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This manual was created by the SCSU (St. Cloud State
University) Business Office and the SCSU Center for
Information Systems, June 1999 and was revised in April 2003.

Please be aware that the modules are constantly being changed
and enhanced, so the screens you see in this manual may not be
exactly the same as the screens you will see in future months.

When and if problems arise while you are using the Online Student Payroll System, help
is available at:

On Campus Lisa Pesta 308-6461 Business Office

Mark Wegge 308-2799 Business Office

Brad Grabham 308-4192 Center for Information Systems
MnSCU Help Desk  1-800-818-8797 ETC, St. Paul

Detailed information about using the Student Payroll Module is available at this web site:

http://www.its.mnscu.edu/doc/StudentPayroll/index.html

Updates to the Student Payroll System may be found at the following website:

http://www.its.mnscu.edu/doc/WeeklyUpdates.html (Select the “Student Payroll” module

and click on the “Go” button.)


http://www.its.mnscu.edu/doc/StudentPayroll/index.html
http://www.its.mnscu.edu/doc/WeeklyUpdates.html

MnSCU Online Student Payroll Module
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Logging in to the Online Student Payroll System

From your Windows desktop, double click on the MnSCU (State of Minnesota) Icon.

At the sign on screen, type in your User ID if necessary and press TAB to type in your password.
Click on the “OK” button OR press the ENTER key.

Mn5CU On-Line System
“Window  File HBecord Edit Misc  Search Test Help

4 MnSCU Login

-

Mnnescca Draba Cnlle&es & Linlversitias

Tl ocle: ISTC2.5TCLOUDSTA.TE.EI]I.I

UserlD  [KLWENZ

Pazzmard ||

% 0Ok, x Cancel

License: Minnesota State University, Windowves j W |T
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The MnSCU Main Menu screen will appear:
MnSCU Integrated Statewide Records System

Window File Record Edit Misc  Search Text

Direct Access field

£ ISRS Main Menu

ITOO0SLR PROD St Clowd 03262003
wer; 1.05 COREMMIE
=3 Main Menu Deszcription | Formnatme I

( Cost Allocation (Chargebacks)
Conzumable Invertory

You will see a list of
all modules to which
you have <
authorization.

Purchasing Control System
Student Payrall System
Student Registration Functions
Security Inguiry

|lrvyyrrryrrwa

Studert Liilties
Studert Records Main Menu

\ Special LRilties
( =MnZCU ISRS Reparts Menu UTO0E2UG
You will see a list of g Help: Getting Started ITO0280G
help topics. Note = Help: Forms UTO02EUG
there is a link to g Help: Ertities & Fields TO027 UG
open the password < = view ScreenReport Updates ITO4021G
change dialog = Help: Renaort UTO0TIC
window. = pazsword Change UT3060U0
= Emplayes E-hall Verification oot allc
\ g Mezzage and Logo Screen ITO0045010

To navigate in the MnSCU screens you have several options:

e You can click on a green arrow beside a module to see a submenu of options

e You can click on a brown line button beside a Help topic to see help information
e You can type the 8-character Direct Access Code in the Direct Access field.

The Direct Access Codes for the main screens you will need to use in the Student Payroll Module are:

PR0024UG  Work Authorization Screen
PR0027UG  Timesheet Request Screen
PR0102UG  Payroll Roster Screen

PR0103UG  Balancing Authorized Hours Screen

IMPORTANT: The 0 characters in the Direct Access Codes are zeroes, not the letter “O.”

The most efficient way to get to the screen you need to use is the Direct Access Code. If you choose
any other method, it will mean you need to make a series of clicks from menu to menu to finally reach
the screen of your choice. This manual will use the Direct Access Code method of navigating the
screens.
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Hiring Students

When you hire students, you will need to have them fill out an 1-9 and a W-4 form if they do not
already have a recent (within the past year or two) form on file with the Business/Payroll Office.

Submit the forms to the Business Office and the student will be set up in the Payroll System.

You can check the status of the student record by accessing Employee Browse screen PR0021UI.
Status “A” for the W-4 means there is an active W-4.

Status “Y” for the W-4 means there is a W-4 form on file with the Business Office.

Status “Y” for the 1-9 means there is an 1-9 form on file with the Business Office.

4 Employee Data Browse =10 x|
Form: PROOZ1TIT | Weril, 14 Inzfiute:  SCSTT Date: May Z1,
~Marme Querny Data Query

Lazt Mame: Etmp Status: I_ -4 Tax Slﬁte:l_

First Mame: FICL Exermpt: ¥ 1-9: Exec Guery [Skpd) |

Gl I [atme lI1|4 -9 — FIC.IJ.— tile llllR
|4 ED |‘r‘ang, \E E v —‘

~Employes Lezignmetts

Wk Dt Pay terns: [ 5] Disttetms: W4 Effective Date: ‘
RaEIETES

After the Business Office does the set up, you are ready to authorize the student to work. This is done
online.

e Even if the student has already worked, or is currently working in another department on campus,
YOU need to authorize the student to work in YOUR department and indicate the cost center from
which the student will be paid.

e For cost center information about workstudy student transfers, refer to the form you receive from
the Financial Aid office when the student transfers to your department.

