom of the screen you’ll get a green icon that says Save your entries.
Additional actions |

Start Date  |Act. |Action Type ActR |Reason for action i

Save your entries

=i
f.  Click the Execute icon at the top of the screen.
& Create Actions (0000)

o 1 {g]ece PE QW
Create Actions (0000)

m fChange info group

Person ID Pers.Assgn (00000000 -
Pers.No. 20082154
Start 04/17/2023 to 12/31/955%9

Personnel action

Action Type ZA Main Campus Create Assignment *
Reason for Action 02|  Student Hire
Status

10. The next screen is the Create Personal Data. This will have the name, SSN, birthdate, and gender
populated from our entries on the initial screen. Nothing further needs to be entered, so just
press Enter.
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a. You'll get the green Save your Entries message at the bottom of the screen again. Then
click the execute icon.

[E Infotype Edt Goto Extras System Help

] d L AL . HE @

Create Personal Data (G002)

IAEEY

Person ID 2 20082154 Pers.Assgn | 20092154 { Active ) -

P b Y SR P~ P e Bt

L@ Lo‘,.JEooql' To  (12/s. . .39

Name
Title Name Format
Last name .’heier
First name Michfel
Middle name
Hickname

11. The next screen is Create Organizational Assignment. This screen has information about the
position and department. Nothing needs to be entered, so just press Enter. Some blank fields
will populate when you hit enter.

Create O izati | Assii t (0001) Create Organizational Assignment (0001)
L [2 44 | Org Structure &) [3 54 | Org Structure
Person 1D 12575358 Pers.Assgn | 20092154 - Person ID 12579359 Pers.Assgn | 20092154 -
BEFORE PRESSING ENTER AFTER PRESSING ENTER
— —— it —
Start 04/17/2023 to 12/31/9999 Start LUQIITIZUZSJtD 12/31/9999
Enterprise structure Enterprise structure
CoCode UKOO|  University of Kentucky CoCode UKOO  University of Kentucky
Pers.area 1000 Main Campus Subarea 0007 Temp PT >.20 Pers.area 1000 Main Campus Subarea 0007 Temp PT >.20
Cost Ctr 1012822820) OTCHRCLEARING Bus.Area  |0101] UK w/o component units Cost Ctr 1012822820 OTCHR CLEARING Bus. Area  [0101] UK wjfo component units

Fund Fund 00 RES UK
Grant Grant GM NOT RELEVANT
Func. Area Func. Area 0230 Departmental Research
Personnel structure Personnel structure
EE group 8| Students Payrarea  |Bl| Biweeky EE group B Students Payrarea  |Bl| Biweekly
EEsubgroup |08]  Student Contract - EE subgroup |09)  Student Contract -
Organizational plan Administrator Organizational plan Administrator
Percentage  [100.00 persadmin | | Percentage  [100.00 Persadmin
Position 51007450/ NB291M0 Time ] Position 51007450/  N8291MO Time
Student/Non-Work S... | PayrAdmin | | Student/Non-Work S... | PayrAdmin
Job key 40501550/  NB291M0 Job key 40501550/ N8291MO
Student/Non-Work S. Student/Non-Work S.
Exempt ] Exempt |
0Org. Unit 31000851 40420 Qrg. Unft 31000851 40420
Office of Technology .. Office of Technology

Org.key Org.key 0007
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a. You'll get the green Save your entries icon at the bottom of the screen again. Click the

execute icon.

& Create Organizational Assignment (0001)

° {8l ece Sm e®
Create Organizati " it t (0001)

& 3 44 | Org Structure

person ID 12579358 Pers Assgn | 20092154 - @\

Start 04717/, 3 to 12/31/9999

Enterprise structure

CoCode Ukogl  University of Kentucky

Pers.area 100  Main Campus Subarea 0007  Temp PT >.20

Cost Ctr P12822820 OTC HR CLEARING  Bus. Area 0101 UK w/o component units
Fund f011030100/ RES UK

fGrapt P M D RSLEANT

Save your entries

12. The next screen is to create the Permanent Address. You'll use the address provided on the I-9.
a. You do not need to enter a phone number.
b. For County, you'll choose the county that corresponds with their Permanent Address.
Click in the box and then click the search icon to get a list of Kentucky counties. Double
click to choose the correct county.
For County of Employment, you’ll choose the county that corresponds with where the
work is being done. If they are working on campus it will be 034 for Fayette County. If

they are working remotely, you’ll choose the county in which they are completing the
work.

