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¢ Ifthe employee is a new hire to the department,
the following field is required before entering
their current assignment:

* Social Security (SS#) * Employee ID

¢ Department * First Name

¢ Last Name * Supervisor Type
* Supervisor * Hire Date

* Employee Type ¢ Status

*#**]f the new hire’s does not have a SS#, please put in a
unique dummy records (ex. Pending01, pending02...). And
once an SS# has been assigned, enter their number in the
“Change the Employee’s SSN” box located on the bottom of the
menu and click on “Change SSN” Button

Change the employee’s SSN:

Type in the new SSN in the box

“Change SSN" button.

Change SSN

¢ Ifthe employee exists, search for he/she and
make sure the required fields are filled out.
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Then select the “Assignment” Button (found on the
right hand side of the Menu Bar) to enter their
current assignment.
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The following fields are required:

* SpeedType * Sub (if applicable)

* Salary Acct Code * Acct Distrib.

* Payroll Type * Position #

* Monthly Salary

***See the following steps for rules and regulations
for some of the required fields

VDemoPayroll (vdbs

| T Current Assignment
Uyout

| testacas, Testactrst tesing 123456789
Curenil) Name Employes D Social Securty Number

Record =5

Found:
1
Toual

1
Unsorted

SpesdTyps Sib  Say  ACA PayoiTyps BegnDRs’ EndDats’ Toal FTE' PayRate:
Acel Cade Distribution onina

T Monihly Salary Tl Salary

UnenploymentComp55% | FICA-SaclSecuty

5%

(o e T T |

Advisor

rio w1195
atar a0
Rescsmen Systm)

100 ) Browse ()

Existing Position #
If the Position Exists from the UH PAR

* Enter the 8-Digit Position # found from the UH
PAR
¢ Click on “Position” Button (The button will
irect you to the Position List)
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* From the position list, verify the information tide
to the position # you selected.

o If everything is correct, click the button found
to the right of position # and this will take
you back to the current assignment and you
will noticed that it populated the ‘Job Title’
Field.

o If the information needs to be reclassify, click
on the “Reclassification” button found in the
Control Positions box on the Position List
Layout

CONTROL POSITIONS
Reclassification

- And fill out any new updates
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If the Position Does NOT exist and you are waiting
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¢ Select the ‘Go To Position List View for e
Posting” Button

* From the Position List, click the button found to
the right of position # and this will take you back
to the current assignment and you will noticed
that it populated the ‘Job Title’ Field.
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Once you receive the position number from the
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* From the position list, verify the information tide
to the position # you selected.

o If everything is correct, click the button found
to the right of position # and this will take
you back to the current assignment and you
will noticed that it populated the ‘Job Title’
Field.
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From the Current Assignment Screen, you are ready
to select the “Post To Main’ Button.
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If the employee has a Job Title of Texas or Federal
Work Study, the following information needs to be
considered:




