August 13, 2019

COLLEGE OF AG ADMINISTRATIVE 9:00 am

UsSeER’S GROUP

E.S. Good Barn, Gorham Hall

Agenda Items

Guest Speakers

New Employee Orientation Module — Natalie Lindgren — On 7/1/19, the new employee orientation became an on-
line module in myUK Learning with many advantages over the 4-hour classroom orientation for new employees.
There are six sessions of the orientation module. This training is to be taken during paid working hours. Employees
must take the training within the first 30 days of employment. Supervisors can check the status of employees’
orientation progress at any time. Timely entry of the new employee’s entry info SAP and the activation of the
employee’s email account is very critical. The slide presentation is attached as a handout. Also, there is a new Staff
Handbook that can be accessed at https://www.uky.edu/hr/staff-handbook/.

1. Research & Grants

a.

FCG Project Expirations — Units are urged to maintain a list of Federal Capacity Grant project expiration
dates and to send reminders to project managers about upcoming expiration dates. Some of the project
dates can be extended, but the extension request must be submitted in advance of the project’s ending
date.

CAS Review — The Business Center analysts regularly send out CAS items that need to be removed or
reclassified because they are unallowable expenses on federal capacity grants. Please review these CAS
items and work with your analyst to take appropriate action as needed. This relates to 235* FCGs as well as
the state matching 10125* cost objects.

2. Procurement & Travel

a.

Travel — 60-Day Report — Tina Ward distributed a handout that is attached to these notes regarding Trips
that are submitted past the 60-day deadline. This handout includes many reports to help get the details of
trip reimbursements that have been taxed because they weren’t submitted within the 60 day time frame. If
the 60-day taxation form is completed, travelers should make a copy of their Trip because once it is rejected
the details of the Trip will no longer be available, except by contacting Travel Services.

Subject Matter Expert Training — Purchasing (COMING SOON!) — In response to multiple requests to
hold a Purchasing training overview, the Business Center will schedule an SME session for Purchasing
training in the near future. If staff have topics they would like to have covered or experts they would like to
have present a topic, please send an email to the Business Center.

3. HR & Payroll

a.

Visiting Scholar vs Visiting Student — The Provost has increased oversight on the HR employee category
distinction between visiting scholars and visiting students. Visiting scholars are appointed one year at a
time, for a maximum of 2 years. Visiting students must be enrolled and working on a degree at another
university. There are two separate approval forms for both groups of employees and these can be found on
our college web site for the Office of Associate Dean for Faculty Resources, Planning & Assessment. The
two forms are attached as handouts. If questions, contact Megan Lucy in the Associate Dean'’s office.
Please note that the SAP position title must align with the title on the form, and the approved form must be
attached to the ZPAR or Workflow. A Visiting Student position title was recently created. Department
specific position numbers were distributed at the meeting and are searchable via PPOSE. If additional
position numbers are needed, please submit a Position Request Form.

eCRT Deadlines — Confirmations for FY19 Q4 should be done between 8/13/19 and 8/31/19.

Payroll Earliest Retro Date — The biweekly retroactive date will reset on 8/20/19 to June 23, 2019, and the
monthly retroactive date will reset on 8/27/19 to July 1, 2019. Please plan accordingly.

Subject Matter Expert Training Series — SPIN/ER Training — This is an extremely helpful reporting tool
for HR users. An SME training session on SPIN/ER training will be offered in October. Let the HR staff in
the Business Center know if you have specific items you would like to see covered at this training session.

MyUK App — This is a new app that everyone is encouraged to download on their mobile devices.
Employees can now access services from Employee Self Service and Manager Self Service through the
myUK Mobile app. It enhances the employees’ ability to enter time and leave requests and the supervisor’s

**NEXT MEETING: Tuesday — November 12, 2019, 9:00 am (Gorham Hall, Good Barn)**
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https://www.uky.edu/hr/staff-handbook/
http://cafebusinesscenter.ca.uky.edu/files/position_request_form_080619.pdf

ability to approve requests directly from their cell phones. Employees can also view their pay statements
and benefits election using the app.

Supervisor Orientation — When supervisors were recently surveyed, they unanimously responded with the
request for more supervisory training within the college. They also indicated the need for quick reference
guidelines and more resources/links on the college and Business Center web sites. Many may not realize
that these resources are already on the Business Center web site and more are continually being added. A
CAFE Supervisory Orientation is coming soon!

Mentor Nominations — The mentor program is growing, but more mentors are needed. The mentoring can
be accomplished at whatever level is agreed upon between the mentor and the mentee. It is designed to
last six months. The program is proving to be a two-way benefit for parties involved. If interested in
participating in this program, contact Melissa Horton. A copy of the mentor nomination form is attached.

4. Budget & Finance

5.

a.

Other

UBIT Reviews for Revenue Producing Activities Accounts — The Unrelated Business Income Tax (UBIT)
reviews by AFRS with our college will begin this fall (likely in September). We have not received the outline
yet from AFRS for the review; but they will be looking at the purpose of all income (1013-) accounts to make
sure that they are still supporting the activity for which they were initially intended and to insure that we are
following all regulations relating to these revenue-producing accounts. The Business Center will provide
more details to the units once more information is known.

Commitments and Unit Budget Reviews — Departmental administrative staff are urged to work with their
department heads to determine if all of their commitments are on the Dean’s list. Contact April Lyons if any
of your commitments are not included on the list. Unit budgets should be reviewed carefully, and the
business analysts should be made aware as soon as possible of any discrepancies.