Create Addresses (0006)

&) [& 42 | Foreign address

Person ID 12579359 Pers.Assgn | 20002154 51007450 20092154 . |@|
Name Michael Wheeler —
EE group B Students Pers.area 1000] Main Campus

EE subgroup 09/ Student Pers. subarea 0007 Temp PT =.20

Start 04/17/2023| to 12/31/9999

Address

Address type 1 Permanent residence -

Care O

Address Line 1 1212 Bath Ave

Address Line 2

City Ashland

State/zip code KY Kentucky w|41101

Country Key US United States -

Telephone Number i i |

Communications

Type Number Extension
Type Number Extension
Type Humber Extension
Type Humber Extension

Additional fields

County 043
|"Mail code (org unit) '31000851
Privacy Flag

P =
County of Employment /043 N I B

District
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Press Enter. You'll get the green Save your entries icon again. Then click the execute
icon.

=g Infotype Edit Goto Extras  System  Help

eqae HE e

Person 1D |12579359 Pers.Assan | 20092154 51007450 20092154, ~ |
Mame

EE group Pers.area [1000] Main Campus

EE subgroup [o9] studght Pers. subarea [ooa7] Temp PT =.20

Start Eo-m'r/zoz ITlo  [12/31/5855]

Address

Address type |1 Permanent residence -

Care Of |31000851

1212 Bath Ave
C s e a2l X

Add Line 1
HGBUR!

Save your entries

13. Next you’ll enter the Work Address.

a. Ifthey are working on campus, you’ll enter that address. If they are working remotely,

you will enter the address where the work is performed.

Choose the worksite by clicking in the empty box and then clicking the search icon.
Choose University Worksite, Hybrid, or Remote from the list by double clicking.

Create Addresses (0006)

&) [ 4a | Foreign address

Person ID 12579358 PersAssgn | 20092154 51007450 20092154.. v |
Name Michael Wheeler

EE group 5] students Pers.area [1000| Man campus
EE subgroup [os] student Pers. subarea (0007 Temp PT >.20
Start 04/17/2023 to 12/31/9999

Address

Address type 7 Work Address S
care Of

Address Line 1 1212 Bath Ave

Address Line 2

City | Achtand

State/zip code KY Kentucky v 41101

Country Key US United States -

Telephone Number 1T

Communications

Type Humber Extension | |

Type | |Number | |edenson [ |

Type | |number [ | Bxtenson | |

Type | |Number [ lextenson [ |

I Worksite & |

[ University Work Site (1) 3 Entries found

v |[E] @] #)[5%s] 3] 2]
Worksite |Short Descript.

UNIVERSITY Universky Workste

HYBRID  Hybrid

REMOTE  Remote

3 Entries found
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c. Press Enter. You'll get the green Save your entries icon again. Then click the execute
icon.

[& Infotype Edit Goto Extras System  Help

o 1 {dl ece 5F 0w

Person ID 12574358 Pers.Assgn  |20092154 51007450 20092154, = |@‘

Name Michael Wheeler

EE group B| Studefits Pers.area 1000/ Main Campus
EE subgroup 09 StudEnt Pers. subarea 0007 Temp PT >.20
Start 04717720 tu 12/31/9999

Address

Address type 7 Work Address -
Care Of

Address Line 1
Address Line 2

1212 Bath Ave

Save your entries

14. Create Planned Working Time- this screen is populated based on the position information. You’ll
need to enter/confirm the employment percentage this student will work. The Pers. Subarea
will determine the employment percentages available to use. This one shows Temp PT>.20, so
the employment percent field must be 20% through 99.99%. Less than 20% or greater than
99.99 will create an error & require that you use a different position number.

a. Enter the employment percent and press enter.
Create Planned Working Time (0007)

&[5 e [ work schedule

Person ID 12579359 Pers.Asson | 20092154 51007450 20092154. v | [+
Mame Michael Wheeler -
EE group B| Students Pers.area 1000 Main Campus

