Electronic Payroll Authorization (PA) - Frequently Asked Questions

COMPLETING THE PA:

1. Where can | find the channel to enter a PA?

The channel titled Electronic Payroll Authorization must be added to your mylIT account. Toadd in the mylIT portal click
on the Content/Layout link in the upper left corner of the screen.

See the How-To document for more detailed instructions.

2. Can an existing electronic PA be edited and resubmitted to change information?
If the PA has not been approved by SEO then it can be opened, changed and resubmitted to ALL approvers. If the PA has
been approved by the SEO it can not be changed and a new PA must be submitted.

3. How are terminations done (if student leaves a position before PA end date)?
The existing paper PA form will be used for terminations until this functionality can be added to the new system.

4. What if | want to submit a pay rate change for a student who is already working?
The existing paper PA form will be used for pay rate changes until this functionality can be added to the new system.

5. Can the preparer also be the supervisor? Yes. The supervisor should be Approver 1.
6. Can the preparer also be an approver? Yes.

7. Can a student employee be a preparer or approver?
No. Only full-time staff members can be preparers or approvers.

8. Can an approver review multiple PAs in a single email?
At this time the approver will have to approve each PA via a separate email.

9. Do students need to sign their PAs?

No. The student no longer needs to sign the PA. Instead, the student needs accept the terms of the Non-Disclosure and
Confidentiality Agreement that was emailed to them at the time you submitted the electronic PA. To accept the agreement,
the student needs to click the link to “approve’ at the bottom of the agreement email. This needs to be done before the PA
can be processed, but once it is done the student will not need to do it again if they are rehired or get a new job.

10. How does the preparer resubmit a Timed-Out PA?

If one or both of the approvers failed to approve the PA within three days, the PA will be
automatically rejected as “Timed-Out.” The information on the PA will remain the same and
you can resubmit the PA for approval again. It is recommended that you speak to the
approvers to determine why they did not approve the PA on time in the first place.

11. How does the preparer resubmit a rejected PA?
In the reporting section of the Electronic Payroll Authorization channel search for the PA by status or student Banner
CWID. In the Payroll/PAF List page select the PA you wish to resend and submit the form again.

12. What if a student is being paid out of a grant account?
If the student will be paid out of a grant account, list someone from the Grants & Accounting Department as one of the
two approvers.

13. 1 listed “100%” as the FOAP percentage, why do | get an error that the FOAP percentage is invalid?
You only need to type “100”" in the FOAP percentage field. Do not include the percent sign.

14. Can | manually type in the start and end dates?
No. Electronic PAs cannot be back-dated, so you must use the calendars to select the start and end dates.



15. What if a student or preparer doesn't know the student's Banner CWID?
New students should have their Banner CWID (the number that starts with an "A™) on their student ID cards. Otherwise,
the student can see their Banner CWID on their mylIT portal on the right hand side.

16. Does the new electronic PA system affect student employees who have already started working using a paper
PA?

No. If a student is already working and was hired using a paper PA before the electronic

process, the information supplied on the paper PA is still valid and a new electronic PA does not need to be submitted.

17. How do | delete a PA?

If you have not yet submitted the PA, you can just close it out without saving. If you have

already submitted it to the approvers, have them reject the PA. If you have already submitted the PA to the SEO, call SEO
to have them reject it. Once the PA has been approved by SEO, it cannot be canceled.

18. What do | do if nothing appears in the Position Control # drop down menu when | try to complete the
Conditions of Employment on the PA?

Make sure that you have entered the correct Hiring Organization code. Your department

should know this number or you can find it as the second set of numbers (four-digits) in the FOAP.

REQUIREMENTS FOR STUDENT EMPLOYEES:

19. What if the student does not meet the credit hour requirements, but has an exception on file with the
International Center?

At this time, the electronic PA will not allow you to complete a PA for students who are not registered for the correct
number of hours. If the student has an exception through

International Center, you will need to complete a paper PA.

