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About the NextGen Graduate Appointments System

The purpose of the NextGen Graduate Appointments System is to streamline the processes of hiring,
modifying and separating graduate assistants. This system allows graduate faculty members to initiate
transactions for their graduate assistants, and then submit the transaction for routing through all of the
necessary human resources and funding venues to capture electronic signatures. NextGen will also create
an electronic Terms and Conditions contract based on the information confirmed by the human resources
approvers within the routing process, and send the Terms and Conditions contract to the supervisor and
student for electronic signatures. Once the appropriate human resources and financial approvals have
been captured, and the student and supervisor have signed the Terms and Conditions contract, the
transaction will automatically load into the PeopleSoft Human Resources system for payroll processing
and store the Terms and Conditions contract electronically for historical reference.



NextGen Graduate Appointment System

To access the NextGen Graduate Appointments System, you must log into MyPack Portal with your unity
ID and password, and follow the path as shown below beginning at the Navigator Tile (upper right
hand of the MyPack portal screen: Human Resources System > NextGen Graduate System.

MavBar: Navigatd Start Here

<= | Human Resources Syst...

Comm itmll( Accounting %

NCSU Adn%lstratun 3

My Favorites NCSU RETS 5
Manager 17 Service 3

Recent Places

m

Mavigator

Workfo rcel] ministration >
——
Benefits * 3
Grad Worklist
MextGen Graduate System 3
L |




From this menu, you will be able to process the following actions:

Menu Item
New Grad
Appointment

Rehire Graduate

Modify Graduate

Separate Graduate

Graduate WorKklist

View T&C Doc

Action Description
Allows you to hire a graduate assistant. All initiators must use this module
regardless of whether this is a new hire, rehire or additional job. The system
will determine whether it is a new hire, rehire or additional job based on the
student's job record(s) in the PeopleSoft HR System.
To initiate actions in this module, an individual must have been assigned the
"Department HR Representative” role via a SAR request. In this module, you
are able to rehire a graduate student into a prior assistantship the student held
within the last year. You are only able to pull previous appointments that are
within the department OUC(s) you have security access to view. The module
will pull in previous information from the prior appointment and allow you to
update/confirm pre-populated information before sending to approvers.
Allows you to modify an existing graduate appointment. Graduate faculty
members may only initiate modifications for students they supervise.
Individuals with the “Initiator” role are able to initiate modifications for
students within their department OUC(s) based on their current security access.
If you have the “Initiator” role but you are not assigned an OUC in your SAR
access, you will not be able to initiate modifications for any graduate assistants
unless you are listed as their supervisor.
Allows you to separate an existing graduate appointment. Graduate faculty
members may only initiate separations for students they supervise. Individuals
with the “Initiator” role are able to initiate separations for students within their
OUC:s based on their current security access. If you have the “Initiator” role but
you are not assigned an OUC in your SAR access, you will not be able to
initiate modifications for any graduate assistants unless you are listed as their
supervisor.
Allows you to view all pending, completed and canceled actions that have been
processed through NextGen Graduate Appointments. If you are a graduate
faculty member without any roles in NextGen, you will only be able to view
actions for students that you supervise. For all other roles, you will only be
allowed to view actions for which you have department OUC access.
Allows you to view pending and completed Terms and Conditions contracts. If
you are a graduate faculty member without any roles in NextGen, you will only
be able to view completed Terms and Conditions contracts for students that you
currently supervise.



The following chart provides a description of the roles as they are referred to in this manual, as well as
the name of their respective SAR roles.

NextGen Role Description SAR Role
Initiator NCH HR CAMPUS Grad Initiator
College / Final Funding Approver NCH HR CAMPUS GradCollFunding
Dean NCH HR CAMPUS GradDean Appr
Supervisor / Graduate Faculty Member NCH HR CAMPUS GradDeptFacAdmin
Department Funding Representative NCH HR CAMPUS GradDeptFunding
Department HR Representative NCH HR CAMPUS GradDeptHR Admin
College / Final HR Approver NCH HR CAMPUS GradHRFinalAprv

Colleges who have decided to wait and not give their graduate faculty members access to initiate new
hire, modification and separation actions until staff members are more comfortable with this system —you
will need to give your graduate faculty members “Initiator” access without giving them access to an
OuC.

We also highly encourage departments and colleges to provide to all persons using NextGen Graduate
Appointments (including graduate faculty members) with the "GSSP Inquiry" role in the Student
Information System. This will allow graduate faculty members, initiators, human resources personnel and
financial personnel with a snapshot into a student's Graduate Student Support Plan record and eligibility
(i.e., how many semesters the student has remaining for tuition support).



Approval Process

Each of the four modules of the NextGen Graduate Appointment System follows a similar approval
workflow.

“New Graduate Appointment” & “Modify Graduate” Modules

With regards to the "New Graduate Appointment" and "Modify Graduate" modules, a graduate faculty
member or other designated initiator will submit a transaction, which will then begin two separate
approval processes: (1) a funding approval process, and (2) a human resources approval process.
Approvals for both processes are independent of each other, meaning the transaction will go to the
Department Funding Representative for approval then the College Funding Representative for approval,
regardless of where the transaction is at for approvals and/or editing within the human resources process.

‘Department
Funding
Representative

College/Final
Funding Approver

H




“Rehire Graduate” Module

With regards to the "Rehire Graduate" module, only individuals with the Department HR Representative
security role can initiate a transaction; in other words, a graduate faculty member or other designated
initiator cannot initiate the transaction. The approval processes once the Department HR Representative
submits a transaction are the same as in the "New Graduate Appointment” and "Modify Graduate"
modules.

Fumﬂn rr \

G
~

“Separate Graduate” Module

For the "Separate Graduate" module, a graduate faculty member or other designated initiator may initiate
the transaction. It will then only route to the Department HR Representative and the Final / College HR
Approver for review and approval. If the person initiating the separation has both the Initiator and
Department HR Representative roles, this module will skip the Department HR Representative approver
once they have submitted the transaction for approval. While the funding approvers are not routed intothe
approval process, individuals with the Department Funding Representative and College Funding
Approval roles will be notified via email once the transaction is approved.




Activity Guide

The menu on the left of all screens, including the Initiator page, is called the "Activity Guide." This tells
anyone in the transaction at which level(s) the transaction resides for editing/approval. In this example,
the Initiator has submitted the transaction for approval, so it now resides with the Department HR
Representative and Department Funding Representative for editing and approval.

Mew Graduate Appointment “
Activity Guide o o

Legend

Task Progress )

0 g

@ Initiator

@ Dept. HR Admin - Education

' Dept. HR Admin - Job Details
Departmeant Funding

9 pean Approval

9 College Funding
Supervizor - Sign Terms & Conditicns Contract
Student - Sign Terms & Conditions Contract

Q9 Final HR. Approver
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Hiring a Graduate Assistant

To process a new hire, rehire or additional job action for a graduate assistant, an Initiator must log into
MyPack Portal and go to the following path as shown below beginning with the Navigator Tile: Human
Resources Systems > NextGen Graduate System > New Grad Appointment

MavEar: Navigatar o
N r 4% Human Resources Syst._§ &
i W
Hincwrill e Cam ml'ﬂ Apoounting %
MavBar: Navigator O

. M EU Aganiniciratian 3
L o
ric

(o 3 ‘ <& " NextGen Graduate Syst...|] &
E Hannnlﬂlr Esrvios : @

! New Grad Appointment

Recent Places

P s
Workf Adminlctraiion 5
! | Rehire Graduate
Crud Wkt Bane » *
My Favorites :
T I 3 E ¥ Modify Graduate
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Search Page

MyPack Portal

New Graduate Appointment

*Desired Start Date:
IEe=]

StudentErmpl 1D:
(= §
Uiy 1Dz
(= §

First MName:

Last Mame:

Academic Progran:

As OF Date:
110452021
rMone: As OF Oafe /s Lsed ondy & osveiogmentTasting

——

Search H Clear 1

Desired Start Date

From this screen, you must enter a desired start date prior to entering search criteria. The desired
start date allows the system to check within the Student Information System (SIS) as well as in the HR
System to determine the student’s eligibility as to whether they may hold a graduate assistantship (e.g.,

student status and enrollment), the student’s academic standing and the student’s current/pending/future
jobs.

Searching for Students

Once you have entered a desired start date, you may search several different ways, including: first name,
last name, academic program, student/employee ID (the 9-digit numerical number assigned to all
students/employees on campus) and/or unity ID (the character-login assigned to each student/employee).

12



The example below displays a search by a student/employee ID. To see additional examples of searching
for students, please refer to the following section: Searching for Students

MyPack Portal

New Graduate Appointment

Search Results

*Desired Start Date:

. - Academic
ozl StudentEmpl ID  Name Unity ID Academic Program ‘Standing Gender Photo

StudentEmpd 1Dz

Civil Engineering (elulali] Female Phato
Q.| Linda Odhiambo

Unity 1Dz
Q

First Name:

Last Name: Hire Graduate

Academic Program:

As Of Date:
now2021 [
Mote- As OF D i3 540 ooy In ORveCOmenttesing

Search Clear

1 row retumed in 0.01 secends




Once you have found the student you would like to hire, click the check box under “Select” in your
Search Results to select the student and trigger the cross-referencing of the student’s SIS and HR files

with the potential hire action.

MyPack Portal I

New Graduate Appointment
Search Results

*Desired Start Date: ) . . Academic

e ... StudentEmpl 1D Name Unity ID Academic Program Standing Gender Photo
Student/Empl ID: [ Civil Enginegring 600D Female Phato

Q| Linda Odhiambo
Unity ID:
Q
First Name:
Current Active Jobs, Future Jobs and Pending Actions
Last Name: Empl Empl
Student/Empl 1D Rﬁ;m Effective Date CIaEs DeptlD Dept Description Job Code Job Title Supervisor HoursWee
Exec Vice Stephany
Academic Program: 008/16/2021 GRD 020101 ghalr‘telln(& Ad28 Graduate Extension Asst Robinsan
v rovost

As Of Date: 4

o4 )

Motz A5 O Dt 5 s o)y n cevegmentzsing

Seirch Lo Hire Graduate

1 row reumed in 0.01 saconds

After a few seconds, if a student has a current, pending or future job, this information will show under the
“Active, Future, and Pending Jobs as of Start Date” search box for the student.
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Pending Jobs

If there is a pending job transaction that has not yet been approved or if the student is not eligible for a
graduate assistantship appointment, you will receive a pop-up message informing you of this information.
Note that students must be registered (full-time or less-than full-time) by Census Day of the current
semester in order to be eligible for an assistantship. During the summer, students must either have been
registered in the previous spring semester and/or eligible to register in the upcoming fall semester to hold
an assistantship.

You will not be able to proceed with a hire transaction until the pending action has been approved or
canceled. If you are trying to determine the status of a pending transaction, please refer to the list of
Power Users. You should reference the leading two numbers in the “Dept ID” field and contact the
corresponding power user for that college/department by matching these two leading numbers with the
“College OUC” field in the Power Users Google Doc. For the College of Engineering, reference the
“Department OUC” field within the Power Users Google Doc.

If there are no pending jobs, you will be able to click “Hire Graduate” and a new window will pop open.

Please ensure pop-up blockers have been disabled (click here for instructions).

MyPack Portal

New Graduate Appointment

Search Results

*Desired Ela:[‘f]-ilc-: Academic
N021 [ Standing
StudentEmpl ID:

Q  Linda Ochiambo

StudentEmpl 1D Name Unity ID Academic Program Gender Photo
[/] Civil Engineering GooD Female Phota

Unity 1D

Q
First Name:
Current Active Jobs, Future Jobs and Pending Actions
Last Name: Emol Emol
StudentEmpl 1D Rec"om Effective Date CP;E! DeptID Dept Description Job Code Joh Title Supenvisor HoursWed
sl Stephany
Academic Program: 1 008162021 GRD 020101 Chancellor & A428 Graduate: Extension Asst Rnbnso;
v Provost
As Of Date: ’
104201
Nz Az 07 Cate s ysedonly n p2voomentizsing
Search Clear Hire Graduate
o reumied i 0.01 seconds
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https://docs.google.com/a/ncsu.edu/spreadsheets/d/1g4sXAAXPLQqdZQpxogJsMxxL1t_dRHX1ZE1SvzoYnj4/edit?usp=sharing
https://docs.google.com/a/ncsu.edu/spreadsheets/d/1g4sXAAXPLQqdZQpxogJsMxxL1t_dRHX1ZE1SvzoYnj4/edit?usp=sharing

Initiator Page

The first page (which opens in a new tab) will allow the initiator to enter as much information as they
know about the appointment, such as the job title, appointment dates and salary. (Please make sure pop-up
blocker is turned off.)

New Graduate Appointment o New Graduate Assistantship for
Activity Guide s o
Legend .
Initiator
Task Progress.
" = Transaction ID: Student/Empl ID: Red #: 999 Name:
® Initiator
® Dept. HR Admin - Education Please enter as much information as possible to expedite the request

@ Dept. HR Admin - Job Details

Job Title: [A145 - Graduate Research Asst v |
®  Department Fundi
epariment Funding 01012022 |5y 5 If Graduate Teaching Asst is selected, the start date must be
© Dean Approval . SME — 1213 2116 _ 5/ i
App Start Date: End 8/16 — 12/31 for the current semester or 816 — 5/15 for the full
® Coliege Funding Date: academic year of the same fiscal year.
©  Supervisor - Sign Terms & Conditions Gontract Department: Q
©  Student - Sign Terms & Conditions Contract 29040.00
Annual Salary: 8 Monthly: 242000 Bi-Weekly: 1116.92 Bi-weekly Calculator
®  Final HR Approver
20.00 If Total FTE exceeds 0.725, there are ACA healthcare
HoursWeek: implications. Your Dean, Vice Chancellor or designee will be

FUEE (i ErialEIERrNG required to approve this transaction.

