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A8.883 Student, Casual and Overl oad Payroll Change Form

1

Pur pose

To provide a nmeans of changing information on a non-regul ar
enpl oyee's nmaster file record that has been established in the
Student, Casual and Overload Payroll Information System
(SCOPIS) . The SCOPI'S system provides the nmechanism for the
processing of the University's non-regular enployee payroll
payment s.

Responsibilities

a. Each Canpus/Departnent that processes changes to SCOPI S
master file records on the Student, Casual and Overl oad
Payroll (SCOPIS) Change Form (UH Form 25), nust ensure that
the transactions are in accordance with the procedures
specified herein and that the record selection data (Soci al
Security Nunmber and ldentification Nunber) are correct.

b. Fiscal Oficers and Program Managers (Approving Authority)
who approve Student, Casual and Overload Payroll Change
Forms are responsible for conpliance wth applicable
Federal and State |laws, rules, regulations, and University
policies and procedures.

c. The Disbursing Ofice, Payroll Section is responsible for
the processing of the SCOPIS Change Form (UH Form 25)
t hrough the SCOPI S system

Qi del i nes

a. The SCOPI S Change Form (UH Form 25) is designed to provide
a nmeans of changing payroll information on an individual's
SCOPI S nmaster file record. Once a nmaster file record has
been established, the enployer or enployee may have reason
toinitiate changes to hourly or nonthly pay rates, Federal
or State tax exenptions, account codes, active/term nation
status, etc. The SCOPIS Change Form cannot be used to
create a new master record. Master file records are
established through the processing of the Overload and
Casual Notification of Personnel Action form (UH Form 6) or
t he Student Enpl oynent Wrk Agreenent (SEWA)
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Information in the "Present Information Section" of the UH
Form25 will identify the master file record upon which the
changes are to be executed. Refer to the current SCOPIS
Master File Listings (Reports 1500B, 1500D) to obtain
current information on master file records.

1) Al data in this section nust be provided and the
"Action" block must be conpleted to indicate the action
that is to be initiated.

2) Record selection will be based solely upon the Social
Security Number and the Identification (ID) Number
provided in this section. Al ways use the current
SCOPI S Master File Listings (Reports 1500B, 1500D) or
the existing (current) scan sheets to obtain the
appropriate ID Nunber. It is very critical that the
Social Security Nunber and the | D Nunber be correct as
a change to the wong record wll be executed if the
wrong SSN I D Nunber conbination is reflected.

Not e: The ID Nunber is a two-digit nunber that is
conput er assigned for each master file record
of an individual. The Social Security Nunber
with the I D Nunber therefore provides a short
formof record identification (as conpared to
the SSN, Account Code, Payroll Nunber, Warrant
Di stribution Code).

Information in the "New I nformation Section” will indicate
the required data changes (changes to nore than one data
field are allowed on the sane forn). Conplete only those
lines where changes are required by reflecting the new
information and circling the item nunber in Red |nk.

The master file structure is split into two parts, the
Master data fields (personal data that applies to an
i ndi vidual) and the Itens data fields (other data that is
specific to each separate record). An individual enployee
wi Il therefore have only one Master record but may have a
nunber of Itens records dependent on uni que conbi nations of
Soci al Security Number, Account Code, Payroll Nunber, and
Warrant Distribution Code.

1) |If a change is to be made to a Mster Data
Field (ltem nunbers 01-14, excluding item
nunber 10 - FICA Tax, on the UH Form 25), only
one active I D Nunber (does not matter which
one) needs to be reflected on the UH Form 25.
I n these situations, the change will apply to
all of the individual's master file records.
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FICA Tax (Item nunber 10) is a nodified naster
data field where the change wll only update
the FICA code of an individual's naster file
records with the sane Payroll Nunber.

2) If achange is to be nade to an Itens Data Field (ltem
nunbers 15-25 on the UH Form 25), each active | D Nunber
that the change applies to nust be reflected on the UH
Form 25. In these situations, the change will affect
only those naster file records as identified by the ID
Nunbers that are reflected on the UH Form 25.

