
Subject Matter Expert Series: Personnel Actions Resources & Tips 

August 6, 2020



Administrative items:

• Remember to mute your mic.

• Melissa will be monitoring the chat box for questions, and we 
will also have time for questions at the end.



Trivia Question

How many personnel actions were processed 
in CAFE during FY’20?



Trivia Question Answer:

2545



And the winner is……

Congratulations, a UK blanket with carrying case is 
headed your way!



The largest volume of personnel actions occur in August.

So, that is why we chose to do this session at the beginning 
of August, and we are going to start off with the following

13 Tips to a Busy Hiring Month.
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13 Tips to a busy hiring month



13 Tips to a busy hiring month continued…    



13 Tips to a busy hiring month continued…    



13 Tips to a busy hiring month continued…    



Tip - ZPAR Routing During Telework

• The ZPARS and Workflows remain on the same deadlines.

• All forms need to be sent via email to Chris Fensin prior to the applicable 
deadline. 

• Digital Signatures are acceptable. 

• For all positions other than hourly students, notes related to the hiring 
pause should be included in the comments.

-----------------------------------------------------------------------------------------
Example 1: per the attached offer letter the offer was accepted prior to 
the March 23, 2020 hiring pause.

Example 2: per the attached approval an exception was granted to the 
hiring pause on June 23, 2020.



Step 1: Advise the new hire of which documents will be needed, and, for 
individuals that will complete an I-9 on campus, ask him/her to set up an 
appointment to go to Scovell Hall to complete the I-9.

Appointments can be scheduled at: 
https://cafebusinesscenter.ca.uky.edu/www.uky.edu/hr/i9

Step 2: HR Employment will complete the I-9 with the new hire and email an 
encrypted digital copy to the hiring department contact (you). For this 
reason it is important to provide the employee with your name and email 
address to give to Employment. 

Step 3: Attach the I-9 copy to the ZPAR and scan/email it to Chris Fensin 
prior to the applicable deadline. 

Tip - I-9s During Telework

https://cafebusinesscenter.ca.uky.edu/www.uky.edu/hr/i9


Tip – Personnel Action Booklet  

We tried to take the guess work out with the Personnel Action Manual:
https://cafebusinesscenter.ca.uky.edu/files/qrg_-_personnel_actions_-_pa40_-_022120.pdf

Make sure to check out the Personnel Action Manual and many 
other additional resources on the CAFE HR Administrators page.

https://cafebusinesscenter.ca.uky.edu/files/qrg_-_personnel_actions_-_pa40_-_022120.pdf


Tip - Understanding the Payroll Calendar



Tip - Navigating the Hiring Pause



Tip – Personnel Details Icon

One powerful little icon:
Personnel Assignment Details

This icon should be used to determine 
which personnel action type is appropriate



Tip – Open Folders Under the Personnel Details Icon

Open the 
folders in the 
Personnel 
Details Icon to 
ensure you 
have all 
available 
information to 
determine the 
correct 
personnel 
action to enter.



Tip – Looking Up Information

= can help you locate 
employee information



Tip – Know Which Actions Kick Off Workflow



Tip – Know Who the Approvers are

ZFI_WF_APPROVER

Allows you to view 
workflow approvers for 
your unit(s) via
SAP transaction



Tip – Know how to check the status of a workflow

The Services for Object icon in 
PA20. allows you to check the 
status of a workflow



Tip – Know the ZPAR Processors

Compensation ZPAR Processors
A-D Tara Smith 7-8955
E-K Beverly Taulbee 7-0584
L-R Mary Hay 7-8952
S-Z Stephanie Francis 7-8918



Resources

https://cafebusinesscenter.ca.uky.edu/content/hr-administrator-resources

Find all of these resources and many more on the CAFE HR Administrator page

• Workflow FAQs
• Personnel Actions Manual
• Overload & OT Assignments
• Separation Sheet FAQs
• PTI SAP Entry
• Personnel Actions QRCs
• Workflow Requests
• Workflow Approvals

https://cafebusinesscenter.ca.uky.edu/content/hr-administrator-resources


Additional Resources

• One-on-One HR Administrator Orientation Training (Phase I & II)
• Annual One-on-One HR/Payroll Review Meetings
• Quarterly Users Group Meetings
• Periodic Subject Matter Expert Training Sessions
• Virtual Tutorials – New!
• Feel free to reach out to us anytime you have a question



Questions

?



Thanks for attending!
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