EE subgroup 09| Student Pers. subarea 0007 Temp PT >.20

Start 04/17/2023 To 12/31/59999

Work schedule rule

Work schedule rule FL&N 24%7 flex
Time Mgmt status 11 - Time evaluation of actual times -
Working week 01 Working Week Sunday - Saturday -

| Part-time emplayes

Waorking time

I Employment percent | 100.00] I " |Dyn. daily work schedule

[ Daity working hours [ ! Min. Max.
Weekly working hours 0.00 Min. Max.
Monthly working hrs 0.00 Min. Max.
Annual working hours 0.00 Min. Max.

Weekly workdays

Additional fields

Seasonal / Less than three month assignment
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b. A vyellow icon will appear at the bottom of the screen letting you know the employment
percent is less that 100%. That is okay, so press Enter again.

Create Planned Working Time (0007)

& [& sa [ work schedule

Person D |125793589 | Pers.Assgn | 20092154 51007450 20092154~ |
| e |
Mame Michael Wheeler
m | ey | N
EE group B Students Pers.area 1000 Main Campus
m
EE subgroup 09| Student Pers. subarea 0007 Temp PT .20
Start 04/17/2023| To 12/31/9999
I R e L I N -r—*—-*—-f"_'“, —]

/& Employment percentage < 100 % (part-time work/dyn.work schedule?)

c. The blank fields will populate based on your entry. You'll get the green Save your entries

icon again. Then click the execute icon.
[= Create Planned Working Time (0007)

o - {dece HE e
Create Planned Workir y Time (0007)

&) [5 5a [0 work schedule

Person ID Pers.Assgn | 20092154 51007450 20092154.. ~
Name
Pers.area [1000] Main Campus

Pers. subarea [a007! Temp PT >.20

e
To  |l2/31/9%%¢

EE group
EE subgroup
Start

[ Work schedule rule

LN 247 flex
[11 - Tme evaluation of actual tmes =]
01 Working Week Sunday - Saturday A

bbb, o PR AP g " -~

Work schedule ruls

Save your entries
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15. Create Basic Pay is the screen where you'’ll enter the pay rate. On the hourly rate line, enter the

hourly rate the student employee will be paid.
The line should have 1005 as the wage type and state Hourly Rate.

System  Help

Do N oW

a.

Goto  Wage types  Extras

“l«H eae

& Infotype Edit
9

Create Basic Pay (0008)

LY [% 44 | salry amount [iill Payments and deductions
Pers.Assgn | 20092154 51007450 20092154.. |

Person ID 12579359
[ e
Name Michasl Wheeler Empl. % | 50.00
= —
EE group B| Students Pers.area 1000 Main Campus
[P | —
EE subgroup 05 Student Pers. subarea 0007 Temp PT >.20
start [oa/17/2023] w0 [1273179884]
Subtype 1) Basic contract
| Salery
0
Cap.util.iv 50.00
PS type [02] Hourty ‘WkHrs/period 40.00| Bi-weekly
PS Area [01] Main Campus
[t =
PS group 00 Level |01 Ann.salary 0.00 |USD
W... Wage Type Long Text 0. |Amount Curf... | L.|A.. Mumber/Unit| Unit
/1005 Hourly Rate ] 10-50[ugp 7]
T o usp O

b. Press Enter. You'll get the green Save your entries icon again. Then click the execute

icon.
[& Create Basic Pay (0008)
o - [l ece NNLe N0 0
Create Basic Pay (1

Payments and deductions

[ A | Sabry smount
Pers.Assgn | 20002154 51007450 20092154.. ¥ |

12579359

Person ID
v
Name Empl. % | 50.00
=
EE group Pers.area 1000| Main Campus
[Py
EE subgroup Pers. subarea 0007 Temp PT =.20
|
Start to 12/31/9999

-
S _p e A i P i et e, |

[#] save your entries
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16. Change Date Specifications screen identifies important dates related to the student’s
employment at the university. Do not change anything on this screen.
a. Press Enter. (nothing will happen)

b. Click the Next Record icon to advance to the next screen.
= Change Date Specifications (0041)

/] «H eae HE ew

Change Date Specifications (0041)