NOTE: If the I-9 and W-4 forms are already filed with the Business Office, you can go online
immediately and authorize the student to work in your department.
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Authorizing a Student to Work in Your Department

WORK AUTHORIZATION SCREEN  PR0024UG

The current 3 student Employee Work Authorization Entry M=l
screen will Forn:y PRO0ZAUG |~ Wer: 1,55 Institute: SCS1T Date: Mar 26,2003
always display its
DIRECT futh tbr: | S5h | | |
ACCESS CODE. || gyhorization Defails Recount Details
Type: | Ft:

- - Stetuz: O Aetve € Inactive © AuDit Ftitriary CG:
To view this Ohject Gode:
Pop-up menu Start date: | o |
atany time, Mateh CC:
;I%Ilq;nclllgl;r?n Pay Code: | Pay Rate: | hiatzh Pet:
of the
window. haxExp .ﬂ.mt.:|. ¢
Click on the WNlotk Dezcription Fepart CiC:
action you Fouting ID:
want to take.

INarkers' Comp:  © ProfiCletical © il Other
l Encuraber: [
Ipproved By FISAPMHESD: |

Arcept | | i |

Cluit Mpprove: Gl | flax Eamings: Gkpl | Judit: Gkps I

Help...

Retrieve ilﬁl!lﬂlﬂl

Frint...

Clear

Store

Moving From Field to Field

Press the TAB key to move forward to fields. Press the SHIFT + TAB keys to move back to fields.
Using the TAB key will ensure that the cursor is in the correct position in a field. Simply clicking in a
field may place the cursor in the wrong location and make it difficult to enter the data required in a
field.

About Direct Access Codes:

The four screens you will be using most These are corresponding BROWSE ONLY screens
of the time are the following: where you can LOOK, but can’t EDIT

PR0024UG PR0024UlI

PR0027UG PR0027UI

PR0102UG PR0102UI

PR0103UG PR0103UlI

Make sure you watch your typing to ensure that you are on the screens that allow you to EDIT. The
only difference in the Direct Access Codes is the last character.
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Work Authorization Entry
PR0024UG

Auth Nbr DO NOT enter anything here. The system will generate an authorization
number once the screen is stored Press the [Tab] key. The system will display
a prompt. Click the [Create New Authorization] button.

MnSCU Integrated Statewide Records System |

aap  ou did not specify Authorization Mumber. Wiould you like ta

iCreate hews .-'J-.uthl:urizatil:unj Igriore |

SSN Enter the social security number of the student employee. The system will
automatically look up the name. Verify that the name matches the student you
are authorizing. If no name appears, the student is not in the system yet.

Type Select the Standard type work authorization. Departments
are authorized to input only standard work authorizations.

Status Verify the status field is set to active. The status must be active in order for
the timesheet to be processed.

Start Date  Represents the start date of the work authorization. Enter the employee's first
working day under this authorization. Example: 6-1-1999
For Workstudy awards, use the start date provided by the Financial Aid Office.

Expiration  Enter the date on which the work authorization expires. The date should NOT
Date be greater than June 30 for the current fiscal year. Example: 6-30-1999.
For Workstudy awards, use the date provided by the Financial Aid Office.

Pay Code  This field is no longer used.

Pay Rate Enter the hourly wage.

Maximum  For Workstudy awards, use the amount indicated by the Financial Aid office.

Amt For students who will be paid from department funds, you do not have to enter
a maximum amount unless you want to limit the total amount the student can
earn under this work authorization.

Expended DO NOT enter anything here. This field is updated by the system
Amt and will display the total expended to date on this authorization.

Work Optional. You may enter a brief description of the work being
Description  performed under this authorization.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Work Authorization Screen
PR0024UG

f A student Employee Work Authorization Entry M=l

Form: PROODZ4UG | Wer: 1,55 Instihote:  SC3TT Date: Apr 7,2003
|
nutn Mbr: [ Gorwl  Sam:[ae Ib: o0 Frang, |
- Bythorization Detailz Becount Detailz
Type: |Standard Fi: |2003
Statuz: % fctive O Inacfive € ubit Primary G2 |211005 | TR IMFO ==

Object Code: 0910 I=tu Help Sal

Start date: I.&pr*IS,EEIIZIS to IJun 30,2003
hiatch CC:
Pay Code: I Pay Rate: I .00 hatch Pet:
hfase/Exep At | 0.00 ¢

Mork Description Report CC: |211IIII:IS TR IMFO 5YS
Fasting (D |INFS‘HS Ctr for Infarmation S

lotkers' Cornp: 0% ProfCletical © 0l Other

Encuraber: [
Ipproved By FISAPAHESD: |Nnt Applicakle
0001577 | Rennie, Diane D |
Dpprove: Ghpd | Mz Eathitgs Gkp | Duddit: Gkpa |

¥ x| | %)

(Some information in the SSN, 1D and Name fields has been erased for privacy purposes.)
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Work Authorization Entry (continued)

FY Enter the fiscal year for this authorization.