Business Officers’ Council — The college formed a new Business Officers’ Council in March, and they now
have a web site on the Business Center’s home page. The purpose of the council is to provide a forum for
discussing issues of importance concerning business related functions for the college. They meet on a
quarterly basis. The chair of the council is Christine Tarne. Other members include Covetta Ramey, Deb
Ramey, Katie McKinney, Monica Shuler, Cindy Stidham and Deb Mollett. Feel free to contact April Lyons or
any member of the Council anytime.

Business Analyst Leaving — Tina Navis is leaving the Business Center to lead the Business Office in the
College of Communications and Information Systems. Her last day with us is August 16. We would all like
to thank Tina for her service to our college and we wish her well in her new UK position. (Tina’s units are
being temporarily reassigned to either Andrew Gehring or Scott Wells, and those units have all been
notified of their interim anayst.)

New Staff Introductions — The following new staff were introduced at the meeting:

i. Erin DesNoyers — Equine Programs

ii. Katie McKinney — School of Human Environmental Sciences

iii. Sarah Habel — Entomology

iv. Deb Mollett — Equine Analytical Chemistry Lab (EACL), transferred from Vet Sciences

v. Barbara Stiefel — Equine Analytical Chemistry Lab (EACL), transferred from North Farm
Sign-In Sheet
Relay meeting info to other departmental staff

BREAK-OUT SESSION - Federal Fiscal Year End — Tina Navis presented the 2019 Federal Fiscal Year End
Closing Schedule, which includes many helpful pages of information that units can use as a resource when closing out
FFY19. Attached as a handout is the one-page closing schedule. The federal fiscal year ends September 30, 2019.
Please review the list of deadlines carefully and contact your business analyst if you have questions. Here is the link to
the entire presentation:

https://cafebusinesscenter.ca.uky.edu/files/cafe federal fye manual ffyl9 0.pdf

**NEXT MEETING: Tuesday — November 12, 2019, 9:00 am (Gorham Hall, Good Barn)**
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University New Employee Orientation

Why Move Online?
| In-Person Session ‘ I Online Program I
* 4.5 hours e 60-90 minutes
* 60-150 1n attendance  Self-paced
* Presenters varied  Consistent information
* Supervisor responsible « Assigned by HR T&D
to register new employee o All new regular
* Not required if over 40 employees > .5 FTE
miles from campus receive important
information pertaining to
working at UK
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University New Employee Orientation
Online Program Overview

NEO i1s a modular-based program in the University’s
learning management system, myUK Learning

—{ Video modules are grouped in categories j—

. Welcome to the University of Kentucky
Insurance and Retirement

. Well-being and Community

Safety

. Policies and Compliance

Financial Partners
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University New Employee Orientation
Online Program Logistics

'

Modules may All at once (back to back)
be taken at any <

time within the Spaced over tl.1e 30 days (recommended)
first 30 days Can be taken in any order

Schedule for completing the online modules
o All at once — OR — spaced over the first 30

Supervisor days . .
should discuss o Modules must be taken during paid working
the following < time

with the new Where to take the online modules

employee: o Computer lab

o At their workstation
o Other area
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University New Employee Orientation
Online Program Logistics

Timely SAP entry is
critical

Timely email
activation 1s critical

Employee has 30 days to:

 Sign up for benefits
» Complete the program

| and/or their email 1s not activated timely:

NEO will not be Employee will have less | Employee won’t know
assigned timely time to complete NEO benefits information
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University New Employee Orientation
Online Program Email Communication

Auto-generated emails from myUK
Learning to new employee:

/Program Assignment\ 4 Program Nearing
* Title of Program Due Date
» Assignment Date * 3-5 days before due date
e Due Date
N L Y

A\

Program Past Due
» Weekly until complete
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University New Employee Orientation
Online Program Email Communication

HR Training & Development sends personalized email to
new employee and supervisor containing:

Links to:
Program : T
Assignment * First year timeline
in myUK » UK benefits
Learning « Staff Handbook
Due date of the Contact
program information
for questions
regarding
NEO
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YOUR FIRST YEAR AT THE UNIVERSITY OF KENTUCKY

v

L

=

o First week First 30 days First 60 days End of 90-da First six months One-year

= y ¥ y Y

H} Meet your Work with your Meet regularly with orientation Continue to build anniversary

= managementteam supervisor to your supervisor for Meet with your your peer network Meet with your

=  and fellow staff understand the feedback about work supervisor to discuss supervisor to

p P

(L] expectations of your performance and your successful Check in with your discuss professional

= Getto know your job progression. completion of the supervisor to make development

E office and work area orientation period sure you are on track opportunities so

< Complete training Learn mare about and complete with meeting work you can continue to

Q specific to the your role and UK in required paperwork expectations successfully grow in

[ Universit [ |

¥, your genera your role

= .

o department or job

I Start date I 30 days 50 days I 20 days One yearl
Refer to the online Staff Handbook for additional information to
help you get familiar with working at UK:
www.uky.edu/hr/staff-handbook

First 30 days First 30 days First 30-60 days

ONLINE ACTIONS

Complete online
University Mew
Employee
Orientation via myUK
Learning

Visit this site to learn
more about myUK
Learning:

www.uky edulhr/
training/get-to-know-

Enroll in your
benefits via myUK
Employee Self
Service within 30
days of your start
date

Visit this site to learn

more about enrolling

in your benefits:
www.uky edushr!

myuk-learning

benefits/enroll-in-
uk-benefits

Complete system
access training as it
applies to your job

Questions about University New Employee Orientation?