Note: A maximum of 4 I D Nunbers may be reflected on
the UH Form 25 (changes data to 4 separate master file
records). This feature is normally used when an
individual's pay is split between a nunber of account
codes which required the establishnment of separate

master file records. Initiate additional UH Form 25
docunents if nore master file records have to be
changed.

d. Fiscal Oficers are required to sign and date the conpl eted
formto certify conpliance with procedures and verification
of the Social Security Nunber and the | D Nunber.

Detailed Instructions for Conpl eting the SCOPI S Change Form ( UH
Form 25 - Attachment 1)

Note: Figures in parenthesis next to the title of the fields
on these instructions indicate the maxi num nunber of characters
allowed for the field. If an asterisk is placed after the
nunber, each space, comm, hyphen, decimal, etc., are to be
i ncluded in the count.

a. Present Information Section
Refer to the current SCOPIS Master File Listings (Reports
1500B, 1500D) to obtain current information on naster file
records.

1) Enpl oyee Nane (22*)
Enter the enployee's nane as it was originally
establ i shed on the master file record (should have been
consistent with the individual's social security card).

- Enter the Last nanme first with a comma, followed by
the first and mddle nanes. The first three
letters of the last nanme are to be placed in the
bl ocks provided, followed by the rest of the nane.

- If alast nanme is less than three (3) characters,



2)

3)

4)

5)
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the comma and space are required to be placed in
the character blocks (e.g. Ho . or L . _).

Depart nent
Enter the appropriate canpus or Departnment (e.g. Agri-
Bi o Chem Honolulu CC).

Action (1)

Check the appropriate block to indicate whether the
record is to be changed or termnated (Only one action
may be sel ected).

- Selection of the "Change" block indicates that
changes to data are to be initiated.

- Selection of the "Term nate" block indicates that
the master file record is to be term nated (naster
file record can no longer be used to initiate
paynments to the enployee). |If the individual has
more than one nmaster file record, only the master
file record identified in the "Present | nformation
Section" wll be termnated. All other records for
that individual will remain active on the master
file.

Soci al Security Nunmber (9)

Enter the enpl oyee's social security nunber established
on the master file record (should have been consi stent
with the individual's social security card).

ldentification (1D) Nunber (2)

The ldentification (I D) Nunber is a two-digit nunber
that is conputer assigned for each master file record
of an individual. The Social Security Nunmber with the
| D Nunber therefore provides a short form of record
identification (as conpared to the SSN, Account Code,
Payrol | Nunmber, Warrant Distribution Code).

- Enter the appropriate I D Nunber that identifies the
master file record. Al ways use the current SCOPIS
Master File Listings (Reports 1500B, 1500D) or the
existing (current) scan sheets to obtain the
appropriate | D Nunber.

- Caution !! Record selection will be based solely
upon the Social Security Nunber and the [ D Nunber
provided in this section. 1t is very critical that

the Social Security Nunber and the 1D Nunber be
correct as a change to the wong record wll be
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executed if the wong SSN | D Nunber conbination is
refl ected.

- A maximum of 4 I D Nunbers nay be reflected on the
UH Form 25 (changes data to 4 separate naster file
records). This feature is normally used when an
individual's pay is split between a nunber of
account codes which required the establishnent of
separate master file records.

6) Account Code (14)
Enter the appropriate new FM'S 14 digit payroll hybrid
account code (e.g. G 97-021- F- XXX- B- XXX) .

- A maxi mum of 4 account codes may be reflected on
the UH Form 25 (changes data to 4 separate naster
file records).

7) Payroll Nunber (2)
Check the appropriate block to indicate the payrol
nunmber of the master file record.

- Only one payroll nunber nay be selected. The
Payroll Nunbers identify the following type of
appoi nt nent s:

F1 Col | ege Wrk Study Student Assistant
F2 Casual Appoi nt nent

F3 Regul ar Student Assi stant

F4 Over | oad Appoi nt nent

8) Warrant Distribution Code (3)
Enter the warrant distribution code of the naster file
record.

