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PERSON
1.0
Overview – Person Function
1.1 General Information / Overview

Use this function to view or update data that is related to a person.  This function has three tabs.  The use of each tab is described in greater detail within the specific tab overview later in this document.

1. Demographics:  Displays a person’s legal name, employment county, birthdate, gender and heritage.  

2. I-9 / Selective (use is optional): Displays information on a person’s I-9 and Selective Service information.

3. FICA:  Displays information on a person’s FICA status, which is kept historically.  This tab also displays a person’s currently active appointments and related information (including Job Type).
1.2   Accessing the Person Function - Security Authorization
The ability to access the Person function is controlled by your security access to the student appointment/payroll system.  Additional security (view or update) for each tab within the Person function is enforced upon entry into the function.
1. Select Person from the navigation panel in the student appointment/payroll system, specifying SSN, Person ID, or Appt ID.  Selecting Name will take you to the Person Search/Select screen.  From the Person Search/Select Screen, you need to highlight the person you want to access, and then re-select the Person button from the navigation panel.  
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· The Person function opens with the Demographics tab displaying, as shown below.  Person identifying information is displayed in the Person Header at the top of the screen.  
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· Each tab (Demographics, I-9/Selective Service and FICA) can be opened by “clicking” on the tab.
2.0
Demographics Tab
2.1  Overview

Use this tab to:

· View a person’s legal name (as it is stored on the mainframe) – First Name, Last Name, Middle Name and Suffix.  

· View a person’s demographics (also stored on the mainframe) – employment county, birth date, gender and heritage.

2.2   How to Use the Demographics Tab
A person’s legal name, employment county, birth date, gender and heritage display on this tab.  This information can only be updated by an authorized user via a 3270 transaction – contact campus payroll office if a change needs to be made to any of these data elements.    
3.0
I-9 / Selective Service Tab
3.1  Overview

Employers must examine evidence of identity and employment eligibility for all new employees, and the documentation of this information is provided on an “I-9” form.  Employers may also be required to update and/or re-verify the I-9 on file.  The “hard copies” of the completed I-9 form and supporting documents must be kept on file for each employee.  Use of this tab to store I-9 data is not required. However, this data may be inserted into the I-9 / Selective Service function of the student appointment/payroll system to assist in recording the I-9 files in an automated fashion.  
If you are interested in doing a mass load of I-9 data into the student appointment/payroll system, contact the UW Service Center for further information on this process.

This tab also displays the Selective Service information for the person.  Use of this tab to store Selective Service data is not required.  However, this data may be inserted into this section of the tab to assist in recording the selective service data in an automated fashion.  

Use of this tab is optional.

Use this tab to:

· View or add/update a person’s I-9 data, including employment verification level, employment begin date, I-9 change option, I-9 change date, I-9 eligibility criteria and work authorization expiration date.

· View or add/update a person’s selective service data, including registration with the selective service indicator, reason why not registered and signature date.

3.2   Security Authorization
A user with update authorization to this tab will be able to add or update the I-9 and Selective Service information for a person’s record.  I-9 UDDS authorizations determine which employment verification UDDS level you can specify when adding I-9 records.

A user with view authorization to this tab will only be able to view data on this screen.

3.3   How to Use the I-9 / Selective Service Tab
3.3.1  View Existing I-9 / Selective Service Data
1.  Select the I-9 / Sel Svc tab by “clicking” on it.
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· The I-9 / Selective Service tab displays as shown above.  This tab is divided into two sections – the I-9 information displays in the top half of the form, and the Selective Service information displays in the bottom half of the form. If I-9 record(s) have been loaded or entered into the student appointment/payroll system, data will display in the employment verification grid in the top half of this window.  

· To view currently active appointments for the person, select the View Appts button.  The Appts window opens and displays the person’s currently active appointments and related data as shown below.
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· Select the Close button to go back to the I-9 / Selective Service screen.

3.3.2  Update Existing I-9 Data
1. On the I-9 / Selective Service screen, select the yellow arrow next to the record you wish to access.
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· The Manage I-9 window displays as shown above.  

2. Make the necessary changes or updates and select the Accept button to save your changes.

3. If no changes need to be made, select the Cancel button and the window will close and take you back to the I-9 / Selective Service screen.

3.3.3  Add New I-9 Data
1. On the I-9 / Selective Service screen, select the Add I-9 button at the bottom of the screen.
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· The Manage I-9 window displays as shown above. (The Change Option and Change Date fields will only be available to update existing I-9 records.)
2. Enter a valid Employment Verification Level – this is the UDDS value the I-9 is verified by – this will be at the campus, division, department or sub-department level as determined by your campus.   You must be authorized for the UDDS value that you are entering.
3.   Enter a valid Employment Begin Date.

4. Select the Eligibility value from the drop-down list.

5. If necessary, enter a valid Work Authorization Expiration Date.  This is only required if the Eligibility selected is “Alien authorized by the INS to work in the USA.”
6. Select the Accept button to add the I-9.  
7. If you do not want to add the I-9, select the Cancel button.

