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Course Content

Unit 1: Introduction

Unit 2: Personnel Administration Actions
Unit 3: Additional PA Action Infotypes

Unit 4: Payroll Authorization Record (PAR)
PA Actions myHelp Website

PA Actions Assessment & Practice Guide Information
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Key Terminology

The following are key terms used throughout this course:

Action - A series of infotypes that automatically appear in a logical order for data
entry to complete a HR process.

Payroll Authorization Record (PAR) - The paperwork summarizing the data
entered in an Action.

Delimit - A process to end (but not delete) an infotype record by shortening its
validity period.

Payroll Area - Used to group employees with the same payroll cycle and to
determine payroll periods (Monthly or Biweekly). Also defines the frequency with
which an employee is paid.

Employment Percent - Indicates an employee’s FTE (Full Time Equivalency),
based on either a 40 or 37.5 hour work week.
* Example: A Regular, Full-time employee working 40 of 40 hours is 100%
FILE
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Key Terminology conne

Organizational Unit - Any type of organizational entity found at the University,
such as a College, Division, Department, etc. It is identified with an 8-digit
number starting with a ‘3’.

* Example: 30000358 - College of Medicine

Position - Describes individual employee placements or assignments in the
University. It is identified with an 8-digit number starting with a ‘5’
* Example: 50128809 - Staff Support Associate Il

Person ID (PID) - A unique 8-digit number assigned to an employee by SAP
during the New Hire Action. To be used for identification purposes instead of the
Social Security Number, although a search using the SSN is still possible. This
number will not change.

Personnel Number (PerNr) - Each personnel assignment is uniquely identified
in SAP by the PerNr (pronounced “Per-Ner”). Generally, the same PerNr is
retained when employees change assignments, but a new PerNr is established
for each additional assignment.
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Person ID & Personnel Number

If an employee’s records were converted to SAP when the HR module went live
(April 1, 2006):

* The Person ID will begin with a zero (0); and
* The Personnel Number (PerNr) will be the same as the Person ID.

* Example: George Smithfield: Person ID=00012879 and PerNr=00012879

Any employee hired after go-live will have:
* A Person ID that begins with a one (1); and

* A PerNr that begins with a one (1) or a two (2), but it will not be the same as
the Person ID.

* Example: Agnes Witherspoon: Person ID=10025645 and PerNr=10011498
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Person ID & Personnel Number coines

These numbers can be seen at the top of a completed PA Actions screen (as
well as some of the other HR transactions, such as PA20 and PA30).

&son ID | [Personnel Number (PerNr) |

0014547 PersAssgn | 00013020 50127718 00073029.. 3 | |&P|¢E)

EE oroup B Students Pers.area 1GEIEI Main Ca
EE subgroup 09 Student Pers. subarea 0007 Temp PT
Start 04/25/2006

Person ID

Position Number
(starts with a ‘5")
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Personnel Administration (PA) Actions

Business Officers and Personnel Administrators select PA Actions via transaction
PA40 to carry out processes that change individual assignments.

PA Actions are carried out through a series of infotypes that appear automatically
in a logical order, prompting the user to enter and save data as required.

Some example PA Actions:

* New Hire/Rehire
Additional Assignment
Position Change
Position Update
Separation
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PA ACtI O n S (Continued)

Once a PA Action is completed, a Payroll Authorization Record (PAR) must be
generated, printed, signed, and sent to HR Compensation along with one copy of
the PAR and all supporting documentation. (Further information and instructions
on processing a PAR will be covered later in this course in the Payroll
Authorization Record (PAR) unit.)
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Payroll Schedule

The Payroll Schedule is extremely helpful in processing Actions and can be
found and printed from Payroll Services’ website:
* http://www.uky.edu/ufs/payroll-services-links

SAP Biweekly Payroll Schedule for July - Dec 2020
Time | o, TR TrAnSTar, and Time Evaliation FLIST ba in FACH Ay

You should always e —
have the most e
current Payroll e
Schedule printed =
and readily available, |
as you will need to e

refer to it for several
HR-related functions e e e

H S 2nd T hpat ALGT be kel ull Can linmedivn
and transactions! L] s | e
Vgl Is gt WELINESLAT &
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Payroll Schedule e

The first column on the left indicates the deadline when PARs and supporting
documentation need to be received in HR Compensation for the pay period in
which a PA Action is processed.

For example, if a Biweekly New Hire Action is processed with a Start (Begin)
date of 06/21/2020, then the PARs and documents must be in Compensation by
5:00 PM on 06/29/2020.

SAP Biweekly Payroll Schedule for July - Dec 2020
Time Load, Time Transfer, and Time Evaluation MU ST ba run EACH day
Seraments MUST be Nara and Time Input WLIST be | Comections & Other Data MLUS™ be a'?g;;;"‘:;‘f:;‘:\x‘;'{ﬂ'\::23:3:‘ ;l‘::orlée:‘;
received in Cempensation by | enlerad by Thureday 5:00 pm EET entared Sunday 5:00 pm EST < Payrall Pariod Datee z
Manday 500 P\ CST Payroll Run (Prelim) Payrell Gorrection Run (Trial) comeclion:| =
Fayrol Comection Final Run Payroll
i Weckly Date 3i Weekly Date Ei Wezkly Date i Weckly Date Begin End Daic Paid | PR#
08120/202) 07I01/2020 Wednezday O7T/05/2020 O7TI0E2020 821 Tid 7D 1¢
[ 170N 07182090 0702 s Ma | s 15
07 22 177302020 21 OEDEZ020 e 81 | &AW 1
oa/ 120 018132020 03/16/2020 08'17/2020 42 813 | &zl 17| oerzirz020
owEHEZ) 007272020 00/30/2020 00312020 016 wed | am 1c
A AR SeiAm anrAmeen Anmamnn Ansmnan orar. a1 ame T
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Infotype Validity Dates

Each infotype record created during a PA Action has a start (From) and end (To)
date to identify its validity period.

While processing a PA Action, the Start date indicated on the initial PA40 screen
will copy over as the From date on each infotype record that appears (except for
Personal Data (0002), which will be the employee’s date of birth).

Records will always default with an end (To) date of 12/31/9999, often referred to
as the “high date”.

From 11430741962 To 1243179999

@) Do not change these dates once you are past the initial PA40 screen
and into the infotypes!
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Infotype Validity Dates comnes

Some PA Actions will delimit existing infotype records, and new records will be
created with new/updated data.

A Warning Message will appear in the Status Bar for each infotype record being
delimited. For example:

‘@ Record valid from 08/07/2005 to 12/31/9999 delimited at end

Press the Enter key to acknowledge and move past the message.

When the new record is saved, the system will automatically change the To date
on the delimited record to the day before the Start date of the new record.
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Security in SAP-HR

HR security roles in Production allow you to view HR data within your area of
responsibility only.

Access is limited to infotypes needed to fulfill your role.

* Example: You may have access to an employee’s HR master data within your
Organizational Unit, but not to certain Benefits or Payroll infotypes, such as
Health Plans (0167) or Bank Details (0009).

* Access may also be limited to Display Only, such as Residence Status
(0094).

* In the Training Sandbox, you may be able to view more infotypes than you
will in Production.

You can search for any employee in SAP if you are hiring, such as for a transfer
or an additional assignment.
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Unit 2 - Personnel Administration
Actions
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PA Actions Overview

Personnel Administration (PA) Actions are carried out through a series of
infotypes that appear automatically in a logical order, prompting the user to enter
and save data as required.

* Some Actions may have several infotypes to be completed. For example:
New Hire and Additional Assignments.

* Some Actions may have a small number of infotypes to be completed. For
example: Position Update and Separation.

Regardless of the Action Type, the majority of the time when an infotype is
presented, you will do the same thing on that infotype. Meaning, you will
complete the same fields and save, or you will just press Enter and let the
system populate certain fields and/or validate the data on the screen, etc.
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PA Actions Overview comines

The infotypes covered in this unit and the instructions given for each are based
on processing a New Hire Action, which contains the majority of infotypes you
will encounter when processing any PA Action.

There are a few additional infotypes which may or may not be presented during
various PA Actions that will also be addressed in the next unit in this course.

For some PA Actions there will be exceptions to the instructions on

@) completing an infotype from what is presented in this unit! These are
addressed on the Quick Reference Cards (QRC) on the SAP myHelp
website: myhelp.uky.edu/rwd/HTML/index.html.
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Fersonnel Adminisrration Actlons

PA Actions myHelp Website

PA Actions QRC example:
I ZHR_PAR Generating a PAR

ZHF. PAF. Generating a PAR.
Regaest A Action/Change In Dasz Tay
Approve PA Actior/Thange Tn Rase Pay
PAAD Main Campu: New Hire

TA40 Tlozpital New ITire

PA40 Fehire/Feinstate

PAAD Additional Azeimnment

T'A40 Reactivate Additional Assiznment
PA4D Frd af Aditenal Azzignrent
PAAD Fogition Change

PA4D Fusilivn Updale

PA4N Change in Statns

PA40 FTE Chaage

PA40 Leave ol Absence With Pay

PAl Hetare From LOA With Pay
PAAD Leave of Absence Without Pay
PA40 Eetnr Frum LOA Withoul Pay
PALNT.cng Term Tlizahiliny

PA40 Fhaoed Retiresent

PA40 Eelacurm.

BA4D Separzhion

Quick Reference Card — Human Resources

RIRIS
P

Process: Transaction ZHR_PAR is used to generate and print a Payroll Authorization
Recard (PAR) after complating a Persannel Administration (PA) Action (via
transaction PA40). A PAR is required for all PA Acticn Types, except the Separation
Action. The original, signed PAR and one (1) copy, along with the original of all
supporting docurmentation (i.e. I-9 farm, W4/K4 farme, Direct Daposit farm, Salary
Recommendation Form, etc.), must be sent to the HR Compensation Office by the
deadline listed an the IRIS Payroll Schedule for timely processing. For the
Separation Action, send the completed UK Empleyes Separation Sheet to the HR
Cornpensation Office instead of a PAR.

Role: Authorized Users Frequency: As Needed

Beginning

Enter the transaction code ZHR_PAR

Personnel Authorization Request

Enter the Reporting Periad / Key
Date, which MUST be the same date

used as the Start date for the PA4D
Action!

St

KherDate ufd] rreinoa

Enter the persen’s Persennel Number

It is requested that the name and
contact infermation of the person
generating the PAR be listed in the
Comments section. Anything entered
in this section will print on the PAR.

e
Cnserers Al B Bl e e

Click on the Execute icon in the
Application Toolbar
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during various Actions, do not use
the Object Manager.

We actually recommend that you
hide the Object Manager section.

To hide the Object Manager,
select Settings --> Hide Object
Manager in the Menu Bar.

Hide Coject Manager '

PA Actions Transaction: PA40

Transaction Code PA40 is used to process PA Actions.

The Object Manager, seen on the left side of the screen, is typically used for
system searches. Even though you will be searching the system for employees

Personnel Acticns

PeesoniD | [GJpers Assn Bl
ssan

Farsonn_. EE group EE subg. (1)
Craate Assigened | | :
Astigniman

— [Postien Lndse

iChange ir Status
~|FTE Changs
—
e of Atonal Assigrenens
|Reartvate A3 Assigmrtet
 [Hospeal Fastion Lpdate
“JLon wen pay
memememe
Warkers' Compeniation
—[Ritum Frien Liavs wih Py

" |Long Term Disabiy |
fLong 1am crsansm
[change ir Base Fay
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PA40 Tips

Always start a PA Action with a clear screen. If an employee’s information from a
previous PA Action is seen in the top portion of the screen, delete the Person ID
and press Enter, which will clear this information.

7 . Personnel Actions

&

Parson D "per;.A;;gr 300003245 50126800 0co00245. v [5F [E]
Iame Tonsey T. Smizh Emo. % [107.00

H- g Al ST BErs_ area LUOU| MAIN [AMDS

EE subg-oLp 15 Hon-Exemat 4.. Pers. subarea 00011 Reg FT
SLarl Los0l1/2020

Do not use the green Back icon in the Standard Toolbar while working on a PA
Action. Using the Back icon will leave the PA Action unfinished. The icon may
be used only once a PA Action is 100% completed.

After completing each infotype screen but before saving, always press the Enter
key and check the Status Bar for any system messages that might need to be
addressed.
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appropriate QRC on the PA Actions myHelp website.

the following:
* New Hire/Rehire/Reinstate
= Position Change (Promotion, Transfer, etc.)
= Additional/Overload Assignment

Once the Person ID and Start fields are properly

completed per the QRC, click on the gray selection
box next to the appropriate Action Type (2).

Click on the Execute icon in the Application
Toolbar (3) to begin the Action.

PA40 Initial Screen

As for completing the Person ID and Start fields, refer to the instructions on the

% TIP: Do not enter a Person ID (1) when executing the Main Campus
Create Assignment or Hospital Create Assignment Action Types for any of

Personnel Actions

@l

con ID
rt

Pewns
A ype

D‘!ain Campus Create Assignment

| Create
Update

—y

Assignment
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Employee Recognition

Whenever the Person ID field is left blank, the Employee Recognition window
will appear immediately after clicking on the Execute icon on the initial screen.

You must enter the employee’s Last/First Name, Gender, Date of Birth, and
SSN, and then click on the green Continue icon (or press Enter).