20. How many hours is a student allowed to work?
As before, students are not allowed to work more than 20 hours per week during the school year. During breaks, students
can work 40 hours per week.

21. Can a PA be submitted for an international student if they don’t have a SSN?
Yes. A PA can be submitted for approval at the same time as the student applies for a SSN.

22. Does the student give the SSN receipt to the International Center for entry?

The SEO handles the SSN Receipts for 1-9 processing.

NOTE: When the student receives their social security card they must bring it to the SEO for completion of 1-9
paperwork.

23. What if the student begins working before the preparer has the information to complete the PA?
Students should not begin working until the student and the supervisor have received an email from the SEO confirming
that all paperwork has been completed and the student can begin working.

AFTER A PA IS SUBMITTED:

24. After a PA is approved by the SEO when can the student start their online timesheet?

Within 24 hours of the PA approval by the SEO the student will be able to start entering time in their online timesheet.
NOTE: The SEO can not approve PAs the Friday, Monday or Tuesday before a bi-weekly pay date. This means the
student will not see their online timesheet until the Thursday before that pay date. For example, for the pay period
January 25 to February 7, 2009 any PA submitted February 6 — 10 can not be approved by the SEO before Wednesday,
February 11.

25. When can a student start to work?
As soon is the PA is approved by the SEO the student and supervisor will receive an email notification that the student is
eligible to start to work.



26. How does the preparer know that a student has completed their paperwork for a SSN?

In the first section of the PA all the necessary documents are listed. The documents that the student has completed are
indicated with a check next to the document name.

NOTE: All paperwork (1-9, W-4, etc.), must be completed in the Student Employment Office (SEO) and not by
departments. There is an exception to this for Chicago-Kent student employees, whose paperwork can be prepared by
the PA preparer and submitted to the Office of Administration & Finance, DTC Suite 265, who then checks for
accuracy and submits the paperwork to the SEO and for Rice Campus student employees, whose paperwork can be
completed by Barbara Kozi. It is the responsibility of the SEO, not the preparers, to check for completion of the
paperwork (and SSN). Once all approvals are complete, a notification email is sent to the supervisor. The preparer can
always check the status of a PA in the mylIT channel.

27. How often are reminder emails sent to Approvers?

If a PA has not been approved a reminder email is sent to Approver 1 and Approver 2 daily for three business days. If the
approver does not respond to the email after three business days the request will automatically be rejected and the
preparer will be notified.

28. Can I see a list of PAs that | have already approved?

After a preparer has submitted a PA, but before the approvers have approved it, the PA can be viewed under the
“Pending” queue. Once both approvers have approved the PA, the PA can be viewed under the ““Submitted to SEO™
gueue. Once the SEO has approved the PA, however, you will no longer be able to view the PA, so please print out a copy
for your records before that time.

29. What if the student never goes to the SEO to complete her/her paperwork?

If the supervisor has not received an email from the SEO approving the student to begin work, it is possible that the
student has not completed his/her paperwork. Please remind the student to go in and provide the unchecked documents at
the top of the PA. The SEO will attempt to follow-up with students after three days to remind them to come in and will
reject PAs after a week if the student has not come in.

FEDERAL WORK STUDY:

30. Does the system notify supervisors when a FWS student is nearing the dollar limit for their work study award?
No. The FWS field in the electronic PA only indicates the full amount of FWS

money the student has been awarded and accepted for the year, not the remaining balance. Until this functionality can be
added to the new system, preparers should call Financial Aid at 7-7219 to find out the student's remaining FWS balance.
Once the PA is approved and the student is working, the department is responsible for continuing to monitor a student
employee's FWS limit (and can call Financial Aid with questions).

31. What if I want to switch the payment of my student employee from Federal Work Study to Non-Federal Work
Study?

In order to prevent the students from continuing to be paid out of FWS funds, please submit a paper termination PA to the
Student Employment Office to terminate the FWS position. If you would like to continue to employ the student, and plan to
pay him/her out of your department budget, please submit a "re-hire™ PA through the electronic PA system using your
department's FOAP.



