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How do | know what to do?

m Answer 2 questions
Q1: Has the Payroll deadline passed?
Q2: What is the current status of the PNF?
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Q1: PNF is submitted AFTER the Payroll deadline

Q2: What is the status of the | Electronic PNF Actions Available PNF Status after action taken | PNF location after Action taken
PNF? location
Mo Action Mane PNF created before PCS conversion. |Remains in PeopleSoft Remsains in PeopleSoft
Blank (compensated At Department Compensated Appointment-  Call | Status changed to "Sent" PMF awaiting processing at Payroll Office
appointment) Payroll Office for further instnuctions. (Electronic In-tray). Call payroll office of
[f Payroll allows the PNF to be document number of late PNF so that payrollis
submitted, press SEND TO aware of this latz PNF.
PAYROLL fo dectronically send PNF
to Payroll Office. Call Payroll Office
with the document number of the late
PHF. Suspended records for this
PNF are approved; userid of persan
pressing SEND TO
PAYROLLIAPPROVE is attached to
the PNF.
Blank {non-compensated At Department Non-compensated Appointment - Status changed to "Approved” PNF stored in PeopleSoft
appointment onfy) Press APPROVE button to approve
suspendad records.
Sent Awaiting processing at | Press INVALIDATE and SAVE button| Status changed to "lnvalid® PNF refumed to depariment. Transactions for
Payroll Office (Electronic |to retum PNF to Department from the this PNF are resuspended.
In-tray} Payroll Office in-tray.
Approved in PeopleSoft. PNFis  |Press INVALIDATE and SAVE Status changed to "Invalid® PNF refumed to depariment. Transactions for
for a no bution. Tra ions are this PNF are resuspended.
position. resuspended.
Processed On Payroll Staff desk | Call Payroll Office for further Status changed to "Void” PNF retumed to depariment. Transactions for
currently being instructions. PNF are resuspandsd.
processed and audited
If resubmitting PNF after payroll deadiine, call
Paymoll Office with new document number.
PFayroll will not lock in their electronic in-tray after
the payroll deadline has passad.
|

Different Locations of PNF

m At Department (circulating for signatures)
m At Payroll In-tray (awaiting payroll audit)
m At Payroll on staff desk (being audited)
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Payroll Staff

Call Payroll for instructions on PNF
marked “PROCESSED”




Payroll Deadline

m Deadline for pressing “Send PNF to
Payroll” button and SAVE button

m After deadline . . .

Call Payroll for instructions on what to do

If PNF is to be resubmitted, call Payroll with
document number of corrected PNF

m Payroll staff will not look in the In-tray after
the Payroll Deadline

Q1: What deadline has passed?

“Due dates of documents into Payroll Office”

DUE DATES OF DOCUMENTS INTO FAYROLL OFFICE FOR CALENDAR YEAR 2009

NON-LAG PAYROLL (BARGAINING UNIT 07) F54, F38, Fod, Fod

NON-LAG SCOPIS PAYROLL FF5
INPUT/ DOCUMENT DUE DATES FOR CALEND'AR YEAR 2009

NON-LAG {Faculty] P/RF F54,

Drect Deposit &

FAS, Fid, P Tax Forms OVERLOAD (FF3)
FNF, G2 WiC, TDB TewTlins | Changes | Scan oheets
Changes, 02, | MW HIs | Farm D-60, Forms| Dept Input |Dept Input onf Submit Scan
WiC, TDB 1o flerminations t W.4 & HW4 Lo on SCOPIS | SCOPIS Web | Sheets i
Payroll by 11:00 [Payroll by 1100 Payrollby 11:00 Webby | by 1L00AM | Payroll by
PAY PERIOD  JPAY DATE AMom Ao * A o PAY PERIOD PAY DATE | 11:00AM an an L1:AHE AM an
e IR 12/15/08 1224108 12/2408 1266 - 120008 | ASe | sis | izeeos |12
naue| 0 1079 0114108 011409 0L - 50| oE0e | ose | asee | oo
DLOIAS - O1500] 021309 et ] 128/ U/ 0/lsiw - oane | o | oogziee | omsnee | onEe
UZ16M4 - 0309|0227 D067 021009 010/ 020108 - 0I50e | 02708 | oamas | o | eviane
USG9 - 031509] 13130 [Tt 025405 25408 01608 - 0aaRe | oaaos | oo | oo | ooannie
031608 - x| EEIe 309 0312009 (G2H% 300 - 03508 ) A0 | AR | mIae | e
D409 - 041509 ] 0401509 D440 (52749 01600 - 033104 ) 40508 | o3I | oaae | mane
041609 . 0430008 | 043009 D400 (4/13406 aanfe - pnsoe | osone | oaaaie | asim | oansie
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Q2: What is the status of the PNF?