[E Employee Recognition x

Personnel Data

Title v
Last Name Wison
First Mame Krystina
Gender
(#)Fermale ) Male ()TBD
Date of Birth 01/23/1975
SSH 123456789
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Employee Recognition cones

If the employee is not found in the system, the Query window will appear.

Click on the New Employee button to continue.

No employee was found

Do you want to change the search criteria
or hire a2 new employee?

Mew Search ||| Mew Employes I
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Employee Recognition cones

The IDM Possible Matches window will appear next.

If there are no names listed in the window OR the name of your new employee is
not seen in the list of names, click on the Create New Identity button in the

lower corner to continue.

(Persan L _zst rame| st name Mid. name Prafe Suffx)idmame I aumoer | Zzie of bith  |Lr<dlie Confidence | 23M SUID
M7 5

i .'-Z"]S'!ﬂf.z Tl il 12356780 117012007 MTFRR £0 13 TR W R TIR R Rk o )
2077126 qume arg Mg, 123456730 IC/02) 1873 €1z Al 3d-45ec-oaan-7TE Jdbdasae
JelEcat sorzd  Jlavne Funtar 1230039 112 2000 £) ed0eiby -EEY-A00E B L4 L halluEted

ANTAE Tl Bluenl WL 1IBASEFA 107172000 E TS LRRT 1563 B1CS TOSIDASIE
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[S IDM Possible Matches
Person 1D

12077126 |Burns Anu

39002448 [Leonard  Jayne

30002448 |TestUser Student Wildcat

name Mid. name Prefix Suffix Mickname ID number  Date of birth

La
[12293909 W Michelle

123456789 11/01/2000
Ms., 123456789 08/04/1978
123456789 10/14/2000
123456789 10/14/2000

Hunter

Create Actions (0000)

Lk ychange info group

Person 1ID Pers.Assgn
ol

Pers.Mo. 3

Start 10/01/2020 to 12/31/9599

Employee Recognition cones

If you do see the name of your new employee in the list of names in the IDM
Possible Matches window, click on the Person ID next to their name to select

and continue.

LinkBlue Confidence IDM GUID

MTE238

The Create Actions (0000) infotype will be the first screen to appear.

00000000

80 13f17aca-510e-4f0a-affc-dd1138e8169¢

80 2444ad83-919d-45ec-99c0-77b3dbfd2c24
80 e96e6b76-b389-4563-8145-d706a066384d
80 e96e6b76-b389-4563-8145-d706a066384d

@
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Pers.No. and Start/to Dates

Although the cursor defaults in the Pers No. field, do not ever enter a value.
The system will automatically populate the Personnel Number within the first few
infotypes of the Action.

Create Actions (0000)
s & Change info group

[son 1D 00000000 ~] [

e
10/01/2020

Also, once you are into a PA Action’s infotypes, do not ever change the Start or
to dates at the top of the screen.

* The Start date defaults to the Start date indicated on the initial PA40 screen,
and the to date will always default to the “high date” (12/31/9999).
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Reason for Action (1).

then double-click to select.

Next, enter the Position
number (2), and then press
Enter.

Create Actions (0000)

Complete the Create Actions (0000) screen by first selecting the appropriate

+» Click on the Possible Entries icon to display the list of available reasons,

Create Actions {0000)

i & change info gro_p

Jarson ID Jars. Assan
Turibu.
Start 1I/02/2020| Fo 12731¢2992

nal acaon

Rezsn for Acoon

Slalus

Cuslurm -spedlic
Fmrhymest

Posmon

upecal dayTent
éntl:m asECmATE

A Py Conpus © cale Avsgnerenl =

H karmal
3 Aclive

PRUTES

Perzon-zlzrea
Frreskrgee oroup
Lmzloyes subgroup

TR

S T

&

. Hep View fo- <easons fo- Actons |

Sl

karnz ol il Lype: Man Cenpus Cedle Assgnrenl

ActK” Hame of reason for action
M AT i

Studsrt Are

STE'S K

lac ky lire

Pusl Ducdie

Poire 1lIrs

Visilnw Sihua Hig
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Create Actions (0000) conines

With a Position number entered, the following dialog box will appear:

[ Infermatior X

m Pefault values are used by the pestion

\@@I |

Click on the green Continue icon or press Enter. This will automatically
populate several fields on some of the infotypes with default attributes from the
position’s master data. For example:

Organizational assignment

Position 50105137 Administrative Support As
Personnel area 1000 Main Campus

Employee group A Staff

Employee subgroup [0s MNon-Exempt 37.5 hour

Check the Status Bar for any system messages. Once it reads “Save your

entries”, click on the Save icon in the Standard Toolbar to complete this infotype

and continue.
Save your entries
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Create Personal Data (0002)

The information entered previously in the Employee Recognition window will
already be displayed in the Create Personal Data (0002) screen.

7 ) The employee’s Last/First/Middle name must match the name on the
@ employee’s Social Security Card. Edit accordingly.

Use the Suffix field to enter Jr., ' -

Sr., I, I, etc. Donotenterthis 5. =
in the Last name field. Frs: name krystia
The Nickname field is optional, .

but can be used if the employee -

has a preferred first name, such
as Bill instead of William.

Hic<name

kR data

SEH 777-01-0023 Gender

birth date 257 1918 # Famale “IMalz
Please use proper capitalization
and double-check spelling.

Mar. Stakus s
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Create Personal Data (0002) oo

Upon pressing Enter, the Start date will change to the employee’s Birth date.
Do not change this!

Create Personal Data (0002)

This will be the only infotype nbha

in which the Start date does parmn i [ oszszsz sersassn (00079752 ( Eilve] "1 &)
not match the Start date

entered on the initial screen.

SLarL L|n|,rza,f| si=flTe  [12m e
15

Heme

Ite ~| Neme kormat
sl nans Whkun

ISt name <riet

Micdle narre F

Nicramz

Sullix hd

“amz

HE. dale t

3sh 777-M-0725 Genger
|3|rth dote UL d371%0n | & —cmak “iMale
ua, STatLs -

Page 30 of 76



Adobe Captivate Friday, October 16, 2020

Slide 38 - Slide 38

Create Personal Data (0002) oo

For the employee’s Marital (Mar.) Status field, which is optional...

If the marital status is known but the spouse information is not available, do not
choose Married for the employee. Leave the field blank, press Enter, and then
click on the Save icon to continue to the Create Organizational Assignment
(0001) infotype.

. . . . HR data

If the spouse information is available, -
select Married from the drop-down menu, SSH iy 2
press Enter, and then click on the Save Birth date 01/23/1475
icon to continue to the Create Family
Member/Dependents (0021) infotype. Rl :_1 o [3)

0 Single

1 Marr

2 Widowr

HIC Mumber |3 Div
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the employee’s spouse, press Enter,
and then click on the Save icon.

