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Staff A staff in the Spotlight

Susan Campbell 75934 Djan Stapleton/Darlene Mylin - Administrative Services Assistants - Program And

Chris Shotwell 7-7194 Staff Development/ Cooperative Extension With a large number of employees

Le Anne Herzog 7-2981 working remotely, they help provide continuity and ensure essential transactions

Chris Fensin 83906 occur. They have gone above and beyond the call of duty over the last few months,
and have truly been the glue that holds the machine together. Anytime employees

Melissa Horton 74722 have questions they have only been a phone call or email away. Many employees

Kim King 7-7143 benefit greatly for what they do. Darlene and Diane have been a true inspiration

Scott Wells 7.9833 during these trying times.

April Lyons 7-4254

Covetta Ramey - Administrative Services Assistant - West Kentucky Sta-

Andrew Gehring 3-4499 tion Recently during a Subject Matter Expert zoom training on personnel actions,
Catherine Anderson  7-7241  Covetta offered a great suggestion. The suggestion was to add the time zone to the
university Payroll Schedule. The suggestion was carried forward to UK Payroll Ser-
vices, and we are happy to report that the update has now been made to the sched-
Beth Atkinson 562-2994 ule that the entire university utilizes. It is obvious that Covetta is a great advocate
TyBack 606-666-2438 x229  for off campus employees and truly cares about her unit!

Tina Ward 7-0132

Jeremy Teal 270-886-6328

HUMAN RESOURCES
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Staff Spotlight 1 Work From Anywhere Resources
= o As you know, the college COVID-19 Updates - Staff Page has many helpful work
SME Training 6 related resources. However, there are also numerous employee enhancement
resources including options for accessing the virtual fitness platform, working
parent resources, LiveHealth online, and remote professional development en-
Other 9-10 hancement opportunities. You will also find the form that allows employees to
opt in/out of the daily wellness health screening, as needed. Easy access to
this form should be helpful as employees plan vacations and other leave.
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https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uky.edu%2Fufs%2Fsites%2Fwww.uky.edu.ufs%2Ffiles%2FPayroll%2520Calendar%2520July-Dec%25202020%2520ERD-Offcycle.pdf&data=02%7C01%7Cskking1%40uky.edu%7Ce37f58c340de4a8ebd1208d8558edc26%7C2b305
https://coronavirus.ca.uky.edu/staff
http://go.uky.edu/wellnessupdate
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New - Post Doc Scholar Resources

Have you ever wished for one location, to access all the resources you need, to best support the Post
Doc Scholars in your department? We’'ve got you covered! With the CAFE Business Center Post Doc
Scholar Resources page you can access everything from the onboarding, to exiting, and everything in
between. Please take a moment to review the site to become familiar with the resources, and, as al-
ways, let us know if you have questions.

Payroll Retro Dates

The earliest retro date for Bi-Weekly payroll will reset on 11/24/20 to 9/27/20. The earliest retro date
for Monthly payroll will reset on 11/17/20 to 10/1/20.

ECRT

Pre-Review period for Fiscal Year 21, Quarter 1 will be from 10/20/20 through 11/9/2020.
Confirmation period for Fiscal Year 21, Quarter 1 will be from 11/10/20 through 12/8/2020.

Payroll Confirmation will have an off cycle payroll processing on 10/28/20 for monthly employees on-
ly. To be eligible for inclusion in the off-cycle, the project statement containing the error must be in a
“Revision Requested” status in ECRT. This is done by clicking the revise payroll checkbox for monthly
individuals that are incorrect and clicking the Revise Payroll button. If the person needing correction is
missing from the statement, click the revise payroll checkbox for any individual already on the state-
ment and email ecrt.help@uky.edu to add this person to the off-cycle payroll list. Then the actual cor-
recting entry must be created via CDEM (Or FES or 27 screen if CDEM is not live yet). The statement
being put into “Revision Requested” status and the cost distribution change must be completed by the

close of business the day before the off-cycle payroll runs (10/27/20). As with all off-cycle payrolls,
any changes must result in no actual change in pay (meaning it should net to zero) in order to process.

