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PS Recruiting
UMKC HR
Used to indicate if hire recruited through People Soft E-Recruit.

Appl. ID (HR Use Only)
UMKC HR
HR Use only, the number issued to this person as an applicant


Employee Name
UMKC HR
The name EXACTLY how it appears on the SS card or Receipt. In this order, Last name, First name,  middle initial or name

EMPLID
UMKC HR
The eight digit number assigned to the employee. Leave blank if not issued.  If this is a student employee, You may enter the student Emplid.  See "Determine Current Status" on UMKC HR Records Web site.

Social Security Number
UMKC HR
Clearly write or type the SS Number exactly as it appears on the card or receipt.   

Effective Date
UMKC HR
The date on which this hire is effective.

Action Reason Codes
UMKC HR
Action Reason codes are used in valid combinations. Only use these on this form of PAF.

HIR (Hire)  NPW (Never Prev Worked)
HIR (Hire)  RFE (Rehire emp prev worked but not in PS)
HIR (Hire)  CON (Concurrent Job)
REH (Rehire) CON (Concurrent Job)
REH (Rehire) RET(Retiree)
REH (Rehire) RFE (Former Employee)


Expected End Date
UMKC HR
NOT USED AT UMKC, use Field #34

Position Number
UMKC HR
8 digid People Soft Position Number.  Do not use old position numbers that begin with K

Business Unit
UMKC HR
KCITY


Home Dept (Code)
UMKC HR
HR Dept ID.  This is not the fiscal Dept ID, HR Dept ID's are alpha codes that correspond to the payroll department.

Job Code
UMKC HR
4 digit number which correlates to the job title.


Benefit Status
UMKC HR
Check One
Regular is Always Benefit Eligible
Temporary is Never Benefit Eligible

Part/Full Status
UMKC HR
Check One
Full Time is 100% FTE
Part Time is anything else.

Empl Class
UMKC HR
Check One
1-Oth F/S-Anything not described below.
2-Fac 9/9- For BE teaching titles only.  (Faculty Pay Option Form required)
3-Fac 9/12-BE teaching titles only.
(Faculty Pay Option Form required.)
4-Med Res-Resident Physicians Only
5-JVA-Not used in KCITY
8-Per Diem-Must have HR Compensation Specialist Consultation in order to use.
9-Non-Emp-Not used on this form
A-Student-Used only for titles defined as student by policy.

Std. Hrs.
UMKC HR
Whole Numbers Only.  Must be the same standard hours reflected for the position number. The number reflects the expected number of whole hours worked in one week.

FTE
UMKC HR
Percentage ratio of full time based upon a 40 hour work week. (Divide standard hours by 40.)

Pay Group
UMKC HR
MON = Monthly
BIW = Hourly

Other codes are used by HR for some international based  upon tax treaty.

Holiday Schedule
UMKC HR
Always Check None

EE Type
UMKC HR
Check One
H - Hourly - Compensation based on an hourly or unit rate of pay.
S - Salary - Compensation based on Annual/Monthly/Contract rate of pay.

Tax Location
UMKC HR
116 - Kansas City
Note:  If emp physically works all hours outside of KC and does not live in Kansas City, emp may fill out a City Tax Exemption form to claim exemption. 

FICA Status
UMKC HR
Complete the required Student FICA check list form and check appropriate box, based upon that form.
E - Exempt from FICA
N - Subject to FICA

Comp Freq/Rate Code
UMKC HR
Hourly NAHRLY = Bi Weekly
Monthly/NAANNL = Monthly Salaried
Contract/NAANNL = Only used if emp Class is  2 or 3 ( BE 9 month teaching faculty only)

Compensation Rate
UMKC HR
Enter Rate of Pay. 
If Hourly in box 23, enter hourly rate.
If Monthly in Box 23, enter monthly rate.
If Contract in Box 23, enter the entire amount of the contract.  Remember contract pay is used for those teaching academics on a 9 month appointment.

Comp. Freq
UMKC HR
H = Hourly
S = Salary
C = Contract


Job Description ID
UMKC HR
Left Blank, No longer used.  If a PS Position number has not been assigned, contact HR compensation specialist.


Benefits Eligibility Date
UMKC HR
Complete for Benefit Eligible Employees.  Should be the same as the effective date.  Under specific circumstances in the fall for academics on 9 month appointments, effective dates, benefit dates and contract dates may be different. 

