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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 into 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. 

b. 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. 

b. 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. 

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

c. 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. 

d. 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. 

e. 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 

https://www.uky.edu/hr/staff-handbook/
http://cafebusinesscenter.ca.uky.edu/files/position_request_form_080619.pdf
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ability to approve requests directly from their cell phones. Employees can also view their pay statements 
and benefits election using the app. 

f. 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! 

g. 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 

a. 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. 

b. 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.  

 

5. Other 

a. 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. 

b. 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.) 

c. 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 

d. Sign-In Sheet 

e. 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_ffy19_0.pdf 

 

 

 

 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcafebusinesscenter.ca.uky.edu%2Ffiles%2Fcafe_federal_fye_manual_ffy19_0.pdf&data=02%7C01%7Cskking1%40uky.edu%7C8057cbf206994a995b7f08d72573f7dd%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637019052395493724&sdata=gWzHqNGvQ%2F0cYTjEt3lZzBaZ2gy2VN61jRPT3XSmUZY%3D&reserved=0
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University New Employee Orientation
Why Move Online?

In-Person Session
• 4.5 hours
• 60-150 in attendance
• Presenters varied
• Supervisor responsible 

to register new employee
• Not required if over 40 

miles from campus

Online Program
• 60-90 minutes
• Self-paced
• Consistent information
• Assigned by HR T&D
• All new regular 

employees ≥ .5 FTE 
receive important 
information pertaining to 
working at UK



University New Employee Orientation
Online Program Overview

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

1. Welcome to the University of Kentucky
2. Insurance and Retirement
3. Well-being and Community
4. Safety
5. Policies and Compliance
6. Financial Partners        

Video modules are grouped in categories  



University New Employee Orientation
Online Program Logistics

Modules may 
be taken at any 
time within the 
first 30 days

• All at once (back to back)
• Spaced over the 30 days (recommended)
• Can be taken in any order

Supervisor 
should discuss 
the following 
with the new 
employee:

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

days
o Modules must be taken during paid working 

time
• Where to take the online modules
o Computer lab
o At their workstation
o Other area



University New Employee Orientation
Online Program Logistics

If employee is not entered in SAP before their start date 
and/or their email is not activated timely:

NEO will not be 
assigned timely

Employee will have less 
time to complete NEO

Employee won’t know 
benefits information

Program assigned to new employee based on the start 
date entered in SAP

Timely SAP entry is 
critical

Timely email 
activation is critical

Employee has 30 days to:
• Sign up for benefits
• Complete the program



University New Employee Orientation
Online Program Email Communication

Program Assignment
• Title of Program
• Assignment Date
• Due Date

Program Nearing 
Due Date

• 3-5 days before due date

Program Past Due
• Weekly until complete

Auto-generated emails from myUK 
Learning to new employee:



University New Employee Orientation
Online Program Email Communication

Program 
Assignment 

in myUK 
Learning

Due date of the 
program

Links to:
• First year timeline
• UK benefits
• Staff Handbook

Contact 
information 
for questions 

regarding 
NEO

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





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



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

• Contains resources pertinent to 
employment at UK

• Referenced within the online NEO program

Online Staff 
Handbook

• Welcome
• Insurance and Retirement
• Well-being and Community
• Safety
• Policies and Compliance       

Similar categories to 
modules within the 

NEO program

• Upon job acceptance
• Prior to start date

Supervisors are 
encouraged to share 

this website
• Onboarding toolkit
• Checklists for first day, week, month, 90-

days, six months, and year

Supervisor 
resources

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

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


University New Employee Orientation

For questions and additional 
information please contact

HR Training and Development

NewEmployeeOrientation@uky.edu



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.  If 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 

 

 

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.  

 

 

 

 

  

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 UK00 
2. Enter the selection period  
3. Enter the GL 530019 and 530039 
4. Enter the Org Unit or the Cost Center  

 

 

 

Snapshot of results from ZCCWBS

 

 

 

 



PA20 infotype 0015 

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

 

 

*The Assignment Number is the TRIP #. 

 
 

  



SPIN/ER - Payroll Preliminary Posting Report 

You can sort on GL and/or Wage type 

 

 

PR05 

Look for TRIPS that say “Canceled” 

 

 

 

ZTR_WF_RPT - Travel Workflow Report 

Comment section will state trip is rejected. 

 







Department: 

Supervisor: 

Email: 

Phone: 

Nomination type: Self Supervisor 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: 

Nominee Information 

Name: 

Position: 

CAFE Years of service :

Mentor Nomination Form

0-3 4-6 7-9 10+
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