Outstanding Staff Awards

Know someone that routinely goes above and beyond at work? Are they dedicated, steadfast, compe-
tent and have performed outstanding service to the college? Please consider submitting an Outstand-

ing Staff Award nomination. The period for nominations has been extended. You may access the nomi-
nation form here.

Employee Exit Process

These two links were inadvertently omitted from the last Users Group follow-up notes:

Link to Employee Exit Checklist: https://cafebusinesscenter.ca.uky.edu/files/employee_exit_checklist.pdf
Link to Employee Exit Survey: https://uky.azl.qualtrics.com/jfe/form/SV_8IkSeGAVnxIKL5P



https://cafebusinesscenter.ca.uky.edu/content/post-doc-scholar-resources
https://cafebusinesscenter.ca.uky.edu/content/post-doc-scholar-resources
mailto:ecrt.help@uky.edu
https://administration.ca.uky.edu/cafe_outstanding_staff_awards
https://administration.ca.uky.edu/cafe_outstanding_staff_awards
https://administration.ca.uky.edu/sites/administration.ca.uky.edu/files/osa_2020_nomination_form_for_web.pdf
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcafebusinesscenter.ca.uky.edu%2Ffiles%2Femployee_exit_checklist.pdf&data=02%7C01%7Cskking1%40uky.edu%7C959e1ca879524a5fb05208d83e032d2f%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637327530782
https://uky.az1.qualtrics.com/jfe/form/SV_8lkSeGAVnxIKL5P
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New - Video Tutorial

Video Tutorials

The Business Center HR Team recently introduced the Video Tutorial program. We are committed to
providing you easy access to the resources needed for your role, and the Video Tutorial series is one
way in which those tools are available.

I-9 Scheduling - Scovell Hall

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 departmental contact person (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 dead-
line.

Schedule an I-9 appointment

Choose Appointment Your Info Confirmation

Returning? Log in

Complete I-9 Form (University of Kentucky employment paperwork)
15 minudes

Renew I-9 Form (Active University of Kentucky employees with expiring work authorizations)

15 minutes

Direct Deposit/Taxes

To minimize contact with paper passing through multiple hands, UK Payroll Services asks that current
employees and new hires utilize myUK Employee Self Service rather than forms,to add or make chang-
es to direct deposit and tax information. For your convenience, directions are available on both the
CAFE Employee Resources and CAFE COVID-19 Staff page.


https://cafebusinesscenter.ca.uky.edu/resources/hr-payroll/employee-resources/video-tutorials
https://cafebusinesscenter.ca.uky.edu/www.uky.edu/hr/i9
https://cafebusinesscenter.ca.uky.edu/content/employee-resources
https://coronavirus.ca.uky.edu/college-agriculture-food-and-environment-staff-resources
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NEW! CDEM (Cost Distribution Entry Model)

Research Financial Services announced that CDEM (Cost Distribution Entry Module) will replace FES
with an anticipated go live date in October 2020.

This change will impact all units that have monthly employees (including faculty) who have cost dis-
tribution on the 27 screen in SAP. The Business Center has collected the CAFE primary and backup
user role information for RFS. It is the goal of RFS to have zoom training and QRC’s available by early
October. The CAFE Business Center plans to have a CDEM training session at a later date.

Highlights of this change:

e CDEM will be used to maintain the Infotype 27 screens for all monthly employees (including
faculty). BW employees will be phased in at a later date.

e The 27 screen will be disabled in PA30, but you will still be able to view the 27 screen in PA20

e 14 & 15 screens will still be active in PA30

e For faculty, you will now be able to do effective periods that span months

e Will be in real time in SAP, no more overnight wait

¢ Will automatically delimit cost distributions when employee transfers to new department or sepa-
rates from the University!

e Users will enter the cost distribution and submit to workflow for approval.

¢ Any monthly employee with a 27 screen will load in CDEM; 1018 cost distributions will not load.

e You will receive high priority alerts via email (hew employee, grant ended, etc.)!