Primary Cost  For non-workstudy students, enter the appropriate cost center (account

Center number) from which the employee's earnings will be paid. For **Workstudy
students, use the information provided on the Workstudy form from the
Financial Aid Office.

Object Code For non-workstudy students type in 0910. For **Workstudy students, use the
information provided on the Workstudy form from the Financial Aid Office.

Matching Cost For non-workstudy, leave this blank. For **Workstudy, use the cost center
Center provided on the Workstudy form from the Financial Aid Office.

Match Pct For non-workstudy, leave this blank. For **Workstudy, use the Match
Percent provided on the Workstudy form from the Financial Aid Office. If a
percent pops in automatically, leave that percent.

Reporting Cost For both non-workstudy and workstudy,use the cost center for the

Center department that the student actually works in. For example, a student may
be paid from the general workstudy cost center, but work in the Biology
dept. In that case, the cost center for the Biology dept. would be typed
here. This is for reporting purposes only, but is a required field.

Routing ID Enter your department assigned Routing ID to be associated with
this work authorization.

Worker's Comp Select "Clerical™ for all students except those who work for Maintenance--
for those students, select "Other"
Encumber Leave this blank!!

FISAP/MHESO This should be “On Campus” for Workstudy students you authorize. It will
be “not applicable” for non-Workstudy students.

Approve Click the Approve [Gkp1] button. At the next prompt, click on the
[Gkp1] [Approve] button. The Tech ID and name of the person who approved this
work authorization will appear in "Approved By" field.

** Enter the information EXACTLY as it appears on the Workstudy form you receive from the
Financial Aid Office.

If you did not fill in a required field, you will see a message in the message window indicating which
field needs to be completed. After you complete the field, click on the “Approve Authorization™ button
again. When the Approval is accepted, you will see your name appear on the lower left corner of the
AUTHORIZATION SCREEN.

Then either [QUIT] "X the screen, or [CLEAR] " the screen to enter another Work Authorization.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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PROBLEMS WITH WORK AUTHORIZATION SCREEN

This authorization has some incorrect information (Start date is after To date) and during the Audit
process, the error was recognized. A message appears in the status field at the bottom of the screen.

In this case, simply correct the information and try to approve it again.

ﬁ Student Employee Work Authorization Entry H=]

Fomn: PREOOZ4UG | Weril, 55 Inzfitute:  SC 31T Date:  4pr 7,2003
Buth Flr: | 999999 S5M:[45 (¥ (] [van, |
—Duthotization Details Becount Details
Type: |Standard Fi: |2003
Statuz: ' fetive Inactive | Aubit Primary G2: [211005 | TR INFO 5vE
/ Object Code: (0910 =ty Help Sal
Start date: [Jun 30,2003 o |&pr 15,2003
hilath GG
Pay Code: I_ Pay Fate: I 7.a0 hatch Pt
Mz Esep At | ooo 0.00
ot DescHption Report CC: [211005 | [L78 Fo ove

Approved By

Ring D [INFSS

Workers' Corp: O ProfiClerical O 8l Sther

Encurnbet: |_

FISAPAMHESS: [Mot Applicable

Itr for Information S

Bpprowe: Gl I hiax Eamings: Ghpl

Dudit: Gkps

Vx| n|El %)

IStart date must be less than end date.

(Some information in the SSN, ID and Name fields has been erased for privacy purposes.)
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PROBLEMS WITH WORK AUTHORIZATION SCREEN

If you get an error when trying to approve the authorization that says 1/0 problem in the Status Bar,
you can simply try to Approve again. If you aren't able to approve on the second or third attempt,
check the message window to see what the problem may be.

If you are unable to Approve an authorization, the status may have changed to Inactive automatically.
You will need to change any information on the authorization that is incorrect and then set the status to
"Active" before you can try to approve it again. If you try to approve an authorization that has been
automatically changed to "Inactive" you will see this message:

MnSCU On-Line Spstem |

& Authorization status must be "Active’ to approve.

Click on the radio button for "Active status™ and you will see this message:
MnSCU On-Line System |

@ Do you want to set authorization status to "Active'?

Click on "Yes™" and then click on the [Approve Authorization] button. If this is the second time you
have tried to approve the authorization, you may see this message:

Mn5SCU On-Line System B |

@ An audit will be performed on employeefwork authorization before activating.