PNF maintenance panel (search results)

Search Results
1-3 of 3
EmpliD Document number Empl Rcd Nbr Name (L ast.First M)Last Name PNF Status

99959948 385661 o Sung,Sam SUNG Mo action
99959948 385631 o Sung,Sam SUNG Invalid
99959948 385630 o Sung,Sam SUNG Invalid

|

PNF maintenance panel (PNF copy)

fUnPnfData 1 (_Uh PnfData 2y Uh PnfData 3

I Sung,Sam EmpliD: 993939999 Invalid ‘

SSM:  555-11-3333 Pnf date: 05152009 Piftime:  4:00:55PM Docne: 385630
PR:  FOO wD:  poo Birthdate:  08/151933

PNF Status

(Blank) — Created before PCS conversion

No action — Created after PCS conversion and still at dept

Sent — Electronically sent to Payroll (sitting in Payroll In-Tray)

Invalid — At Payroll In-tray retrieved by Dept before P/R deadline
(PNF not being audited)

Void — PNF returned to dept (PNF was being processed/audited)

Processed — PNF on Payroll staff desk (PNF currently being audited)

Approved — For transactions of non-compensated employees only
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“Processed” status

m |Individual PNF removed from Payroll In-tray
Selected PNFs processed before payroll deadline
Individual PNF marked “Processed”

m All PNFs for pay period removed from Payroll

In-tray :
On payroll deadline (11am)

Pay Period PNFs marked “Processed”

Changes to PeopleSoft Panels

m New ACTION Buttons

Send PNF to Payroll — for compensated employees
= PNF sent to Payroll In-tray
m Associated transactions are approved
Approve — for non-compensated employees
= PNF not sent to Payroll
m Transactions are only approved
Delete — For PNFs never sent to Payroll
Invalidate — Return PNF sent to Payroll
m Before payroll deadline and PNF awaiting in in-tray
= Associated transactions are re-suspended

m Press SAVE button after ACTION button
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Void — Return PNF to Dept

m PNF status is marked “Processed”

m Requires call to Payroll for instructions

m PNF is on Payroll Staff desk being audited
m Be prepared with doc no, name, payroll no
m Transactions re-suspended if PNF voided

m For Payroll Office use only

Generate PNF Panel

No Date Range No Draft Numbers
UH PNF ]
Sung,Sam Employee EmpliD: 99999399 Empl Rcad#: 1]
Enter SUS actions Date ID?J’QHQDDQ [ Get Doc o & Doc no:
SSN: 555-11-33323 Payroll number: Fg7 Warrant distribution: 000 Birth Dt: 09/145/1933
Gender:  w Marital Status: 5 Highest Education 0] Military Status: 1 Citizenship 1
Lewvel: Status:
Retirement Code: ] K Island Code: Fed Exempt: State Exemnpt:
UH Appt dt: 048 562009 Appointment From: To: 1

Suspended Records Eind | Wigw All Firgt [4] 1 of 1 [P Last

o7r21rz2oog DTA 470 SuUs o7r21ranog oozos1e

Eind First [« 1 of 1 [ Last
BASER GO09132F134A189 100.000
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Change - Generate PNF Panel

m Enter effective date of SUS actions in From
Date box (no range)

m Press Save

m Document Number will be generated

m |If no Doc No generated, correct errors

m Click “PNF Maint” link

m Doc no displayed on search results list as
status “no action”