NOTE: If you get to this infotype but
do not know the spouse’s information,
click on the Next Record icon in the
Application Toolbar to skip this
infotype and advance to the Create
Organizational Assignment (0001)
infotype.

Create Family Member/Dependents (0021)

53

Create Family Member/Dependents
(0021)

The employee’s Last name will auto-populate on the Create Family
Member/Dependents (0021) infotype. Enter all other known information about

b3a

Farzon D 3230012 semAmar | I0023252 ) Auliee | |

st LeovoraaiThn _arossssss

Mevker 1 Bpou Sdroen

Farsona da
e Wiaa
srerame [awian
Ha )
Sender Femze (SMale Undecarec
Jirth daze
3]
an

Raf.Pers Mo,

Smeat *id M An

Addr Lz 2

Iy Sk —r ko £ i
Tjccarty (4080 000 T

Gentacky
Jried States

[IERTE [CJsrudeat ancrer
Diszalty Jate
Learrec
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section.

All you do is press Enter, check the
Status Bar for any system messages,

and then click on the Save icon to proceed
to the next infotype in the Action.

A few additional field values are populated
by the system upon pressing Enter.

NOTE: Do not change the Percentage
value displayed in the Organizational plan

Create Organizational Assignment
(0001)

The system will auto-populate many of the fields on the Create Organizational
Assignment (0001) infotype.

Create Organizational Assignment (0001)

118 & | oy Stucure

26501 T ) ev.Amgn 10023150 -1 [

Jesmranal Arirhice
L groua 3 sif Fegarea B2 [-waeqy
ESzibgroun €6 Ran-ExeTpE 275 hodr Cor tract

[ ERTE Iear2iel Gi100

Revizlizr
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Please use proper capitalization in
the Address Line 1 field.

Do not enter any information in the
Address Line 2 field.

The Communications section is
optional, but it provides the ability

numbers if known.

completing the free-form fields, like

to enter Cell, Fax, Pager, and other

Create Addresses (0006)

The first address to enter on the Create Addresses (0006) infotype is the
employee’s Permanent residence, which refers to their home address.

Create Addresses (0006)
& 1% | corclar address
Su sun 1D TLoc3diE Swsuqr  |J0023052 50105137 0C029353 v [0
Nvame Frystora F. B-lsem
_C grcup L Skaff Per.area 120C Main Campus

=k subarcup Lé| Non Exzompt 2. 1'om. abarea ULUL! Keg FI
SLail :_Lc,'c;/zcch' Lo 12/31,/E585
Addrace
MCdross type L Farenant esidence -
Care OF 3C00C02:3
Ardrass lire 1 "33 Main 3t
Acdress Lire 2
Chy Loxirgtcn
Slalefop code K <etudey ~|lacsca
Courtry K=y L5 _nitec States -
elzpmore surber BEY|[_Z3 4oy

Comrmun catons

Tyue [CELL Nurbar EE6)328-2121) Sulunsion

Tyze “urher Stensinn
Lyze surber _Lensen
Tyoe surber =xtension
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Create Addresses (0006) o

The Additional fields section must be fully completed as well.

County is referring to the county of the home 240 felis

residence.* County 034 Faete
. Mail code (org unit) 30000212 Registrar

Mail code (org unit) will auto-populate with Privacy Flag v

the employee’s Organizational Unit number. County of Employment  [034 oo

This value is required; do not remove or District 1

change this value.

Click in the checkbox next to Privacy Flag, especially if the employee requests
that their home address not be found in the Campus Directory, etc.

The County of Employment must also be completed.*

The District field will auto-populate after the county fields are completed and you
press Enter.

*See next slide for information on the county fields.
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Create Addresses (0006) o

Both of the county fields require a three-digit number
corresponding to the correct county.

Any time you click on the Possible Entries icon to
search for the value, regardless of the State value
entered, only Kentucky counties will be listed.

State value.

Double-click on the desired value to select.

If the employee’s address is not in Kentucky, scroll to
the very bottom of the list and select the 125 Out Of

[ (R)E P IEL (=]

County” County Name] Dasc.

(=] Pig )
eg Powel i
100 Pubiski

a3l Robertson

1oz RockcasTla

103 Ruwd

14 Russell

105 Scott

1Le Shaly

107 spsnn

108 Spencer

109 Taylor

110 Todd

111 1ngg

1z Trimhle

113 Union

Bt Warren

115 Wasroton

116 Wiayme

117 Weldd s

118 Whitley

ali L Welfe

130 Weectord

145 0z Uf stete =

121 Entres found
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Create Addresses (0006) o

Once all information is entered on the Create Addresses (0006) screen, press
Enter, and then click on the Save icon to continue.

Greate Addresses (0006)

HOLS A oA aderass

azon IC ForsAsegn | JUUZLUSE SULLSZLS LAY v
4ama =2 [. iz
= e Ferzas 2322 Wan Carpie
== =uhreran U5 Han beerpt s Fres akanca LIOL B =1
o [ ke Al
Al
Augess Lyae 1 Ao radeney -
Zan gl 30000213
areacel na 27 Mar ST
arccasel na s
Tt ranarr
KY Kevacky hal b0
1195 LInker Ttsken -

ErNEE T

555 332 1Ll Calwiker

Catarskr
retarder
Ftarder
A al ks
Caunly 150 —
Me' wode forg r L) SNETZ| Gyl
Fruacy Neg il
County of STaevmETT 234 e
e 4

Page 37 of 76



Adobe Captivate

Friday, October 16, 2020

Slide 45 - Slide 45

is now the Work Address.

Complete all fields, including any
other types of phone numbers in
the Communications section.

Once completed, press Enter,
double-check all information, check
the Status Bar for any system
messages, and then click on the
Save icon.

NOTE: The employee can maintain

Self Service tab, but this step will
create the starting record.

this address via the myUK Employee

Create Addresses (0006) o

The Create Addresses (0006) infotype will appear again, but the Address type

Create Addresses (0006)

| Toreign address

Person T 35001419 Pers.Assgn 00020252 50105107 20320252~ [
Mome Krvstira F. Wilson Empl. 3% 1C0.00
FF grap 2| Steff Parsarss 10C0| Mzin Campis
EE cubgroap 0 hon-Exerpt 3. Pam. subarea 00CZ| Rag FT
Skart 10/01/202C] ta 1243179595

Addrece

Al ress Lyoe 7 Witk Addrass -
Care Ot

Aduress Lne 1 630 5. Broedway, Four 123

fudcress Lne 2

Cily Lexing Lor

ttatefzip codz KY Kanticky w|lLusoe

Countyr Key U5 Urizzd States ha

I eleshone “umoer BhY [323-263Y

Cormmunicacons

“¥pe |FRC | Humber

Type Humher
Tipe Number
Tvpe Humber

35‘9‘ 323-1234 |Extension
Fxtansinn
Extansion
Cxtensior
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populate the values.