Supervisor ID: L+ The TenTls .s: Conditions contract will route fo the Supervisor for
electronic signature.
Academic Program: il
Distribution Data |  Fist (4 10f1 (b Last
Project Description Funding Type Percent Amount
L~ =

Terms and Conditions Comments

) override Edits

Comments for Reviewers [ Approvers Show Comments

Save for Later Submit for Approval

Job Title

For the job title, you may select the appropriate title from a drop-down menu. Extension assistantships are
rarely offered to students so please consult with the Graduate School if you believe you are initiating a
Graduate Extension Assistantship appointment.
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Start Date & End Date

Enter the date the appointment should begin and the date the appointment should end. Start and end dates
for graduate appointments commonly revolve around the academic year (August 16" to May 15™), fiscal
years (July 1%'to June 30™) or some combination thereof.

01012022 |G 5 If Graduate Teaching Asst is selected, the sfart date must be
Start Date: o End 816 — 12f31 for the current semester or 816 — 3/13 for the full
Date: academic year of the zame fiscal year.

NOTE: The date limit for Graduate Teaching Assistants, as shown above.

Department

The initiator's home department will automatically populate in the Department field. Please change this
department to the appropriate department OUC. If you should have questions about the appropriate OUC,
please consult with your Human Resources Specialist.

Annual Salary

The HR System requires an annualized salary to be entered for an appointment. To calculate the
annualized salary, click on the "Bi-weekly Calculator" to download a Microsoft Excel spreadsheet that
assists you in calculating the annualized salary. In the spreadsheet, you must enter the start date of the
appointment, the end date of the appointment, and the total take home pay that the student should receive.
The spreadsheet will then calculate the annualized salary - enter this number into the "Annual Salary”
field into the "Initiator" page.

Annual Salary: 25040.00 Monthly: 242000 Bi-Weekly: 1116.92 Bi-weekly Calculator

Annual Compensation Calculation Tool for Temporary Staff &
Graduate Assistants Paid on the Biweekly Payroll

Enter the start date and last day worked along with the total amount to be paid in the yellow high-lighted
fields. The tool will calculate the annual comp rate based on the data entered.

Last Day Worked

Start Date (MM/DD/YY): 5/16/2022|(MM/DD/YY) 8/15/2022

Number of Week Days: 66

Number of Pay Periods: 6.6

Total to be paid:

Biweekly Rate: S 1,212.12

Annual Comp Rate: S 31,516.00 NOTE: The HR System will determine an annualized full-time salary based

on the "Annual Comp Rate" and standard hours entered. This annualized
full-time salary must be greater than or equal to the minimum salary for
the Temporary Exempt (TE) job code entered into the HR System .

For TE job codes and salary ranges please referto:

http://www.ncsu.edu/human resources/hrim/pdf/tempjobcodes.pdf
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Hours/Week & Full-Time Equivalent (FTE)

For the "Hours/Week" field, enter the number of hours a student should work per week for this
appointment. Typical graduate assistantship appointments are between 10 and 20 hours per week. The
FTE or "full-time equivalent" will automatically calculate based on the "Hours/Week" field.

MNew Graduate Appointment o - New Graduate Assistantship for

Activity Guide S o~

Legend .
Initiator

Task Progress

Transaction ID: Student/Empl 1D: Red #: 999 Name:
® Initiator
® Dept. HR Admin - Education Please enter as much information as possible {o expedite the request
© Dept. HR Admin - Job Details
" Job Title: [A148 - Graduate Research Asst |
® Department Fundi
epariment Funding 01012022 |5 H If Graduate Teaching Asst is selected, the start date must be
© Dean Approval Start Date: : End 8/16 — 12/31 for the curment semester or 8/16 — 5/15 for the full
® College Funding Date: academic year of the same fiscal year.
© Supervisor - Sign Terms & Conditions Contract Department: Q
©  Student - Sign Terms & Conditions Contract 29040 00
Annual Salary: Monthly: 2420 00 Bi-Weekly: 1116.92 Bi-weekly Calculator
o

Final HR Approver = = =
20.00 If Total FTE exceeds 0.725, there are ACA healthcare

Hours/Week: implications. Your Dean, Vice Chancellor or designee will be

FTE: 0.500  Total FTE: 1.000 | 10 e 1o approve this fransaction
Supervisor 1D: Q The Terms & Conditions contract will route to the Supervisor for
electronic signature.
Academic Program: h s
Distribution Data (JE] First (4 10f1 Lasi

Project Description Funding Type Percent Amount

¥ + =

Terms and Conditions Comments

[ Override Edits

Comments for Reviewers [ Approvers Show Comments

Save for Later Submit for Approval

The "Total FTE" beside the "Hours/Week" and "FTE" fields automatically sums the FTE of this
appointment and any other current appointments the student has across campus. If the Total FTE is greater
than or equal to 30 hours per week, or 0.75FTE, then the transaction will automatically route to the Dean
or Vice Chancellor (or their designee) as an exception request. A warning message will also pop-up
stating the initiator should talk to their Human Resources Specialist to see if the student's additional
appointments across campus may be terminated.

Graduate students are not allowed to work more than 30 hours per week without an exception provided by
the Dean or designee of their hiring unit due to potential Affordable Care Act as well as FICA (Social
Security and Medicare tax) implications. The IRS views students who are working 30 hours or more per
week as an employee as opposed to a student. Therefore, students can lose their FICA tax exemption and
have to pay FICA taxes, and the departments likewise can be charged FICA taxes. Students who work 30
hours or more per week not only at NC State University but across the entire UNC-system, will be offered
Affordable Care Act (ACA) insurance.
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Supervisor ID

The "Supervisor ID" automatically populates with the initiator's employee ID. If you are a staff member
initiating a transaction on behalf of a graduate faculty member, then you will need to replace this ID with

the graduate faculty member's ID number as this field determines who the Terms and Conditions contract
will route to for electronic signature as the supervisor.

Supervisor ID: =

Terms and Conditions Comments

Academic Program:  COmputer Science v
Distribution Data
Project Description Funding Type

The Terms & Conditions contract will route fo the Supervisor for
electronic signature.

|2  First 4 1of1 (b Last

Percent Amount

4 =

[ override Edits

Comments for Reviewers | Approvers

Show Comments

Save for Later Submit for Approval

Academic Program

The "Academic Program" is automatically selected based on the student's declared program. If the student
has multiple academic programs, the appropriate program for this particular appointment may be selected

at the Department HR Admin's level.
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Distribution Data

For the "Distribution Data" fields, you may enter the Project ID or a character description of the project
into the "Project Description” field. For example, you may enter "Sweet potato grant" or "555555" into
this field as there are no edits. The "Funding Type" denotes whether the project is a "Grant" or "Non-
Grant" funding source. The initiator may enter the "Percent" or "Amount" of the salary that should be
charged to this project and the field left blank will be automatically calculated. For example, if I enter
50% into the "Percent" field and the annual salary is $20,000, then the "Amount" field will automatically
populate as $10,000. To add additional projects indicating this appointment will be split-funded, click the
"+" sign beside the "Amount" field. The initiator may delete additional projects that may have been added
by clicking the "-" button beside the "Amount" field as well.

Distribution Data | (2] Firzt (40 10f1 Last

Project Description Funding Type Percent Amount

I o ] [=]

Terms and Conditions Comments

The "Terms and Conditions Comments" field allows the initiator to enter any other terms or conditions of
the appointment that is not captured in the auto-generated Terms and Conditions contract. For example, if
the student is required to teach Statistics 201, then the initiator could enter "Student must teach Statistics
201," into this field.

Terms and Conditions Comments

Comments for Approvers

This box is for any comments that the initiator would like to send to the Department HR Representative
and Department Funding Representative. They will be included in the email sent to folks with each role
once the initiator clicks “Submit for Approval.” Comments cannot be edited or deleted and are required

for pushbacks.

Comments for Reviewers [ Approvers Show Comments

Save for Later Submit for Approval
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Save for Later vs. Submit for Approval

If the initiator needs to leave the transaction prior to submitting for approval, they may click "Save for
Later" and "Exit" to leave the transaction. The initiator may access the transaction and submit for
approval by going to Graduate Worklist (MyPack Portal > Human Resources System > NextGen
Graduate System > Graduate Worklist), pulling up the transaction, and clicking "Submit for Approval.”

Comments for Reviewers | Approvers Show Comments
A
Save for Later Submit for Appraval
GSSP Information

An additional feature on the Initiator page is the "GSSP Information." By clicking on this link, the
initiator may view the Graduate Student Support Plan (GSSP) record for the student. This record will pop
open in a new window and display several pieces of information about the student, including: the number
of semesters the student has received GSSP (health insurance and/or tuition) support, the semester the
student entered into Graduate School, the residency status of the student, etc. Note that individuals must
have the "GSSP Inquiry" role in the Student Information System in order to view this information. The
Graduate School recommends that all persons, including initiators, who have access to this system also
have access to the GSSP Inquiry role in the Student Information System.

Pleasze enter as much infermaticn as possible to expedite the request G55SR fn‘nrmatinnl

Job Title: | A145 - Graduate Research Asst W |
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GSSP Information Screenshot:

Eligibility || Funding || Tuiion Insurance

Current Graduate Support Term
Current Grad Support Term: 2022 Spring Term
Eligible for Tuition Support? Ineligible Student is not full-time in the 2022 Spring Term, and is not eligible for tuition support.
GSSP Summary
- Health  In-State Out-State . Payroll ) ;
Tuit ; " ) TPC/ P GSSP Admit
Term Class Ruelsligzncy Acad Load Note Ln“s;irbalzbe E‘I‘Iilgti::.lepp El.lilgtiiluepp Funding Source Fshp FA t%idFuec:s? Mr:s\?:ﬁ: Term m
GSSP Term Spring '22 Doclorate ouT Less than Half.Time ?u'l‘l‘_‘;::::“a' Y Y Y Commitmentto Fund [ N \ Fall'21
Current Term Fall 21 Doclorate  OUT Enrolled Full-Time Y Y Y E::;gﬁ?”eaw"g ® N
Program Stack Information (¢
Career Car # Admit Term Program Plan Status Load Units Load Term
Graduate 0 Fall"21 C5C Camgt 14CSCPHD  Camm Active Less 1/2 3.000 Spring ‘22
Residency (7
Residency As Of Term International Student
ouT 2021 Fall Term
Remission of out-of-state tuition for the 2022 Spring Term is allowed because the
following checked conditions are met.
Less than 2 terms of tuition remission
International Student Exception
Tuition Remission Override for Term
GSSP Eligibility (7
Final Term of Eligibility for Tuition Support: 2025 Spring Term
Classification: Doctorate GSSP Admit Term 2213 2021 Fall Term Previous Related Master's: Max GRAD Terms: 8
Overridden?: Overridden?: Show GRAD terms for student
Eligibility | Overide Details | Department Approval Details | F=9
Term Class  Progress Units  Academic Load Mote Cﬁ:istsus Acag:rn?:iud Insurance In-5tate TR Do Mot Prorate
2991 Spring'22 DR 300 Lessi?2 ﬁjﬁ_‘gﬂ:“a' 0.00
2218 Fall'21 COR 10.00 Full-Time 10.00 Full-Time
Activity Guide
The menu on the left of all screens, including the Initiator page, is .
? g page, New Graduate Appointment 0 «
" .. . " . .
called the "Activity Guide." This tells you at which level(s) the L S av
transaction resides for editing/approval. In this example, the e
initiator has submitted the transaction for approval, so it now
. . . Task Progress (N
resides with the Department HR Representative and Department 0 2 :
Funding Representative for editing. © Initiator
© Dept. HR Admin - Education
#® Dept. HR Admin - Job Details
© Department Funding
@ Dean Approval
@ College Funding
O Supervisor - Sign Terms & Conditions Confract
©  Student - Sign Terms & Conditions Contract
@ Final HR Approver
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Approval Process

Once a transaction has been submitted by an initiator for approval, it begins two different approval
processes - the funding approval process and the human resources approval process. Approvals for both
processes are independent of each other, meaning the transaction will go to the Department Funding
Representative for approval then the College Funding Representative for approval regardless of where the
transaction is at for approvals and/or editing within the human resources process.

With this in mind, the order of the following pages is not the order of the transaction approvals. The
approvals process for New Graduate Appointment transactions is as follows:
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Department Human Resources (HR) Representative — Education

The Department HR Representative's first page for editing and/or approval is the Education page. The
NextGen Graduate Appointments System will pull in the education information that has already been
entered into the Human Resources System or, if no information has been entered into the Human

Resources System, it will pull in the education information as confirmed in the Student Information
System.

MNew Graduate Appointment o Mew Graduate Assistantship for AG00238071
Activity Guide S (g
Legend
Dept. HR Admin - Education
> -::::i )| Dept. HR Admin - Education
& |nitigtor Transaction ID: AG00233071  Student/Empl ID: Name:

& Dept HR Admin - Education

R Admin - Job Details

Funding *Country: e United States
i *Degree: EA Bachelor Of Arts
L *lssuance Date: | 03/012017
o or - Sign Terms & Conditions Contract
@ Student- Sign Terms & Conditions Centrzet | |
® Final HR Approver *School: seellE McDaniel College
*Major Code: 230101 English Langusge and Literatur

Add

Education information already entered into the Human Resources System will be grayed out for editing.
Education that pulls from the Student Information System will populate all fields excluding the "Major
Code" field. This does not populate due to the fact that the major in the Student Information System is
coded with a period within the numerical code whereas the Human Resources System codes majors with
numbers only. Therefore, the Department HR Representative will have to type in the numbers into the
"Major Code" field that are provided to the right of the field. If there are not six numbers in total to the
right of the "Major Code" field for the Department HR Representative to type in, then note the actual

major description, click on the magnifying glass to the right of the field and complete an advanced search
by description contains.

Dept. HR Admin - Education

Drept. HR Admin - Education

Transaction ID: AG00238071 StudentiEmpl ID: Name:
=C.ountry: SA United Ststes
*Degree: =4 Bachelor Of Arts

*Hlssuance Date:

=Sohoal: do210s McDaniel College
*Major Codea: 230101 English Langusge and Literatwr

SO0

Sawe

24



If an education record is completely blank, then the Graduate School has not verified the student's degree.
In other words, the student has not sent in and/or brought in their official transcript(s) to the Graduate
School so that the college liaisons can verify their degree(s). Therefore, the Department HR
Representative must reach out to the student and gather their education information or access the
information through the student’s application, as well as encourage them to provide the Graduate School
with their official transcripts as official transcripts are required prior to graduation.