" JEE
PNF at Department PNF

status

J unPnfData1 \_ UhPnfData2 y UhPniDatad

| Sung.Sam EmpliD: 99999399 No action*
SN 555-11-3333 Puf date:  06/16/2008 Puftime:  5:25:57PM Docno: 385661 v
pr: [Fe7] wo: oo @ Birthdate:  D8/15/1933
Sexc M Maritalstatus: 5 Fed Exempt: State Exempt: Payclass: S No
Retfica: [N @ [K @ st [ visa: Tenure: : DRAFT
UH Appt dt:  05/15/2009 Appointment period from: To: N um berS
BU FEREEN BOR Appts:

I Pis Descri ption Eff date P Pos no |

0080518 a

HIR 008 Exempt Appointrment 0551 5/2008

] Send PNF to Payroll | _ PrntenE |
I Last Update 061 6/08 by SvAMADA «— User Logged
5:25:5TPM
“Delete & Save” Press “Send PNF to Payroll & SAVE” buttons
to delete PNF
not previously Approve all transactions on this PNF

sent to Payroll




PNF at Department

S UnPnfData1 W Uh PnfData 2 3 Uh PrfData 3

[ suna.sam EmpliD:

SSH: 555-11-3333 Pof date: 05/15/2009 Pnf time: FZ0IZO0FM Doc no: 385629
pr:  [Foo @ wp: [ooo (=8 Birthdate: 097151933

Sex: M Marital status: S5 Fed Exempt: State Exempt: Pay class: Sh

Mo [<la st | < Visa: Tenure:
055152009 Appointment period from: To:
[F7 e BOR Appts:
Dascription Ef date Partial Fos no

Actions in suspend [<] 1 orq [»] Last
HIR oog Exempt Appointment 05/15/2009 0000GAT1 o
Click Save to complete Sending I Print PMNE |
Last Update 0571509 by SvAMADA
020 M

Neset tab) (G100 0 010) (A8l inslude History)) ([ Correot History)

S Save)  (CLRetum to Saaron)) (ETNerity ) (@8- 1o0)

SAVE button Reminder to press SAVE

=
PNF at Payroll in In-Tray .

f UunParData1 Y UhFniData2  UhPniDatas St
atus
| Sung,Bam EmpliD: 39999339 Sent to Payroll

SSM:  555-11-3333 Pif date: 051152008 Puftime:  3:20:20PM Docno: 385629

PR: Foo WD: 000 Birthdate: 09151933

Sex: M Marital status: S Fed Exempt: State Exempt: Pay class: SM

Retfica: M K Isl: Visa: Temure:

UH Apptdt: 050152008 Appointment period from: To:
BU 57 BOR Appts:
Pia Description Eff date Partial Fosno

Actions in suspend
HIR aog Exempt Appointment 051 5/2009 0000GAT1 o

Invalidate PHF Print PNF I User

Last Update 05/15/09 by SYAMADA I Yamada, Steve - <_LC)gged
32T A1PM OHR

PNF at In-Tray at Payroll Office. Press “Invalidate PNF & Save” buttons to
return PNF to Dept. All associated transactions re-suspended.
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PNF returned to Department

Transactions re-suspended; Status changed

FUnPnfData1 Y UhPnfData 2 )" Uh PnfData 3

EmpliD: 99999999 Invalid 4—|— PNF

| Sung,Sam
SSN:  555-11-3333 Pnf date:  05/15/2009 Pt 2:0055PM Docno: 385630 StatUS
PR Foo wD: 000 Birthdate: 097151933
Sex: I Marital status: 5 Fed Exempt: State Exempt: Pay class: S
Retfica: M K Isk: Visa: Tenure:
UH Appt diz 05/15/2009 Appointment period from: To:
BU = BOR Appts:

Fir Description ET date Partial Fos no |
Actions in suspend

HIR oog Exempt Appointment 05f18/2008 0000GAT1 ]

Print PNF
Last Update 05/15/08 by SYAMADA I vamada, Steve -
24:02:10FM

Bl savel (Ciretum to Search ) ([ENatiny st tab | (2] Update/Display | (5 Correct Histary |