New Information Section

Master Data Fields

IT a change i1s to be made to a Master Data Field (lItem
numbers 01-14, excluding item number 10 - FICA Tax, on the
UH Form 25), only one active ID Number (does not matter
which one) needs to be reflected on the UH Form 25. 1In
these situations, the change will apply to all of the
individual®s master file records. FICA Tax (Item number
10) 1s a modified master data field where the change will
only update the FICA code of an individual®s master fTile
records with the same Payroll Number.

1) New Social Security Nunmber (9) - Item 01
| f the social security nunber originally submtted was
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6)
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in error, enter the enployee's correct social security
nunber .

- Attach a photocopy of the individual's social
security identification card and new original
Feder al Enpl oyee' s W t hhol di ng Al | owance
Certificate (Form W4) and State Enployee's
Wt hhol di ng Exenption and Status Certificate (Form
HW 4) docunents.

New Name (22*) - Item 02
If the name originally submtted was in error or if the
nane i s changed due to nmarriage or other reasons, enter
the correct or new nane.

- Enter the last nane first with a comma, followed by
the first nane and m ddl e nanes. The name should
be as reflected on the individual's social security
card.

- Attach a photocopy of the individual's social
security identification card and new original
Feder al Enpl oyee' s W t hhol di ng Al | owance
Certificate (Form W4) and State Enployee's
Wt hhol di ng Exenption and Status Certificate (Form
HW 4) docunents.

New Address: Street (26%*) - ltem 03
City, State (22*) - |ltem 04
Zip (5) - Iltem 05

Enter the new address fields. Enter an address where
t he Enpl oyee's Wage and Tax Statenent (Form W2) can be
mai | ed. Do not use a University address.

- Overload appointnents (F4) do not require address
corrections/changes as it exists under the regul ar
appoi nt nent .

- The UH Form 25 for address changes nust be
submtted by the m d-Decenber payday to ensure
processing as W2 address information is sent to
DAGS in the | ast week of Decenber.

Date of Birth (6) - ltem 06

Enter the correct date of birth as a 6 digit nuneric
entry reflecting the nonth, day, and year (e.g.
01/ 15/ 59) .
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8)
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Sex (1) - Item 07
Check the appropriate bl ock.

US GCtizenship (1) - Item 08
Check the appropriate bl ock.

- For F2 and F4 appointnments, if US. GCtizenshipis

"Yes", the VISA field must be bl ank. If U S.
Ctizenship is "No", a valid VISA code nust be
refl ect ed.

VISA (4) - Item 09
Enter a valid VISA code. Applies only to F2 and F4
appoi nt nent s.

- For F2 and F4 appointnments, if US. GCtizenshipis

"Yes", the VISA field must be bl ank. If U S.
Ctizenship is "No", a valid VISA code nust be
refl ect ed.

- Enter a "#" inthe VISA field if it should be blank
and data currently exists on the record.

FICA Tax (1) - Item 10

Enter a valid FI CA code. Applies only to F2 and F4
appoi nt nents because student assistants, as a cl ass,
are exenpt from FICA tax (Exenpt FICA tax code is
conput er generated).

Earned Inconme Credit (1) - Item11

For Payroll O fice use only.

Enpl oyees nust submt the Earned I ncone Credit Advance
Paynment Certificate (Form W5) to the Payroll Ofice
where the required UH Form 25 will be initiated.

Marital Status (1) - Item 12
Check the appropriate bl ock.

- Attach new original Federal Enployee's Wt hhol ding
Al l owance Certificate (Form W4) and State
Enpl oyee's Wthholding Exenption and Status
Certificate (Form HW4) docunents.

- The marital status nust be consistent on both the
W4 and the HW 4 docunments.

Federal Tax Exenptions (2) - Item 13
Enter the correct nunber of exenptions:
e.g. 00 no exenptions

01 1 exenption...etc.
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- Attach new original Federal Enployee's Wthhol ding
Al | owance Certificate (Form W4) docunent.