Overview
14Ip] \ 4
Detailed Navigation =l Financial Services O

? [EETETETEE Financial Services
Provides access to Financial administrative tasks

Procurement Card
Authorized campus users may view and process ProCard postings

Cash Transmittals
Authorized campus users may view and process cash transmittals

F—t

Endowment and Gift Account Tracking
Authorized campus users may view information on endowments

S

- Cost Distribution Entry Module
Authorized campus users may view and enter base salary cost distributions

Note: You will only see tabs and links for those applications for which you have permissions.
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New! STEPS SAP Fieldglass - Online Time Entry System

Partially in response to telework due to COVID-19, STEPS will be rolling out a new online time entry
module that will replace the current paper timesheets. The module is called “Fieldglass,” and the tar-
geted go live date is 9/27. This will be a more efficient means of time entry/approval for STEPS em-
ployees and will also offer better reporting to assist with reconciliation on both funding and time en-
try. With the new module, invoicing will also move to an electronic process. Training for employees
and supervisors is planned for mid to late September. It will be important for CAFE HR Administrators
to help supervisors adjust to the new process of logging in to approve time.

Floating Holiday Reminder

Per Dr. Capilouto’s message, eligible staff who worked on Labor Day (9/7) can utilize the leave as a
floating holiday through December 31, 2020. When employees submit the leave request, regardless
of which day they plan to utilize the leave, the leave type should be recorded as Holiday-Labor Day.

Example:

Type of Leave

* Type of Leave: = HOLIDAY-Labor Day v
Description: HOLIDAY-Labor Day

General Data
* Start Date: | 10/17/2020 i

* End Date: | 10/17/2020

For a full list of FY’21 holidays, including the load dates and message from Dr. Capilouto, please visit
the link on our site here.


https://cafebusinesscenter.ca.uky.edu/files/holiday_work_schedule_for_2020-2021.pdf
https://cafebusinesscenter.ca.uky.edu/files/uk_holiday_load_schedule_for_the_2020-2021a.pdf
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Join the College Mentor Program

MENTOR " PROGRAM

It starts with us

The college Mentor Program helps support new staff as they become acclimated to their position.
The length of the program is six months, during which the mentor receives support through a web-
based orientation, monthly newsletters and weekly help tips. We would like to hear from you. Do you
know someone that is a good role model? Please consider submitting a Mentor Nomination. The
nomination process is quick and easy. Click here to submit a nomination.

SME TRAINING

SUBJECT MATTER EXPERT
RAININ

SME Training Subject Matter Expert - Grants Review Training Series

The CAFE Business Center Analysts are offering a series of Grants Review Trainings in conjunction
with the college Grants Officers. Below are the past and upcoming dates of training:

Grants 101 - The Foundation - August 20

Grants 201 - Awards Management 1 - September 17

Grants 301 - Awards Management 2 - October 15

Grants 401 - Advanced Topics - November 19

Grants 501 - CGO Topics - December 17

We are offering one registration for the series. If you would like to register for the remaining training
dates, please do so at the link below.

Registration (Use your AD login and password)
https://acsg.uky.edu/webapps/register,

After each training session, our office will upload the training documents as well as the recorded ses-
sion onto the CAFE Business Center Resource page for our Grant Resources.



https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Facsg.uky.edu%2Fwebapps%2Fregister%2F&data=02%7C01%7Capril.lyons%40uky.edu%7Cf35f968f2f77482926f308d8492e0269%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637339809241520268&sdata=R%2FWVj0yqZJvn
http://cafebusinesscenter.ca.uky.edu/grant-resources
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fr20.rs6.net%2Ftn.jsp%3Ff%3D001jYmZtE02qJx7PpvSGzzt2ub9LM5EyX5DNz0Fpqc2ecrmfQuKdgUvgHMUexXVIqQJObiuY3iHYD3IyIxvGl1fa4shXEhO5C35HTDT3gZPqs0awR0s7ySVfUHf6OJ8pEGLJu5iOw2Mz8a6ykH-yPZFrz2Q2Hu8Sqc2DB-h
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fr20.rs6.net%2Ftn.jsp%3Ff%3D001jYmZtE02qJx7PpvSGzzt2ub9LM5EyX5DNz0Fpqc2ecrmfQuKdgUvgHMUexXVIqQJhabNl9XURkwDVf0n43CqqsfMsdXdRbEvltmZ_mL2S-FFpGRRrNxdgnp4ZY-2hmeuqLxPM4Gnj00OCjg4y7Cei_6b8oYAo7TmVEVX