Uh PnfData 1| Wh PnfData 2 | Lh PnfData 3

= JEE
All transactions APPROVED

Work Location |_Job Information }” Payroll " GalaryPlan )" Compensation " UHG/SData | NTEJob |
EmpliD: 9958959999 Empl Reds: 0

Sung,Sam Employee

Employee Status:  Active 05 &/2009 Job Ind: Primary Job

‘Effective Date: 050152008 [ | LR
Action /Reason: | Hire o] fooe o Exempmw:“m\ Surrent

Appt Per From: ] To: | ER NTEDate: | \K
Position Number:  |0000GAT1 Q GRADUATE ASSISTANT, 11-MO ™ Position Management Record

Company: BOR UH - Board of Regents payro” are
‘Business Unit: UHPSE O Univ of Hawaii PeopleSof Sys .
automatically

‘Department: 22130000 O  OF NAT SCI

Location: [UH Q UH
Supenvisor ID: Q Establishment ID: | S Q

Reports To: Q IslandCode: | @

approved

1D: Unit Code: ,_Q
Job Data Employment Data  Eamings Distribution Benefits Program Paricipation

Use Position Data BOR Title \ I
All transactions
on PNF sent to

13
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Non-Compensated Appointments

m Button displays “APPROVE” instead of
“Send PNF to Payroll” if all PNF actions for
non-comp appt

m Multiple Appts - “Send PNF to Payroll” if
PNF has actions for compensated appt

m Rows are approved if non-comp appt only

m Use posn no = 000NCOMP only

" JE
Current Process

m User
m PeopleSoft

m Transmit PNF to Payroll
car, run, US mail, fax, walk, jog, UPS, pray
m Payroll

14
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ePNF — Life is Better ! ! !

m User

PNF circulates for signatures

Delete & Save — PNF still at Department
m PeopleSoft
m Transmit PNF to Payroll

Send PNF to Payroll & Save

Invalidate & Save — PNF still in in-tray

m Payroll
Void & Save — Payroll deadline has passed

Reason/Action Concept Changes

m Voids = hires only; all others = correction

Instead of Void LWOP
m Action: Return to Duty — Correction
m Reason: Cancel LWOP
Instead of Void Termination
m Action: Hire-Correction
m Reason: Cancel Separation

Four other codes on attached listing

15



Changed Concepts on Codes

m PNF electronically feeds PCS
New Tax Exemption action reason

Correction of Social Security on PNF
m Hire-Correction 009 (Exempt Appointment)
m Data Change 910 (Change in Record-Soc Sec No)

Button Authorizations

CHECK APPROFRIATE BOXES BELOW FOR PEOPLESOFT
ACCESS OMLY

HUmMAN RESOURCES || mmisR ATION SUDGETAOTION FEAYROLL

A W = = - W = =

A L

“A” (approve) in column 12

“Send PNF to Payroll” or
“Invalidate” button
authorization

“G” (generate) in column 15

“Delete” authorization

16
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“Send PNF to Payroll” button

m Review current PeopleSoft Security
access on distributed report

m Username, Date and Time marked on
Payroll Copy of PNF

m Auditors will be directed to person
indicated on PNF for signed file copy

* JE
New Concepts

m One PNF per effective date; no date range
m No draft PNFs; delete PNFs not “Processed”

m Additional required fields in P/S
Sex, Island, Tax Exemptions, Maritial Status

m Send to Payroll = current APProve button
Username, date/time printed on Payroll PNF




New Concepts

m Tax Exemption info transmitted via PNF
m Signed PNFs and Tax Forms stay at Dept

m Official Action = “Send to Payroll” pressed
Not when hardcopy received at Payroll Office

m PNFs already marked “Processed” requires
call to Payroll to “Void” PNF

m Matching correction/void actions still
required for PNFs outside current pay period

* JE
New Concepts — No Hardcopies

m No hardcopy PNFs accepted by Payroll
m EXCEPT

SSA notification to Payroll to accept PNF

Terminations while on LWOP

m Continue current process of typing left side & acct
code information

m Required to press “Send PNF to Payroll” & "Save”