To add an education record, click on “Add” or the "+" on the page. If an education record is mistakenly
added, click the "-" sign to delete the record.

Mew Graduate Assistantship for AG00239682
Dept. HR Admin - Education
Dept. HR Admin - Education
Transaction ID: AG00239632 Student/Empl ID: Name:
" e | p
*Country: b '
*Degree: Q
*lssuance Date: 31
*5chool: Q
*Major Code: -
Add
Save

Note that any degree(s) entered on this page will not transfer back to the Student Information System.

Once the education information is complete and correct, click "Save" in the bottom left-hand corner of the
screen.

Save
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Department Human Resources (HR) Representative - Job Details
The second (and final) page for the Department HR Representative to edit/approve is the Job Details
page. This page pulls in everything that the initiator entered on the Initiator page so that the Department
HR Representative may verify the information and make any necessary edits. Note that the
Department HR Representative does not have access to edit any information in the Distribution
Data section of the transaction as that is reserved for the Department Funding Representative
role. If all of the information was complete and accurate, the Department HR Representative will only
have to enter the Building Location information (building name, room number and campus box).

Mew Graduate Appointment °
Activity Guide S o~
Legend
TasiFoges- NN )
& Inialor
S Dapt. HR Admin - Education

® Dapt. HR Admin - Job Details

o D Funding

nal HR Appraves

Mew Graduste Assistantship for AGO0241414

Dept. HR Admin - Job Details

Dupt. HR Admin - Job Details

Traneaction ID: AGO0241414  StudentEmpd 1D:

Ferson Profile

Hame Prefix:

“Firat Nama:
Middis Nama:
*“Lagt Nams:

weme sumx: ¥

Home Address

country | USA |3 United Stoies

Address

Job Data

Action - Action Reason:  HIR - HGA Hire Graduate Assistn
“Effective Data:

“Expected Job End Date: |C

Wl

*appeintment End Date: |05

= gtandard Houra:| %.00 0.225Total FTE: 0.825

“Compensstion: | 7231600 Bl-Weekly: 471620

ClEncumbrance Ovsrride Bi-weekly Calculator

Terms and Conditions Data

Hama:
“Gender:
*Birth Data: 5
“Higsat Education Level:
“Birth Country: =
Viza Type:
Employes's Work Location f Address
“0n Campus: (20
Edil Addrass .
“Bullding number: B, Tompkins Hal
*“Room Numbar: < |
“Campus Bax: A COMMUNICATION
*Job Coda: A138 1
“Department: 160701
“Location: 169 a,

* Supervisor I0:

“Tax Location Code:  |NC a,

[l Encumber to Appt End

Tarma and Conditione Comments:

“Acedsmic Program:  Comn, Rhetoric & Digital Mediz ch COM 352001, Critical media Making.
e
Distribution Data
Flecsl Year: 3022 DeptID: 160701 Work Against  Fosition Mor: Total %: 100.000 TotAmt 12316.00
First (a4 1of1 ¢ Las

Distribution Details

Prof Dascr:| Cami *Praoject ID: 201555 acsount 51311 Owaimida: Diefrt %: [ 100000 | Amaunt: 12,316,000
[ override Edits UJv-5 Completed  +uy,indn Anchment
Comments for Reviewers | Approvers Sherw Commenls
P
Saye for Later Apprave Pushizck.
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Once the information has been verified as correct, the Department HR Representative may click
"Approve" to create the Terms and Conditions contract that will be sent to the supervisor for review and
approval. If the initiator entered incorrect information and the Department HR Representative would like
for the initiator to correct it, the Department HR Representative can click "Pushback" to send the
transaction back to the initiator for editing. Note that comments are required for sending back the
transaction, and the comments will appear in the email notification that is delivered to the initiator when
the action is pushed back to their level.

If the Department HR Representative needs to exit the transaction and return at a later time to submit,
then s/he may click "Save for Later" and "Exit" to be taken to MyPack Portal's homepage.

Comments for Reviewers | Approvers Show Comments

Save for Later Approve Pushback

If the transaction causes the student’s aggregate number of hours per week worked across campus to
exceed 29 hours per week, or 0.725 FTE (full-time equivalent), then the Dean (or his/her designee) will
be routed into the human resources approval process. The Dean or designee will be notified via email that
a pending transition is awaiting their approval. In reviewing the pending job, all other positions that the
student currently holds across campus will also be listed.

For Dean Approval instructions, please see the Dean Approval Section.

The Terms and Conditions contract is automatically created once the Department HR Representative
clicks "Approve." It then routes to the supervisor (the individual listed in the "Supervisor" field on the
Initiator and Department HR Admin pages) by notifying the individual via email that a contract is ready
for their signature. The supervisor will click on the link in the email and be taken to their T&C approval

page.

After the supervisor signs the Terms and Conditions, the student is notified via email that a contract is
ready for their review and signature. The student will click on the link in the email and be taken to their
T&C approval page.

For Supervisor or Student Terms & Condition approval instructions. Please see the T&C Approval
Section.
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Once the initiator submits the transaction, the Department Funding Representative is also notified via
email that a transaction is at their level for review and approval. They will see the exact same page as the
Department HR Representative; however, all of the information will be grayed out for editing except for
the distribution information.

If an initiator entered information into the Distribution Data section of the Initiator page, then all fields
will filter into the Distribution Data section for the Department Funding Representative. The "Project
Description" field is not the actual "Project ID" field as there are no edits on the "Project Description”
field for the initiator. If there were edits on this field, initiators may not know how to address any errors
they receive relating to inactive project IDs, account codes, redistributions, etc. If the initiator entered an
actual project ID into the "Project Description" field and the Department Funding Representative agrees
with the project ID entered s/he may copy and paste the project ID from the "Project Description" field to
the "Project ID" field. The Department Funding Representative may correct any information as needed as
well as add/delete distribution records via the "+" and "-" buttons to the right of the transaction.

Once the Department Funding Representative has verified the information and made any necessary
corrections, they may submit the transaction for approval by clicking "Approve."

If the Initiator entered incorrect information and the Department Funding Representative would like for
the Initiator to correct it, the Department Funding Representative can click "Pushback" to send the
transaction back to the initiator for editing. Note that comments are required for sending back the
transaction, and the comments will appear in the email notification that is delivered to the initiator when
the action is pushed back to their level.

If the Department Funding Representative needs to exit the transaction and return at a later time to
submit, then s/he may click "Save for Later" and "Exit" to be taken to MyPack Portal's homepage.
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Distribution Data

Fiscal Year: 2022 DeptID: 160701 Work Against  Position Nbr: Total %: 100.000 TotAmt 12316.00
Distribution Details First 4 10of1 Last
Proj Descr: Communication *Project ID: | 201555 *Account: 51311 Override: Distrb %: 100000 | Amount: 12 316.000

[ override Edits U9 Completed fioyradd Attachment
Comments for Reviewers [ Approvers Show Comments

)
Save for Later Approve Pushback
Attachments

Attachments, such as funding approval emails or any other back up documentation, can be uploaded at
any time during an action. The View/Add Attachment link is located at the bottom of every action just
above the comments section.

For instructions on how to upload or view an attachment, see the Attachments Section.

College/Final Funding Approver

The College Funding Approver will receive an email notification once the Department Funding
Representative has approved the transaction. When the College/Final Funding Approver views the
transaction, it is the same page as the Department Funding Representative and Department HR
Representative have both completed. The only difference is the College/Final Funding Approver cannot
edit any information - they can only approve or pushback the transaction for corrections.

Once the College/Final Funding Approver has verified the information entered by the Department
Funding Representative for accuracy and compliance, they may submit the transaction for approval by
clicking "Approve."

If the Department Funding Representative entered incorrect information, the College/Final Funding
Approver can click "Pushback" to send the transaction back to the Department Funding Representative
for editing. Note that comments are required for sending back the transaction, and the comments will
appear in the email notification that is delivered to the Department Funding Representative when the
action is pushed back to their level. After the College/Final Funding Approver has approved the
transaction, it will remain on hold until the student signs the Terms and Conditions contract. At this
point, the transaction routes to the College/Final HR Approver for final approval prior to loading into the
HR System for payroll processing
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College/Final Human Resources (HR) Approver
After the financial and human resources processes have been completed, the transaction will route to the
College/Final HR Approver for the final review prior to being loaded into the Human Resources System.

Once the College/Final HR Approver has verified the information entered by the Department HR
Representative for accuracy and compliance, they may submit the transaction for approval by clicking
"Approve."

If the Department HR Representative entered incorrect information, the College/Final HR Approver can
click "Pushback" to send the transaction back to the Department HR Representative for editing. Note that
comments are required for sending back the transaction, and the comments will appear in the email
notification that is delivered to the Department HR Representative when the action is pushed back to their
level.

Once approved by the College/Final HR Approver, the approver will receive a pop-up that the action has
been submitted for processing. This means that the action has been submitted but has not yet loaded into
base. The action’s status will be maintained in the Graduate Worklist. If the action does not load properly,
an error email will be sent to the College/Final HR Approver.

Message

Transaction has been submitted for processing. (0,0

Ok
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Modification

To navigate to the Modification screen, follow the path below:
Human Resources Systems > NextGen Graduate System > Modify Graduate

HavEar: Havigatar O
fi I *  Human Resourcas Sﬁl'Bt... &*
.
i  Com H-nm:-unﬂrlu . || NavBar: Navigator O
- "“ “J— : s 4 | NextGen Graduate Syst... | &
My o

; @
New Grad Appointment
E Recent Places
Manag it Esrvios 5

Pawigacr

Hl:'krul.-.drnlr-lut rafion Rehirvduate

Crud Workt Eane .
Pl Modify Graduate

Searching for Students

Before searching for a student, you must enter a desired effective date prior to entering search
criteria. The desired effective date allows the system to check within the Student Information System
(SIS) as well as in the HR System to view the student’s academic standing and the student’s
current/pending/future jobs.

Once you have entered a desired effective date, you may search several different ways to find your
student, including: first name, last name, department OUC, student/employee ID (the 9-digit numerical
number assigned to all students/employees on campus) and/or unity ID (the character-login assigned to
each student/employee).

The example below displays a search by a student/employee ID. To see additional examples of searching
for students, please refer to the following section: Searching for Students
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*Effective Date:
11/01/2021 [

StudentEmpl ID;

Q r
Unity ID:
Q
First Name:
Last Name:
Department:
Q
Search

Clear

Please note that you MUST enter an
Effective date BEFORE you do a search.

Modify a Current Graduate Appointment

Once you have found the student you wish to modify a job for, you will check the box in the “Select”

column to bring up a list of jobs that student has.

Modify a Current Graduate Appointment

*Effective Date:

Student/Empl I Name Unity ID

D Technical

Student/Empl ID:

Communication
Unity 1D:
Q
First Name:
Last Name: Modify Graduate
Department:
Q
Search

Clear

1 rowi retumed in 0.20 seconds

Academic Program

Academic
standing Gender Photo
GOOD Female Fhoto

Search Results
1012021

After a few seconds, if a student has a current, pending or future job, this information will show under the

search results for the student. Select the job you wish to Modify.

Modify a Current Graduate Appointment

R or—
*Effective Date: ) _ Academic
0tz -- Student/Empl ID  Name Unity ID Academic Program Standing Gender Photo
Student/Emp! 10: " [fechnical 500D Female Photo
a Communication | —
Unity ID:
First Name:
Current Active Jobs, Future Jobs and Pending Actions
Last Name:
Student/Empl 1D EE‘:E]‘rd Effective Date E::L DeptID Dept Description Job Code Job Title Supervisor Hour:
Department:
1081612021 GRD 020301 Advanced Analytics A138  Graduate Teaching Asst Sarah Egan
Q \Warren
14
Search Clear
1 row returned in 0.29 seconds.
Modify Graduate




After selecting the student and job that you wish to Modify, the "Modify Graduate" button will become
active. Select "Modify Graduate" to continue on with the separation.

Modify a Current Graduate Appointment

*Effective Date:

Search Results
10172021 ] Student/Empl 1D

Name Unity 1D
Student/Empl 1Dz

5 Academic
Academic Program ‘Standing Gender Photo
Technical GooD Female Phcto
Q Communication —
Unity 1D:
First Name:
Current Active Jobs, Future Jobs and Pending Actions
Last Name: Empl Empl
Student/Empl ID RI;:Pnrd Effective Date CEss DeptID Dept Description Job Code Job Title Supervisor Hour:
Department: . I Sarah Egan
a 108/16/2021 GRD 020301 Advanced Analytics A138 Graduate Teaching Asst Warren
Search Clear

1 row retumed in 0.28 seconds.

| Modify Graduate

A student may have multiple jobs, please be careful to select the correct job.
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Approval Process

Once a transaction has been submitted by an initiator for approval, it begins two different approval
processes - the funding approval process and the human resources approval process. Approvals for both
processes are independent of each other, meaning the transaction will go to the Department Funding
Representative for approval then the College/Final Funding Approver for approval regardless of where
the transaction is at for approvals and/or editing within the human resources process.

Not all changes require a new Terms and Conditions contract to be signed. Changes routed that do not
require a new contract will skip the supervisor and student, going from Department HR Representative to
College/Final HR Approver in the workflow. Actions that have already been approved by the Dean will
not have to be approved again.

With this in mind, the order of the following pages is not the order of the transaction approvals. The
approvals process for Modify Graduate transactions is as follows:
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Initiator

The Initiator and Department HR Representative will have access to update any information for the job.

Information listed on the left provides the current jobs details, information on the right provides fields that
are open for editing. Items highlighted in red text will require that a new Terms & Condition contract be

signed, however, other changes will not and will skip those approvers in the Activity Guide, going from

Department HR Representative to College/Final HR Approver in the workflow.

Any information about the job may be edited and multiple fields may be edited at the same time.

Once the information has been updated and verified as correct, the Initiator may click "Approve" to send

the transaction to the Department HR Representative.