Person ID 12579359 Pers.Assgn | 20092154 51007450 20092154, +
Name Michael Wheeler Empl. % | 50.00

EE group E Students Pers.area M Main Campus

EE subgroup 03] Student Pers. subarea l0007] Temp PT =.20

Start 04/17/2023| to 12/31/999%9

Date Specifications (0041)
Date type Date Date type Date
01| Original Hire Date 04/17/2023 02| Current Hire Date 04/17/2023

17. The Create Additional Personal Date captures EEO information. This will be located on the first

page of the I-9 form.
a. Enter the ethnicity, race, and veteran information as self-identified on the I-9.
[E Infotype Edt Goto Extras System  Help

) ‘J«<B eae NP0 PE o
Create Additional Personal Data (0077)

B A

Person ID 12579359 Pers.Assgn | 20082154 51007450 20092154, «

Mame Michael Wheeler Empl. % 50.00

EE group B| Students Pers.area 1000 Main Campus

EE subgroup 09 Student Pers, subarea 0007| Temp PT =.20

Start 04/17/2023| To 12,/31/9939

'Additional Personal Data
Ethnicity (NEW) [E2 Not Hispanic/Latino M l

+ Race Category|
[] American Indian or Rlaskan Natiwve
[[] Asian

[[] Black or Afffican REmerican

[] Native Hawajian or Other Pacific Islander -

—

LJﬂhlr.e -
s 11"

Military status -

Beneficiary Identification Number

| Veteran Status
() Protected Veteran
()Mot a Protected Veteran
() Prefers Not to Answer

(®)Non Veteran




Student New Hire Action

a. You'll get the green Save your entries icon again. Then click the execute icon.
[& Create Additional Personal Data (0077)

o - <Hleece AP0 HF 0

Create Additional [ Data (0077)
&[5
Person ID 112579355 Pers.Assgn | 20092154 51007450 20092154 |
Narme Michg€l Wheeler | Empl. % | 50.00]
EE group B| Atudents Pers.area 1000/ Main Campus
EE subgroup Student Pers. subarea 0007/ Temp PT =.20
Start |0sf17/2023] To  12/31/9389)
e A A 7 Y S P TP e SRR |

ave your entries

18. You’ll be taken to the main PA40 screen and you will see your student’s Person ID, Per Nr,
position number and other information at the top of the screen.
7. Personnel Actions

)
<[ =) [ 2]l )l »
Find by |
~ 22 Person Person ID 12579359 Pers.Assgn | 20002154 51007450 20002154, ~
* () Colective search Name |Michael Wheeler Empl. % | 50.00]
* 00 search Term EE group B! students Pers.area |1000] Main Campus
- (H} Free search — —
EE subgroup 09 Student Pers. subarea 0007 Temp PT >.20
Start |04s17/2023|
4
Personnel Actions
Action Type Personn... EE group  EE subg...
HMam Campus Create Assignment -
Hospital Create Assignment -

Pcitine 1l dnbn

19. Since this is a new hire, it will not go through SAP workflow. Instead, you'll create a PAR and
send the signed PAR and I-9 to Compensation.

20. To create a PAR, click the green arrow to go back to the main SAP screen.
& Personnel Actions

Personnel Actions
>
[&](=i[¥8](5] (¥ »
Find by | S
~ &g, Person Person ID 12570350 | Pers.Assgn | 20092154 51007450 20092154~ |
* (i) Colective search  pame |Michael Wheeler | Empl. % | 50.00
« (flj Search Term EE graup [l students Pers.area 1000 Main Campus
+ (H) Free search = —
EE subgroup 09 Student Pers. subarea 0007 Temp PT =.20
Start ' N
«»
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21. Use SAP transaction ZHR_PAR to create a PAR.
22. The Key Date will be the hire date.

[ e i e g e e

@ @ «<HBeae = A8 e®m
Personnel Authorization Request
@ [ & & [ 5 ¢ orgstructure < Search Help

[ Period

T =1 1
Reporting Period K Key Date - L‘ﬁ 04/17/2023

| Selection Criteria

Personnel Number =4
| Comments
Comments [
T 1
T 1
| Output Mode
(%) Print

() Download PDF

Path\Filename [ c:\users\Imoff0\documents\par.pdf

23. For the Personnel Number, you can enter it directly, or you can click in the blank box and the
click the search icon to find the person.

a. Enter the last name, click the green check.