Verify the data (see next slide for
more information).

Once the information is all correct,
press Enter, check the Status Bar
for any system messages, and
then click on the Save icon to
continue.

Create Planned Working Time (0007)

On the Create Planned Working Time (0007) infotype, simply press Enter to

Create Planned Working Time (0007)
0y [ 4 [@Ewerk sseculz

Pers.Asegn | (00?3252 SC105137 0079257 = |€|

Fersor ID 39003479

Hame EHryssine F. Wilson

EE croup | Staff Pess.area

EE subgroup 0F | Non-2xeroT 3. Pes. subarea

Sla [L-Jr-:ufz-Jz-J}'i'l'Tu 27319359

Wtk schedule nole

Work s hadils nole FI2c 1 7.5 b 37.5 bfw M-F

Time Mart status
Working week

P4 e prnpkiyes

Warking time
Emrployment percent
Daiy working nours
Weekly working hours
Monthly warking hrs
Annual warking hours
Weekly workozys

<1 Time cvakition of actua tmes
oL Working Wee< sunday - Szturday

1790200 — Dyn. daly work schadule
7.50 Min Hax.
37.50 Min Max.
1R2.50 Min Max
1950.00 Min Hax.
5.C0

1002| Main Campus
nont| Reg FT
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Create Planned Working Time (0007)

(Continued)

The Employee’s Personnel subarea must be consistent with the Employment
percent or an error message will appear.

The Employment percent always defaults to 100.00 when the Enter key is
pressed. This can be changed in order to fall within the required employment
percentage range. (See next slide for chart.)

A red error message will appear in the
Status Bar if the Employment percent
value does not work with the
Personnel subarea.

@ Employment percentage range must be between 100.00 and 100.00

Once all information is correct, press
Enter, and then click on the Save icon.

Person ID 29003419 7| Pers.Assgn  [U0UZ9252 5013513/ Ui
Hame Kryatina F. il:ll::wn
FF grawp A sta¥ Pers.area 1000 Main campis

EE subgroup 06 Non-Exermmpt 3. |Pes. subarea 0001|Reg FT I
—_— o
Start L1-:-f-:-1f2-:-:-:-Jﬁl To 12/31,/9935

work schedule rule

Work schedule rale FIaC 7.5 h/d 375
Time Mgmt datus 11 - Time evaluation ofdctual tires
Working week J1 Working Weec s f day - Sacturday

| Part-time employze

Vorking dme
Crployment percert 70.00 I [ Dyn. daily work schecule
Naly working hoars D25 Mir. ¥
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Employment Percentage Chart

This chart shows the allowed percentage(s) for each Personnel Subarea (PSA).

FTE = Employment Percentage

PSA Code PSA Text Allowed FTE
0001 Reg FT 1.0

0002 Reg PT (Faculty) .20 - .99
0003 Reg PT =.74 .75-.99
0004 Reg PT 5t0 .74 .50 - .74
0005 Reg PT .2 t0 .49 .20 - .49
0006 Temp FT 1.0

0007 Temp PT >.20 .20 - .99
0013 Temp PT <.20 <.20
0008 WEPP Always .60
0009 Reg On Call Always .20
0010 Prem On Call Always .20
0011 Unpaid n/a

0012 Non-Service h/a
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In the Amount field on the Create Basic Pay (0008) infotype, enter the correct
dollar amount based on the value listed in the Wage Type Long Text field
(Hourly Rate, Monthly Rate, Biweekly, etc.).

Press Enter, which will populate the Annual .

(Ann.)salary and True Annual Salary fields. ... 5 " i
Double-check all data, and then click on the o
Save icon. aiee _—

Vi.. Waae Type _mm.. 5 A e LK (|
NOTE: For future reference, the PS group 5
field contains the grade level for the .
employee’s position (41 in this example). i el )

Create Basic Pay (0008)

Create Basic Pay (0008)
DG s swyorews Ieceensand g
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Create Basic Pay (0008) conea

The Annual and True Annual Salary fields should be the same for all
employees, except for 9- and 10-month deferred Faculty. Their actual,
contracted, annual salary will be seen in the True Annual Salary field only.

The Override Salary field is used in one of two ways:

 If an employee is in an “acting” position and the department is not paying
benefits on the additional acting money, they can enter an Override Salary
amount to bring it back down to the “pre-acting” pay; or

* If an employee is in a flex leave position and does not work during the
summer months, the Override Salary may be used to reduce the annual
salary that is reflected.

* The impact is on basic and optional life insurance coverage.

* Contact HR Compensation with any questions.
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Change Date Specifications (0041)

Verify that the information on the Change Date Specifications (004 1) infotype is
correct, and then click on the Save icon to continue.

Change Date Specifications (0041)

& 3
Person IDv 39-3-3.341.9 Pers.Assgn 00029252 50105137 00029252 .~ |@|
Mame Krystina F. Wilson Empl. % [100.00 -
EE group .A Staff Pers.area 1000 Main Campus
EE subgroup 06 Mon-Exermpt 3.. Pers. subarea 0001 Reg FT
Start [ll'l-’"]l.-"2l32ﬂj to 12/31/5999%

Date Specifications (0041)

Date type Date Date type Date
01| Original Hire Date 10/01/2020 02| Current Hire Date 10/01/2020
03| Reg Service Date 1070172020 05| Vacation Svc Date 1050142020

If the information is incorrect or you have any questions about what you are
seeing, contact HR Compensation. Do not change the dates yourselfl
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Create Additional Personal Data
(0077)

On the Create Additional Personal Data (0077) infotype, complete as much
information as possible.

Create Additional Personal Data (0077)

¥ - RES
SeleCt the Ethnlclty Persz~ 2 8003428 TzAsmgn | UDUZUISY SUTUSIIS UDUZUZSE w E
Marre Hrvel_os F. Hils Erpl. % [100.00
* If the Hispanic/Latino ethnicity is ey A
SE|eCtEd, a Race Category IS not Slarl :_'_o,'o'_,'zozo_;tl Ty 129179600
required.
addrirral rermenal DAt
- . - - - L Ly (NEW} E2 Mot Fipanic/Latno -
« If the Not Hispanic/Latino ethnicity is ~ “uou :
selected, a Race Category is required. = 7 =5 . 7

Multiple race categories may be
selected as appropriate.

Complete the Military and Veteran Status v e -
SectlonS, If known Beneficiy [leLilicalion Hurber

Wakeran Stztus
“iProtacted Vetaszr

Once completed, press Enter, check for S s

Prrfrrz bt br Answer

system messages, and then click on Save. | v
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PA Action Completed

Upon completing and saving the last infotype for a PA Action, the system will
return to the initial (PA40) Personnel Actions screen. The Action is completed!