. Business Center

FINANCIAL

CASH HANDLING VIRTUAL TRAINING NOW AVAILABLE

When the business center polled the college regarding cash handling training we identified 154
CAFE employees who are involved in cash handling but had never taken the cash handling course or
had not taken it in over five years. Since the onset of the pandemic, the cash handling training has
moved to a virtual training session, and many college employees have signed up or already taken
one of the sessions. Please notify the remaining employees within your unit who are involved in the
cash handling process to attend the virtual training so that our college will be in compliance with the
cash handling policy. Each session enables 50 participants and they do fill up quickly.

Also, if new or seasonal employees have since been identified, please allow them to enroll in an up-
coming session.

Upcoming Session Dates :

October 15 1:30pm-4:30pm
November 18 1:30pm-4:30pm
December 10 9am-Noon

myUK Learning — How to enroll and complete Web-based Training (WBT)

CONCUR - Travel and Procurement Card Expense Management

Below are additional resources to assist CAFE units to work through the process of implementing
CONCUR Travel & Expense Management. All current and future resources are loaded onto the CAFE
Business Center Resource page for Travel and Procurement Card.

Concur CAFE Department Business Officers Slides - Additional background information on imple-
mentation, voucher requirements, and new system functionality

CAFE Concur Travel Resources - Updated resources on travel related expenses and how to submit
and track expenses as a traveler

CAFE Concur Travel Reimbursement - QRG - Updated to include new BPM policy updates and CON-
CUR system

CAFE Concur Training & Resources Checklist - A checklist of suggested trainings and resources for
users to know what is available and the order in which to move through them


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uky.edu%2Fhr%2Fsites%2Fwww.uky.edu.hr%2Ffiles%2F5_myUK%2520Learning_Enroll%2520and%2520Complete%2520Web%2520Based%2520Training.pdf&data=02%7C01%7Capril.lyons%40uky.edu%7C3ed0a0bcade44ae369c
http://cafebusinesscenter.ca.uky.edu/content/travel-faqs-and-quick-reference-guides
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Updated Business Policies and Procedures due to CONCUR:

E-7-10 - Discretionary Policy

E-5-1 - Travel Policy

E-7-6 - Procurement Cards

E-5-2 Travel Advances and Repayments

E-7-11 Establishment of Student Recognition Awards and Prizes

Reporting is available in Tableau Server - Concur Travel and Expense Management Report. This report
is available in the Business Officers folder of Tableau Server.

If you do not already have access to Tableau Server and would like to request access you may submit
your request on this form. On this form you will need to include a request to access the Business Offic-
ers folder to view the CONCUR reports. For additional Tableau resources, please visit the IRADS Tableau
Server support page here. The link to login to Tableau Server is here; this is where you will access the
available reports.

Questions on CONCUR departmental procedures and the CAFE updated policy should be directed to your
unit’s business analyst. Other questions should be directed to concurexpense@uky.edu.

Purchasing Quick Reference Guide

Purchasing / AP Quick Reference Guide has been substantially updated due to the implementation of
CONCUR and the update to the Procard types and usage. Please review document before purchasing to
verify the correct method is being utilized.

Budget Transfers

Due to the FY21 budget cuts and the Mandated Program budget thresholds, many budget transfer (BT)
requests will need to be processed via journal voucher (JV) on transfer codes. Please work with your
unit’s business analyst to determine if your request will require a JV vs BT. They can provide guidance on
creating the transfer JV and utilizing the correct transfer GL's.

COVID-19 PPE Purchases

As a reminder, when purchasing items as an expense due to COVID-19 use “COVID-19” in the purchas-
ing assignment field. Also, remember to use the GL 540215 for PPE items. Please make sure funds are
available for requested items prior to submitting orders to ensure prompt processing.


https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-7-10.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-5-1.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-7-16.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-5-2.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-7-11.pdf
https://docs.google.com/forms/d/e/1FAIpQLSfxxqIOF09m4ehUiDwQbI3KYz46M_i1XEQn-nuZP8NrG-1sPQ/viewform?c=0&w=1
https://www.uky.edu/irads/tableau-server
file:///C:/Users/skking1/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/7NYLK0BH/analytics.uky.edu
mailto:concurexpense@uky.edu
http://www.uky.edu/Purchasing/docs/quickrefguide.pdf
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Procurement Cards

The recently updated Procard application has the user card agreement built into the form, so there is no
need to sign an additional agreement to submit with the application. The new application can be found
at https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/procardapp.pdf.