@ [ %) & [ B[ © orgStructure @ Search Help
| Period

Reporting Period [K Key Date v| 5§ [Josr1i7r2023

[ Selection Criteria

e —

personnel Number [ Personnel Nurber (1) I
N: Last name - Fistname  <Person 10 | B: PDC error indicator | C: Pers...]| [ c=1]

| comments |
—
Comments [ person D [ |
q 3
pr—
First name [ ]
| Output Mode
(@ Pprint
O Download PDF
Path\Fiename q

b. Double click on the line containing the person you just added.
Personnel Authorization Reaue.
[E Personnel Number (1) 4 Entries found
| N:lastname-Frstmame < Person ID | 'B: PDC emor indicator | C: P...]|
| Period 1

Reporting Period |K Key Date m@"ﬁ“ﬁ"?u@] | m

| Person ID” Pers.No. Name of employee or applicant

| Selection Criteria | 00032949 00032949 Carolyn Bardwel Wheeler
TeEE [T 10165043 11046074 David R. Wheeler

M
12579359 20092154 Michael Wheeler
| Comments

Comments

x

& o ] = [Er Bl < orgStructure) =
[O]=]
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24. Click on the green check.

[= program Edit Goto  System  Help
(| «H e@a® & HE @
‘ Personnel Authorization Request

& [o ¥ = [E B[ © orgStructure € Search Help

Period
Reporting Period |K Key Date V|@|04fl?f2023

Selection Criteria

Personnel Number r__'@

Comments

Comments | |

Output Mode
(®) Print
() Download PDF
Path\Filenamea | c\users\Imoff0\documents\par.pdf

25. Change the printer to Adobe PDF. Check the Print Now box. Then click Print.
| SAP
G EHEED

Qutput Device \LPUI \ Local Default Printer
[Frontend Printer | Adabe PDFl -
CEl i
Spool Request
Narm suarT |LeolTiMorFn |
Tite I

Authprization

5 Control Number of Copies

-
iPnr\t Now l . Mumber 1
Delete After [Group (1-1-1,2-2-2,3-3-3,...)

["IMew Spool Request
[ | Close Spool Request

Cover Page Settings

Spool Retention 2| Day(s) SAP cover page Do Mot Print -
Storage Mode 1 Print only - Re

Department

A prnt previe || pnt |

Print  (Ctrl+P)



26. Open/Save the PDF.
27. Sign the PDF electronically.
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04/19/2023 Michael Wheeler - 12579359 Wheeler
Action Information: Employee Information:
Personnel Number: 20082154 1212 Bath Ave
Period: 04/17/2023 - 12/31/9398 Ashland KY 41101
Type: Main Campus Create Assignment 043 Graysen
Reason: Student Hire
EE Status: Active Birthdate: 0272572004
: : Ethnic Ongin: Not Hispanic/Latino
Assignment Information: Race Category White
Prime Assignment: 20082154
Position: 51007450 N8231MO Student/Non-Work Study
Job 40501550 N8291MO Student/Non-Work Study
QrgUnit: 31000851 40420 Office of Technology Commercialization
FLSA Indicator: 2 Residence Status:
19 Signature Date
EEGroup: Students
EESubgroup: Student
Personnel Area: Main Campus
Personnel Subarea: Temp PT =20
Base Pay:
Recurring/Additional Payments Payroll Area: B1 Biweekly
FTE: 50.00
Grade: 0o
‘Wage Type Amount: 10.50
Annual Salary: 10,520.00
True Annual Salary: 10,820.00
Dates:
End of Orientatien:
Vacation Begin Date:
Original Hire Date: 04/1712023
Current Hire Date: 04/17/2023
Regular Service Date:
Vacation Service Date: kg;

Comments from Selection Screen:

Toni Lynn Smith
Signature:

Digitally signed by Toni Lynn Smith
Date: 2023.04.19 10:17:54 -04'00

Printed by [TLMOFFO)

28. Email the electronic I-9 packet and the PAR to the appropriate Compensation consultant.