: Start Audit Process : Cancel |

Click on "Start Audit Process.” The system will check the student information, but it will not approve
it. You MUST click on the [Approve Authorization] button again. Make sure you see your name
appear in the "Approved By" field. Then you can [Quit] the screen or [Clear] to enter another
authorization.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Searching for a Work Authorization

£ Work Authorization Browse _ O]

Forn: PROOZ4TT | Wer: 1. 1C Inzfitute: SC3TT Date:  Apr 99,2003

~ ey Profile
CC Mbr: Obj Code: San: I Lazt Matme: |

Fouting ID: [IMNFSEYS Fi: [2003

futh Type:  |Active Authorizations =] Appr Type: Im Exec Query (Gkpl) |
~Buth Mbr— 55K ————— Employee Mame Expiration Date —— Pay Fate — Type — Statuz

BOESE | WE and, tlan 14 2003 7.00

[F2SES | WE and, Hun 33,2003 7.00

3252 | @B and, Hun 30,2003 7.00

3221 ME and, Hun 30,2003 7.00

3222 | B and, Hun 30,2003 7.50

~Iar; Luthorization Details
Start Drate: g 28 2002 hlaz Mt 0.00 FY: 2005 | EntmangEE: E20s0s
Foting 10 MFSNS Expended Lmt: 000 Obj Code: 0950 Matching CC: 211005
| x| |

This shows a list of all authorizations for INFSYS for the FY 2003. There is only one student, but that student has several
work authorizations.
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Modify An Existing Work Authorization

Work Authorization Entry Screen PR0024UG

Double click in the Auth Nbr field. At the next screen, TAB to the Routing ID field and type in
your Routing ID. (You may also fill in other information fields—CC, FY, or even the Name or
SSN fields). Press TAB and then click on the [Exec Query] button.

A list of authorizations for that Routing ID (and any other criteria you identified) will appear.
Click on the Authorization Number for the student you need to modify and then Right Click to
bring up the Pop-Up menu. Click on "Accept" and the student data will be brought into the
Work Authorization Screen.

Make changes/corrections in the appropriate fields.

[Approve Authorization] Click on the [Approve Authorization] button. The authorization
needs to be re-approved to effect the changes

Note: Existing work authorizations cannot be removed from the system. However, the end date
can be changed to end the authorization.

PRINTING A LIST OF WORK AUTHORIZATIONS:

PRO024GR

If it is important to you to have a printed list of all students you have authorized, go to the PR0024UG
screen and DOUBLE CLICK in the "Auth Nbr" field. At the next screen, TAB to the Routing ID field
and type in your Routing ID and Fiscal Year. Press TAB and click on the [Exec Query] button. When
the list of students is displayed, click on the "File" menu and click on "Print." At the Print Dialog
window, click on "OK." Repeat this process if you have more than one Routing ID.

You may also choose to print a list of authorizations by Cost Center. In that case, type in the Cost
Center and Fiscal Year and press TAB. Click on [Exec Query] and print the displayed list.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Using the Message Window to Check for Error Details

If you have a problem with a screen, you should use the Message Window to see what the problem
may be. If you see this error message, click on the “OK” button.

MnSCU On-Line System

Q Audit problems found. See message frame for details.

Checking the Message Window

Click on the “Misc” menu and select “Message Window.”

B Message... Use the Scroll Bar to

Start Date/Time = 04/09/03 09:54:15 A move to the bottom of
) _ the message window.

Bunning Version 3.02 of ISRES_APP Startup Shell. | |l¢e——

Funning Wer: 1.4 of UTDO0ZT:

Andit 3tep 1.02: 09:54:40 ->CP_WVAX SPAWN [ViX Ze

Audit 3tep 1.03: 09:54:40 -=Polyserver Procesz 3

I/0 function: L, mode: 0, on driwver: UD0O; Path: %

DQoO01000100FEQOOOOOOOTDD #ESTAELISH PATH You can resize

I00009 - Bunning wersion 1.17 of 3UTO00RS ;I the window for
S .

llil a better view

The Message Window will have lots of information, much of which may not make sense to you. You
will need to use the scroll bar to view the very end of the message. There you will see information
about the problem

Printing the Error Message:

1. To print the message, you may highlight the entire message (or whatever part of it you want to
print) by dragging your mouse across it.

Then press the CTRL + C keys.

Move to another program where you can paste the message (Word, Notepad).

Press CTRL + V to paste it in.

Then print it from that program.

arwn

NOTE: You are NOT able to simply use the PRINT command from the Message Window.
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Sending the Message Information in an Email Message:

Follow the same steps as above, but paste it into the body of an e-mail message window.

Closing the Message Window

When you are finished with the message window, Right Click and from the Pop-Up menu, click on
"Accept" to close the message window and return to the previous screen.

NOTE: (If you click on *““Clear”’, you will clear the contents of the message window and will not be
able to view that message again.)

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Printing Student Timesheets

TIMESHEET REQUEST SCREEN PR0027UG

£ Timesheet Request

[

(i

CSERS
HF12L

| 3¢ ]

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Timesheet Request
PRO0O027UG  Prints all timesheets

The department may print one or all student employee timesheets by Routing I.D.
Only timesheets for active work authorizations will be printed.

Pay Period Enter the fiscal year if needed, and press [TAB]. Type the pay period number for
the timesheets you want to print. If you do not know the pay period number, double
click on the blank field for a lookup table. From the table, click the cursor in the
pay period number you want and click on the ®# Accept button.

End Date  The system will automatically display the end date of the pay period entered.

Routing ID  Enter your Routing ID.

[Exec Click [Exec Query] button to display all active work authorizations for the Routing
Query] ID.
Select Make sure there is an “v"” in this checkbox..

Timesheets The total number of timesheets for the Routing ID will appear here.