18



Current Manual Processes Continued

m D60 — send hardcopy

m Name change
Send copy of SS card
Send hardcopy PNF of SSN change action
Indicate old name in PNF comments field

m “Termination while on LWOP” PNF
Type Left Side & acct code PNF; send hardcopy

" JEE
Modifications — August 1 Cutover

m PNF Maintenance Panel
“Send PNF to Payroll” — comp employee’s

“‘Approve” — non-comp employee’s (OOONCOMP)
m At least one trans listed on PNF for non-comp posn

New “Status” column (on search results)

19



Modifications — August 1 Cutover

m Generate PNF Panel
Single Selection Date appears
Draft Option disappears
m Work Location Panel
“‘APP” button disappears
m Future dated PNFs already submitted
Payroll will press “submit PNF” button for dept

PeopleSoft Unavailable

Cutover to ePNF

Saturday, August 1 at 10 am to
Sunday, August 2 noon

20



g
Parallel Testing

m From August, 2009 until . . ..

Continue to send ALL documents for ALL
employees (PNF, W4, HW4, D60, etc.)
Must press appropriate action keys
m Send PNF to Payroll & Save — comp employees
m Approve & Save — non-comp employees
m Invalidate & Save — return PNFs not marked
“Processed”
Hardcopy and ePNF both required to meet
deadlines

" JEE
Rollout by Payroll Numbers

m PCS Rollout (UH Payroll to DAGS)
Group 1: UHPA
Group 2: Rest of BOR employees
Group 3: Civil Service
m Processing same for all groups regardless
of rollout schedule
Send all documents as you currently do
Ensure that proper action buttons are pressed

21



IMPORTANT NOTICE

m Appropriate action buttons must be
pressed during parallel testing

Records are approved or resuspended
depending on PNF status & buttons pressed

Transactions are resuspended if PNF is
voided or invalidated

Continue Current Processes

m Until told otherwise
Continue to send ALL hardcopy PNFs
Continue to send ALL other forms
Press appropriate ACTION buttons

m Mid-2010

Email notifying documents no longer required
to be sent to Payroll Office

22
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PeopleSoft Reminders

m Home Base Concept
Should be compensated appointment
Should not be a terminated appointment

m Non-comp posn number = 000ONCOMP

Questions?

23



NEW CODES TO REPLACE VOID ACTION

1.

To Void a Paid Leave:

Return from Leave-Correction 589 (Cancel Paid Leave)

To Void a Return from Paid Leave:

Paid Leave of Absence-Correction 489 (Cancel Return from Paid Leave)
To Void a LWOP:

Return from Leave-Correction 742 (Cancel LWOP)

To Void a Return from LWOP:

Leave of Absence-Correction 642 (Cancel Return from LWOP)
To Void a Separation:

Hire-Correction 010 (Cancel Separation)

To update tax exemptions:

Data Change 907 (Change in Record-Tax Exemption)

Change current practice when correcting a SSN on a new hire PNF:

Hire-Correction 009 (Exempt Appointment)
Data Change 910 (Change in Record-Soc Sec No)



Q1: PNF is submitted ON OR BEFORE the Payroll Deadline

Q2: What is the status of the

Electronic PNF

Actions Available at Department

PNF Status after action taken

PNF location after Action taken

PNF? location

No Action In PeopleSoft PNF created before conversion to Remains in PeopleSoft Remains in PeopleSoft
electronic PNF. There are no actions
that can be taken on this PNF.

Blank At Department PNF continues to be processed and |Status remains Blank. Still circulating at department

Blank (for both compensated and
non-compensated appointments)

Blank (PNF has transactions for
compensated appointment)

Blank (PNF has transactions
exclusively for non-compensated
appointment)

Approved

Sent

Processed

At Department

At Department

At Department

In PeopleSoft

Awaiting processing at
Payroll Office (Electronic
In-tray)

On Payroll Staff desk
currently being audited

corrected or is awaiting signatures

PNF was never sent to Payroll and is
still at the Department. Press
DELETE and SAVE button to delete
PNF from PeopleSoft.

