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TO:  Personnel/Payroll Assistants 
Welcome to the University of Alaska.  Joining a large organization like the University of Alaska, can be an intimidating and challenging experience.  So many forms to fill out, people to see and departments to visit! We hope this manual will help in acclimating you to your new position as a Personnel/Payroll Assistant.  
As a Personnel/Payroll Assistant (PPA) for your department or college you serve as the primary liaison between the employees in your unit and the University’s Human Resource (HR) Office.  The HR department relies on PPAs to submit accurate and timely documentation to meet the various legal and policy requirements for various HR functions.  
This manual is provided to you as a starting guide for the processes you will be performing in your duties as a PPA. The materials you are receiving in this document are current; however, further updates will be your responsibility. Web site addresses are provided for most documents and you are strongly encouraged to review these web sites regularly to be sure you have the most recent version of the materials. 
Please be sure to bookmark the UAF HR web site: www.uaf.edu/uafhr. You are responsible for enrolling in the UAF HR list serve https://lists.uaf.edu:8025/mailman/listinfo/uafhr-l as this is the primary communication tool HR uses in informing its PPAs of updates to these materials, upcoming deadlines, system outages, training opportunities and much more. 
We strongly encourage you to call for assistance during your learning period, phone numbers and emails are included in the reference section of this manual.
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