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Changes/Additions to the Foundation Tables


	Step
	Path
	Action
	Value(s) to Input at Prompt
	Steps to Perform in Table/Panel
	Database Name(s)
	Date Completed

	1
	Set Up HRMS>
Foundation Tables>Job Attributes>Job Code Table
	Add a New Value
	· SetId: Select Institution SetId
· Job Code: Enter 163X00
· Click “Add”
	· Effective Date: Key in “09/01/2005”
· Job Title: Key in “Chief Audit Officer”
· Short Description: Key in “ChAudOfcr”

· Job Description:  Key in “Chief Audit Officer”
· Click on the “USA” icon.
· EEO-1 Job Category: Select “Officials and Managers”

· IPEDS-S Job Category: Select “Executive/Admin/Managerial”

· FLSA Status: Select “Administr”
	· HMDL88
	

	 2
	Set Up HRMS>
Foundation Table>Job Attributes>Job Code Table>Default Compensation
	
	
	· Salary SetID: Select Institution SetID
· Save the page.
	· HMDL88
	

	3
	Set Up HRMS>Product Related>
Workforce Administration>

Visa/Permits
	Add a New Value
	· Country: Key in “ROU”
· Visa/Permit Type: Key in “H1B”

· Click “Add”
	· Effective Date: Key in “01/01/1901”
· Description: Key in “Professionals”

· Short Description: Key in “Profession”

· Visa/Permit Classificatn: Select “Visa”

· Save the page.
	· HMDL88
	

	4
	Set Up HRMS>Product Related>

Workforce Administration>

Visa/Permits
	Add a New Value
	· Country: Key in “ROU”

· Visa/Permit Type: Key in “J1”

· Click “Add”
	· Effective Date: Key in “01/01/1901”

· Description: Key in “Exchange Visitors”

· Short Description: Key in “Exchange V”

· Visa/Permit Classificatn: Select “Visa”

· Save the page.
	· HMDL88
	

	5
	Set Up HRMS>Product Related>

Workforce Administration>

Visa/Permits
	Add a New Value
	· Country: Key in “ROU”

· Visa/Permit Type: Key in “F1”

· Click “Add”
	· Effective Date: Key in “01/01/1901”

· Description: Key in “Students”

· Short Description: Key in “Students”

· Visa/Permit Classificatn: Select “Visa”

· Save the page.
	· HMDL88
	

	6
	Set Up HRMS>Product Related>

Workforce Administration>

Visa/Permits
	Add a New Value
	· Country: Key in “ROU”

· Visa/Permit Type: Key in “PR”

· Click “Add”


	· Effective Date: Key in “01/01/1901”

· Description: Key in “Permanent Resident”

· Short Description: Key in “Perm Res”

· Visa/Permit Classificatn: Select “Work Permit”

· Save the page.
	· HMDL88
	

	7
	Set Up HRMS>Product Related>

Workforce Administration>

Visa/Permits
	Add a New Value
	· Country: Key in “ROU”

· Visa/Permit Type: Key in “UNK”

· Click “Add”
	· Effective Date: Key in “01/01/1901”

· Description: Key in “Unknown”

· Short Description: Key in “Unknown”

· Visa/Permit Classificatn: Select “Visa”

· Save the page.
	· HMDL88
	

	8
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table
	Add a New Value
	· Company: Select Company Number
· Pay Group: Key in “NPA”

· Click “Add”
	· Effective Date: Key in “01/01/1901”
· SetID: Select Institution SetID

· Description: Key in “Non Paid Affiliate”

· Short Description: Key In “Non Pd Aff”

· Currency: Select “USD”

· Employee Type Default: Select “Salaried”

· Pay: Select “Monthly”
	· HMDL88
	

	9
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table>Process Control
	
	
	· Employee Type: Select “Salaried”
	· HMDL88
	

	10
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table>Calc Parameters
	
	
	· Earnings Program ID: Select “SB”

· Holiday Schedule: Select “NON”

· FLSA Required: OFF
	· HMDL88
	

	11
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table>Pages 4-6>Paysheets
	
	
	· Salaried Proration Rule: Select “Percent of Period”
· Paysheet Sequence: Select “Dept, Employee”

· Automatic Paysheet Update: OFF
	· HMDL88
	

	12
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table>Check

Distribution
	
	
	· Paycheck Sequence: Select “Company Distribution Order”

· Paycheck Address Option: Select “Select on Payroll Data Panel”

· Paycheck Location Option: Select “Select on Payroll Data Panel”
	· HMDL88
	

	13
	Set Up HRMS>Product Related>North American Payroll>

Compensation and Earnings>

Pay Group Table>Pages 7-9>Bank/Tip Info
	
	
	· Source Bank ID: Select “RETBANK”

· Direct Deposit Bank ID: Select “RETBANK”

· Save the page.
	· HMDL88
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