Press SEND TO PAYROLL and
SAVE button to electronically send
PNF to Payroll Office. Suspended
records for this PNF are approved;
userid of person pressing SEND TO
PAYROLL is attached to the PNF.

Press APPROVE and SAVE button
to approve PNF transactions for non-
compensated appointment; userid of
person pressing the APPROVE
button is attached to the PNF.

Press INVALIDATE and SAVE button
to resuspend transactions for this
PNF. As this PNF is for a non-comp
appointment, PNF is deleted from
PeopleSoft.

Press INVALIDATE and SAVE button
to return PNF to Department from the
Payroll Office in-tray. Transactions
for this PNF are re-suspended.

Call Payroll Office for further
instructions. Be prepared to supply
payroll number, employee name and
document number if PNF is to be
voided. If PNF is to be voided, PNF
will be elecronically returned to the
department. Transactions for that
PNF are re-suspended.

PNF is completely deleted from
PeopleSoft. PNF not sent to
payroll and will be deleted from
PeopleSoft. Transactions on that
PNF remain in suspense.

Status changed to "Sent".

Status changed to "Approve".

Status changed to "Invalid"

Status changed to "Invalid"

Status changed to "Void"

PNF completely deleted from PeopleSoft.
Transactions for that PNF remain in suspense.

PNF awaiting processing at Payroll Office
(Electronic In-tray)

Because this PNF is for a non-compensated
appointment, the PNF is stored in PeopleSoft and
never sent to the Payroll Office.

PNF returned to department. Transactions for
this PNF are re-suspended.

PNF returned to department. Transactions for
this PNF are re-suspended.

PNF returned to department. Transactions for
that PNF are re-suspended.

If resubmitting PNF after payroll deadline,
remember to call Payroll Office for further
instructions. Payroll will not look in their electronic
in-tray after the payroll deadline has passed.



Q1: PNF is submitted AFTER the Payroll deadline

Q2: What is the status of the
PNE?

Electronic PNF
location

Actions Available

PNF Status after action taken

PNF location after Action taken

No Action

Blank (compensated
appointment)

Blank (non-compensated

appointment only)

Sent

Approved

Processed

None

At Department

At Department

Awaiting processing at
Payroll Office (Electronic
In-tray)

In PeopleSoft. PNF is
for a non-compensated
position.

On Payroll Staff desk
currently being
processed and audited

o:\ssa\payroll change schedule PCS\action and status.xls

date: 05/28/09

PNF created before PCS conversion.

Compensated Appointment - Call
Payroll Office for further instructions.
If Payroll allows the PNF to be
submitted, press SEND TO
PAYROLL to electronically send PNF
to Payroll Office. Call Payroll Office
with the document number of the late
PNF. Suspended records for this
PNF are approved; userid of person
pressing SEND TO
PAYROLL/APPROVE is attached to
the PNF.

Non-compensated Appointment -
Press APPROVE button to approve
suspended records.

Press INVALIDATE and SAVE button
to return PNF to Department from the
Payroll Office in-tray.

Press INVALIDATE and SAVE
button. Transactions are
resuspended.

Call Payroll Office for further
instructions. Be prepared to supply
payroll number, employee name and
document number if PNF is to be
voided. If PNF is to be voided, PNF
will be elecronically returned to the
department. Transactions for that
PNF are re-suspended.

Remains in PeopleSoft

Status changed to "Sent"

Status changed to "Approved"

Status changed to "Invalid"

Status changed to "Invalid"

Status changed to "Void"

Remains in PeopleSoft

PNF awaiting processing at Payroll Office
(Electronic In-tray). Call payroll office of
document number of late PNF so that payroll is
aware of this late PNF.

PNF stored in PeopleSoft.

PNF returned to department. Transactions for
this PNF are resuspended.

PNF returned to department. Transactions for
this PNF are resuspended.

PNF returned to department. Transactions for
PNF are resuspended.

If resubmitting PNF after payroll deadline, call
Payroll Office with new document number.
Payroll will not look in their electronic in-tray after
the payroll deadline has passed.