TIP: Write down the employee’s Personnel Number and the Start date! This
information is needed for generating the PAR, which is the next step in the

process. i
l.| Persennel Actions
@
U} s 1 ol o=
Person 1D |CEIERE I Ppers.assan 0105137 00020252~ &5

Namea Krystina F. Wilson Empl. % [100.00
EE group | sStaff Per; 1'|:||:||J Main Campus
EE subgroup e Mon-Exempt ers. subarea 0001|Reg FT

Personnel Actions

Action Type Personn... EE group  |EE subg... E
: :Main Campus Create Assignment -

-

Hnsnital Create Assinnment
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Recovering from an Interruption

Should you ever be returned to the initial Personnel Actions screen prior to fully
completing an Action, use the steps listed on the next slide to recover from the
interruption.
A couple possible reasons for the interruption:

* The power goes out to your PC.

* You accidentally click on the Back icon in the Standard Toolbar.

For a New Hire Action:

* You can recover, if the first three infotypes were completed and saved:
Actions (0000), Personal Data (0002), and Organizational Assignment (0001).

* If only part of these three infotypes were completed and saved, contact HR
Compensation for assistance.
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Recovering from an Interruption comnues

To recover from an interruption while processing an Action:

1. Enter the employee’s Person |ID and press Enter
2. Enter the same Start date used previously

3. Select the same Action Type used previously

4. Click on the Execute icon
iéasonnefAcﬁoﬂs

Pdrson 1D Pers.Assgn 00020252 50105137 10020252, v |§|§
i HEryst:ingg F. Wilson Empl % [100.00

ER uioap A Sld Pers.d ed 1000| Main Catioes

B subaroup Ug No emnt Pers, subarea U0l Reg kI

P‘e\%n;
n Type Persoqn... ZC group  CC subg... E

Dain Carmpus Create Assignment
Create Assigament
n Updzte

Chanue in Slal s

1P
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Recovering from an Interruption comnues

The Copy Actions (0000) infotype will appear.

5. Click on the Execute info group button in the Application Toolbar

Copy Actions (0000)

Person D 39003419 | sers.Asscn 00020252 50105137 00020252, %) |§|
Pers.MNo. 29352

Name Krystina T. Wilsen Erpl. % [100.00

EE group .1-\. Staff Pers.arez Ii'nnjﬂ. Mair Carpus

EE suagroup DG MNor-Exempt 3. Perc. subarez .D'J.D.l Reg FT

Start Lln,fujl:zozijjto 12/31/9%99

If this Information window appears, click on the green Continue icon. Nothing
will be deleted!

[& Information x

7
m I_Thi; entry deletes a record
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Recovering from an Interruption comnues

6. Click on the Continue button on the Execute info group window

[= Execute info group
Warning: Personnel action infotype not saved
9 with 'execute info group’ function!

[l +"  Continue ]IQ Back |

The Change Personal Data (0002) infotype will appear.

7. Click on the Next Record icon for each infotype previously completed and
saved until you reach the infotype where you need to resume.

Change Personal Data (0002)
a

Be sure to save any changes you might make to an infotype that was previously
completed and saved before the interruption! Complete the remaining infotypes
as originally instructed until the Action is completed.
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Unit 3 - Additional PA Action Infotypes
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Unit Overview

The purpose of this unit is to give information and instructions for completing
some additional infotypes that:

» Will appear for certain New Hire Actions; and

* May or may not appear when delimiting an employee’s assignment or
processing other various Actions.
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when processing the New Hire Action.

Create Contract Elements (0016)

A
Person ID 10001336
IName Christopher A Montoya
IEE group C Faculy I Pers.area
EE subgroup 03 Exempt hty Pers. subarea
Start 10/01/2020| to 31/9999

s
Contract Type

09 Mine Month
10 Ten Month
11 Eleven Month
12 Twelve Month
OT Other

Create Contract Elements (0016)

The Create Contract Elements (0016) infotype will appear only for Faculty

Click on the drop-down icon in the Contract Type field, select the appropriate
value, press Enter, and then click on the Save icon to continue.

Pers.Assgn  |00000318 50101528 00000318 | %]

Empl. % [100.00
1000 Main Campus
0001 Reg FT
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New Hires only.

Leave the As of date field in the
assignment has been completed.

Select the appropriate Education
(for nurses only), press Enter, and
then click on the Save icon to
complete this infotype and continue.

Contact UKHC Payroll with any
questions.

Employee experience section blank.
UKHC Payroll will fill it in after the

Create Hospital Salary (9002)

The Create Hospital Salary (9002) infotype will appear for Hospital/Healthcare

Create Hospital Salary (9002)

F

Persor 1D 10001746 ders.Assgr 00000220 50-2257- 00000220.07 | [
lzme Jozcph Theodore Eaker Cnp. % 100.00
LCC croup A Steff Fers.a-ea 1200 | eakncarz
EE cubgrous 04 Exempt Biweck.. Fers. subarea JC0L Reg FT
finlpd :J.-unu;--muju"l o L/ 3L/5u9Y
EXLENiEICE
As ol a2

Educazior (for nurses cnly)
Mo degrze )
ADN

ESN

M

* = gl olhier sducalion ase infolype 0024 (Skils) ¥
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Person: Change Profile

The Person: Change Profile screen = P s nohie (o/oazoori3/u/e58)
will appear for Hospital/Healthcare —
New Hires only as well.

oekzs | hcpmois wher asirka: - apomisk wnza sopaber ek LS

Just click on the green Back icon in s s o voms s
the Standard Toolbar to continue. ;

[e]
[E7]
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Display Main Personnel Assignment
(0712)

The Display Main Personnel Assignment (0712) infotype is used for anyone
with concurrent employment (additional/overload assignments).

It is presented as display only for end users.

The HR Benefits Office maintains this infotype, if the main assignment needs to

be changed.
Display Main Personnel Assignment (0712)

Use the Next Record icon Ds——
Mame

in the Application Toolbar

I ol -
- - Melissa Buhrow Empl. % [100.00
- =
to Sklp’ ShOUId It appear EE group Bl staff Pers.area 1500 Healthcare
durlng an ACtIOFl EE subgroup 06 Non-Exempt 3.. Pers. subarea 0001 Reg FT
Grouping Reason MAIN Main Assignment ¥ Chng |08/30/2020 | KRERGER

Grouping value / period / main personnel assignment | Employment
=P
~ [F= 01/01/1800 - 12/31/9999
- & ¥ 00029253 50114700 00029253 ( Active )
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Create Faculty Salaries (9017)

The Create Faculty Salaries (9017) infotype will appear when processing a
(Leave Of Absence) LOA with Pay Action to capture the “original base” salary of
faculty members who are going on a leave of absence with partial pay.