UM Working Title
UMKC HR
Working

fitzpatrickc
UMKC HR

fitzpatrickc
UMKC HR

Shift Diff Code
UMKC HR
NOT USED IN KCITY


Ben. Service Date
UMKC HR
Enter the date entered for the Benefit Eligibility Date, field 27.  Leave blank if this employee is not benefit eligible.

Probation Date
UMKC HR
The date on which the probationary period ends.  Used on Full time, Benefit Eligible Administrative, Service & Support employees only.

End Date (if applicable)
UMKC HR
Does not function to end pay. All Academic hires and hires in temporary titles require and end date.

Academic
UMKC HR
Check Yes if the title is classified as Academic.  Including GTA's and GRA's. Using the UMKC Titles Link, if T & R, the title is academic.

Effective Date
UMKC HR
Typically the effective date of hire.

Business Unit
UMKC HR
The campus affiliated with the fund source on this line.  KCITY will be most common.

Department
UMKC HR
The alpha HR Dept ID, not the fiscal numeric dept ID, to which the funding is tied. 

Job Code
UMKC HR
The 4 digit code that correlates to titles used in box 12, and box 28 the UM working title.  You may have two job codes on different lines.  Professor and chair of a department is  an example .

Earn Code
UMKC HR
REG for Hourly
REX for Salaried Monthly & Contract
HRL for Hourly paid on the Monthly pay cycle.
UNI for Unit pay. 

Comp Rate
UMKC HR
Used for Monthly/Contract employees only.
The amount of the monthly salary indicated by the fund code for this line.  For 9 month contract, always enter the full amount of the contract. 

Distrib %
UMKC HR
For hourly employees.  This is the percentage of this job from the funding on the line.  The Total of all rows must always equal 100%.

MoCode
UMKC HR
5 digit MoCode for the salary Expense.  Do not use Fiscal Dept ID.

Account
UMKC HR
The 6 digit accounting code which designates the expense type based upon the job code.  Look up this code using the Title Code table.

Benefit Record No
UMKC HR
NOT USED

ABBR (HR Use Only)
UMKC HR
Completed for benefit eligible employees only.  ABBR stands for Annual Benefits Base Rate.

Elig Fld 1 (Leave Plan)
UMKC HR
EXVAC - BE Exempt Vacation
NEVAC - BE Non-Exempt Vacation
Nurses - Not Used in KCITY
NONE - BE Academic

Benefit Program Effective Date
UMKC HR
The date the employee became eligible for the benefit program.  Typically this date is the same as the effective date of the hire.  This applies to all employees.

Benefit Program
UMKC HR
Always DBP - this field defaults.  DBP stands for Default Benefit Program.


Contract Effective Date
UMKC HR
Commonly this date is Sept-1-YY since contract is to be used for 9 month teaching appts only.  Under rare circumstance a "9 month" appointment may begin Jan-1-yy.  In these cases, the contract amount represents half of the academic year. If person would normally receive $40,000 in a full 9 month contract, then the Jan-1-YY contract amount would be $20,000.

Contract Pay Type (If Applicaple)
UMKC HR
Choose the appropriate one.  If the contract effective date is Jan-1-YY, then 9 over 9 is the only pay option available.  The person may change for the next academic year in August.

Payment Terms
UMKC HR
Choose one.  System will default this entry from whatever chosen in box 51.

Begin and End dates
UMKC HR
9 over 9
Begin Date: 9-1-YY
End Date:  5-31-YY

9 over 12
Begin Date: 9-1-YY
End Date:  8-31-YY

Tenure Status
UMKC HR
Must be completed on ALL academic Appts.


Home Rank
UMKC HR
Select Appropriate


Track Start Date
UMKC HR
The date the count towards tenure begins.

Tenure Home
UMKC HR
The HR Dept ID responsible for Tenure.

Mandatory Review Date
UMKC HR
This date denotes the last date this employee can be notified of either being granted tenure or placed on terminal year. 

Tenure Granted Date
UMKC HR
If hired with tenure then enter the hire date.


Academic Discipline
UMKC HR
The alpha/numeric code to which the academic discipline is most closely associated.

Comments
UMKC HR
Make any relevant comments.  

Authorizations
UMKC HR
Send packet it's entirety for appropriate signatures.  All Benefit eligible academics with the word "Professor" or" Librarian", other than "visiting" require Provost authorization.  See Provost's website for further details.
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