- Enter a "99" if the enployee is claimng total
exenption from Federal Wt hhol di ng Tax.

14) State Tax Exenptions (2) - Item 14

Enter the correct nunber of exenptions:

e.g. 00 no exenptions
01 1 exenption...etc.
- Attach new original State Enployee's W thhol ding
Exenption and Status Certificate (Form HWA4)
docunent .

- An enpl oyee cannot claimtotal exenption from State
Wthholding Tax wuntil the Enployee's Statenent
Concerning Non-Residence in the State of Hawaili
(Form HWM6) is approved by the State Departnent of
Taxat i on.

Items Data Fields

IT a change i1s to be made to an Items Data Field (lItem
numbers 15-25 on the UH Form 25), each active ID Number
that the change applies to must be reflected on the UH Form
25. In these situations, the change will affect only those
master fTile records as identified by the ID Numbers that
are reflected on the UH Form 25.

Note: A maximum of 4 ID Numbers may be reflected on the UH
Form 25 (changes data to 4 separate master fTile records).
This feature is normally used when an individual®s pay 1is
split between a number of account codes which requires
establishment of separate master file records. Initiate
additional UH Form 25 documents it more master fTile records
have to be changed.

15) Payroll Nunber (2) - Item 15

Enter the correct payroll nunber. Changes can be nade
between F1 and F3 payroll nunbers. Changes can be nade
between F2 and F4 payroll nunbers.

- However, Fl1 and F3 payroll nunbers cannot be
changed to F2 and F4 payroll nunbers or vice versa.

16) Warrant Distribution Code (3) - Item 16
Enter a valid warrant distribution code.

17) Position Title (30*) - Item17
Enter the correct position title.
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Hourly Rate (5) - ltem 18
Hourly rate should be reflected in dollars and cents
format (e.g. 5.00).

- For F1 and F3 appointnents, ensure that a
corresponding matching entry is entered for
Class/ Step (Item 25). The Hourly Rate must match
the Cass/Step on the current Student Assistant
Hourly Pay Schedule naintained by the Student
Enpl oynment O fi ce.

- If an F2 or F4 record is being changed from an
hourly rate of pay to a nonthly rate of pay or vice
versa, be sure to place zeros "0.00" in the old
rate.

Monthly Rate (7) - Item 19
Monthly rate should be reflected in dollars and cents
format (e.g. 1200.00).

- If an F2 or F4 record is being changed from an
hourly rate of pay to a nonthly rate of pay or vice
versa, be sure to place zeros "0.00" in the old
rate.

Account Code (14) - ltem 20
Enter the appropriate new FM'S 14 digit payroll hybrid
account code (e.g. G 91-021-F- XXX- B- XXX) .

- If a change to an account code is made, required
Journal Vouchers to transfer incorrect charges wll
use the UH Form 25 as part of the supporting
docunent ati on.

Appoi ntment Period (12) - Item 21

Enter the correct appointnent period as two 6-digit
nuneric entries reflecting the nonth, day, and year
(e.g. From 01/15/91 To: 03/15/91).

Coll ege Work Study Ceiling: Sunmer (4) - Item 22
Fall (4) - Item 23
Spring (4) - Item 24

CWEP ceilings apply only to CWBP student assistants (F1
payroll). Changes to the ceilings are to be furnished
only by the Financial Alds Ofice.
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- If the field is to be changed to reflect no
allocation ceiling, a zero (0) is to be indicated.

- Newrevised OWSP ceilings reflected in these
sections will overlay existing data (i.e. Do not
reflect plus or m nus adjustnents).

25) Class/Step (3) - ltem 25
Applies only to student assistants (F1 and F3
payrolls). Enter the correct student assistant Hourly
Cl ass/ Step or Monthly C ass/ St ep.

- The Hourly O ass/Step nust be a valid class/step as
reflected on the Student Assistant Hourly Pay
Schedule maintained by the Student Enploynent
Ofice.