Timesheet Request
PR0028UG Prints selected timesheets

This screen enables printing selected timesheets rather than all timesheets for the selected pay period.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Timesheet Request PR0027UG

4 Timesheet Request H[=] E3

FPROOZTUG 1.25 SCaT hpr 99,2003

Lpr 22,2003

CEERS
HF1 2L

x| )
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Timesheet Request (continued)

PRINTER DETAILS:

Printer Enter the name of your printer.***
Queue

Printer Defaults to HP12L..

Form

Deliver To  Enter the name of the person who will receive the timesheets.
Bldg/Room Enter the campus address of the person in "Deliver To."”

[Accept] Click the [Accept] button.

Note: The department may also print timesheets from the Balancing Authorized Hours screen
PRO103UG.

The timesheets will be in alphabetical order by students’ last name.
*** (If you DO NOT know the printer queue, call Technical Support at 2065.)

MULITPLE WORK AUTHORIZATIONS: If you have a student who is authorized to work under
more than one Pay Rate, there will be a SEPARATE timesheet for each authorization. The only
difference you will see between the timesheets is the Authorization Number. The Pay Rate will not
print on the timesheet. You and the student will need to be aware of which pay rate is associated with
which authorization code.

A request has been made to MnSCU to add the Pay Rate and Pay Code fields to the timesheet
information that will appear on each timesheet. As of April 2003, when this manual is being updated,
that information WILL NOT appear on the timesheet.

Printing an Individual Timesheet:

If you need to add a student in the middle of a pay period, you can use screen PR0028UG to print one
or just a few timesheets. Type in the criteria to bring up only the timesheet(s) you want to print.

ISRS Student Payroll Manual--SCSU Center for Information Systems
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Entering Student Hours Worked on the Payroll Roster Screen

PAYROLL ROSTER PR0102UG

ﬁ Payroll Roster - Data Entry Hi=l

Form: PROLOZUG @ Mer: 1.Z6 Instihste: 33T Date: Apr 92,2003

Pay Period: |2|:|E|3 |21 End Date: [Apr §,2003 [tart:Mar 26 2003 | Process: Apr 92003 |
Routing ID: - [MFS¥S [t for Information Systems
Search futh Mor: |

Buth M

Beneft Mbr — Employee Mame ————E Type — RT ——Houre —Lurap Sum Ant—--Approved By-- —

[3z5 frang, | [rEG EEER r
List Timeshests: |2l Records - Sort Timesheets By: [Employes Mame | = |

¥ x| x| @ 5]
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Payroll Roster Instructions

(NOTE: The Department Clerk may enter the hours worked in the pay period for each employee, but
may not approve the timesheets.)

Payroll Roster - Data Entry PR0102UG

Pay Period

End Date

Routing ID
Auth Nbr
Name

E Type
R/T

Hours
Lump Sum
Amt

Approved
By

[Tab]

[Store]

Enter the fiscal year and pay period number. Double click on the
blank field for a lookup table of pay periods.

The system will automatically display the end date of the pay period entered.

This field may also be used to retrieve a pay period if the pay

period number is not known. Type the pay period end date and

[Tab] to display the pay period number.

Enter your Routing ID.

VIEW ONLY - Displays the authorization number assigned to the employee record.
VIEW ONLY - Displays the name.

VIEW ONLY - Earnings type defaults to REG for regular.

VIEW ONLY - Reporting type defaults to S for standard.

Enter the number of hours the student worked as reported on the
timesheet. Hours are rounded to two decimal places.

If there are approved special circumstances which require the payment of a lump sum,
enter the amount here. You may NOT use both the Hours field and the Lump Sum field.

VIEW ONLY - Displays the Tech ID of the supervisor who approved the timesheet.

[Tab] to the next student line, enter hours. Continue until all timesheets are entered.

Click the Store & button.
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Approving the Timesheet Roster Hours

PAYROLL ROSTER PR0102UG

Page 21

ﬁ Payroll Roster - Data Entry Ei=l

Form: PROLOZUG @ Wer: 1.Z6 Instibute: — 3CATT Date: Apr 99,2003
Pay Period: |2|:u:|3 |21 End Date: [Apr &,2003 [tart:Mar 26 2003 / Process: &pr 9,2003 |
Fiouting 10: |INFSYS |Ctr for Information Systems | Approve |
Search futh Nbr: | 0+ " Selected
Busth M
Beneft Mbr— Employee Marme ———E Type — BT —— Hours —Lurnp Sum At — --Bpproved By-- —
[32565  [vang, Mere | [REG | 2050 | 4
List Timeshests: [Unapproved = Sort Timesheets By: [Employes Mame -+ |

¥ x| == %)

MnSCU Integrated Statewide Records System |

& You are about to approve all unapproved timesheets for Routing IDCIMNFSYS - Pay Period; 2003 721",

Cancel |
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Approving Student Hours

Only a user with the Department Supervisor level of access may approve the timesheets entered.
Payroll Roster - Data Entry PR0102UG

[List Click [List Timesheets] drop down menu button. Select the
Timesheets] "Unapproved” option.