[image: image18.wmf]
3.3.4  Update or Add Selective Service Data
Selective Service information displays in the bottom half of the I-9 / Selective Service tab as shown in the screen below.  
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1. Select the Registered with Selective Service drop-down list to choose a valid value.

2. Select the Reason why not registered drop-down list to choose a valid value, if necessary.  This will only be required if the “Registered with Selective Service” value equals N (for No).
3. Enter the Signature Date for which the selective service has been entered.


3.4  Error Messages
	Data Element/Field in Error:

Error Message
	Action

	Empl Verification Level (UDDS):  

Access is not authorized for this value.
	This message will appear when you enter a UDDS for which you do not have security authorization.  You will need to check your entry or have your security population authorizations reviewed/updated by your data custodian.

	Signature Date:

Invalid Format
	Verify that the Signature Date contains a valid month, date and year value separated by a delimiter (space, slash, dash, etc.).


4.0
FICA Tab
4.1  Overview

Social Security and Medicate payroll taxes are called “FICA” taxes.  If a student is eligible for the FICA exemption and has a student appointment, FICA should NOT be taken from their earnings.  This is typically the case during the academic year, so the FICA indicator for a person would be set to “N” – meaning do NOT take FICA.  And the reverse is typically the case for the summer session – when FICA would be set to “Y” to take FICA.  The only exception to the FICA rule is for a non-UW student who holds a student appointment.  These appointments will always have FICA set to “Y”.
When creating the first appointment for a new UW student employee, the initial FICA record will be set accordingly.  If the appointment effective date falls within your institution’s academic year, the FICA record will be set to “N”.  If the appointment effective date falls within your institution’s summer session, the FICA record will be set to “Y”.

When creating an appointment for a non-UW student employee, the initial FICA record will always be set to “Y”, regardless of the date.  A student employee will NOT be able to hold both UW and non-UW active student appointments.

Use this function to:

· View or update a person’s FICA status for a given point in time.  
· View a list of a student’s appointments in effective date descending order.
4.2 Security Authorization

A user with update authorization to this tab will be able to add a new FICA value or update an existing FICA value for a student employee for the current or future student payroll periods only.  If an existing FICA value needs to be changed that falls within a student payroll period that has already been processed, contact the UW Service Center for assistance.  If the student has at least one active appointment in an Appt Major Department for which you are authorized, you will be able to add or update the student employee’s FICA records.   

A user with view authorization to this tab will only be able to view a student employee’s FICA values.

4.3 How to Use the FICA Tab

4.3.1  View Existing FICA Data
1.  Select the FICA tab by “clicking” on it.
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· The FICA tab displays as shown above.  This tab is divided into two sections – the existing FICA information displays in the top half of the screen, and also shows the date/time and user who entered the FICA values.  The student employee’s appointments display in the bottom half of the screen. 
4.3.2  Change Existing FICA Indicator Record
1. On the FICA screen, select the yellow arrow next to the existing record you wish to access.   
· If you choose a record for a past student payroll period, you will receive the following alert.
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· If you choose a record for a current or future student payroll period, the Edit FICA Indicator window will display as shown below.  Note that you cannot change the FICA effective date.  If a record was entered in error, you will need to delete this record and then re-add it.
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2. Make the necessary change to the FICA Indicator and select the Accept button.

· The Edit FICA Indicator window will close and your updated FICA record will display on the FICA tab. 

4.3.3  Add New FICA Indicator Record
1. Select the Add FICA button on the FICA tab.
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· The Add FICA Indicator window will open as shown below.  The FICA effective date will default to the next student payroll period to be processed.  This date can be changed, but it is highly recommended to always use the beginning date of a student pay period.
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2. Add the valid FICA Indicator value for the student employee and select the Accept button.

· The Add FICA Indicator window will close and your new FICA record will display on the FICA tab. 

4.3.4 Delete an Existing FICA Indicator Record

1. On the FICA screen, select the yellow arrow next to the existing record you wish to delete.   

· If you choose a record for a past student payroll period, you will receive the following alert.
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· If you choose a record for a current or future student payroll period, the Edit FICA Indicator window will display as shown below. 
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2. Select the Delete button.  

· The Edit FICA Indicator window will close and your FICA record will be removed from the student’s FICA historical records. 

4.4 Error Messages

	Data Element/Field in Error:

Error Message
	Action

	FICA Indicator:
Cannot be null or invalid FICA indicator
	A valid FICA indicator value must be entered.  The only acceptable values are “Y” or “N”.

	FICA Indicator:
Student job type 13 - Non UW Student must have FICA indicator Y.

	The FICA value must be set to “Y” for an employee who holds only non-UW active student appointment(s). 
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NOTE:  Changes are not saved until you exit this screen -- by selecting a function from the Navigation panel.








NOTE:  Changes are not saved until you exit this screen -- by selecting a function from the Navigation panel.
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