- The Monthly C ass/Step nust be a valid class/step
as reflected on the Student Assistant Mnthly
Classification Table maintained by the Student
Enpl oynment O fi ce.

- If an Hourly Cass/Step is involved, ensure that a
corresponding matching entry is entered for Hourly
Rate (ltem 18). The Hourly Rate nust match the
Cl ass/ Step on the current Student Assistant Hourly
Rate Table maintained by the Student Enploynent
Ofice.

c. Authorization Signatures

1) Signature - Approving Authority
Based on internal control requirements, the appropriate
approving authority is to sign and date the conpl eted
form

2) Signature - Fiscal Oficer
The Fiscal Oficer is required to sign and date the
conpleted formto certify conpliance with procedures
and verification of the Social Security Nunber and the
| D Nunber .

Avail ability of Forns

Supplies of the Student, Casual and Overload Payroll Change
Form (UH Form 25) are available upon request from the
Di sbursing Ofice.
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UNIVERSITY OF HAWAIl 28.883 p 11 of 11 Attachment 1
STUDENT, CASUAL & OVERLOAD PAYROLL CHANGE FORM

* Important; Correct ID Na. is essential.
Verify with current Master File Listing.

Present Information Section

1 Department
Empioyee Name ot — epa
» Warr. Distr,

Action Social Security No.' | ID No, Account Code Payroli No. Cade
D Change Check one:

) T ek Cles
DTerminate L D F2 l:] F4 B

{T) & :

Note: Circlaitem numbers of items
to be changed in Rad Ink.

New Information Section

ITEM
ITEM TO BE CHANGED No. NEW OR CHANGED INFORMATION
Social Security No, ** N
. 22 character
Name _{Last, First, Middle}** 02 Limit
26 charactar
Address: Street 8¢] . Limit
22 charactar
City, State 4 Limit
Zip Code 5
Date of Birth {(MM/DD/YY) 8.3) '
Sex {(Check one) o7 D Male (M) D Female (F}
U.S. Citizen {Check ong} 8 D U. 8. Citizen {Y) l:l Non-U. S. Citizen {N)
Appliag only to
VISA 09 F3 & F4 Payrall
***FICA Tax changes only affect an individual's Applies onlyto
FICA Tax*** 10 master file records with the same payroll number FE& F4 Payroll
. | For Payroll Office
| _Earned Income Credit 11 se Only _
Marital Status {Check one}** 12 | [ ] Married (M) ] Single (S}
Federal Tax Exemptions** 13

F1 & F3 be ch:
Payrall Number (Check one) 15 Cir Lle [l [lra fo B3 & EA orviee varsa o

Warrant Distribution Code 16
Position Title 17
' Currslative Hours
Hourly Rate i3 since last increase:
Monthly Rate 19
Account Code 20
Appointment Pericd (MM/DD/YY) 21 From: To:
. For Financiai Aids
College Work Study Ceiling: Summer 22 Office Usa Only
For Financiel Aids
Fall 23 Qffica Use Only
Far Financial Aids
Spring 24 Office Use Only
' A{Jplies onlyto
Class/Step Y} Fi & F3 Psyroll
. |Generai instructions
- Aaflect 1st three ietters ¢f tha Employes Name in the blocks before the
rest of the name {3.8. iS Egi ii th, John T, 1.
- Changes to items 01 to axcluding item 10 - FICA Tax) reguira only - n n
onae active (D No. to be entered on the UH Form 25 to change data on all | Signature - Approving Authority Date
master fila racords of an individual. Changes to items 15 to 25 affect
each masier file record separately,
- lylFanoahCamputs %l_'lllv: F1&F3- Selv‘ndhto Stude{l‘tNETplo ' m:‘t“?ﬁicg
**For changes to these itams, attach the originat W-4 andfer -4, For T T T
changes to $5# & Name, atso attach copy gf valid Social Security card. Signature - Fiscal Officer Date




