University of Alaska

Personnel/Payroll Assistant (PPA)

New Hire Checklist


PRIOR TO START DATE

PRIOR TO START DATPRIOR TO START DAT

The checklist below is designed to help you quickly review tasks to get started and information related to your duties as a Personnel/Payroll Assistant (PPA)
During Your 1st Day on the Job:

Become familiar with this manual.  Identify your team color and TKL(s) from the Payroll Personnel Assignment by TKLs from our website: http://www.uaf.edu/files/uafhr/Payroll%20Personnel%20Assignment%20by%20TKL.pdf

Find and introduce yourself to your HR Consultant which is assigned according to your TKL: http://www.uaf.edu/files/uafhr/Consultant%20Assignment%20by%20TKL.pdf

Apply for Banner HR Access. Form is included in your manual “Banner/Systems” you may use this form or obtain online: http://www.uaf.edu/files/finsvcs/Banner_Access_Request_Form-Aug-2009.pdf information related to required training is on the bottom of this form.

Create User Account on UAKJOBS for recruitment processing. Please note that this account will be different than your UAKJOBS applicant account: www.uakjobs.com/hr (see recruitment section of this manual for further information)

Notify UAF HR 474-7700 that you are the new PPA for your department/college/unit. Confirm that your department has registered you for a New Employee Orientation session.

Schedule yourself for Banner Navigation Training: Review office of information technology (OIT) training calendar to see if a session will be offered soon: http://www.alaska.edu/oit/training/ if not, please refer to the contact information on the bottom of your Banner HR Access form. This is required to receive your Banner access.

During Your 1st Two Weeks On the Job:


Schedule and attend a meeting with your UAF HR personnel and payroll technicians. Teams are assigned by your color (as indicated in item #1 above): http://www.uaf.edu/files/uafhr/Payroll%20Personnel%20Assignment%20by%20TKL.pdf

Enroll in UAF HR List serve: http://www.uaf.edu/uafhr/ this may have to wait until you have received your email address.


Check the schedule and plan to attend the bi-monthly Human Resource User Group Meetings (HRUG): http://www.uaf.edu/uafhr/personnel/

Review/Print instructions on how to print time sheets: http://www.alaska.edu/hr/procedures/PDF/payroll.time_reporting.timesheet_processing.pdf

Review/Print instructions on how to print your job form turnarounds (it is a department choice if you wish to print these). http://www.uaf.edu/uafhr/personnel/. 


You should be receiving your UAOnline PIN via U.S. mail (the address you completed on your personal demographic form in your original hire paperwork). UAOnline is where you can view your personal information and payroll. If you do not receive your PIN within two weeks, you may request a PIN reset by calling HR 474-7700. http://uaonline.alaska.edu/


Schedule yourself for the following trainings provided by HR: http://www.uaf.edu/uafhr/training/

Be sure to notify your supervisor of your need to be away from your worksite.



Class


Attendance Date:

Where or How:
· HR Query 

__________________
__________________
· Vista Plus 

__________________
__________________
· Personnel Actions 
__________________
__________________

(job form processing)

· UAonline

__________________
__________________
· UAKJOBS

__________________
__________________

· Recruitment Process
__________________
__________________

During Your 1st Month On the Job:


Schedule an onsite follow-up meeting with your UAF HR personnel and payroll technicians. (The ones you worked with during your first two weeks). They will come to your work area and see how your processes are working and answer any questions you may have.

Schedule yourself for the following trainings: http://www.uaf.edu/uafhr/training/


Class



Attendance Date:

Where or How:
· Ecls training 


__________________
______________
· Termination Workflow 
__________________
______________
· Time Sheet Training
__________________
______________

· I-9 Training
__________________
______________

· AA/EEO
__________________
______________

Review the Reference Sheet included in the reference section of this manual.

Read Board of Regents Regulations Part IV. Human Resources: http://www.alaska.edu/bor/policy-regulations/
During Your 1st Four Months On the Job:



Become familiar with paycheck deductions by ecls 


Become Familiar with procedures on the following topics:

· Annual leave cash in guidelines
· Personal Holiday

· Family Medical Leave (FML)

· Risk Management/Workers Compensation (Incident Reporting)

· Additional Assignment (if pertinent for your unit)

· On/Off Contract Training (if pertinent for your unit)

During Your 1st Year On the Job:



Refer often to the Calendar of Major HR Events (reference section of your manual)

Schedule/attend remaining training opportunities:


Class



Attendance Date:

Where or How:

· New Hire Paperwork
__________________
______________

· Term Funded employees
__________________
______________
· Termination & At-will employ
__________________
______________

· Wage & Hour Law
__________________
______________

· Family Medical Leave (FML)
__________________
______________


Schedule/attend the following training opportunities if these are pertinent to your department:


Class
Attendance Date:
Where or How:
· Adjunct Tuition Waiver
__________________
______________

· Adjuncts


__________________
______________

· Faculty Summer Assign
__________________
______________

· Foreign Natl HR Documents
__________________
______________

· Immigration Intro
__________________
______________



Watch for new training opportunities and PPA update meetings as they are announced via the list serve.
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