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1. Period Pay New Hire and additional job assignments: Employee Classes 6-Teaching &
Graduate Assistants, 7-Part Time Lecturers, 8-Coadjutants, and 9-PostDoc Fellows

Online template is completed and offer letter/supporting documentation is attached by the
Preparer. employee ID is generated for new hires and
University Human Resources matches employees when additional job assignments need to
be created for existing employees.
Email notification will be sent to a designated Approver in the department who will be
responsible for reviewing job details, providing approval, attaching a PeopleSoft contract
and confirming or changing charging instructions (account distribution). Note: a PeopleSoft
contract must be added by the Approver for the employee to get paid

2. Hourly New Hire: Employee Classes 2-trades people, 4-hourly casual and 5-student hourly

Online template is completed and any offer letter/supporting documentation is attached by
employee ID is generated for new hires

Email notification will be sent to a designated Approver in the department who will be
responsible for reviewing job details, providing approval, and confirming or changing
charging instructions (account distribution).

3. Faculty New Hire: Employee Class 1 in union 003-AAUP, 013-Other faculty (AAUP Ineligible,
014-Visiting Faculty, or 023-PostDoc Associates

New Hire information will be entered by department with offer letter attached
Information entered will be reviewed by Academic Affairs before it is loaded into the
application



Email notification will be sent to a designated Approver in the department who will be
responsible for reviewing job details, providing approval, and confirming or changing
charging instructions
Any corrections to job data or if a person was hired in error, Approver will contact HR to
correct the error

4. Staff New Hire: Employee Class 1-Regular Salaried or 3-Temporary
New Hire information will be entered by department with offer letter attached
Information entered will be reviewed by Human Resources before it is loaded into the
application
Email notification will be sent to a designated Approver in the department who will be
responsible for reviewing job details, providing approval, and confirming or changing
charging instructions
Any corrections to job data or if a person was hired in error, Approver will contact HR to
correct the error



Terms Definition

Action The code given for a personnel action such a new hire or promotion or any

Action Reason The reason an employee's job or employment information is updated, such as a
salary change or leave of absence.

Compensation Regular annual salary regardless of part-time percent or 10-month status.

Compensation
Rate

Regular annual salary for Salary employees and hourly rate for Hourly employees.

Department
Code/ID
(Organization Code)

Refers to the department at the university in which the employee works. Same as
the Organization Code (ID) in the General Ledger and Internet Procurement.

Effective Date Date on which information takes effect. The Effective Date defaults to the system's
current date unless overridden by user. The information is in effect until a new
entry is made with a more current effective date.

Effective
Sequence effective date are processed.

Employee Class
(formerly Employee
Type)

Employee ID
(EmplID)

The 8-digit number assigned to every Rutgers University employee. It is used in
place of the social security number to identify each employee and is used to
search for information and records for the individual.

Employee Record
(Empl Record)

Indicates the number of assignments an employee has.
Empl Record 0 indica
Empl Record 1 indicates the secondary assignment.

Employee
Transactions
(Manager Self Service)

The online forms accessed via Manager Self Service menu item are used to
process transactions to existing employees (academic reappointments, supervisor
changes, location changes, change in terms of appointment, and leaves). These
online forms replace the Personnel Data Record (PDR).

FTE Fulltime equivalent, calculation based on the standard hours entered for a job code
or based on the number of credits taught for Part Time Lectures.



Terms Definition

Full/Part Classifies an employee as full time or part time. This field does not change the standard
hours.

Grade The grade/range of the job code.

Job Code
(Job Class Code)

The number indicating the type of position held by an employee.

Job Record
(formerly Assignment
Number)

A Job Record is identified by an Employment Record Number within the Job Data page
group. Searching for an Employee by their Empl ID will return their unique Job Record(s).

On Line
Templates

On Line Template-Based Hires, replaces the Payroll Authorization Form (PAF).

Pay Group
(replaces Pay Code)

Indicates the method of payment for payroll purposes.
S00 Empl Class 1 Faculty Paid AY salary over 12 months (Academic year
appointment)
S01 - Empl Class 1 & 3 Staff & Faculty Paid CY salary over 12 months (Calendar
year appointment)
S03 - Empl Class 1 & 3 Staff Paid 10-month salary over 10 months
HLY Hourly, Empl Classes 4, & 5
TRD -Trades People, Empl Class 2
P00 - Period Pay (employee classes 6, 7, 8)
P09 Stipend Pay (employee class 9 PostDoc Fellows)
P11 Stipend Pay to Non-resident Aliens (employee class 9 PostDoc Fellows)

Period Pay Used is to calculate pay for Classes 6 Teaching/Graduate Assistants & Residence
Counselors, 7 Part Time Lecturers, 8 Coadjutants (incl. Faculty Summer Research) and 9
Post Doc Fellows (stipend pay). The employee will be paid over the number of days in the
semester (similar to the legacy T code).

Salary Admin
Plan

Represents the salary schedule that is the basis for grade/step employees annual salary; it
must be selected on the online template-based hire in order for the salary to default upon

Short Work Break Replaces expired status for ten month staff and other employees with appointment end
dates. Note, 10-month staff (Pay Group S03) no longer require an appointment end date.
SWB allows employees to remain active without pay during the summer months, or shortly
following the end of their assignment.

Standard Hours standard hours if full-time, or is
-time. Please note, you will

include a different measure for those employee groups without a true standard workweek.
Credit Hours will be used in place of Standard Hours for Empl Class 7-
of 1.0 will be used for Empl Classes 8 Coadjutants and 9 PostDoc Fellows.

Supervisor ID This field contains the Empl ID (employee id) of the individual Supervisor ID for an
employee.

Union Code
(same as Unit
Code)

Designates the employee group to which a job is assigned, for union employees it
represents their bargaining unit.










































