[All] To approve all timesheets displayed, click the [All] radio button.

or or

Check Box Place a check mark (mouse click) in the box next to the
Approved By field for each individual timesheet to approve.

[Approve]  Then click the [Approve] button.

[Continue] A dialog box appears. Click the [Continue] button.

The Tech ID of the person who approved the timesheet hours will appear on the right
side of the screen under “Approved By.”

[Quit] You may quit the screen after approving the timesheets.

Printing the Roster Sheet

If it is important to you to keep a hard copy of the hours you submitted, you may
print this information by clicking on the "File" menu and selecting "Print." This
does NOT require a networked printer. It will automatically print to your
DEFAULT printer, whatever that may be. You do not have to specify the printer.
Just click on "OK" at the print dialog window.
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Balancing Authorized Hours

Balancing Authorized Hours Screen PR0103UG

£ Balancing Authorized Hours =]
Form: PROLOZUG | Wer: 1.Z24 Instihte:  SC3T Date: Apr 92,2003

Pay Period: |2|:u:|3 |21 End Date: [Apr §,2003 [tart:Mar 26 2003 | Process: &pr 92003 |

Routing ID: [MFSYS  fCtr for Information Systems |
Balance Statuz: }‘Tu:u he halanced® Tuatal Timesheets:
Approved Hours: 205 These two fields
Ipproved Lump Sum: 0.00 appear on the
screen only
Cornretts: | Supervizor [: |: AFTER you
successfully
Get Confracts/Taxahle Benefits: _ Ghp! List Reported Timesheets: | balance the hours
Balance Fouting IC: Ghpl Print Timezheets:
]

¥ x| =] @)
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Balancing Authorized Hours
PR0O103UG
The department should calculate the total hours for its Routing ID by adding
The total hours from all the paper timesheets. This total must be verified to the total hours
entered on the Payroll Roster.
The Payroll Department is unable to process payroll until all routing ids are balanced.

Pay Period Enter the fiscal year and pay period number. Double click on the
blank field for a lookup table if needed to find current pay period number..

End Date  The system will automatically display the end date of the pay
period entered.

Routing ID Enter your Routing ID. Press the TAB key.

Balance VIEW ONLY - Displays the balancing status for the Routing ID.

Status *Balanced* Routing ID is balanced.
*To be balanced* Routing ID is not balanced
*Processed* Routing ID processed by payroll. Modification not
allowed.

Total VIEW ONLY - Displays the total number of timesheets that exist

Timesheets for the Routing ID and pay period.

Approved Enter the total number of hours for the Routing ID, which has been
Hours calculated by adding the hours from the timesheets for the pay period. Also
enter any lump sum totals if any were entered on roster screen.

Roster VIEW ONLY - Displays the total number of approved hours for the Routing
Hours ID and pay period as reported in the system. This field is hidden until the
Routing ID is balanced

Approved Enter the total approved lump sum payments for the Routing ID.
Lump Sum

Roster VIEW ONLY - Displays the total approved lump sum for the Routing
Lump Sum ID and pay period as reported in the system. This field is hidden until
the Routing ID is balanced.

Comments Enter any necessary comments about the Routing ID record.

Supervisor VIEW ONLY - Displays the Tech ID of the supervisor who balanced the
ID Routing ID for this pay period.
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Balancing Authorized Hours Screen

£ Balancing Authorized Hours =]

Form: PROLOZUG | Wer: 1.Z24 Instihde:  SC3T Date: Apr 99,2003

Pay Period: |2|:u:|3 |21 End Date: [Apr &,2003 [Start: Mar 26 2003 / Process: &pr 9,2003 |

Routing ID: MFSYS | Ctr for Information Systems |

Balance Status: }‘Elalanced*

Lpproved Hours: 2050 Foster Hours: 20.50
Lpproved Lurmp Sum: 0.00 Fozter Lummp Sum:
Cornments : | Supervizor ;0000895
Get Corfractz/Taxahle Benefitz: Gl Lizt Repotted Timezheets: Ghpd
Balance Routing ID: |1 ciknid Print Timesheets: _ Ghpd

x| =] Q%)
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Balancing Authorized Hours (continued)

[Balance Click [Balance Routing 1D] [Gkp2] button. The system will compare the

Routing ID] hours typed in the Approved Hours field against the system’s total of all
hours entered on the Payroll Roster. The Balance Status field will change to
*Balanced* if they match.

If there was a lump sum amount entered on the roster, that amount will also
be balanced against the system’s total lump sum amount.

[Print Click [Print Timesheets] button. Blank timesheets will print for all
Timesheets] active work authorizations in the Routing ID for the next pay period.
You may also print timesheets using the Timesheet
Request screen PR0O027UG.

PROBLEMS???

If the hours do not balance, you will need to return to the Roster Screen
(PRO102UG) and correct any hours that were input incorrectly. Click on the
[List Reported Timesheets] button to return to that screen. Make any
corrections that are needed. Then store and approve again. Try to balance
again. Continue these steps until the hours and/or lump sum amounts
balance. For more detailed instructions, see next page.
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STEPS TO TAKE IF HOURS DO NOT BALANCE

If you see this message after you attempt to balance your hours, you will need to find the error and
reapprove problem timesheets and attempt to balance hours again.