Enter the faculty member’s annual salary that was effective prior to their leave of
absence in the On Leave Base Salary field, press Enter, and then click on the

Save icon.

Create Faculty Salaries (9017)
This infotype will not drive A
any payro” mformatlon: but Peisut D 1c001836 Pers.Assyn | 00000313 Z0101528 10000318.. ][4
will be used for Integrated Name Christophsr A Montova Empl. % [100.00 -
Postsecondary Educatlon EE uruup C| Fdiully Pels.diec 1300] Mdin Caripus
Data System (lPEDS) EE suagroup 03| Exampt Monthly Pers. subarea 000L| Reg FT

- miihl e
. SLerl Ll.lD.-“Jl.-’zDzDJ Tu 12/31/55¢9
reporting.

Feculty Salaries (9217}
On Leave Base Salary 96,000.00

NOTE: When processing the Return From Leave with Pay Action, this infotype
will be presented during the Action to be delimited.
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Delimit Long Distance Access (9020)

The Delimit Long Distance Access (9020) infotype may be presented during
the Separation Action and must be delimited.

To delimit the infotype, click on the gray selection box to select the record (1),
and then click on the Delimit icon in the Application Toolbar (2).

Delimit L ong Distance Access (9020)

oG [2]@

Rerson ID 39003425 Pers.Assgn | 00029253 50114700 00029253~ |@|

Mame Melissa Buhrow Empl. % [100.00 o

EE aro A Staff Pers.area 1500 Healtheare

EE s 06 Mon-Bxempt 3.. Pers. subarea 0001 Reg FT

11/01/2020] To 12/31/9999 STy. Delimit.Date 1170172020
te  End Date LD Access

DUKUI]ZUZU 312;'31}9999 100 Domestic Long Diatance ™ -

-

Page 58 of 76



Adobe Captivate Friday, October 16, 2020

Slide 72 - Slide 72

Delimit Cost Distribution (0027)

The Delimit Cost Distribution (0027) infotype may or may not appear when
processing an Action that is ending a current assignment.

The infotype lists the Cost Object(s) an employee is paid from each pay period.

To delimit this record, if applicable, click on the gray selection box next to all lines
to be delimited (1), and then click on the Delimit icon in the Application Toolbar

Delimit Cost Distribution(0027)

25 [21@

Perscn T 39003425 PesAssgn DDUEZY253 SULZ< /00 LOU2Y2SE .~ Wl

Herne Melisse Buliruw Ernpl. % 100,00

EE gro Il Staff Pers.arca 1500 Hezlthzrz

EE suifg-cup & MonExempt 3. Pers. susarza 001 Reg FT

'-‘_.E woze Ll/017202C Tu 12/31/993% STy. CeliriL.Dale |11701,/2020
nlame Stat Date |End Date CoCd BusA |Cost Cantar |OCtHr taxt aen: |

-
Dll JﬁiELEFS{:lBI'\" 10/0_/2020 12/31/9939 UKOC 01CL L01200081C NJRSING ADM.. 100.C0 =

To not delimit any lines, click on the Next Record icon in the Application Toolbar.
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Delimit Recurring Payments/Deducts
(0014)

The Delimit Recurring Payments/Deducts (0014) infotype may or may not
appear when processing an Action that is ending a current assignment.

This infotype will list two different Wage types:
* 2xxX — Recurring payments made by the employee’s department (Incentives,
Allowances, etc.)
* 4xxx — Recurring deductions processed from outside the employee’s
department (E permit, United Way, UKFCU, etc.)

Delimit Recurring Payments/Deductions (0014

L8 e

Person ID 13010522 Pers.Assgn | 00003004 50110614 000090C4./~ |@|

Narra fiacar d Tyyton Evmp. % | 0070 e

EE uruup E| 5Lall Pais.d ed 1000| Main Cdrmpus

EE suagroup C3| =xempt Monthly Pars. subarea 000_|Rag FT

BE cheose :11.;:1,(20;0:@1;0 127329939 5IY. Delmt.Date | 12/0172020
Wage type  Wage Tyne  arg Text From Ta 0 Amount Crey E
4020 = Parking Mo N5 12/01/2005 -2/37/9399 A 0.00 USD =
4100 CredUnen 120172000 Z2/31/9399 A PETINRINTL TR
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Delimit Recurring Payments/Deducts
(001 4) (Continued)

To delimit the applicable records, click on the gray selection box next to all lines
to be delimited (1), and then click on the Delimit icon in the Application Toolbar

).

Delimit Recurring Payments/Deductions (0014

a[ae

Person ID 10010522 Pers.Assgn 00009004 50110614 00009004~ (%]

Mame Oscar J Ivyton Empl, O [100.00

EE gro A Staff Pers.area 1'3'3'3. Main Campus

EE suffgroup 03 Exermpt Monthly Pers. subarea 0001| Reg FT

oose Eilrl’ljl.fEIlJE.Dth 1273179993 STy. Delimit.Date [11701/2020
\Aavpe Wage Type Long Text From To 0 | Amount Croy
020 E Parking Mo NS 12/01/2005 12/31/9999 A 0.00 Usp =

D:lﬂl] Credit Union 12/01/2005 12/31/9999 A 230.00 USD  ~

NOTE: Delimit all wage type items listed in this infotype when processing a
Separation Actionl
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Unit 4 - Payroll Authorization Record
(PAR)
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Payroll Authorization Record (PAR)

A Payroll Authorization Record (PAR) is the paperwork (report) summarizing
the data entered during a PA Action.

Processing a PAR is required at the conclusion of all PA Actions, except the
Separation Action.

* For the Separation Action, departments/supervisors should complete the
University of Kentucky Employee Separation Sheet at:
https://www.uky.edu/hr/forms/employee-separation-sheet-form.

The original, signed PAR and one (1) copy must be sent to HR Compensation.
Also, the original of all appropriate, supporting documentation (I-9 form, W4/K4

forms, Salary Recommendation Form, etc.) must be attached to the original,
signed PAR. The second PAR is sent by itself with no supporting documents.
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Generating a PAR

. Enter the transaction code ZHR_PAR

. Leave Key Date listed in the first Reporting Period field and click/tab to the
field to the right and enter the Start date, which must be the same as the
Start date entered on the initial screen for the Action

_ Enter the emp|0yee’s Personnel Authorization Request
Personnel Number é. B9 )5 © OrgStructure 4 Search Help

Ky ot S oz | 2 )

9‘\{/

o

Period

. Enter your contact
information and any
Other Comments as Selection Criteria
needed (Comments do rersonnel number
print on the PAR!)

Reporting Pe

Comments

Friday, October 16, 2020

. Click the Execute icon S o A LT R et T AT T T
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Generating a PAR coninea)

To print the PAR directly from the Print window (without previewing it first), click
in the checkbox next to Print now (1), and then click on the Print button (2) in
the lower corner.

Outcut Devee LPOL _ocal Defaut Printer

Page solection

Spocd Recpest

Nama SweRT |[TR01[RRFRAFR
Tille g B
Autboiizalion
Spocl Lomiro o Mumbe- of Lcpias

Numbeor 1
|Uecte Aftor Gutput “sroup (111,222,233,
" IMew =podl Keguat
["Iclosz speol Racuest Cove- Fage Sattros
Sovul Rater vt 2] Day(s) SA? Louer page | On Mot Prin -
Slonage Mola 1Pt 01h‘ v Rei piwl i

Dedarment

_ [ et preven [ prrcloe)
To review the PAR prior to printing, click on the Print preview button (3).
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PAR - Print Preview

After reviewing the PAR for S A —
accuracy, click on the Print icon mmmmmmyd..\
in the Standard Toolbar to print.

K F. Wison - 38002448

The data contained under each
bold/underlined heading on the
PAR is coming from various
infotypes within the employee’s
master data.

The Comments entered and the oo e
Signature line (for the person

who will be authorizing the PAR)

are located in the lower-left

corner of the PAR.

Lommentz fron Sdeclion Screcn;

The PAR will print in Landscape
orientation.
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PAR - Print Preview cones

If the data from the Action for which you are generating the PAR is not seen on
the PAR, this is usually caused by either an incorrect Start date and/or
Personnel Number on the initial screen of this transaction.

Return to the initial screen, make the necessary corrections, and then click on
the Execute icon...and then the Print preview button (in the Print window)
again.

If necessary, you may need to review the employee’s master data (via t-code
PA20) to gather the correct information. Then return to t-code ZHR_PAR and
generate the PAR again.

Contact HR Compensation with any questions regarding this transaction.
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Saving a PAR (Optional)

Although you can always view/print a PAR at any time using the ZHR_PAR
transaction, you can save it to your computer if desired as follows:

1. Generate the PAR and select the Print preview option in the Print window

S - TamAIea

2. Select Goto --> List Display from the Menu
Bar —

System |

i PDF Preview
Standard Preview
Back F3

The PAR will change to a different format.

Do not print this version of the PAR to send to & resiii. v
HR Compensation. They want them only in the
original format.
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w GUI Window Ctr+l

naH 96

se GUT Wincew

uUtiities
b Emt Crlsp
¢ _r.'ic:ml\* Find... cerliF ‘ .
My Ckjects » SAPoffice ~olders
Own Spool Requests Sen \ _Bt
Own Jubs Lisl Header

Unicode Disolay ]

Shurl Messsue
STATIS...
Log LEf

Le: C1/323/1592
Irigin: kot Bisparic/latire

4. Select the Unconverted format (system default),
then click on the green Continue icon

Saving a PAR (Optional) comines

3. Select System --> List --> Save --> Local File from the Menu Bar

[= Save lst in file... x

In which format do you want to
save the list?

(®) Unconverted

O Text Tabs
()Rich text fol
(JHTML Format
()1In the clipboard

[v]%]
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IS Print Pravew of _201 ?age 00001 of 00001

6. Select the desired location in
the Save in field

7. Enter a File name

8. Leave the Save as type as
Text Files (*.TXT)

9. Click on the Save button

Drrectory | =\Wsers\ceagerDocumrentshSAF\SAP GUTY
Hia Nama .ot
Encodng

Saving a PAR (Optional) comines

5. To change the Directory location, click on the Possible Entries icon

= avalonmalon frel
Aol Hvate 2013
m Bl uats Voices 209 (32 Dit)
Lkrrea L

Tiew e Trirg
o =R A Artinas Do Skrem Raane
wl SR 318 als Sl - Slorlial
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Saving a PAR (Optional) comines

10. Click on the Generate button

[ Print Preview of LP01 Page 00001 of 00001 x

Directory "C:wsersﬁkreager\Desk‘top\ 3
Fie Name  |PAR - Krystina Wilson.o

Encading 0000] \

The system will display a similar message in the Status Bar confirming the
saving of the PAR.

I[ Generate l Replace ” Extand HE

Download 2 KB {Codepage 4110) C:\Users\kreager\Desktop\PAR - Krystina Wilson.txt
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PA Actions myHelp Website

A Quick Reference Card (QRC) is available for every PA Action on the myHelp
website: myhelp.uky.edu/rwd/HTML/HR/HR_PA_310.html.

These will provide the specific step-by-step ~ rmwre m_m_sm-ﬂ-s.lm P
instructions for each Action. R el i oo

TET Comrss

Eimclzwl Help
EW Help
FES Ielp
T

EM Help
a1 Ldp
TR Idp

M Hulp

M Melp
SLCM Melp

55 Hilp
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PA Actions Assessment

After successfully completing this WBT, you will then be required to perform and
pass a hands-on assessment in the Training Sandbox in order to receive full
credit for this course and the associated access In the Production System.

The PA Actions Assessment involves the processing of five (5) frequently
performed Actions, as well as generating and saving the corresponding PARs for
each Action. The Actions are:

* New Hire

* Additional Assignment

* End of Additional Assignment

* Position Change

» Separation (You will do a PAR for this Action for assessment purposes only.

As discussed earlier in this course, normally a PAR is not generated after
completing this Action in the Production System.)
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PA Actions Assessment conneq

In order to complete this hands-on assessment, you will need to request the PA
Actions Assessment Guide and a PA Actions Data Sheet.

* The PA Actions Assessment Guide provides all of the instructions and
information necessary to complete the assessment.

* The PA Actions Data Sheet contains specific values that must be entered in
certain fields when performing the Actions.

To obtain these documents, send an e-mail to IRISSupport@uky.edu with “PA
Actions Assessment Request” in the Subject line only.

You should receive these documents within 1-2 business days, if not sooner.

Please go ahead and complete this WBT while you are waiting to receive
these documents!
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PA Actions Practice Guide (Optional)

In addition to the two documents required for the PA Actions Assessment, we will
also send you the PA Actions Practice Guide.

This document contains a series of hands-on Actions that you can perform in the
Training Sandbox, which will help reinforce the key learning objectives covered in
this course and prepare you for the assessment.

There is separate data for these exercises on your PA Actions Data Sheet.

The practice guide is optional! It is not a requirement for completing this
coursel However, we strongly recommend that you go through each exercise to
familiarize yourself with a few of the key Actions and the PAR transaction prior to
completing the PA Actions Assessment.

The PA Actions Assessment is required! You must successfully complete
the assessment in order to receive credit for the PA Actions course and the
associated access in the Production System!
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Congratulations, you have successfully completed this training coursel

You may now close this course window and return to your myUK Learning
Home page. The course should be listed in your “Learning History” tile, which
contains all successfully completed courses.
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