Email NewEmployeeOrientation@uky.edu

Annual benefits open enrollment
Once you sign up for your benefits, outside of a major life
event, your only opportunity to change them will come during
each year's open enrollment period, generally in late April
through early May.

That's when you can log in to myUK and make any changes for

the upcoming year that begins July 1.

% University of
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University New Employee Orientation
Online Program Email Communication

HR T&D emails supervisor:

After one week of new employee’s email not being active >

When the new employee has 4 days left to complete NEO
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University NEO in myUK Learning

Participant View of Assignment

My Learning Assignments

Sort By Date | ¥ Find Leaming

What do you want to LEARN today? m

Browse all courses >

Course name or 1D Select All All Assignment Types -

w DUE WITHIN A MONTH

8i21/2019 VIEW PROGCE AL
22, Mext to complete: Welcome to the University o.__ VIEW PROGRAN,
REQUIRED -
. . . . My Curricula
L University New Employee Orientation 3

PROGRAM HR-TD-UNEQ-UNEQ I

You currently have no required
curricula.

Go to Curriculum Status

Learning History |

View All

MOST RECENTLY ADDED

[G=] 2019 Total Lift Bed
[ ]

@

UNEO The MPM
= Group O
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University NEO in myUK Learning

Participant View of Program

University New Employee Orientation &3
(HR-TD-UNEO-UNEQ)

7/22/2019 12:00 AM - 8/21/2019 12:00 AM -

University New Employee Orientation

Any regular staff employee with a full time eguivalent (FTE) of 0.5 or greater shall complete new employee orientation within 30 calendar days after their first
date of employment.

Within this program, you will receive information pertaining to your benefits, safety, University regulations and policies, and an overview of campus.

Additional Resources:  Staff Handbook  Your First Year at UK

* Reguired for Program Completion

Welcome to the University of Kentucky

Insurance and Retirement

Well Being and Community

Safety

Policies and Compliance

Financial Partners

F P Universityof
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University NEO in myUK Learning
articipant View of Module Completions

~|  Insurance and Retirement

® From 12:00 AM on 7/22/2019 to 12:00 AM on 8/21/2019

= * UNEO Additional Benefits

University New Employee Orientation 3 minutes

In addition fo our great health, dental and vision insurance plans, there are all kinds of other benefits you can take advantage of.

That includes taking classes at UK free of tuition, so you can pursue your educational and career goals. And any semester you're noi using the
tuition benefit for yourseli, your family members can take classes at UK at up fo a 50 percent discount, depending on how long you've worked at

TUniversityof
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University NEO in myUK Learning

Supervisor View: My Employees

My Learning My Employees

My Learning Assignments i= i= sortByDate| v Find Leaming
Course name or ID I Select All E I All Assignment Types - ;
- What do you want to LEARN today? E
~ DUE ANYTIME ;

i Browse all courses >
2018 Abuse and Meqglect Update

2019 Bloodborne Pathogens START COURSE

REQUIRED My Employees

ull wl o

College of Dentistry Environmental Compliance EIE DU RE 1w

Considerations

Discrimination, Harassment and Sexual Misconduct: What

e CONTINUE COURSE | -.-
¥ W,

Fi_200 Finance Overview CONTINUE COURSE |
REQUIRED

Organizational Development Confidentiality Agreement DIRE CHUEGE o

V Perfi Ice Ev ion i
3 rforman valuatio REGISTER NOW | -

w2 w/

SV Supervisor Toolkit WE Overdue On Time

CONTINUE COURSE | -

I B I I I
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University NEO in myUK Learning

Supervisor View: My Employees

Search

Aleigha C Colwell 3

| 2%

& " Audrey N Bachman *

Robert P - Hays *

Michelle L Jones @

Tommy D Leach @

] =

Donna L. Vanover

Kimberly K Heersche =

Chuck Robert Pask_ ..

Mark A Underwood =

Learning Plan: Aleigha C Colwell [==]

Sort By Date | i

m Course name or 1D l Select Al - I All Assignment Types

¥ DUE WITHIN A MONTH

8/21/2019

Building a Climate of Trust

CLASSROOM HR-TD-PD-BCT rev.1 7/1/2018

—920 Next to complete: Welcome to the University o. VIEW PROGRAN;
><.I— REQUIRED
University New Employee Orientation
PROGRAM HR-TD-UNEQ-UNEQ L]
~ DUE ANYTIME
- 2018 Abuse and Neglect Update
_ WBT UKHC_WBT_63 rev.1 7/16/2013
& Self-Assigned
EMROLLED .-
g 11

@ Begins 8/15/2019 at Scovell Hall, 115 Huguelet Drive 2 Self-Assigned
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University NEO in myUK Learning

Participant View: Overdue

My Learning Assignments Sort By Date | r

All Assignment Types

Course name or ID Select All

¥ OVERDUE

7 DAYS OVERDUE e D s
—E0)— . _ IEW PROGRAN>
2 Mext to complete: Welcome to the University o._. . et

REQUIRED University New Employe Orientation & -

: . HR-TD-UNEO-UNEO
University New Employe }
PROGRAM HR-TD-UNECQ-UNEOQ [

7/1/2019 12:00 AM - 7/31/2019 12:00 AM 0.00%

o 19 activity(ies) are overdue

University New Employee Orientation

Any regular staff employee with a full time eguivalent (FTE) of 0.5 or greater shall complete new employee orientation within 30 calendar days after their first
date of employment.

‘Within this program, you will receive information periaining to your benefits, safefy, University regulations and policies, and an overview of campus.

Additional Resources:  Staff Handbook  Your First Year at UK

* Reguired for Program Complefion

> Welcome to the University of Kentucky o

> Insurance and Retirement 0
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University NEO in myUK Learning

Supervisor View: My Employees - Overdue

Search - Learning Plan: Aleigha C Colwell == I= = soiByDate| v
r.'.‘::" Y Audrey N Bachman E m Course name or 1D I Select All hd I All Assignment Types -
> ﬂ Aleigha C Colwell & v OVERDUE
7 DAYS OVERDUE .
Robert P. Hays : 22 Next to complete: Welcome to the University o... VIEW PROGRAWY
XL REQUIRED
_ _ University New Employee Orientation

n Kimberty K Heersche: 3 PROGRAM HR-TD-UNEQ-UNEO ]
ﬂ Michelle L Jones  DUE ANYTIME
i} Tommy D Leach @ e

2018 Abuse and Neglect Update
WBT UKHC_WBT_63 rev.1 7/16/2013
& Self-Assigned

Chuck Robert Pask_ ..

Mark A Underwood =
ENROLLED | ..

Building a Climate of Trust
CLASSROOM HR-TD-FD-BCT rev.1 7/1/2012
@ Begins 8/15/2019 at Scovell Hall, 115 Huguelet Drive 2 Self-Assigned

Donna L. Vanover

28 I
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University New Employee Orientation
Staff Handbook Updates

Online Staff

. Handbook

/

" Similar categories to
modules within the
. NEO program

Supervisors are
encouraged to share

4
4

L this website
<

Supervisor
resources

/
<

 Contains resources pertinent to
employment at UK

» Referenced within the online NEO program

* Welcome

* Insurance and Retirement

* Well-being and Community
* Safety

* Policies and Compliance

Upon job acceptance
Prior to start date

Onboarding toolkit

Checklists for first day, week, month, 90-
days, six months, and year

https://www.uky.edu/hr/staff-handbook

TUniversityof
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University New Employee Orientation

For questions and additional
information please contact
HR Training and Development

NewEmployeeOrientation@uky.edu
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Over 60 Day Taxation for TRIP Travel Expense Report

Over 60 Day Taxation Link: http://www.uky.edu/ufs/over-60-day-taxation

Over 60 Day Taxation Form:
http://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/Over%2060%20Day%20Taxation.pdf

*If you fill out the 60 day tax form please make sure you keep copies of your TRIP. [f the tax is applied, your trip will be
rejected and the detail will no longer be available for review. The TRIP amount will be moved to payroll to be taxed. If
you didn’t keep a copy of the TRIP detail you will need to contact Leslie Duty to request a copy.

Sample of rejection e-mail

From: Batch User <wibatch@email uky.edu>
Date: July 18, 2019 at 1:530:27 PM EDT

To: < y.edu=

Subject: Trip 000008 for EmpNo-00C "7 is rejected
Trip number 000008 .. for US. .S has been
rejected.

Rejection Reason: This TRIP travel expense report is rejected because it was not approved by the traveler within 60 days from the
last day of travel . and either the traveler acknowledged reimbursement taxation on the Over 60 Day Taxation Form or the requested
taxation exemption has been denied. Reimbursement will appear on a future paycheck as taxable wages. Leslie Duty 323-4404

If vou have travel procedure questions, please contact TRIP@uky edu or
Travel Services at 859-257-5437.

DO NOT REPLY TO THIS AUTOMATED EMAIL. THIS EMAIL ADDRESS IS NOT MONITORED.

KSB1 or BW Reports

Running KSB1 or BW reports for reconcillation and you see a ZD document type and can’t figure out what happened.

Display Actual Cost Line Items for Cost Centers
&pocument  GeMasterrecord ) & T 2 F EHdwm Z % TR T &k @
Layout MORPYMTS MOA payments by cost center F Active
Cost Center 1013250001 BATH - CES INCOME...
Report currency usD US Dollar
Cost Center 2| cost Element Cost element name = Valin rep.cur. Doc_|Ref.documentno  Doc. Date | Posting Date |Document Header Text OffAct Offst.acct  Name of offsetting account v, Per
11013250054 71530019 Domestic Travel 462.30- SC 1200450123 06/30/2019 08/01/2019 APSYE Accruals s 214000 Year End Acct Pay 4 2
530019 Domestic Travel 106.14- SC 1200450123 06/30/2019 08/01/2019 APSYE Accruals s 214000 Year End Acct Pay 4 2
530019 Domestic Travel 27.26 7D 62282 08/06/2019 08/03/2019 PPO000017695 s 161100 Payrol Clearing 4 2
530019 Domestic Travel 124.12 ZT 77997 07/31/2019 08/08/2019 TRO000000974 K 814152 Delaney Grace Simpson 4 2
530019 Domestic Travel 38.28 ZT 77998 06/30/2019 08/08/2019 TRO000000974 K 814152 Delaney Grace Simpson 4 2
530019 Domestic Travel 225.00 ZT 77999 07/12/2019 08/08/2019 TRODOODOO974 K 814152 Defaney Grace Simpson 4 2
530019 Domestic Travel 130.00 ZT 78098 06/30/2019 08/09/2019 TRO00000097S K 814152 Delaney Grace Simpson 4 2
1013250054 g . 23.78-
= oo 23.78-



http://www.uky.edu/ufs/over-60-day-taxation
http://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/Over%2060%20Day%20Taxation.pdf

Run ZCCWBS to get the details

SAP t-code ZCCWBS

1. Enter the Company Code UKOO

2. Enter the selection period

3. Enter the GL 530019 and 530039

4. Enter the Org Unit or the Cost Center

Cost Center Repoirt - Administrator

® [ [i]
Selaction Options
[ Tt
Company Code LU'E{OGJQ
Selection Period 07/01/2018 to 08/12/2015
Cost Center to (= |
Internal Order to (= |
VBS element to [= |
GL Account 530019 to [ |
Employee to | = |
Organizational unit 31005500 to 31005506 = |
Payroll area to = |
Fund to = |
Wage Type Selections
“IWage type application
=) Wage type to | = |
Other Selections
Display Year-to-Date values
Exclude Accruals v
Output Options
Display variant
Snapshot of results from ZCCWBS
Cost Center Report - Administrator
maPayroll Detals (D Time Data Detail 78| FI/CO Postings Payroll Cluster
Cost Center Report from 07/01/2019 to 08/12/2019
(El2)[@/E L) & [JEE [ [@sort |EEepand .JEpowniad |
WBS | Wage ... | Wage Type Text Fund Hours Amount MTD Amount MTD Hours Head Count = Order
Cost Center Report - Administrator 395.86 395.86 2.00
5 €c 1013250054 - BOYLE - CES IN( 0011600400 305.86 395.86 2.00
v & E000 9 -Kimberly Kay R 0011600400 345.40 345.40 1.00
~ & Ee1100. .- CynaraReneel 0011600400 5046 50.46 1.00
~ ) Ce DODDS30019 - Domesti] 0011600400 50.46 50.46 1.00
e 33 Travel Domestic 2530 Travel Domestic 0011600400 50.46 50.46 1.00
- BE 07/20/2019 2530 Travel Domestic 0011600400 23.20 23.20 1.00
- [E os/o3/2019 2530 Travel Domestic 0011600400 27.26 27.26




PA20 infotype 0015

If you have access to PA20 infotype 0015 mountain top overview, then drill into the correct entry to get the TRIP #.

Overview Additional Payments (0015)
€1
Person ID 1 N Pers.Assgn (11~ "7685 11005178, |Q59|
F.. | Mame Cyn ’ - - =i Empl. %% |100.00
~ & EE group B Staff Pers.area 1000 Main Campus
EE subgroup 06 Mon-Exempt 3.. Pers. subarea 0001 Reqg FT
[E choose 01/01/1800| to 12/31/59999 5Ty.
W... Wage type long text Date C Amount Crcy I Number Unit . [T
2530 Travel Domestic 07/25/2019 27.26 UsD 0.00 -
2530 Travel Domestic 07/04/2019 23.20 UsD 0.00 h
™ 1
|_2530_| el Domestic 03/13/2019 28.89 UsSD 0.00
2805 LiveWel Check In Reba.. 01/18/2019 100.00 UsD 0.00
OO0 D fie B A 742107010 S o0 L1er ooon

*The Assignment Number is the TRIP #.
Display Additional Payments (0015)

& 3
— - - _
Person ID Ll-] p ! Pers.Assgn 11005 3511005178« |E|
F..  MName C - - _EBT Empl. % |100.00
¥ & EE group | Staff Pers.area 1000| Main Campus
EE subgroup 08| Mon-Exempt 3.. Pers. subarea 0001 Reg FT
Chng |07/11/2019| EMG0223 ®3|

Additional Payments (0015)

Jage Type 2530 Travel Domestic
| Amount 23.20 [UsD | |Ind.val.
Mumber/unit 0.00
Date of origin 07/04/201%
Default Date ]
Assignment Nurmber 83197 Pe arg

Reason for Change 0z Batch Loads




SPIN/ER - Payroll Preliminary Posting Report

You can sort on GL and/or Wage type

Pre Payroll Final - Fund Posting Information
Report run dates: 07/21/2019 - 08/03/2019
P_“ Run Date “ Run ID Simul | Organizational unit Organiz Cost Center |C Grant WA Fu_|GL / Vendor No GL Account & Description ID_EZAmount P Pay Area/Period Posting Date  Run Type Wagetype Wagetype Description | Internal Order
10, 08/06/2019 17695 Final 31005503 81314 1013250054 B GMHNR 0., 0000520405 0000520405-FICA-Clerical 1 2 B1/16/2019 08/03/2019 PP 0404 Tax: ER Social Security
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000520405 0000520405-FICA-Clerical 1 3 B1/16/2019 08/03/2019 PP 0406 Tax: ER Medicare
08/06/2019 Final 31005503 81314 1013250054 B GMNR 0. 0000530019 0000530019-Domestic Travel 1 27.26 B1/16/2019 08/03/2019 PP 2530 :vae\Dnmest\( :
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000512031 0000512031-Clerical - Reguler 1. S Bl/16/2019 08/03/2019 PP 3000 Hours Worked
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000512032 0000512032-Clerical - Nprod_.. 1. B1/16/2019 08/03/2019 PP 3230 TDL Non-Exempt
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000520505  0000520505-Retmt-Clerical 1 B1/16/2019 08/03/2019 PP 9510 403b: TIAA/CREF ER
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000520720 0000520720-MFB - Staff 1 B1/16/2019 08/03/2019 PP 9672 staff Misc Fringe
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000520105 0000520105-EHC-Clerical 1 B1/16/2019 08/03/2019 PP 6035 UK Regional Employer
08/06/2019 Final 31005503 81314 1013250054 B GMHNR 0. 0000520205 0000520205-ELI-Clerical 1 " B1/16/2019 08/03/2019 PP 6200 Basic Life Ins Employer
08/06/2019 Final 31005503 81314 1013250054 B GMNR 0. 0000520767 0000520767-ADD-Clerical 1 © B1/16/2019 08/03/2019 PP 6220 AD&D Basic Coverage ER
14y = 1,755.07
== 1,755.0
“" n
Look for TRIPS that say “Canceled
Travel Expense Manager
[N & & [O I & | f8Results  [E settle  cancel | T [1] &1
Personneldo L ' _| Staff University of Kentucky
MName Cyn: o Non-Exempt 37.5 hour  Main Campus
List of Trips
St... Trip Depart. City Ctry Reason Approval Settlement Reimburse. Amount | Curr, |Statu
s 87162 06/01/2019 Monthly Milea..US  See attached mo_. Trip Approved Transferred to FI 31.90 USD In-St4q
s 85239 05/01/2019 Monthly Milea..US  See attached mo_. Trip Approved Transferred to FI 31.90 USD In-Stq
s 85238 04/01/201% Monthly Milea..US  See attached mo..Trip Approved Transferred to FI 27.26 USD In-St4
&3 85235 03/01/2019 Monthly Milea..US  See attached mo..Trip Approved Canceled 0.00 USD In-5td
a3 8519702/01/201% Monthly Milea..US  See attached mo..Trip Approved Canceled 0.00 USD 1In-5tq
't,?l 73894 01/01/2019 Monthly Milea..US  See attached mo_. Trip Approved Transferred to FI 8.64 USD [In-5t4
s 69376 12/01/2018 Monthly Milea..US  See attached mo_. Trip Approved Transferred to FI 12.54 USD In-Stq
s €937511/01/201% Monthly Milea..US  See attached mo..Trip Approved Transferred to FI 13.08 USD In-St4
a2 69331 10/01/2018 Monthly Milea..US  See attached mo..Trip Approved Canceled 0.00 USD In-5t4
't,?l 63231 08/01/201% Office US  September 2018 Trip Approved Transferred to FI 29.98 USD In-5tq
) 63044 05/01/2018 Office U5  September 2018 Trip Approved Canceled 0.00 USD  Qut-o

ZTR _WEF _RPT - Travel Workflow Report

Comment section will state trip is rejected.

[& Comments for 11005178 trip 0000085197 x

COMMENT

Leslie Duty

323-4404

This TRIP trawvel expense report is rejected because it was not approved by the
traveler within 60 days from the last day of trawvel,
acknowledged reimbursement taxation on the Over &0 Day Taxation Form or the
reguested taxation exemption has been denied.
future paycheck as taxable wages.

and either the traveler

Beimbursement will appear on a




' Universityof Visiting Scholar Approval
= KentUCky {non-teaching)

College of Agriculture,
Food and Environment

Visiting Scholar's Name

Department

Beginning date

Ending date
Is this an extension? |:|Yes |:|No

If yes, what were the original start and end dates of the appointment?

Sponsoring faculty member’s name

Explanation of visiting scholar’'s work while at CAFE:

Department chair’s signature

Chair Routing: Send this form and visiting scholar's CV to Megan Lucy

(megan.lucy@uky.edu) attached to email. Megan will arrange for the Dean’s S|gnature.

Dean’s signature

Internal use:
-paper copy placed in pending file

-paper copy mailed to Provost’'s Office

Siadmshare\Associate Dean Faculty Resources, Planning and A Wisiling Scholars\Visiting Scholar Approval Form.dosx w2017




Universityof

& Kentucky

i - Visiting Student Approval

Any person visiting UK who is enrolled in a graduate program at ancther university {domestic or
internaticnal), regardless of visa type, is to be approved at UK as a visifing graduate student. Please
complete this form, attach the student’s official letter of invitation and CV and send it to
megan.lucy@uky.edu to get the CAFE Dean's level approval.

J:L Domestic Student D International Student
J:L Graduate Student D Undergraduate Student

Visiting Student's Name
Visiting Student’s Date of Birth
Visiting Student’s Email Address
Department
Beginning date Ending date

Sponsoring faculfy member's name

Explanation of visiting student's work while at CAFE:

Department chair's sighature

Dean’s sighature

What to do after the forim is approved:

Graduate Students: Megan will refurn the approved form to the department contact. The department
contact should send the approved form and attachments to Suzanne McGinnis,
suzanne.meginnis@uky.edu, in the Graduate School. Remind the student that they will need to fill out
UK’s graduate school application, using the application category “visiting student,” and program
"invited visiting student” in the online application found at:
hitps:/fapp.applyyourself.com/AYApplicanttoginffl ApplicantConnectLogin.asp?id=ukgrad. For
international students, the form also needs to be uploaded into ICAT when requesting J-1 status from
International Student and Scholar Services (I5S3). ISSS will not process the paperwark for a J-1 visa
until all steps have been completed.

Undergraduate Students: Megan will return the approved form to the department contact. The
department contact should send the approved form and attachments to Michelle Garth at
michellegarth@uky.edu. For international students, the form also needs to be uploaded into ICAT
when requesting J-1 status from International Student and Scholar Services (ISSS). ISSS will not
process the paperwork for a J-1 visa until all steps have been completed.

8/2018




LY. College of Agriculture,
&% Food and Environment

MENTOR '

Nominee Information

PROGRAM

It starts with us

Mentor Nomination Form

Name:

Department:

Position:

Supervisor:

CAFE Years of service: [ 10-3 []4-6

O79 10+ Email:

Phone:

Nomination type: [_1Self [JSupervisor [_]Peer

If Self-nomination, have you completed the Unconscious Bias or SuperVision Course?

Yes[ ] No[ ]

Self-Nomination, please tell us about yourself and why you would like to be a Mentor:

Supervisor Nomination, please tell us why you feel this person would be a good Mentor:

Peer Nomination, please explain why you are nominating this person:




70 T 38ed

=% - -
hu%hh%mnhmmj m“_u_. eres 193U “Paysygersa
:Mw.s,x:@m_r__oﬂ.ﬂ_«._aw MMWMHM 1sA|euy s53u|snNg 3Un mmwc_mw_sm w.._qu IYNYIDY ue aazy jsnw juawndop juawied e passazold Jou 3aey noA S|entany 6T0Z/t1/0T
L : d
e SRS ARIBUY o Yaiym Joy yigg 3das 01 Joud spew sasuadxa [aABI] JO PAAIIRI 53JIAIBS/SPOOS AUy
[0Z,, Ul Bulpua puny 1eah mau uo puolag — /0T pouad Joj splodal Mau ajeal) 'q
«6T,, Ut utpua puny Jeah pjo uo spouad |joshed 104 sprodal jjoihed wayuo) e
npa:Ayn@uoiioy-lessipw Leib-L UOLI0H essialAl Jqua) |104Ad
npa-Ayn@uosuyol-sunsuyd 906£-8 uIsua4 sy SS2UISNG 34D ‘puoAaq pue 5T/T/0T sadieyd jjoihed Aue Joy AjSuipiooae Apl2am-1g 6T0/0T/0T
5U3RJIs £ZO0 21ePdn pue saaAo|dwa AP@am-Iq ||B MIIADI ISEI|d "PUNS 6T AL
2y1 uc Sunsod Joy poltad Aed Apjaam-iq ||ny 15e| Y3 St 6T/8Z/6 SPUS YAYM OZ# ME
R ceros ", MV3A @10, 01 350d 0 paaiueIens 10U 218 9ep I
npa" AN @zs|EM 11035 €E86-L Jzue) .
B R SUEA idY oo 1sAjBUY SSBUISNG 11U SRR RIS Jaye payywgns Auy 'spunj MvaA Q10, U MOPIOM dis Ul idap syl Aq panosdde|  [aAel)/add 610zZ/v/0T
npa*Ayn @SuLIYY MaIpUY 6600-€ pue paRiwgns 8q pinoys ,Yv3A 410, 10} dIY L pue sjeaciddy Qud/INYS IV
P M@ PIEA EULL CETO-L
npe MN@ZS|IPM 13098 ££86-1 133D *Jeaf ajelidosdde ay3 03 paysod ale saBieyd ||e 18Y3 34NsSUD 01
1sAjRUY SSBUISNG 11UN pied0id 610Z/1/0T
npa An@suoAyudy vSTr-L ssauisng 34v0 disy |msiyL "peaie|dwod aq 1snw siuess ejnwioy |etepay Joy Suiipa pies oud ||y
npa-Ayn@3uLyas maipuy 6601-€
npa'AnN@pPlepNBULL CEL0-L
npaAN@zs|iaM oS £€86-L Jaqus) sydianay 610Z/0€/6
A i dag !
A AymE sk jidhy s 1sAjeuYy ssauIsng 1un ssaujsng 4 0f Jaquidag ‘uo 10 '03 Jolid PIAISIRL SWS1I J0) AN SUOIIBLWIIUOD Spood ||y $p00s/od yeyl JarET BN
npaAn@3uLyan malpuy 66t7p-€
TR0 - [P0 W
npaAyn@plepneul) CE10-L 123u2) ssaulsng 2U3 03 paniwgns sJU3WnIop jo doy ayl 18 MyIA MaN,, 40 HYIA
npa-AN@zs||oM 1103 ££86-. 133u3; W« SAT [[BdJew aseald ",y ., 03 S,Al350d 0} 9|qe 3q ||IM JSIUSD $SBUISNG
P .v_ @zsl| __S. S L 15ABUY SSaUISNg WUA 0 aio >m.__ 3 _. 1A 410 Al 192 =q || A 610z/52/6
npa-Mn@suoh|udy YSTh-L ssauisng 34w | ayi Ajuo ‘a1ep Sy JBYY 1IN0 sasopd 1das 4o Yluow ayl 34084 Sununaoiny [eJausg
npa-An@Ssulyag malpuy 66tP-€ Ag pa3sod a.e Asyy aunsua o1 djsy pInoys siy] "J83ua) ssaulsng ay3y 03 paniwgns
pue pa1a|dwos ag pjnoys sdunnsod HyIA (10, 01 SUOIID84102 Buiyew S AT (IY
.0T,, Ul Buipua puny 1eal mau uo puolag — /0T pouad Joj sp1oJas Mau a3eal]) °q
6T, Ui Suipua
ﬂ .
npa‘Ajn@uopoy-fessijaw iYL UOJIOH essijain Jajua) puny seai pjo uo gg/6 ySnoayy spouad |joshed 1o) spaodal jjosded wayuo) e . stoz/eze
A I§ - ua4 su 559
o e ke Ll Histied S SIS 3N ‘puoAaq pue gT/T,/0T sa81eya |joiAed Aue Joj Aj8uipioade sUaJas £z0Q0 23epdn
pue ‘saahojdwa 300,/534-UoU pUE JJe1S A|YIUOW |[B M3|AS 35E3]d "puny 6TA4d
a3 uc Sunsod Joj pouad Aed Ajyjuow 1se| ayi st 6T/0E/6 SPUD YIUM 60# O
npaAn@piejyeull CELO-L dY3IA A0,
npa*AYN@zs||eA 1102 -L SEMIES ay1 01 paisod aJe salnua Suipunode (| Jey) aunsua o3 djay os|e pinoys | -gg ida
p .x [oradll >>. 5 £E86 sehietiy ssetishg 3iun D 4 p lle ey 12y osje p| _._ S Od/boy 6107/51/6
npa'An@suoAyjudy wSTH-L ssauisng 34vD | Aq paAladal spoos pue paleald ale s,0d eyl ainsua o) d[@y |im siyl T 1290320 03
npa-AYn@8ulyan malpuy B6Y-E Joud patalap ag ||Im SWaY 3y3 2Jaym saseyaand 1oy suoiyisinbau fsped Suiddoys
‘PUCKSq pUe §T/T/0T 1101KEd 305 puny 0Z,, 243 Jalm pajepdn
npa-Ayn@uonioy fessijaw TTLV-L UOMOH BssI|ay FEMIES) 3q P|NoyS SUORNGUISIP 1500 || 'Paulnial aq ||im Spuny |e4apay Hv3IA 410,| suonnguisig Jat)
npa-A3n@uosuyof-aunsuyd 906£-8 uIsua4 suy) ssauisng 34yD | UleUOI 1BYL BUlPE3D SIY) JaYe PaTIWgNs sucNquUIsIp [jolAed Aynaey Auy ucou| [jolAed Aynoed 610z/91/6
00:ZT AgQ pa131luqns aq 3snw §34 e1A apew sagueyd uonnguisip joJhed Aynaey |y
UONELWIoU| 3IBIUOD) :3dag uonoesuel] ssauisng adAL 21eq and oY
(peiesipul @3ep anp ay3 uo wdog:y aJe saulpeap ||e ‘paiels asimIaylo ssajun)
FINAIHIS DNISOTI ANI-HVIA TVHIAS 6TA
I
LININNOYIANT B AO04 "FUNLTNIIEDY 40 ID3T10D