MnSCU On-Line System |

Routing ID record is unbalanced. Review approved hours
and re-enter.

Click on the "OK" button and then click on the button for "List Reported Timesheets" [Gkp3].

You will be returned to the PRO102UG screen which displays the students and the hours you input.
Check the hours on the screen against the hours on the timesheets. If you need to correct an error on
the roster screen, click in the field for that student's hours. You will see this alert message:

MnSCU On-Line System |

Any Modification to the approved timesheet will cancel it's
approval. Continue?

No |
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STEPS TO TAKE IF HOURS DO NOT BALANCE

N

10.
11.
12.
13.

14.

Click on "Yes" to continue.

Change the hours for that student.

Change any other hours that were not input correctly. You will need to respond to the message
above for each item that you change.

When finished making all corrections, right click to bring up the Pop-Up menu and click on
"Store."

You will need to reapprove the timesheets that were changed. Click on the drop-down for List
Timesheets and select "Unapproved.”

The timesheets that you changed will be displayed. In the upper right corner of the screen, click on
the "all" radio button under the Approve button.

Then click on the Approve button. At the message prompt, click on "Continue™ to approve the
timesheets.

Then right click to bring up the Pop-Up menu and click on "Quit".

You will be returned to the Balancing Hours screen.

Type in new total numbers for hours and lump sums if the changes you made result in new totals.
Click on "Balance Routing ID."

If the hours balance, the status will be changed to "Balanced."

If the hours do not balance, follow these steps again and double check your work. Continue until
the hours balance.

Right click to bring up the Pop-Up menu and click on Store. Then Quit the screen.
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Employee Timesheet Maintenance—PR0101UG

Adding Hours from a Previous Pay Period

ﬁ Employee Timesheet Maintenance [_ O]
Form: PROLOLUG | Wer 1.ZzZ9 Instite: CONWICST Date:  Apr 11,2003

futh My [32565 S5M: [45 [vang, |

Cost Center: 525401 FEDERAL WORKSTUDY
Fouting ID: JMFSY'S | )t for Information Systems
Ddditional Information
~Pay Petiod —E Type —— Reparting Type — Hours Lurnp Surn it —— Te5 Sfatus ———— Dpprowe —
2003 [21 | |ADd Etandard G FPending® -
2003 |21 |REG [Stancard 12.00 FPending®
2003 (19 |REG [Standard 2092 [Processed®
2003 |18 |REG [Standard 24.00 [Processed®
2003 17 |REG [Standard 24 .50 [Processed®
2003 16 |REG [Standard 24.00 [Processed®
2003 |15 |REG [Standard 5.00 FTransferred To*
2003 13 |REG [Standard 1917 FTransferred To* -
Foster Motes:
Transfer Status:

x| =|Ew)

The second line of data is for the current hours for the current pay period.

The first line was blank and enabled the input of adjusted hours from a previous pay period. Note that
you use the current pay period number to input the adjusted hours, and indicate that this is an
adjustment, with the ADJ earnings type.

Back at PRO102UG, two lines will show up for the student to indicate regular hours worked for the
current pay period, and adjusted hours from a previous pay period.

| ﬁ Payroll Roster - Data Entry Hi=]

| Form: PROLOZUG =~ Wer 1.Z26 Instiite:  CONVICSU Date: apr 11,2003

Pay Period: |2|:u:|3 |21 Erwd Date: [A4pr 5,2003 [EtartMar 26,2003 / Process: Apr 92003 |

Routing I IMFSYS  [Ctr for Information Systems
Search Auth Mar: ||

Auth Mbre
Benefit fbr — Erployes Mame ————E Type — BT — Hours — Lump Sum At — --Spproved By--
52565 ang, REG 12.00
52565 ang, A0 £.00 r
List Timeshests: [Unapproved | Sort Timesheets By: [Emploves Name | |

I EIR= Y
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Hours from a Previous Pay Period

There may be circumstances where you have not been able to enter past hours for a student for a
previous pay period, or a student has turned in a late timesheet. Use the PRO101UG Employee
Timesheet Maintenance screen to enter unpaid hours from a previous pay period. Since you are only
able to process payroll every two weeks, the previous hours will need to be entered at the next
available pay period.

Enter and store the student’s current pay period hours on the PR0102UG Payroll Roster —Data Entry
screen.

Double click on the “Auth Nbr” field for the appropriate student’s work authorization. This will take
you to the PRO101UG Employee Timesheet Maintenance screen. The current pay period hours that
you just entered should be shown, along with a blank line for entering hours from a previous pay
period.

On the blank line, enter the current pay period year and pay period number. Enter E Type “ADJ.”
Press TAB. Enter the hours for the late timesheet. Store. Quit.