If the initiator needs to exit the transaction and return at a later time to submit, then s/he may click "Save

for Later" and "Exit" to be taken to MyPack Portal's homepage.

Modify Graduate Appointment

ActivityGuide

o « Modify Graduate Assistaniship for AGD0235073

~

T ow

Initiator

Graduate Initiator

Legend

® [nitiztor

@ Dept HR Admin - Job Details

@ Supenvisor - Sign Terms & Conditi

@ Student - Sign Terms & Cenditions Conf

@ Final HR Approver

Transaction ID: AGD0233078  Student’Empl 1D:

12021 |5

Make Changes effective on this date:

Current Information

Department: 020301 Advanced Analytics
Location: 202 Institute: for Advanced Analy
Swpervisor |D:
A138 Graduata Teaching Asst
B:  DAM62022
D5i16/2022

Annual Salary 31200.000
Monthly: 2600.000

Bi-Weekly: 1200.000

20,00

0.500
Encumbrance Override: |

Encumber to Appt End: N

Distribution as of Effdt above
Effective Dates Dapartment
08/ 8/2021 020301
Mote: Change to items in RED will generate 3 new TEC

O overide Edits

Rod #

ProjectGrants

Name:

New Information

Department: 020301 2 advanced Analytics
Location: 20z & Institute for Advanced Analyti
*=Supervisor [D: Qe

Job Title {jo |.- 32 - Graduste Teaching Asst s |

051152022 |5

0511452022 |[i

s Expected Job End Date

31200.00

Annual Salary

Bi-weekly Calculstor

Manthly: 2600.00
Bi-Weekly: 1200
Salary Change Amount: |0

Salary Change Percent:  [0.000

Standard Hours 20.00

0.500
Encumbrance Override: [

Encumber to Appt End: [J

Fersonalize | Find | = | (8 First 10f1
Account Diatrb %

51311 100.000

¥ Last
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Department HR Page
The Department HR Representative will have the same access to update any information on the job as
seen above on the Initiator page.

Once the information has been verified as correct, the Department HR Representative may click
"Approve" to create the Terms and Conditions contract that will be sent to the supervisor for review and
approval.

If the Initiator entered incorrect information and the Department HR Representative would like for the
Initiator to correct it, the Department HR Representative can click "Pushback" to send the transaction
back to the initiator for editing. Note that comments are required for sending back the transaction, and the
comments will appear in the email notification that is delivered to the initiator when the action is pushed
back to their level.

If the Department HR Representative needs to exit the transaction and return at a later time to submit,
then s/he may click "Save for Later" and "Exit" to go back to MyPack Portal's homepage.

Department Funding Representative

The Department Funding Representative will not be able to make changes to a job’s distribution in a
Modification. The current distribution is shown, however it cannot be edited. Distributions can be updated
through Distribution Setup. It is recommended that a note is made in the comments section that a
Distribution Change is required and a description of the change so that all other approvers are aware of a
pending change to the distribution.

Distribution as of Effdt above Personalize | Find | & | n_ First 1of1 (& Last
Effactive Dates Dapariment Project/Grants Account DHetrd 5

[er1gr2021 020301 301835 51311 100.000

Mate: Change to itzms in RED will generate 3 new TEC

[ Override Edits
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If the transaction causes the student’s aggregate number of hours per week worked across campus to
exceed 29 hours per week, or 0.725 FTE (full-time equivalent), then the Dean (or his/her designee) will
be routed into the human resources approval process. The Dean or designee will be notified via email that
a pending transition is awaiting their approval. In reviewing the pending job, all other positions that the
student currently holds across campus will also be listed.

Actions that have already been approved by the Dean will not have to be approved again.

For Dean Approval instructions, please see the Dean Approval Section.

The Terms and Conditions contract (if required) is automatically created once the Department HR
Representative clicks "Approve." It then routes to the supervisor (the individual listed in the "Supervisor"
field on the Initiator and Department HR Admin pages) by notifying the individual via email that a
contract is ready for their signature.

After the supervisor signs the Terms and Conditions, the student is notified via email that a contract is
ready for their review and signature. The student will click on the link in the email and be taken tothe

T&C approval page.

For Supervisor or Student Terms & Condition approval instructions. Please see the T&C Approval
Section.
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College/Final Approvers

College/Final Funding and College/Final HR Approvers are able to view all changes by noting the blue
italicized text. This text denotes changes from the original appointment (shown in the left rectangle).
Below you can see that the job end date, salary, and FTE have all be adjusted.

Modify Graduate Assistantship for AGQD023507 8

Initiator

Graduate Initigbor

Transaction I0: AGO0233073 Student/Empd ID: Rcd # il Namea: |
Make Changes effective on this date: 1101:2021 |5 ZSEP pformation
Current Information New Information
Department: 020301 Advanced Analyiics Departmant D001 S Advanced Analytics
Location: 202 Institute for Advanced Anabyt Location: 202 QA Institute for Advanced Analyti

Supervisor ID: *Supervisor 1D: Q,

| (A7#2 - Graduate Research Az ~ | |

Job Titke (job code) A138 Graduate Teaching Asst

DE/M1&R2022 051152022 |[y
05/ 52022 05152022 |G
“Typically the same dat Expected Job End Date
Annual Salary 31200.000 Annual Salary Bi~weekly Calculstor
Maonthly: 2600000 Monthiy: 283322
Bi-Weekly: 1200.000 Bi-Weekly: 1307 632
¥ Change Amount: || | 2800.000000 :l
¥ Change Fercent:
20.00 50,00
FTE 0.500

= 0.500

Encumirancelivemdegn Encumbrance Owerride: (]

Encumber to Appt End: N Encumber to Appt End: [J

Distribution as of Effdt abowve Personalize | Find | | 2 | n: First 1of1 & Last
Effactive Dates Department ProjectiGrants Account Ddatrb %

08182021 020301 301835 5131 100.000

Terms & Conditions - Additional comments/information section

Academie Program | Technical Communication bl

College/Final Funding Approver

College/Final Funding Approver will not be able to make changes to a job’s distribution in a
Modification. The current distribution is shown, however it cannot be edited. Distributions can beupdated
through Distribution Setup. It is recommended that a note is made in the comments section that a
Distribution Change is required and a description of the change so that all other approvers are aware of a
pending change.

College/Final HR Approver
After the financial and human resources processes have been completed, the transaction will route to the
College/Final HR Approver for the final review prior to being loaded into the HR System for payroll
processing.
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Once the College/Final HR Approver has verified the information entered by the Department HR
Representative for accuracy and compliance, they may submit the transaction for approval by clicking
"Approve."

If the Department HR Representative entered incorrect information, the College/Final HR Approver can
click "Pushback" to send the transaction back to the Department HR Representative for editing. Note that
comments are required for sending back the transaction, and the comments will appear in the email
notification that is delivered to the Department HR Representative when the action is pushed back to their
level.

Once approved by the College/Final HR Approver, the individual will receive a pop-up that the action has
been submitted for processing. This means that the action has been submitted but has not yet been
accepted into base. The action’s status will be maintained in the Graduate Worklist. If the action does not
load properly, an error email will be sent to the College/Final HR Approver.

Message

Transaction has been submitted for processing. (0,0

QK
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Separation

To navigate to the Separation screen, follow the path below:
Human Resources Systems > NextGen Graduate System > Separate Graduate

MamBar Menetoe © || NavBar: Navigator O
il I 1 Human Resources Sﬁl'ﬂt... &* -
4 NextGen Graduate Syst... | ¥
v el l:om'nl 4 Anoounting » L=

10

HC EU Agminiciratian » - New Grad AgBointment
l ecent Placas
>
Rehire Grilluate
E Manisg

Wi -trul Adminlstration My Favarites Modi uate
orud Werkiiat Banon
E Separate Graduate
' b

Searching for Students

Before searching of a student, you must enter a desired separation date prior to entering search
criteria. The desired separation date must be the day AFTER the last day worked. Entering this date
allows the system to check within the Student Information System (SIS) as well as in the HR System to
view the student’s academic standing and the student’s current/pending/future jobs.

if Earvios

Once you have entered a desired separation date, you may search several different ways, including: first
name, last name, department OUC, student/employee ID (the 9-digit numerical number assigned to all
students/employees on campus) and/or unity ID (the character-login assigned to each student/employee).

The example below displays a search by a student/employee ID. To see additional examples of searching
for students, please refer to the following section: Searching for Students
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*Separation Date:
11/01/2021  [=21

[

Student/Empl ID:
Unity I1D:
First Name:

Last Name:

End Graduate Appointment

Please note that you MUST
enter an Effective date
BEFORE you do a search.

Department:
Q
As Of Date:
11/16/2021

Note: As Of Date is used only in developmentitesting.

Search Clear

Once you have found the student you are looking for you, you will check the box in the “Select” column
to bring up a list of jobs that student has.

End Graduate Appointment

*Separation Date:
1170172021

Student/Empl 1D: D
Q

Unity ID:

Academic
Standing

Student/Empl ID  Name Unity ID Academic Program Gender Photo

Technical GOOD Female hato
Communication

First Name:

Last Name: Separate Graduate

Department:

Q

As Of Date:
=

1171612021

biste: Az Of Date i3 used only It Gevelgomenttesing

Search Clear

1 row returned in 0.23 seconds

After a few seconds, if a student has a current, pending or future job, this information will show under the
search results for the student. Select the job you wish to end.

End Graduate Appointment

Search Results

*Separation Date:

oozl Student/Empl ID  Name Unity ID Academic Program gtc:"":i'r:‘!‘]“ Gender Photo
Student/Empl ID: P ] jpcheicaiigy Go0D Female Pheto

a Communication
Unity ID:

Q
First Name:

Current Active Jobs, Future Jobs and Pending Actions
Last Name: - =
StudentEmplin  GTP!  EffectiveDate  CnhL DeptID Dept Deseription Job Code Job Title Supervisor Hour:

Department:

a 1 10816/2021 GRD 020301 Advanced Analytics A138 Graduate Teaching Asst f\fa’rargfga”
As Of Date: >

1116/2021

Mot As OF Date s s

Search Clear

Separate Graduate
1 row returned in 0.22 seconds

A student may have multiple jobs, please be careful to select the correct job.
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After selecting the student and job that you wish to separate, the "Separate Graduate" button will become
active. Select "Separate Graduate" to continue on with the separation.

End Graduate Appointment

Search
EE p——
e StudentEmpl 1D Name Unity ID Academic Program Academic Gender Photo
1012021 2] Standing
Student/Empl 1D: ] é‘:}“rmifl‘ica"un 500D Female Photo
Q
Unity ID:
Q
First Name:
Current Active Jobs, Future Jobs and Pending Actions
past Hame: studentEmpliD ™ EffectiveDate P! DeptID Dept Description Job Code Job Title supervisor Hour,
Record Class
Department:
P a 1081612021 GRD 020301 Advanced Analytics A3 Graduate Teaching Asst f\‘f rah Egan
arren
As Of Date: |

117162021
Note: As Of Date is wsed aniy in deveiopmentiesting.

Search Clear

Separate Graduate
1 row returned in 0.23 seconds.

Approval Process

Once a transaction has been submitted by an initiator for approval, it will linearly move to Department
HR Representative and then to College/Final HR Approver. If the Initiator is also the Department HR role
then they will only have to approve once as the Department HR Representative role will be skipped.

The approval process for a transactions is as follows:

Separation
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Initiator Page

From the search page, you are taken to the Initiator page of the separation action. On the left, there is the
Worklist of approvals needed for a separation (Department HR Representative and College/Final HR
Approver). Please make sure pop-up blocker is turned off as this page opens in a new tab.

Separate Graduate O « | Separate a Graduate Assistant for AG00238083
Activity Guide S o~
Legend Initiator

Task Progress

Transaction ID: AGD0238083  Student/Empl ID: Red# 1 Name:
® |nitiator
@ Dept HR Admin Empl Record: 1
® Final HR Approver Department: 020301 Advanced Analytics

Supervisor:  Sarah Egan Warren
Make this separation effective on this date: [11/01/2021 |5
(Enter the day after the last day of work)

Please select the reason for Separation

Separation Reason: [ hd

[ override Edits

Comments for Reviewers | Approvers Show Comments

Save for Later Submit for Approva

On this page, you will be allowed to update the separation date that you entered on the search page as
well as enter the reason for the separation from the drop down menu. Comments are optional and can be
viewable by other approvers through the “Show Comments” button. Comments cannot be edited or
deleted and are required for pushbacks.

Empl Record: 1
Department: 020301 Advanced Analytics
Supervisor: Sarah Egan Warren

Make this separation effective on this date: | 11/01/2021 |3
(Enter the day after the last day of work)

Please select the reazon for Separation

Separation Reason: End Appt. TempiGrad Assignment hd

[ override Edi Dealh
_ Uvermae it Endﬁ«.ppt

TempiGrad Assignment
Voluntary Separation
Comments for Reviewers I Approvers Show Comments

Student is leaving for another on-campus pesition

Save for Later Submit for Approval
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Department HR Representative
The Department HR Representative will have access to update both the separation date and action reason
what was entered by the Initiator.

Once the information has been verified as correct, the Department HR Representative may click
"Approve.”

If the initiator entered incorrect information and the Department HR Representative would like for the
initiator to correct it, the Department HR Representative can click "Pushback" to send the transaction
back to the initiator for editing. Note that comments are required for sending back the transaction, and the
comments will appear in the email notification that is delivered to the initiator when the action is pushed
back to their level.

College/Final Human Resources (HR) Approver
Once the College/Final HR Approver has verified the information entered by the Department HR
Representative and Initiator for accuracy and compliance, they may submit the transaction for approval
by clicking "Approve." If the Department HR Representative and Initiator entered incorrect
information, the College/Final HR Approver can click "Pushback" to send the transaction back to the
Department HR Representative for editing. Note that comments are required for sending back the
transaction, and the comments will appear in the email notification that is delivered to the Department
HR Representative when the action is pushed back to their level.

Once approved by the College/Final HR Approver, the individual will receive a pop-up that the action has
been submitted for processing. This means that the action has been submitted but has not yet been
accepted into base. The action’s status will be maintained in the Worklist. If the action does not load
properly, an error email will be sent to the College/Final HR Approver.

Separate Graduate © <« Separate a Graduate Assistant for AG00238083
Activity Guide S o~
Legend Initiator
RS S S ——
=t ; Message
- - Transaction ID: AG00238083  Stu
©  Initiztor
© Dept. HR Admin - Not Required Empl Record: 1
©  Final HR Approver Department: 020301 Advanc —rar caction '.3__ b:":"r il.-br“' “tad f-" processing ||:| n
S3C00 S Dee ed 1o DESSIng ..
Supervisor:  Sarah Egan Warren
Make this separation effective on this DF
(Enter the day after the last day of work]
Please select the reason for Sep
Separation Reason:  End Appt Temyy
Ovemide Edits
Comments for Reviewers / Approvers Show Comments
P
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Rehire

To navigate to the Rehire screen, follow the path below:
Human Resources Systems > NextGen Graduate System > Rehire Graduate

HavEar: Navigatar n

I " Human Resourcas Sﬁl'Bt... &*

T p— Cam 'nl t Aooounting 3

N EU Adaniniciration 3 ¥
l NavBar: Navigator o

MextGGen Graduate Syst...

By Faeonis

E Manzag

L

"

it Barvios ! -
_
Wo -krul Administration , Recant Flacas New Gr pointment

e Prkit Bama J
Rehire Graduate

q—

Searching for Students

Before searching of a student, you must enter a desired effective date prior to entering search
criteria. The desired effective date allows the system to check within the Student Information System
(SIS) as well as in the HR System to view the student’s academic standing and the student’s most recently
terminated jobs.

Once you have entered a desired effective date, you may search several different ways, including: first
name, last name, department OUC, student/employee ID (the 9-digit numerical number assigned to all
students/employees on campus) and/or unity ID (the character-login assigned to each student/employee).

The example below displays a search by a student/employee ID. To see additional examples of searching
for students, please refer to the following section: Searching for Students
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Rehire a Graduate Assistant

*Effective Date:
11/01/2021 =%

Student/Empl ID: Please note that you MUST

Q enter an Effective date
Unity 1D: BEFORE you do a search.

First Name:
Last Name:

Department:

Q

Search Clear

Once you have found the student you wish to rehire, you will check the box in the “Select” column to
bring up a list of the student’s most recently terminated jobs. This search will only bring up jobs that have
a true termination row in the HR system. It will also only provide results for jobs that have terminated
within the last calendar year from the effective date.

Rehire a Graduate Assistant

“Effective Date: . ¢ Academic
1110172021 Student/Empl D Name Unity ID Academic Program Standing Gender Photo
Student/Empl ID: O GOOD Male Photo

Q

Unity ID:
Q

First Name:

Last Name: Rehire Graduate

Department:

Q
Search Clear

1 row retumed in 0.01 seconds

After a few seconds, the search panels will return results for the student’s terminated jobs. Select the job

you wish to rehire the student into.

Rehire a Graduate Assistant

T — po——

*Effective Date: . ) Academic
1110172021 Student/Empl ID  Name Unity ID Academic Program Standing Gender Photo
Student/Empl ID: GOOD Male hoto
Q
Unity ID:
Q
First Name:
Current Terminated Jobs and Pending Actions
Last Name: Ewmpl Empl
Select Student’Empl ID Recpurd Effective Date Clags DeptID Dept Description Job Code Job Title Supervisor
Department: Civil Engineering Student Waorker,
001/01/2020 STW 40388 2Tk Temp TSW910 Enrolled@NGSU Robert Nunez
Civil Engineering Sankarasubrama
108/16/2021 GRD 140388 Grads & Temp Al48 Graduate Research Asst Arumugam

Search Clear

1 row refurned in 0.24 seconds

Rehire Graduate
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After selecting the student and job that you wish to rehire the student into, the "Rehire Graduate" button
will become active. Select "Rehire Graduate" to continue on with the rehire transaction.

Rehire a Graduate Assistant

R po—

*Effective Date: Academic

1110172021 Student/EmplID  Name Unity ID Academic Program Standing Gender Photo
Student/Empl ID: GOOD Male Photo
Q
Unity ID:
First Name:
Current Terminated Jobs and Pending Actions
Last Name: Empl Empl
Select Student/Empl ID Re(!)wd Effective Date c|a:5 DeptID Dept Description Job Code Job Title Supervisor
Department: Civil Engingering Student Worker,
a 001/01/2020 STW 140388 ooy Tomp TSw910 Enrollzd@NCSU Robert Nunez
Civil Engineering Sankarasubrama
108/16/2021 GRD 140388 Al48 Graduate Research Asst
Search Clear Grads & Temp Arumugam
1 row returned in 0.24 seconds 3

| Rehire Graduate |

A student may have multiple terminated jobs, please be careful to select the correct job.
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Approval Process

The workflow in Rehire Graduate will look very similar to New Graduate Appointment. The same routing
will take place with the exception of the Initiator role, which is not allowed on rehires. Only Department
HR Representatives will be able to start a Rehire action. Once they submit an action, it will be routed to
both the Department Funding Representative and Dean (if required) or Supervisor for approval.

Rehire

Fund‘In prr

Rehire Graduate o «
Activity Guide C o-
Legend

Lo

B - —
0 T

Dept. HR Admin - Job Details

Department Funding

Dean Approval - Mot Required

College Funding

Supervisar - Sign Terms & Conditions Confract

Student - Sign Terms & Conditions Contract

e o 0 &0 0 0 O

Final HR. Approver

Actions in rehire will auto populate most information and will only require a new distribution, employee
work location and appointment end dates.

48



Department Human Resources (HR) Representative

The Department HR Representative page will auto populate with information already in the system from
the previous job that was selected on the search page. Only employee location and appointment end dates
are required by the Department HR Representative. The Department HR Representative may review and
verify all job information and make any necessary edits. Note that the Department HR Representative
does not have access to edit any information in the “Distribution Data” section of the transaction as that is
reserved for the Department Funding Representative role.

Rehire a Graduale Assistant for AG002 35086

Dept. HR Admin - Job Details

= NOTE: Initiators will not have access
Transaction ID: AGOD238085  Student'Empl 1D: Red #: to th.ls page as .It .IS I'E.'SEI'VEC' fDI’ Dept

Name Prefix: HR Rep ON LY-

*First Name:
Middle Name: *Highest Education Level:
*Last Name: *Birth Country: UsA |3
MName Suffix: Visa Type:
Home Address Employee's Work Location [ Address
*On Campus: | On Campus bl
Country| USA|Q Unit=d States
Address Edit Address _
*Building number: | 7804 |Q  Alliance Center
*Room Number: |00240 |3
*Campus Box: 7283 |4 INSTITUTE FOR ANALYSIS
Job Data
Action - Action Reasen:  REH- H3A Rehire Grad Assistant
*Effective Date: NI2021 [ *Job Code: Q Graduste Senvices Assistants
*Expected Job End Date: i *Department: Q Advanced Analytics
*Appointment End Date: W *Location: 2 Q Institute for Advanced Analyti
*Standard Hours: | 20.00 FTE: (0.500Total FTE: 1.000 *Supervisor |D: a
tCompensation: |31200.00 Bi-Weekly: 1200.000 *Tax Location Code: |NC Q Marth Caroling
[ Encumbrance Override Siwsakly Calculstor ] Encumber to Appt End
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An example of a student’s work location is below.

Employee's Work Location f Address

*On Campus: [ On Campus W |

*Building number: | T804 |3
*Room Number: | 00240 qQ

*Campus Box: 7203 | |NSTITUTE FOR ANALYSIS

Job Data information is open for editing and review. All information from the previous job is pulled in
except for the “Expected Job End Date” and “Appointment End Date.”

Job Derin
Achon - Actcn [deswcn: b~ s s i S
“—=mchiw Lautn E- oy " Soh Code A THE 0, ] A
Lt 7 =1
Pexpwctes Job End Dute: | o] Lrmpartrrans: = 0, ] Arushd
M=o mhrant End Luais Locubom: i L} T - A,
e e Hious e | 211 P00 FlE: U500 lotal F 1= 1 e 1L o2 L= Coorterg Hicher £
- = 0 ns
et PR T [ [ e lax Looaten G e 4 -
Eroamsrancs Desrce = IRrr—. i ab Encumber o Sppt Erd
Temns and Condifons Coaln
Ferms snd Conddione Corremants:
~Acederc 'rogrem ¥ Loarmr e |
S
Cistrioution Dasa
Foscsl Femr: JULE et I T Work Rcmrat ‘canbon Kb lotel = ot Bamk o
DHetribarion Datalle rd (A 1-2ot2 b Lus
I'roy Lmscr: “T'ropect 1 “Aocoumt: L Lo Db Y AT
I"roy Lmwcr: “I'royect B: | mrse “Aocoani: LT R Dt b % Funcurs 1,3
Desrnde Exirts , H Completsd pa Al S ST
Commests for Heeeeers | Aoprocye s ’ Sihoew Coamarast 1 b
o
Semw b omder ST g R THESETES A -

Once the information has been verified as correct, the Department HR Representative may click "Submit

for Approval" to create the Terms and Conditions contract that will be sent to the supervisor for review
and approval.

If the Department HR Representative needs to exit the transaction and return at a later time to submit,
then s/he may click "Save for Later" and "Exit" to be taken to MyPack Portal's homepage.
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Department Funding Representative

Once the Department HR Representative submits the transaction, the Department Funding Representative
is notified via email that a transaction is at their level for review and approval. They will see the exact
same page as the Department HR Representative; however, all of the information will be grayed out for
editing except for the distribution information.

The “Distribution Data” section will remain open and will not auto populate the Project ID from the
previous job. The Department Funding Approver will need to review information and update with new
projects, if applicable. The "Project Description" field is not the actual "Project ID" field. The Project
description from the previous job should carry over for review. The Department Funding Representative
may correct any information as needed as well as add/delete distribution records via the "+" and "-"
buttons to the right of the transaction.

Once the Department Funding Representative has verified the information and made any necessary
corrections, they may submit the transaction for approval by clicking "Approve."

If the Department HR Representative entered incorrect information, the Department Funding
Representative can click "Pushback" to send the transaction back to the initiator for editing. Note that
comments are required for sending back the transaction, and the comments will appear in the email
notification that is delivered to the Department HR Representative when the action is pushed back to their
level.

If the Department Funding Representative needs to exit the transaction and return at a later time to
submit, then s/he may click "Save for Later" and "Exit" to be taken to MyPack Portal's homepage.

Commuenk for evewen [ Azprovrs
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If the transaction causes the student’s aggregate number of hours per week worked across campus to
exceed 29 hours per week, or 0.725 FTE (full-time equivalent), then the Dean (or his/her designee) will
be routed into the human resources approval process. The Dean or designee will be notified via email that
a pending transition is awaiting their approval. In reviewing the pending job, all other positions that the
student currently holds across campus will also be listed.

For Dean Approval instructions, please see the Dean Approval Section.

The Terms and Conditions contract is automatically created once the Department HR Representative
clicks "Approve." It then routes to the supervisor (the individual listed in the "Supervisor" field on the
Initiator and Department HR Admin pages) by notifying the individual via email that a contract is ready
for their signature. The supervisor will click on the link in the email and be taken to the page below.

After the supervisor signs the Terms and Conditions, the student is notified via email that a contract is
ready for their review and signature. The student will click on the link in the email and be taken tothe

T&C approval page.

For Supervisor or Student Terms & Condition approval instructions. Please see the T&C Approval
Section.
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The College/Final Funding Approver will receive an email notification once the Department Funding
Representative has approved the transaction. When the College/Final Funding Approver views the
transaction, it is the same page as the Department Funding Representative and Department HR
Representative have both completed. The only difference is the College/Final Funding Approver cannot
edit any information - they can only pushback the transaction for corrections.

Once the College/Final Funding Approver has verified the information entered by the Department
Funding Representative for accuracy and compliance, they may submit the transaction for approval by
clicking "Approve."

If the Department Funding Representative entered incorrect information, the College/Final Funding
Approver can click "Pushback" to send the transaction back to the Department Funding Representative
for editing. Note that comments are required for sending back the transaction, and the comments will
appear in the email notification that is delivered to the Department Funding Representative when the
action is pushed back to their level.

After the College/Final Funding Approver has approved the transaction, it will remain in hold until the

student signs the Terms and Conditions contract. At that point, the transaction routes to the College/Final
HR Approver for final approval prior to loading into the HR System for payroll processing.
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College/Final Human Resources (HR) Approver
After the financial and human resources processes have been completed, the transaction will route to the
College/Final HR Approver for the final review prior to being loaded into the HR System.

Once the College/Final HR Approver has verified the information entered by the Department HR
Representative for accuracy and compliance, they may submit the transaction for approval by clicking
"Approve."

If the Department HR Representative entered incorrect information, the College/Final HR Approver can
click "Pushback" to send the transaction back to the Department HR Representative for editing. Note that
comments are required for sending back the transaction, and the comments will appear in the email
notification that is delivered to the Department HR Representative when the action is pushed back to their
level.

Meszage

Transaction has been submitted for processing. (0,0

0K
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Dean Approval

If a transaction causes the student’s aggregate number of hours per week worked across campus to exceed
29 hours per week, or 0.725 FTE (full-time equivalent), then the Dean (or his/her designee) will be routed
into the human resources approval process. The Dean or designee will be notified via email that a pending
transition is awaiting their approval. In reviewing the pending job, all other positions that the student
currently holds across campus will also be listed.

By selecting the link in the email, the Dean approver will be taken to the below page. On this page, the
Dean approver will see any current or pending jobs that put the student at or above .75 FTE across
campus. At the bottom of the page the Dean approver will be asked to sign off on the position and
acknowledge that the college may be responsible for ACA insurance costs, as GSSP does not meet federal
requirements.

The Dean approver will be asked to review the page and either “Approve” or “Pushback” the action. If
pushed back, the action will be sent back to Department HR Representative for edits.

Cument and Fubure Jobs on Campes

Jok: Pending Dean Apgroeal

Any student that exceeds an aggregate FTE of 0.725 across the UNC-System will be offered Affordable
Healthcare Act (ACA) health insurance. By approving the exception, the Dean or designee is agreeing to:
(1) allow the student to exceed the FTE threshold for graduate students as set by NC State University, and
(2) pay any potential health care premiums charged to the department should the student elect to enrollin
the ACA healthcareplan.

NOTE: The IRS views students who 30 hours or more per week as fulfilling the role of an employee over

55



fulfilling the role of a student. Therefore, the student can lose their FICA tax exemption and be charged
Social Security and Medicare taxes. See FICA student tax exemption for more information.
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Terms & Conditions Approvals

Supervisor — Sign Terms & Conditions Contract

The Terms and Conditions contract is automatically created once the Department HR Representative
clicks "Approve." It then routes to the supervisor (the individual listed in the "Supervisor" field on the
Initiator and Department HR Admin pages) by notifying the individual via email that a contract is ready
for their signature. The supervisor will click on the link in the email and be taken to the page below.

By selecting the link in the email, the supervisor will be taken to the below page. On this page, the
supervisor must click on the "View Contract" button to review the Terms and Conditions before they are
able to click "Approve and Sign." The Terms and Conditions contract will pop open in a new window. If
they do not agree with information provided in the Terms and Conditions, the Supervisor may click
"Pushback" to send the transaction back to the Department HR Representative. NOTE: Comments are
required for sending back the transaction, and the comments will appear in the email notification that is
delivered to the Department HR Representative when the action is pushed back to their level.

Rehire Graduate © « | Rehire a Graduate Assistant for

Activity Guide S o~
Legens | |[SUpeEIViSOT - Sign Terms & Conditions Contract]

Sign Terms & Conditions Document

Transaction 0: Student’Empl ID: Red# 0 Name:

HR Admin - Job Detais

D
& D
D
C.

- - = Please review the TEC contract before approving/denying it.
I ®  Supervisor - Sign Terms & Conditions Coniract I

©  Student - Sign Terms & Conditions Contract Override Edits

© Final HR Approver Comments for Reviewers | Approvers Show Commenis

The Terms & Condition contract will open in a new window as seen below.

57



Please note that the “Approve and Sign” button will not appear unless the Terms & Conditions has been
opened.

If everything looks ok, the contract can be signed by selecting the “Approve and Sign” button. Once
approved, the student will be notified that their Terms and Conditions contract is ready for signing.

Rehire a Graduate Assistant for

Supervisor - Sign Terms & Conditions Contract

Sign Terms & Cenditions Document

Transaction ID: Student’Empl ID: Red#: 0O

Name:

| ViewContract |

Please review the TEC contract before approving/denying it.

Comments for Reviewers | Approvers Show Comments

Approve and Sign Pushback
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Student — Sign Terms & Conditions Contract

After the supervisor signs the Terms and Conditions contract, the student is notified via email that their
contract is ready for their review and signature. The student will click on the link in the email and be
taken to the page below.

By selecting the link in the email, the student will be taken to the below page. On this page, the student
must click on the "View Contract" button to review the Terms and Conditions before they are able to click
"Approve and Sign." The Terms and Condition contract will pop open in a new window. If they do not
agree with information provided in the Terms and Condition, the student may click "Pushback" to send
the transaction back to the Department HR Representative. NOTE: Comments are required for sending
back the transaction, and the comments will appear in the email notification that is delivered to the
Department HR Representative when the action is pushed back to their level.

Rehire Graduate © % | Rehire a Graduate Assistant for

Activity Guide +]

S o~
Legend | |Student - Sign Terms & Conditions Contract |

- )

Transaction ID: Student’Empl ID: Red# 0 Name:

o

o o

wal - Mot Required

el
. . Please review the TEC contract before approving/denying it.
Supervisor - Sign Terms & Conditions Contract

Student - Sign Terms & Conditions Confract I [ Overide Edits

sje o o

Final HR Approver Comments for Reviewers | Approvers

The Terms & Condition contract will open in a new window as seen below.

NC STATE UNIVERSITY

Employer Identification Number (EIN): 56-6000756

Terms and Conditions for Appointment

A Graduate Research Assistantship in the Department of Biological Sci Grads and Temps is offered to

. who has been admitted fo the Graduate School at NC State University as a student in Comparative
Biomedical Sci. For a full definition of graduate assistantships, see the Graduate Administrative Handbook (http:
swww.nesu edu/grad/handbook), Chapter 4, Section 4.2. This appointment is subject to all applicable state and
federal laws, as well as the policies, regulations and rules of the Board of Governors of the University of North
Carolina and North Carolina State University as written and as may be amended from time to time.

The terms of the Graduate Assistantship are a 0.5 FTE at a biweekly salary of $923.08 prorated for the period 08-
071-2021 through 07-31-2022 The appointment is contingent on the availability of funds. For those on teaching
assistantships, the appointment is also contingent upon sufficient enroliment.

The conditions for this appointment are stated below. Please read through this statement and sign your name below,
indicating that you have read and understand these terms and conditions.
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Please note that the “Approve and Sign” button will not appear unless the Terms & Conditions has been
opened.

Rehire a Graduate Assistant for

Student - Sign Terms & Conditions Contract

Transaction I0: Student'Empl ID: Red# 0 Name:

cal

Please review the TEC confract before approving/denying it.

Comments for Reviewers | Approvers

T
ia

xprove and Sign Pushback

NOTE: If a student does not respond to initial email and does not sign their Terms and Conditions, the
department may resend an email to the student through the Graduate Worklist.
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Search for a Terms & Conditions Contract
To navigate to the View T&C Document screen, follow the path below:
Human Resources Systems > NextGen Graduate System > View T&C Document

T —
MavEar: Navigatar O

40 NextGan Graduate Syet. ) &

HavEar: Navigator O

Hwown® I"lacws

. HEw Er1.-'¢|::-|: mtmend
I % Human Resourcas Sﬁl'ﬂt... *

i
Rahins TE uane

Comml t Aooounting 3

Wy Furaoriea
i MC EU Ademinkciration 3 iodify ilh': unte
e
Wy e . I i )
HCEU ric 3 E !.aaabIE aduais
Muwgzaior
E Manag It Earvios 3 B'aduailh‘:rkll-::
it ﬁ
Wkt Adminlstration y Crad Workast T and 'A#WETC'- Updoad
Viws T and C Contract I
rud Wkt . ] I

Final Apgroval by Dais Report

The Department HR Representative, College/Final HR Representative and Supervisor may retrieve
historical Terms & Conditions for a student. Contracts can be searched for by name or employee ID.

Search results will bring up all Terms & Condition contracts that have been created in the NextGen
Graduate Appointment System. Any older Terms & Condition will still be available in the Student
Information System (SIS) Student Center, as they are now.

View T&C Contract

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with |

Empl RecordlZl
Name|begins with |
Last Name
Second Last Name
Alternate Character Name
Middle Name| begins with + |

[ case Sensitive

1]
Search Clear Basic Search 2 Save Search Criteria
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After entering search criteria, select View T&C to pull up the Terms & Condition contract.

Terms & Conditions Contract

Student ! Empl ID

Personalize | Find | ViewAl | & | 8 Fist 4 10f1 0 Last
Transaction ID Start Date Department Department Description Supervisor T&C Status ViewT&C Delete TEC
1 AGD0224526 08/16/2021 170658 Physics Grads & Temps Approved

To confirm that a contract has been signed, look for the name, unity ID, date and time stamp. A Terms
and Condition contract without these features has not been officially signed and accepted in the system.

07-21-2021 0348 P

(Department Signature) (Date)

I have read and understand the terms and conditions for my graduate assistantship.

- 07-22-2021 10:18 AM

(Student Signature) (Date)

Students: Viewing Terms & Conditions in Employee Self Service

Students will have access to view Terms and Conditions contracts for all appointments entered through
the NextGen Graduate Appointment System by logging into MyPack Portal and following this path:
Employee Self Service > Payroll and Compensation > View T&C Documents.

NC STATE UNIVERSITY

Employer Identification Number (EIN): 56-6000756

Terms and Ci diti for Appoi

A Graduate Research Assistantship in the Department of Biclogical Sci Grads and Temps is offered to

. who has been admitted to the Graduate School at NC State University as a student in Comparative
Biomedical Sci. For a full definition of graduate assistantships, see the Graduate Administrative Handbook (http:
Swww.nesu.edu/gradrhandbook), Chapter 4, Section 4.2, This appointment is subject to all applicable state and
federal laws, as well as the policies. regulations and rules of the Board of Governors of the University of North
Carolina and North Carolina State University as written and as may be amended from time to time.

The terms of the Graduate Assistantship are a 0.5 FTE at a biweekly salary of $923.08 prorated for the period 08-
01-2021 through 07-31-2022 The appointment is contingent on the availability of funds. For those on teaching
assistantships, the appointment is also contingent upon sufficient enroliment.

The conditions for this appointment are stated below. Please read through this statement and sign your name below,
indicafing that you have read and understand these terms and conditions.
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Graduate WorKklist

To navigate to the Graduate Worklist screen, follow the path below:
Human Resources Systems > NextGen Graduate System > Graduate Worklist

HavEar: Navigatar n
e I % Human Resourcas Syst. | & NavBar: Navigator #
He
Hocare e ““’“'“'“"”‘“""““"“‘ } . =  NextGen Graduate Syst...]| ¥
n
HS)

Recent Places

MG EU Adminicirat i
iﬂ ciratian 2 New Gra'Appomtment
N EU ric

Wy Fwonte

Rehire Glduaie

E Mannnllr Esrvioe 5
[T My Favorites Modify C-iduate

Workfog Adminlstration ]

l: E SeparategGraduate
rud Werkinl Eamef '

Navigator

I I | Graduate Worklist |
3 k

The Graduate Worklist allows you to view all pending, completed and canceled actions that have been
processed through NextGen. If you are a graduate faculty member without any roles in NextGen, you will
only be able to view actions for students that you supervise. For all other roles, you will only be allowed
to view actions for which you have department OUC access.

Graduate Worklist

Search Criteria

Transaction 1D Q, Action Status| hd Action Request| had
Student’/Empl ID Q Department Q Current Step e
Empl Class Search Clear

There are many search features within the Graduate Worklist, all of which are defined below in Refining
Your Search.

Activity Status

The options in this field are: In Progress, Cancelled, and Completed. This field will always pre-populate
in as “In Progress” to show you all actions that are currently active within the OUC you have access to
view.
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Refining Your Search

After selecting the correct Activity Status, or leaving it filled as “In Progress,” you will be able to search
by various criteria.

Search by Particular Action or Graduate Student
Insert a “Student/Employee ID” number or a “Transaction ID”” number (found in the emails you receive)
to refine your search by a particular student.

Graduate Worklist

Search Criteria

Transaction 1D/ 'Q Action Status | b Action Request| L
Student/Empl 1D Q, Department Q Current Step e
Empl Class Search Clear

Search by Type of Action

Select “Action Request” (Modify a Graduate Appointment, New Graduate Appointment, Rehire a
Graduate Assistant, or Separate a Graduate Assistant) to refine your search by type of action. This will
pull a list of all actions that meet that criteria and that you have OUC level access to view.

Graduate Worklist

Search Criteria

Transaction ID Q Action Status [In Progress v Action Request
Student/Empl ID Q Department Q Current Step | Modify Graduate Assistantship hd
Mew Graduate Assistantship
Empl Class Rehire a Graduate Assistant
Separate a Graduate Assistant
Search by Department

Insert a Department OUC (using at least two digits) to refine your search by all action in a particular
department or college. You may use your six-digit OUC to search for a specific department, four-digit
OUC to search for a more generic department, and a two-digit OUC to search for an entire college.

Graduate Worklist

Search Criteria

Transaction 1D a Action Status [In Progress v Action Request| v
Student/Empl 1D Q Department | 170735 .'u:';‘. Chemistry Grads & Temps Current Step | All =
Empl Class Search Clear
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Search by Current Step (i.e., Workflow Approval Process)

To use this feature, you must first select an Action Request type. In this example, we selected to view all
Modification actions, and then the Current Step drop-down becomes active. Here, you may select your
role at the top of the page to search for actions that are In Progress and at your level for approval.

Graduate Worklist

Search Criteria

Transaction ID Q Action Status [ In Progress v Action Request|Modify Graduate Assistantship v |
Student/Empl ID Q Department Q Current Step 1 All = W

Empl Class Graduate Assistanis

£ A #*

College Funding

Dean Approval

Department Funding

Dept. HR Admin - Job Details

Final HR Approver

Initiator

Student - Sign Terms & Conditions Confract
Supervisor - Sign Terms & Conditions Contract

Alphabetically & Numerically Sorting Columns
Columns in the Graduate Worklist can be sorted by selecting the column header. To sort actions by their

“Start Date”, click the “Start Date” column header and all of your In Progress actions will be sorted by the
day the appointment, modification or separation will begin.

Graduate Worklist
Search Criteria

Transaction ID Q Action Status[NProgess v Action Reuues\\:’
Student/Empl 1D a Department qQ Current Step **A ¥
Empl Class Graduate Assistants . $ea_r:ér_\"_ Clear
218 rows retumeg S
Results \ Persanaize | Find | Vew 100 | 7 [ Ft 0 1A000F218 ) Last
Transaction ID Action Request StudentEmpl D Name Department Job Ttk Entered By Current Step Action Status  Action Last Update DatelTime by Details
1 AG00236370 New Graduale Assistaniship 172288 - Biclogical Sci Grads and Temps A143 - Graduate Research Asst 091042021 Department Funding InProgress ~ Approved 09109121 3:29:25PM MERUFFIE B
2 AG00238950 New Graduate Assistaniship 172288 - Biological Sci Grads and Temps A148 - Graduate Research Asst 10012021 Final HR Approver In Progress Approved 1116721 4:04:15PM DJWALLIS B

65




Reviewing an Action in the Graduate Worklist

After you have found an action in the Graduate Worklist, you can proceed with one of three actions:
1) Select the Transaction ID to open the action.
2) Cancel an action completely.
3) Select the Details button the view details on the action.

Resls Pz P Vo 10| [ it 4 12 ) Ly

ransacfion D) Aofion Request StudentEmglID Name Jub Tie StartDate  Enfered By Cureent Step Aefion Stafus  Action Last Update DateTime by w
1 RGAI23520 Reite 3 Craduats Assistant 196001 - DepkPopulafion Heat Pathobi 4145 - Gradual Research Asst 0620 Dect HRAdmin- Job Detalk  nProgress — PushBack 10520 1202090M  AJSINMAQZ ?

Student - Sign Tems &

ConfsCat nProgess  Approved  H2920103004M DPOWENS @

b TS Wity Graduate Assistantsip 186901 - Thermal Proection & Comort C A145- Gradual Research Asst R

Cancel an Action

If, in the rare occasion, an action needs to be canceled completely from the Graduate Worklist, the action
would need to be Pushed Back all the way to the Department HR Representative who can then go into the
Graduate Worklist and select the trashcan icon ( ©). After selecting the trashcan, the Department HR
Representative will be asked to confirm that they wish to end the action. If confirmed, the action will
move from the In Progress list to the Canceled list. (The Graduate Worklist must be refreshed to show the
change).

Details

Selecting the Details button on the Graduate Worklist will bring you to the following page which will give
you a snapshot of an action’s status. Below is an example of the “Details” page for an action that is still In
Progress. In addition to the status of the action, the workflow step can also be viewed next to “Current
Item.” This particular action is at College/Final HR Approver for approval as College/Final Funding
Approver was the last person to approve the action.

In the “Details” page, you will be able to view all available approvers (View all Item Details), History of
the action, and any Attachments.
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Request Status

Trangaction 1D: AGO0239920 StudentEmpl 1D: Rcd #: 0 Name:

i Activity Guide Status
Status: In Progress % Complete: 0

Current ltem: Final HR Approver Status: Assigned View All ltem Details

Latest Activity

ltem: Department Funding Date/Time:  10/5/21 12:02:09PM Aftachments

Hiztory
Action: Push Back User ID:
Comment: Please delete the extra line

)
Data Load
Process Monitor Run
Run Status Code: Mot Run
Severity Filter: O Waming B Emor [ information v
View All Item Details

The View All Item Details button will take you a new screen that shows all available approvers for each
Activity Guide role as well as tell you who approved what role and when.

Request Status

Transaction |D: AGO0239320 Student/Empl 1D: Rcd #: 0 Name:
Item Details
Dept. HR Admin - Job Detailst
E Title Dept. HR Admin - Job Details SIS Ugness
Department Funding Complete Date 10/15/2021 | Completed By KISAPKO |
This step was
Dean Approval ltem I} DEPTHRREHH_JARGRDREHL294722 P
Assignments comp[eted by
College Funding Assign Type Assigned To KJSAPKO
1 Role HCH HR CAMPUS GradDeptHRAdmin
Supervisor - Sign Terms &
Conditions Confract 2 Role NCH HR EAS Func Team
Student - Sign Terms & Update
Conditions Confract
Final HR Approver User List

O include Dept 001

KEMITCHE - Karen Miichell - kbmifche@ncsu edu
KJSAPKO - Katherine Sapko - kjizapkofncsu edu
KLWILSCT - Katherine Wilson - klwilso7@ncsu edu
MACOLES - Maranna Cole - macoleS@ncsu edu
SLCRAVERM - Sarah Ann Craven - slcraveni@nesu. edu Available approvers for

this level.

Retum

By selecting different roles on the left, you can see who has approval access to all of the roles. The

screenshot below shows an action that is ready to be approved, however, has not yet been approved.
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Request Status

Initiator
Dept. HR: Admin - Job Details

Department Funding - Mot
Required

Dean Approval - Mot Required

College Funding - Mot
Requirad

Supervizor - Sign Terms &
Conditions Confract

Student - Sign Terms &
Conditions Confract

inal HR Approver

Transaction ID: AGQ0250232

Student/Empl 1D:

Item Details

Recd #: 0

Title Final HR Approver

Complete Date

Name:

Status Assigned

Completed By

ltem ID FINAL_HRN7_NC_JAR_MOD3063583

Assignments

Assign Type Assigned To
Role HCH HR CAMPUS GradHRFinalApry

User List

Role NCH HR EAS Func Team

Update

[ include Dept 004

Select Return to go back to the Details screen.
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History

Selecting the History button from the Details screen, will show you a snap shot of the history of the
action. This page will show you who approved, saved, or pushed back an action, and when the
approval/push back action occurred (date and time stamped). If there are any comments, they will also
show here. This page is very similar to what is seen when selecting the “Show Comments” link within a
transaction. The image below displays an action wherein all Department and College/Final Funding as
well as Department HR roles have been approved.

Request Status

View All tem Details

Attachmenis

Trangaction ID: AGQ0239920 Student/Empl 1D: Rcd #: 0 Name: .
¥ Activity Guide Status
Status: In Progress % Complete: 0
Current ltem: Final HR Approver Status: Assigned
Latest Activity
Item: Department Funding Date/Time: 1015/21 12:02:08PM
Action: Push Back User ID:
comment: |Please delete the extra line
e
Data Load

Run Status Code: Mot Run

Severity Filter: ([ Waming Error

[ information

Process Monitor

Run

[y

Request Status

Transaction ID: AG00239920 Student/Empl 1Dz Recd #: 0
Seq# Date/Time ltem Action
4 1001521 12:02:09PM  Department Funding Push Back
== Please delete the exira line
3 10M5/21 11:20:194M  Student - Sign Terms & Conditions Confract  Approved

a

1 10M521 9:59:42AM  Dept. HR Admin - Job Details

10/15/21 10:33:14AM  Supervisor - Sign Terms & Conditions Contract Approved

Submitted

Name:

by

by

by

by

=

=

AJSIMMO2

ADREED2

CMTHERIO

HJSAPKD

- Anthony Simmons

- Amber Reed

- Casey Theriot

- Katherine Sapko
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Resending a T&C email to a Student

If an action is at a student’s level for the student to sign their Terms and Condition contract, a fourth box
will appear below Data Load. This box only appears when an action is waiting on a student and will allow
any individual with access to this system to manually resend the Terms and Condition notification email.
The individual is also able to send the email to another email address if necessary by editing the email
listed under the Email Address column.

Request Status

Transaction |D: AGO0233320  Student’'Empl ID: Red# 0 Name:

Activity Guide Status

Status: In Progress % Complete: 0
Current ltem: Final HR Approver Status: Assigned View All ltem Details
Latest Activity
Item: Department Funding DateTime: 10015721 12:02:09PM Attachments
History
Action: Push Back User ID: AJSIMMO2 Antheny Jerod Simmons
Comment: |Flease delete the extra line
)
Data Load
Process Monitor Run
Run Status Code: Hot Run
Severity Filter: [ waming Emor  (J Information v
Student Emails
Email Source Description Email Address Email Status Resend Student Email
1 STUDENT To Student Sent Resend Student Email
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Attachments

Attachments, such as funding approval emails or any other back up documentation, can be uploaded at
any time during an action. The View/Add Attachment link is located at the bottom of every action just
above the comments section.

[ override Edits 19 Completed  Bizw/Add Mtachment

Comments for Reviewers [ Approvers Show Comments

Save for Later Approve Pushback

Selecting the “View/Add Attachment” link will take you to the Attachments Page. If an attachment has
been added, it would be listed in the Attachments Table (as seen below). If there are none, the table will
be blank.

MNew Graduate Assistantship for AG00243970

Final HR Approver As Of Date: | 11/28/2021 |34

Final HR Approver

Transaction ID: AGO0243570 Empl ID: Name: Empl Class: Graduate Assistants

Add Attachment

OK Cancel Apply
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Add an Attachment
To add a new attachment, select the “Add Attachment” button.

New Graduate Assistantship for AG00243970
Final HR Approver As Of Date: [ 1112012021 [
Final HR Approver
Transaction ID: AGO00243570 Empl 1D: Name: Empl Class: Graduate Assistants
Add Attachment
oK Cancel Apply

A pop up screen will appear that will ask you to upload a document. Selecting the “Choose File” button
will open up your computers file management system and you will be able to search and select the file
you want to upload.

Filz Attachment

Ii Choose File | Mo file chosen

Browse

Upload

—

After selecting the file you wish to upload, select the “Upload” button to attach the document to the
action.

File Attachment

Choose File | MextGen Grad .. _rocess flow.docx

Cancel
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After a few moments, the attachment should show up in the Attachments table. Select the “Apply” button
to save your changes. Now anyone can see this attachment by selecting the View/Add Attachment button
in the action or by selecting the Attachment button on the Detail page of Graduate Worklist (please see the
Graduate Worklist section for further instruction).

New Graduate Assistantship for AG00245670

Dept. HR Admin - Job Details

Dept. HR Admin - Job Details

Transaction ID: AG002455670 Empl ID: Name:
Attachments
aﬁ?nul?:rce GEA_Instructions.pdf Created By Created Datetime
1 GEA_Instructions.pdf RBCORLEY 12/09/2021 4:01PM
OK Cancel Apply

Select OK to then return to the action.

Delete an Attachment

To delete an attachment that you have uploaded, select the trashcan icon ( &) located to the right of the
attachment that you wish to delete. You will then get a notification confirming that an attachment was
deleted. After deleting an action select Apply to save your changes. Then select OK to return to the action.

New Graduate Assistantship for AG00245670

Dept. HR Admin - Job Details Message

Dept. HR Admin - Job Details

DeleteAttachment succeeded (137,10)
Transaction ID: AG00245670 Empl ID: !

The DeleteAttachment() call succeeded.

OK

Attachments

Sequence
Number

1 GEA_Instructions._pdf

OK Cancel Apply

GEA_Instructions.pdf Created By Created Datetime
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To prevent from having to print an email conversation and then scan to attach to your NextGen
action. You can create a PDF by doing one of the following:

Printing to PDF
While you have the email you want to create a pdf open, select the image of a printer in the upper right
hand corner, or select the down arrow to pull up your email options and select “Print”.

Emails inbox =

[l
L)

EE Meghan Wilson <meghan_wison@ncsu.edus= & 531 PM (27 minutes ago) -

When your printer options open, select the down error next to printer name and select “Adobe PDF,”
“Microsoft XPS Document Writer,” “Send to Google Docs,” or “One Note.” Any of these options should
assist in creating a document that can be uploaded as an attachment.
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Searching for Students

If you choose to search by department (Academic Program in New Graduate Appointment), you will see a
list of all students in that department’s OUC with a job. Selecting the blue “Photo” link will allow you to
see a photo of the student to make sure you are selecting the correct student.

Rehire a Graduate Assistant

Search Results

‘Fiective Date; Student/Empl 1D N Unity 1D Academic P Academic g Phot
ooz [ lent/Empl ame nity cademic Program Standing ender oto
Shiien e el 'D:Q Applied Mathematics GOOD Mals Fhato -
Unity ID: Mathematics GooD Female Photo
Operations
First Name: Research GooD Male Photo
Biomathematics GooD Male Photo
Last Name:
Mathematics GooD Female Photo
Reparment; Applied Math: i GooD Mal Phot:
170301 Q Applied Mathematics ale oto
Applied Mathematics GOooD Male Photo
Search Clear
Biomathematics GooD Male Photo
37 rows returned in 9,47 seconds
-
Mathematics GooD Male Phata

Rehire Graduate

Searching by portions of a student’s name will produce similar results. Searching my unity ID or
student/employee ID should result in a single result for the specific student.
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Students Job Information

New Graduate Appointments, Modifications, and Separations

After selecting a student, the student’s current, future and pending jobs will appear below the name. Here
is a student that no active graduate appointments.

Rehire a Graduate Assistant

Academic

Student/Empl ID MName Unity ID Academic Program Standing Gender Photo
] #Applied Mathematics GOOD Male Photo &
I Mathematics GOooD Female Photo I
Operations
O Research GOoOoD Male Photo
[m} EBiomathematics GooD Male Photo
O Mathematics GOOD Female Photo
[m} Applied Mathematics GOoOoD Male Photo
(] Applied Mathematics GOo0D Male Photo
[m} Eiomathematics GOOD Male Photo
-
[l Mathematics GooD Male Photo

Current Terminated Jobs and Pending Actions

Select StudentEmpl ID TP Effective Date b DeptID Dept Description JobCode  Job Title Supervisor
o 005M6/2019 GRD 170388 [onemates o A138 Graduate Teaching Asst Pieme Gremaud
; Mathematics - Student Worker, _
102/25/2019 sTW 170388 |G T e TSWS10 e e Pierre Gremaud
209/03/2020 UNF 170301 Mathematics M972 Mo pay Financial access Seth Sullivant
»

Below is a student who had a pending action. The pending action would have to be approved or canceled
in order to for your action to be initiated.

Current Terminaied Jobe and Pending Actions

Job Cods Job Tiis EBup=rdicar Howrc/\Waak Hirs Dats Job tatuc Expantad End Dt
A48 Gracuate Research Assl Piarm Gramaud 2B 0O0BNER01T TFenminahad
TEWH30 E\C;th Flnant Horkar Larsiia Hurtz I0.OONSEARE Tarminatas
ZE 100 Fio-Pay Grad Fedlowshio Flarm Gramadud 0LOpOSMER01S TR 2k
MAT2 Fio pay Financal ancess Flarm Gremaud 0L OSAD320 18 Termin abod
I CREE:] Graduate Resaarch Asst Plarm Gresesd e OO0 Punding DEMSTOER I

| Hww tremsschoms cannot be edded for tho person unél Mending iessschons s Sporoed or Cescelied.

Rehirs Graduats




Here is an example of a student with multiple jobs, and the department is trying to rehire this student.

Rehire a Graduate Assistant
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Warning & Error Messages

Pending Job Warnin
When starting an action, you may get a Pending Job warning if there is already an action in the system

that is In Progress. You will not be able to continue with your current action until the In Progress action is
completed.

Mew transactions cannot be added for this person until Pending transactions are Approved or Cancelled.

Hire Graduate

Teaching Assistant (TA) Date Warning

Teaching Assistants can be hired in fall and spring semesters as well as during the summer months within
programmed date restrictions. If a New Hire action is routed using alternate dates, the following error will
occur. The action will not move forward until dates are adjusted. (Teaching Assistant appointments can be
separated early if necessary.)

| & Error: For TA, start date has to be 11 or 8/16, 5/16 or 7/1 for summer

Missing Information Warning
Some fields in an action may be required to move to the next step. If a required field is left empty, you

will get a warning that Highlighted fields are required. Please review the action for any red highlighted
fields and enter the required information into that field.

Message

Highlighted fields are required.

Enter data into the highlighted fields.
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FTE Over .725 Warning
If the FTE of an action (in conjunction with other appointments on campus) brings a student’s FTE

above .725, the approver will receive the following warning that the FTE will require College Dean
approval. This can also occur during a rehire to increase the student’s FTE bringing them above .725
FTE. This is only a warning and selecting OK will allow the action to move forward.

Message

Please talk to your HR Rep for more information. (20011,3)

Due to the new total FTE for this person, Benefit expenses may be charged. Please talk to your HR Rep for more informafion. If submitted this
transaction will be sent to the Dean of the college for approval

oK

Salary Range Error
Hourly Rate to Low

If a salary requested is below the minimum hourly rate (minimum wage for North Carolina) then the
following error will occur. The salary must be increased before an action can move forward. Frequent
mistakes that may cause this error are: incorrect FTE or incorrect Salary.

A Error: Hourly Rate is less than the minimum specified in the Salary Grade Table.

Hourly Rate is less than the minimum specified in the Salary Grade Table.

Hourly Rate to High

If a salary requested is above the maximum hourly rate (please see Graduate School policy for thecurrent
rate) then the following error will occur. The salary must be decreased before an action can move
forward. Frequent mistakes that may cause this error are: incorrect FTE or incorrect Salary.

A Error: Hourly Rate 45.454808 is greater than the maximum specified in the Salary Grade Table. [34] FOR SALPLAN / GRADEGRD/10

Hourly Rate 45.454808 is greater than the maximum specified in the Salary Grade Table. [34] FOR SALPLAN / GRADEGRD/10
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FTE Over 1.0 Error

If the requested job for the student brings their total FTE for campus above 1.0 FTE, then the following
error will occur. The FTE for a student cannot be above 1.0 FTE and the action will not be able to move
forward without an FTE change.

A Error: FTE cannot exceed 1.0
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Emails Generated by NextGen

This system will generate several emails; therefore, we encourage persons with multiple roles to refer to
the Email Sorting section for tips and tricks on how to manage emails generated by the NextGen Graduate
Appointments System.

In discussing emails, it’s easiest to refer to the Approval Workflow charts in order to see how emails are
generated. Looking at the workflow charts below, an email is generated at each arrow within the chart.

New Grad Appointment & Modify Graduate Rehire Graduate

uding
Representative

epartment

Funding
Representative

CD“EEEMHH'
Funding Appraver
Colless /Fina

‘College/Final
Funding Appraver

HR Approver

Tt f:

E"ul"J'

r

When an email is sent, it is sent to all individuals with that role within that OUC(s). For example, an
email is generated when the Initiator clicks, “Submit Transaction for Approval,” and sent to all persons
within that particular OUC that have the Department HR Representative and Department Funding
Representative roles. The emails will include helpful subject lines and include a snapshot of the
appointment within the body of the email, which will assist in determining which approver, if there are
multiple with the same role, should approve this transaction.
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An email is also generated when an individual in a role pushes an action back for editing. For example,
when the College/Final Funding Approver pushes an action back to Department Funding Representative,
all persons within that OUC with the Department Funding Representative role will receive the push-back
email.

The following templates provide a preview of the emails individuals might receive. The emails sent to the
Department HR Representative, Department Funding Representative, College/Final Funding Approver,
and College/Final HR Approver have been omitted from the examples in light of the length of this
manual.

1.Email Sent to Initiators Upon Submitting Transaction for Approval_

Subject: REQUEST SUBMITTED: Graduate Assistantship Transaction Submitted

This is a confirmation that you have submitted the following graduate assistantship transaction
for review and approval by your NextGen Graduate Assistantship team in your
department/college.

Transaction ID: AGHHB#HEHH
Date of Submission: 06-10-2020

Effective Date: 06-12-2020
Action Description: Hire Graduate Assistant

Student/Employee 1D: #########

Student Name: FirstName LastName
Department: 140444-Power America - ECE
Comments: N/A

You will receive another email once all team members have reviewed and approved your
transaction, and the transaction has loaded into the HR Payroll system for processing. You can
check the status of this transaction at any time. You can also navigate to the Graduate Worklist
at any time to check the status of a transaction.

For explicit instructions, please refer to the NextGen Graduate Appointment - Training Materials
website: go.ncsu.edu/nextgen

If you have any questions, please contact your department’s Graduate Services Coordinator or
Human Resources Specialist.

Click the link below to be directed to the pending transaction. URL HERE
82


http://email-links.oit.ncsu.edu/ls/click?upn=YpmlK-2BCiLn7ZoTTNKjPkExuCfdjB5hoHZSSwFrjJnl7UphBXblmVa5z3qbkoUQ7C-Abg_jzvB-2BP6eK1XaQPGk3uGXSwQIQ7AKIiG76TYarzVuJiITASqJaSaSLFMgJfJ3hoSXNhkvY2FraE5E75QNFfsnLNQbSeVfQaOf0kmkKm-2Fl2A-2BfmyRwXIIwBRVz7wod-2F6ypczWHIagew-2BRNZBB-2BLZvYOQ4t-2B3q08gaVDmPW45L4d5jvAqIbIsMepIXd9FehVglMjcqc0toV40UyoPZN2fX5yw-3D-3D

2. Email Sent to Supervisor for Signing Terms & Conditions Contract

Subject: ACTION REQUIRED: Department HR Approval Needed for Graduate Assistant Transaction
The following graduate assistantship transaction has been submitted for processing and requires your review and/or

approval.

Transaction ID: AGHEH#HHHHHE
Date of Submission: 03-07-2022

Effective Date: 03-14-2022
Action Description: Hire Graduate Assistant

Student/Employee 1D:  #####H#H#H###

Student Name: First Name Last Name
Department: 131101-TELS
Comments: N/A

You may use the link below to access the transaction or navigate to the Graduate Worklist. For explicit instructions,
please refer to the NextGen Graduate Appointment - Training Materials website: go.ncsu.edu/nextgen

If you have any questions, please contact your department’s/college’s Power User.

Click the link below to be directed to the pending transaction. Please make sure you are logged into MyPack
Portal before selecting the link.

URL HERE
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3. Email Sent to Student for Signing Terms & Conditions Contract

Subject: ACTION REQUIRED: Department HR Approval Needed for Graduate Assistant Transaction
The following graduate assistantship transaction has been submitted for processing and requires your review and/or

approval.

Transaction ID: AGHE#HHHHHE
Date of Submission: 02-18-2022

Effective Date: 01-01-2022
Action Description: Grad Salary Adjustment

Student/Employee ID:  #########

Student Name: First Name Last Name
Department: 111401-Agricultural & Human Sciences
Comments: N/A

You may use the link below to access the transaction or navigate to the Graduate Worklist. For explicit instructions,
please refer to the NextGen Graduate Appointment - Training Materials website: go.ncsu.edu/nextgen

If you have any questions, please contact your department’s/college’s Power User.
Click the link below to be directed to the pending transaction. Please make sure you are logged into MyPack
Portal before selecting the link.

URL HERE
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4. Email Sent to Dean for Approving +0.725 FTE Transactions

Subject: ACTION REQUIRED - Dean Approval Needed for Graduate Assistant Exceeding 0.725 FTE

The following graduate assistantship transaction (seen below) has been submitted for your review
and approval as the pending transaction will cause the student’s aggregate full-time equivalent
(FTE) at NC State University to exceed 0.725 FTE, or 29 hours per week.

Transaction ID: AGHHB#HEHH
Date of Submission: 03-11-2022

Effective Date: 05-16-2022
Action Description: Hire Graduate Assistant

Employee ID: HEHHHHHHH
Student Name: FirstName LastName

Department: 040101-Graduate School-Dean's
Office Job Title:  Graduate Research Asst
FTE: 0.375

Comments: N/A

By approving this action, you are approving an exception in work hours for the student listed
above to work beyond the University Guidelines for graduate students, which are 29 hours per
week for all aggregate appointments across NC State’s campus. By approving this exception, if
the student becomes eligible and enrolls in the Affordable Care Act (ACA) health plan, the
department will be billed monthly for the cost of the health insurance for the duration of
eligibility.

The Graduate Student Support Plan (GSSP) healthcare coverage does NOT qualify as ACA health
care coverage. This is an entirely different plan. More information regarding the ACA Health Plan
may be found on the NCSU Benefits Website.

Your approval of this appointment negates the need for you to complete the “Work Hour
Exception Form for Students and Part-Time Faculty.”

Please use the link below to review and approve the transaction or navigate to the Graduate
Worklist page at any time to access the transaction. For explicit instructions, please refer to
the NextGen Graduate Appointment - Training Materials website: go.ncsu.edu/nextgen

If you have any questions, please contact your department’s Graduate Services Coordinator or
Human Resources Specialist.

Click the link below to be directed to the pending transaction. URL HERE
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5. Email Sent to Previous Role(s) if Action Pushed Back

Subject: Pushed Back: *Name* Graduate Assistantship Transaction Pushed Back

The following graduate assistantship transaction has been pushed back to your level for review,
corrections and approval.

Transaction ID: AGHHR#HEHH
Date of Submission: 05-04-2020

Effective date: 05-16-2020
Action Description: Rehire Grad Assistant

Employee ID: HEHHHHHHH

Student Name: FirstName LastName

Department: 121101-PhD in Design

Job Title: Graduate Research Asst

Comments: *Person Who Pushed Action Back* - Wrong Hours

You may use the link below to access the transaction or navigate to the Graduate Worklist. For
explicit instructions, please refer to the NextGen Graduate Appointment - Training Materials
website: https://sites.google.com/a/ncsu.edu/nextgen-grad-system/materials

If you have any questions, please contact your department’s/college’s Power User.
Click the link below to be directed to the pending transaction.

URL HERE

86



6. Email Sent When Action Approved and Loaded into Payroll

Subject: Approved: *Name* Graduate Assistantship Transaction Approved

The following graduate assistantship transaction has been approved and loaded into the HR Payroll system.

Transaction ID: AGHEH#HHHHHE
Date of Submission: 03-17-2021

Effective date: 04-13-2021
Action Description: End Appt. Temp/Grad Assignment

Student/Employee ID: ######H##

Student Name: First Name Last Name
Department: 110901-Crop & Soil Sciences
Job Title: Job code Not Found
Biweekly Salary: 884.62

Hours/Week: 20.00

Comments: N/A

Click the link below to be directed to the approved transaction. Please make sure you are logged into MyPack
Portal before selecting the link.

URL HERE
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Email Sorting

Every role in the NextGen Graduate Appointment System will have emails that notify them that there is
an action at their level. This may mean that you receive several emails, particularly if you have multiple
roles. Below are some suggestions on how to better manage your emails so that you see what you need to
without flooding your inbox.

Gmail - Create a Filter

Email filters allow a user to organize there incoming and read emails while maintain an archive to go
back to these emails in the future.

It is recommended that you create a filter for each role that you have, sending emails to a folder (Skipping
Inbox) that you can either check regularly or then route to a separate inbox (see below for instructions on
managing multiple inboxes).

Since all funding email will go to everyone with funding approval access, we recommend sorting your
filters so that if you are a grant approver, grant approval emails will route to your inbox and state funding
emails get routed to an archive folder.

For more instructions on how to set up a filter, please visit the Google support page:
https://support.google.com/mail/answer/6579?hl=en

Gmail - Multiple Inboxes
You can take filters that you have created and manage them either in a folder or in an additional inbox in
your email. This will allow you to view your current inbox any folder that you want to keep an eye on.

For detailed instructions on how to set up multiple inboxes and view what it will look like, the following
article has good instructions on how to proceed: http://www.howtogeek.com/136198/efficiently-manage-
your-gmail-with-the-multiple-inboxes-lab/
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Pop-Up Blockers

All of the pages in NextGen will open in new windows. If you have a pop-up blocker on your browser,
you will not be able to proceed with actions that you have started. Please be mindful of warnings at the
top of your browser window telling you if you have a pop-up blocker active on that browser and change
the setting to always allow pop-ups.

Chrome

If you see a window with a red X on it in the top right hand corner of your browser, you have a pop-up
blocker. Select the box the and below menu bar will appear. Select the always allow options (to keep from
having future issues) and the done. After selecting done, click on the window one more time to the open
the blue link which was originally blocked. If you changed your settings to always allow, you will not
have to do this again.

The follmwing pop-ups were blocked on this page:

| http: e popuptest. com/popupd. bl

[ http: ey popupkest. comfpopup 1 0. html

(i) Blwaws allov pop-ups From www.p}upuptest.cnmé
e

Conkinue blocking pop-ups

Manage pop-up blocking. ..

For the most up-to-date instructions on how to change you Chrome pop-up settings, visit Google’s
Support Website: https://support.google.com/chrome/answer/95472?hl=en
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If you see a beige bar show up at the top of your screen with an Options button, you have a pop-up
blocker on your browser. Select the Options button and then allow pop-ups to turn pop-ups off. Select the
options button again and then the “Show” and then link option to open the page that was blocked. Once
you update your settings, you will not have to do this again.

h‘luzilla Firefox g@

Hle.com A .@":

Allcw pop-ups For bitps: it example com
Edit Pop-up Blocker Options. . %
Don't show this message when pop-ups are blocked

Show s ifasaey example comipop-Lp

For the most up-to-date instructions on how to change you Firefox pop-up settings, visit Mozzella’s
Support Website: https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting

View PDF in Firefox
support.mozilla.org/en-US/kb/view-pdf-files-firefox-without-downloading-them
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