740z 38ey

“Jlews elA 3sAjeue ssauisnq JnoA o3 panigns aq (3pd-uondsoxsdq/swio) /swiioda /npatAyn-mmm//:diay) wioy
1sanbay uondaox3 seinpadold ssauisng e a1inbai Aew sAoge paouslayal Saul|pesp pua-Jeah |eJapay sy} Jajje 193U3) SSaUISNg 3y 03 PRGNS SIUAWINI0P +dY3A 410, 310N

UOIIRWION| 19B3UCD _ dag _ uonoesuel] ssauisng ﬂ adAy _ 21e@ ang oY

(pa3edipul a3ep anp ay3 uo wdogs:y ale saujpeap ||e ‘pa3els asiMIay3o ssajun)
J1NAIHIS DNISOTD ANI-HVIA TvHIA3d 6TALd
INININOHIANT B 004 ‘FUNLINDIYOV 40 3931102




	University New Employee Orientation_Online Program_08 2019.pdf
	University New Employee Orientation
	University New Employee Orientation�Why Move Online?
	University New Employee Orientation�Online Program Overview
	University New Employee Orientation�Online Program Logistics
	University New Employee Orientation�Online Program Logistics
	University New Employee Orientation�Online Program Email Communication
	University New Employee Orientation�Online Program Email Communication
	Slide Number 8
	University New Employee Orientation�Online Program Email Communication
	University NEO in myUK Learning�Participant View of Assignment
	University NEO in myUK Learning�Participant View of Program
	University NEO in myUK Learning�Participant View of Module Completions
	University NEO in myUK Learning�Supervisor View:  My Employees
	University NEO in myUK Learning�Supervisor View:  My Employees
	University NEO in myUK Learning�Participant View:  Overdue
	University NEO in myUK Learning�Supervisor View:  My Employees - Overdue
	University New Employee Orientation�Staff Handbook Updates
	University New Employee Orientation


	Name: 
	Department: 
	Position: 
	Supervisor: 
	Email: 
	Phone: 
	Self Nomination please tell us why you feel this person would be a good Mentor: 
	Supervisor Nomination please explain why you are nominating this person: 
	Peer Nomination please explain why you are nominating this person: 
	Submit: 
	Check Box4: Off
	Check Box5: Off
	Text2: 
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box22: Off
	Check Box23: Off
	Check Box26: Off
	Check Box28: Off