This will take you back to the PR0102UG Payroll Roster screen. Two lines will appear for the
student—one for the “REG” regular hours and one for the “ADJ” adjustment hours. Resume entering
hours for the rest of the students, and complete the approval and balancing steps. Make sure to include
the adjusted hours in the total for balancing the hours.
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COMMON PROBLEM MESSAGES

Sometimes problem messages will appear in the Status Bar at the bottom of the screen. Sometimes
they will appear in the middle of the screen. If they appear in the middle of the screen you will usually
see an "OK" button that needs to be clicked before you can proceed. If they appear in the Status Bar,
just make note of what they say and try to correct the data that the message refers to.

Irvalicd Employes 55N, =DETAIL= for List of Employess,

This message can mean one of two things:

1. You have made a typo when you put in the SSN.

2. 'You have put in a correct SSN, but the student has not been set up in the Payroll System by the
Business Office. Check to make sure the W-4 and 1-9 forms have been submitted to the Business
Office. Use the PR0O021UI screen to check the status of the forms.

=tart date required.

A message that says a certain field is required (in this case, the Start Date) indicates that you are trying
to move out of a field without filling in any data. Make sure to enter the appropriate data in the field
and then press the TAB key to move to the next field.

MnS5CU On-Line Syztem |
& Access denied. You do not have sufficient privileges to access specified cost
center.

You have typed in a Cost Center that you do not have the right to use. You may have simply made a
typo, or you may need to call the Business Office to grant you the rights to pay students from that Cost
Center.
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COMMON PROBLEM MESSAGES (continued)

Mn5CU On-Line System |

& Modifications found. Proceed without storing?

You have entered information on a screen and then have tried to move to another screen without first
storing the information. The default response to this message window is "No." This means you
realize that you forgot to store the data and you do not want to proceed until you store it. Click on
"No" and then store the data. Then proceed with your next process.

In some cases, you may want to say "Yes." This would be if you entered some data, but it is all
incorrect and you want to clear the screen and start over, or you want to quit the screen without saving
the changes you made and move to a different screen. In that case, you would click on "Yes" to
indicate that you want to proceed without storing the information.

MnSCU On-Line System |

Access denied. You do not have sufficient privileges to
access specified routing ID.

You have entered a Routing ID that you do not have the rights to use. This could simply mean that
you made a typo, or that you have not been set up to have the rights to that particular Routing ID. If
you believe you have typed the Routing ID correctly, contact the Business Office to request the rights
to that Routing ID.
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COMMON PROBLEM MESSAGES (continued)

MnSCU On-Line System |

unifics Access to PRO0D24UG privilege denied, ok?

Any message that tells you that you do not have the privilege to a particular screen or to the PR
module indicates that you have not been given the appropriate security rights in the Payroll Module.
You need to contact the Business Office if you get a message like this.

MnSCU On-Line System |

uniticz - PRO024UH not found, Ok?

This message is telling you that the system can't find the screen number you typed in. In this case, it is
because that screen does not exist. The correct screen code is PR0024UG. This is a simple typo error.
You can click on the "OK" button and then retype the Direct Access Code.

When you get error messages, read them carefully. Do not simply click on "OK" to get
rid of the message. The messages are there to communicate problems to you. If you do
not understand the message, call the Business Office or the Help Desk for assistance.
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Questions and Answers
Do I still send the student timesheets to the Business Office?
A: Yes. You will continue to send the timesheets for Workstudy students only, just as you did in the past.
Do I still need to complete a Workstudy Summary Sheet and send it to the Business Office?

A: Yes, for now you will continue to do that.

What if I am not here on the day that student payroll is due?

A: You will need to have a pre-arranged back up person who can do payroll in your absence, just as you
need a back up person now when you are on vacation. The back up person will either need to have his or
her own STC2 User ID and the rights to the Student Payroll system, or will need to log on as you to
process the payroll electronically.

What if I do not finish processing my payroll by the deadline?

A: If even ONE DEPARTMENT starts to input the student payroll data and does not complete it by
balancing the hours, it will prevent ANY further processing by the Business Office. This is only if you
BEGIN to input student hours and DO NOT FINISH the entire process to the point of balancing the
hours.

What if | have no hours to submit for my Routing ID?
A: If you have NOTHING to submit for ANY STUDENTS for an entire pay period, it will not cause any
delay to the processing of the payroll by the Business Office. In this case, simply do not log in to the

Roster Screen. You may print timesheets for the next pay period without causing any problem to the
payroll processing. Use Screen PR0027UG to print the timesheets.

Do I have to use the timesheets from the Student Payroll System?

A: You do NOT have to use the timesheets that are printed from the Student Payroll system until the current
supply of pre-printed timesheets from Central Stores has been depleted. When that supply is gone, all
departments will need to use the timesheets from the Student Payroll system.

Can | print just one timesheet for a new student if a student is hired during the middle of a pay period?

A: Yes, you can print a single timesheet. Use the PR0028UG screen.

If I need to pay a student a lump sum, what Pay Rate do | use on the Work Authorization Screen
PR0024UG?

A: You can use a pay rate equivalent to what they are being paid on a lump sum basis. When you process
the payroll from the Roster Screen PR0102UG, you will not type in a number for hours worked, you will
type in a dollar amount for the total lump sum amount that you need to pay the student.
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