There are only two types of procurement cards now, the standard ones (which include allowances for
some discretionary expenses that the previous ones did not) and the declining balance card, which still
requires the supplemental form to be attached.

Our college requires the Procard Voucher to be attached as part of the procard expense documentation
loaded into Concur. You may use our general template form at the following link:
https://cafebusinesscenter.ca.uky.edu/files/procard_voucher_fy21.pdf

If your department is currently using an edited version of our current or previous Procard voucher, then
please send a copy to your business analyst for review and approval.

Procard payments for utilities are optional now that the approval process for the utility account is availa-
ble through workflow (CONCUR). If your unit decides to process the payment via Procard, the conven-
ience fee is to be charged to the unit of usage, NOT the Dean’s utility account. They will be rejected if
the expense is not split on the edit.

OTHER

Waiting Room & Passcode for Zoom Meetings (Update)

Due to changes announced by Zoom last week, UK students, faculty, and staff will not be required to
utilize a password or waiting room for hosted meetings beginning September 27th, as previously com-
municated. Meeting hosts are still strongly encouraged to enable password or waiting room require-
ments in meeting settings. UK will continue to assess new cybersecurity features that Zoom releases
and communicate upcoming changes in a timely manner.

Two-Factor Log-In for Adobe Cloud
On Tuesday, October 13, Two-Factor Log-In will be required for logging in to Adobe Cloud to further en-

hance cybersecurity. For instructions, visit Implementing Two-Factor Log-In for Adobe Creative Cloud.
For more information about enrolling in Two-Factor Log-In, please visit www.uky.edu/its/CyberSafe.

For 24/7 immediate assistance, please contact ITS Customer Services at 859-218-HELP (4357) or visit
the Technology Help Center @ http://techhelpcenter.uky.edu. For assistance with non-urgent matters,
email 218help@uky.edu.



https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/procardapp.pdf
https://cafebusinesscenter.ca.uky.edu/files/procard_voucher_fy21.pdf
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuky.service-now.com%2Ftechhelp%3Fid%3Dkb_article%26sysparm_article%3DKB0012900&data=02%7C01%7Cskking1%40uky.edu%7C4facb98422f74f063e2f08d85b0157f0%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C6
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uky.edu%2Fits%2FCyberSafe&data=02%7C01%7Cskking1%40uky.edu%7C4facb98422f74f063e2f08d85b0157f0%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637359408618581098&sdata=NTuijnN4QI3fwMZKNpv7DiVtOP
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Ftechhelpcenter.uky.edu%2F&data=02%7C01%7Cskking1%40uky.edu%7C4facb98422f74f063e2f08d85b0157f0%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637359408618581098&sdata=yBQAN6zaG6rdi63Hdqi%2BQM6C8e%2
mailto:218help@uky.edu
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Zoom Etiquette

Please mute your microphone when not actively conversing with the host or another Zoom partici-
pant.

Please take the necessary steps to change your Zoom identification to your first and last name. This
is especially important in large groups to enable hosts to easily identify participants. To update your
profile name prior to a meeting, view instructions here. If you need instructions on how to rename
yourself while participating in a meeting, view instructions here.

Announcements & Upcoming Events

Mail Pickup

Please make arrangements for someone in your department to pick up all of your regular mail from your depart-
mental mailbox in N106 Ag North at least a couple of times a week. This room will be open weekdays from
8:30—11:30am to pick up or drop off your mail. This is especially important now that we are distributing new
employee masks to these departmental mailboxes where applicable.

Next Users Group Meeting

The next Users Group Meeting (via Zoom) is scheduled for Tuesday, November 10, 2020.


https://support.zoom.us/hc/en-us/articles/201363203-Customizing-your-profile
https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting

