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1. Background

Summer Research Scholarships are offered in most research schools, faculties and centres during the
summer vacation period. The period of the scholarship is normally from eight weeks up to a maximum of 12
weeks and is normally broken into two periods to allow for the Christmas period when the University is
closed. Scholarships normally commence in early to mid November and conclude in early to mid February.

The scholarship provides a contribution towards travel expenses to and from Canberra, accommodation and
all meals at a residential college on campus and a weekly allowance that is tax exempt.

This document outlines the process of hiring Summer Research Scholars. Firstly a position is created (or

updated if necessary), then the successful applicant is checked for an existing University Identifier and lastly
they are hired.

2. Creating a Summer Scholar Position

Existing vacant positions should be re-used if possible. An existing position can be updated to reflect the
correct details by adding a new row and following the appropriate steps below (step 7 onwards).

Create a New Position. Follow the process below to create a new position and generate a position number.

Navigation:
e Homepage- Position Manage (tile) > Add/Update Position Info
¢ NavBar- Main Menu>Organisational Development>Maintain Positions/Budgets>Add/Update Position
Info

1. Click the Add/Update Position Info.
|| Add/Update Position Info

2. Click the Add a New Value tab.
Add a Mew Value

3. Click the Add button.
Add

Enter the desired information into the *Effective Date field. Enter a valid value e.g. "01/08/2020".

Some fields will have the correct value default for this first row. Check the Reason, Status and
*Position Status fields.

*Status: Active i
Reason: NEW @, MNew Position

*Dosition Status: | APProved  |w

6. Enter the desired information into the Job Code field. Enter 7041 for ANU Summer Res.
Scholarships

7. Press [Tab].
Pressing the tab button will allow data from the Job Code to flow through to the position.

Enter the desired information into the Department field.

Press [Tab].
Pressing the tab button will allow data from the Department to flow through to the position.

10. | Enter the desired information into the Reports To field. All positions must have a Reports To
position.

11. | Press [Tab].
Pressing the tab button will allow data related to the Reports To position to flow through.
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12. | Check the Salary Plan Information section to ensure the details are correct. These details will
flow through to Job Data when a person is added to this position.
Salary Plan Information
13. | Your screen should look something like the following —
’ Specific Information T Budget and Incumbents b
Position Information Find | View Al First EI 4 of 4 D Last
Pasition Number: 00000000 (+1(=]
Headcount Status: Current Head Count: 0 out of 0
“Effective Date: | 19/09/2012 |[&] *Status: [ Active | Copy |
Reason: NEW R, ew Position Action Date: 19/09/2012
“Position Status: Status Date: 19/09/2012 [ [ Key Position
*Business Unit: |ANUID @, Australian National University
*Job Code: 7041 @, ANU Summer Res. Scholarships
*Title: |ANU Summer Res. Scholarships Short Title: Summer Sc Detailed Position Description
*RegRegion:  |AUS L Australia
*Department: DIPR4 @, HR Systems Company: AMU Australian Mational University
“Location: lotoa @ ChancelnyBidg 10A
Reports To: 00000532@,  Associate Director Dot-Line: @,
Supervisor Lvl: @, Security Clearance: @,
Salary Plan Information
Salary Admin Plan:  |SCH 2, Grade: SUM &, Step: I_Q
Standard Hours: 3500/ Work Period: |W D Weekly
Mon Tue Wed Thu Fri Sat Sun
[ 700 | 700 | 700 [ 700 | 700 |
» &l pustralia
14. | Click the Specific Information tab.
P . .
Specific Infarmation
15. | Click the Update Incumbents option. For all New positions the Update Incumbents flag should

be un-checked.

[] update Incumbents
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16. | Your screen should look something like the following —
Description  |[=asii= i ubilo el [ Budget and Incumbents |
Position Number: 00000000
Headcount Status: Current Head Count: 0 out of 0
Specific Information Find | View Al First K1 4 0f1 I Last
Effective Date: 19/09/2012 Status: Active
] Update Incumbents
. 1
Max Head Count: | Include Salary Plan/Grade
Mail Drop ID: | Budgeted Position
Work Phone: [ confidential Position
Health Certificate: | [se] [ Job Sharing Permitted
Signature Authority: | M [] Available for Telework
w Education and Government
Position Pool ID: @,
*Pre-Encumbrance Indicator: Calc Group (Flex Service): @,
*Encumber Salary Option: | Salary Step El Academic Rank: @,
*Classified Indicator: FTE: 1.000000 [] Adds to FTE Actual Count
17. | Click the Budget and Incumbents tab.
Budget and Incumbents
18. | Click the *Position Category list.
*Position Category
| Not Applicable ||
19. | Click an entry in the list if applicable. *This will not be relevant for Summer Scholars therefore,
Not Applicable will apply.
By choosing an option from the drop down list will prompt administrative generated e-mails to be
automatically sent to the position incumbent in relation to the option chosen. For example, if the
position requires that Human Resource e-mails should be received by the position incumbent,
choose Human Resources from the drop down list.
20. | Your screen should look something like the following —
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Description [ Specific Infarmation b Budget and Incumbents

Position Humber: 00000000

Headcount Status: Current Head Count: 0 out of
Current Budget

Head Count: 0 Current Budget FTE: 0.00 Amount: u,uug@

Customize | Find | View All] First K1 4 of 1 I3 | ast

*Position Category

1| Not Applicable ™

E3 (=]

Current Incumbents

s
customize | Find | B | 3 Fist B g o4 O Lo

|Empl ID Empl Red# Full/Part e Job Data

HrsWk

Name

0.00 Job Data

customise | Find | B8 | ¥ First B0 q 011 O Last

| Empl Red FulllPart Standard

:Emgl i1} Nbr Time Hours Hame Job Data
0 0.00 Job Data

21.

For this new position you do not need to look at the Budget and Incumbents page.
22. | Click the Save button.

. Save |

23. | End of Procedure.

3. Search/Match Function and Person Organisational Summary pages

Before entering a new hire, it is important to use the Search function to ensure that you do not enter a
duplicate record.

3.1. Search/Match

For each successful Summer Research Scholar the first step is to use the Search for People page to ensure
that the successful applicant does not already have a university Identifier.

NavBar: Main Menu > Workforce Administration > Personal Information > Search for People
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The Search Criteria page displays
Search Criteria

Search Type: Ferson Ad Hoc Search

Search Parameter: ANU_PERS_SEARCH Global Search

Search Result Rule

Search Result Code: | . pERS RESL AN Search Results
| ceach | ClearAll | CarrylDReset |
Search Criteria

Search Fields Value
First Mame Search | Q%
Last Mame Search | @

Date of Birth EJ

Gender | %

Search by Order Number

Search Order Description

10 Name(3, All), Bday, Gender |aSelestive Searaly)
15 Previame(3, All), Bday, Gender |aSelestive Searaly)
20 FMame(1) LMName(6) |aBelestive Searaliy
28 | hlamafRl Rdau |sBelestiveSearch |

ascript:pAction_wind{document .wind, DERIVED_HCR_SM_SM_CHAR_TNPUT$prompt$l’;

Enter the search fields that you have into the Search Criteria boxes, for example First Name
and Last Name

Search Criteria

Search Fields Value
First Mame Search [FROSTY @,
Last Name Search |STANDRING @,

Date of Birth e

Gender | @,

Choose one of the search options

20 FMame(1),LName(5) | Selective Search |
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4. Review the list of results (if any) to see if the person you are adding already exists in the
system. Remember to click the View All option to see all potential matches.

Search Results

Search Type: Person Ad Hoc Search
Search Parameter: ANU_PERS_SEARCH Global Search
Result Code: AMU_PERS_RESULT AMU Search Results
g Return to Search Criteria
Number of ID's Found: 1
Search Order Number: 20 FMame(1),LMame(6)
E 4 ]
)| Results2 Additional Infermation
Empl ID Hame Type Date of Birth Last Name First Name Middle Name
1 | CarmylD | |Detail 5267479 FRI 16/08M1967 Standring Frosty
5. If you decide that one of the search results is a match for your new hire, copy ID number of the

existing person. You can then navigate to the correct menu to enter the Scholarship instance.
NavBar: Main Menu > Workforce Administration > Job Information >Add a POI Instance

Enter Empl ID
Person of Interest Type = Scholar

Continue to Section 4 Step 40.

6. If no match is found, you can safely navigate back to NavBar: Main Menu > Workforce
Administration > Personal Information > Add a Person, and add the new person to the system.

Automatic Search/Match function

The search function is also automatically run when you enter new people onto the system. It will check
names and birthdates to identify potential duplicates. If there are people that match some or all of the criteria,
the Search Results page will display. If you decide that one of the search results is a match for your new
hire, select the Carry ID button. This will capture the ID number of the existing person. You can then
navigate to the correct menu to enter your data (for example, Add a POI Instance) and the ID number will
carry through. If none of the search results match the person you are working with, press Return and you
will be able to continue adding the new person.

3.2. Person Organisational Summary

If the person already exists in the HR Management System, check what type of relationship they have with
the University through the Person Organisational Summary page. This will determine how the Summer
Scholarship should be added.

Navigation:
Homepage- Workfoce Management (tile) > Person Organisational Summary
NavBar- Main Menu>Workforce Administration>Personal Information>Person Organisational Summary

1. Enter the University ID and press search.
Empl 1D: begins with A
Search
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Don’t forget to scroll through the rows if there are multiple ones to see if there are any existing
active or inactive rows. This will impact on how to proceed with adding additional jobs, (further

information regarding this is below).

-

Person of Interest Type Empl rcd#
Scholar 0

Status
Active

By 2 et K g ora B0 ot

Begin Date/ End Date

20/09/2012

Review the Person Organisational Summary and process the scholarship based on the scenarios

below:

| want to give someone a Summer Scholarship but...

Scenario

Action

The person has active Employment records only

Add POI Instance

The person has active POl with Job records only

Add POI Instance

The person has inactive employment records only

Add POl Instance

The person has inactive POI with Job relationships only

Rehire against the POI with
Job record

The person has active POI with Job relationships and
inactive EMP records

Add POl Instance

The person has active POI with Job relationships and active
EMP records

Add POI Instance

The person has inactive POI with Job relationships and
active Employment records.

Rehire against the POI with
Job record

The person has inactive POI with Job relationships and
inactive Employment records.

Rehire against the POI with
Job record

4. Hiring a Summer Scholar

If no details were returned using Search/Match, add the new person to the system and hire as a Summer

Scholar. If scholar already in the system, sk

NavBar: Main Menu>Workforce Administration>Personal Information >Add a Person

1. Click the Add a Person link.
|£| Add aPerson
2. Click the Add a Person link.

Add the Person

3. Enter the desired information into the *Effective Date field.

Click the Add Name link.
Add Mame

5. Select a Prefix if provided.

Prefix: "’

Enter the desired information into the First Name field.

Enter the desired information into the Last Name field.

Click the OK button.
(]%4
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Enter the desired information into the *Date of Birth field.

Select a Gender

‘Gender:

11.

Click the *Highest Education Level list.
‘Highest Education Level: | Mot Indicated [w]

12.

Click an entry in the list.

13.

Your screen should look something like the following —

[l g N 8 Caontact Inforrnation | Regional || Citizenship & Equity || Organisational Relationshins

Geaorge Bensons Person ID: [ EWY

Name Find | view &1 First K8 4 of 1 13 Last

*Effective Date: 20/Mar2012 5] [=]

*Format Type: | English (]

Display Name: George Bensons Edit Mame
Biographic Information

*Date of Birth: 2000901 986 EIJ

Birth Country: AUS @, Australia

Birth State: MEW @, Mew South \Wales

Birth Location: | Waive Data Protection: [

Biographical History Find | iews Al First Eqor1 O oy
“Effective Date: 20/08/2012 [5) (=]

*Gender: Wale

*Highest Education Level: Bachelor's ™
*Dlace of Highest Education: | Other AUS HigherEd Institution [s]

*Marital Status: | Unknown [v| Asof: El
Home Language: English
Alternate ID:

Ol Full-Time Student

+ Mational ID Customize | Find | e Al | I.-m | 'l First p 1of1 I’ Last
*Country *Hational ID Type Hational 10 Primary IO

ALIS [iA

14.

Click the Contact Information tab.

Caontact Infarmation

15.

Click the Ad: Address Detail link.

16.

Check that tlhe Country field here is correct. Then click the Add Address link.
Add Address

17.

Enter the desired information into the Address 1 field.

18.

Enter the desired information into the City field.

19.

Click the Address Search link. This will populate the State and Postcode fields based on data
entered in the City field.

20.

Click the OK button.
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21. Click the OK button.
Ok
22. Click the Phone Type list.
*Phone Type
| [l
23. Click an entry in the list.
24, Enter the desired information into the Telephone field.
25. Click the Preferred option.
Preferred
26. Click the Email Type list.
*Email Type
| [w]
27. Click an entry in the list.
28. Enter the desired information into the Email Address field.
29. Click the Preferred option.
Preferred
30. Your screen should look something like the following —
Biographical Details Contact Information Eegional Citizenship & Equity Qroganisational Relationships
George Bensons Person ID: MEW
Current Addresses Custamize | Find | e L0 | E | B First K1 g orq D Last
Address 4. ofpate Status Address
Type
10 Ten Street Edittview
Haome 2000972012 A HOLT T e ; [#][=]
AOT 7615 Address Detail
Phone Information Customize | Find | B[ 38 Firet B0 4 orq O Loat
*Phone Type Telephone Extension Preferred
Business |+| 02612893083 | + =
Email Addresses customise | Find | B | 2 Frat B g or1 O Las
*Email Type *Email Address Preferred
| Business |»| [gbenny@hotmail.com =+ =
31. Click the Regional tab.
BEengional
32. On the Regional page check that the Ethnic Group field is correctly populated. This field will

default to 6 — Neither Aboriginal or Torres Strait Islander however if a person has indicated
here that they identify with one of these groups please indicate it here.

File: y:\hr systems\training\hr training materials\job aids\anuhr summer scholars
administration_2020.doc
Page 11

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C




o

Australian
3 % National
University

" Bingraphical Details || Contact Information

" Citizenship & Equity || Organisational Relationships

Geaorge Bensons Person ID: [ EVY

v &l pustralia

Ethnic Group Find | iew &1 First BB 4 of 1 L3 | ast

*Regulatory Reginn: Australia *Ethnic Group: |6 @, Meither Aboriginal nor

Torres Strait Islander

Religion Find | iew &1 First BB 4 of 1 L3 | ast
+
‘Regulatory Region: AUS 2, australia Religion: @, =
33. Click the Citizenship & Equity tab. Go to Citizenship Status and click on the drop down box
and select the relevant option.
" Biographical Details || ContactInformation | Begional | SRl =E TN [
Person ID: EWY
Equity Details
[ pisabled
] Non-English Speaking Backgr
Citizenship History Find
Effective Date: |20/092012 [  Citizenship Status: | Mot Indicated [+][=]
34. Click the Organisational Relationships tab.
- Qrganisational Relationships
35. Click the Person of Interest option, and select Scholar from the dropdown list
[CJperson of Interest
36. Your screen should look something like the following —
Favngrites Mainr'lenu s Workforce A‘Elministraticnn > Personal Igfurmaticnn » Add a Person
] | contactInformation || Regional | Citizenship & Equity
George Bensons Person ID: EY
DEmplwee | Add the Relationship |
Empl Red Nbr: 0
[ person of Interest | Scholar
Checklist Code: | Gotn Person Checklist
37. Click the Add the Relationship button.
. Addthe Relationship
38. A Search/Match process will run automatically to ensure no duplicate Ids are generated. After
you have reviewed the information and are satisfied there is no match, click the Return button.
| Return |
39. Click the OK button.

| @b |
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40. You are now taken to the Job Data pages.
ork Location Job Information Eayraoll Salary Plan Compensation
41. Enter the desired information into the *Effective Date field. This will be the start date of their
scholarship.
42. The Action will default to Add Person of Interest
43. Select the Reason of GP Payee
44, Enter the desired information into the Position Number field.
45, Press [Tab]. Pressing tab will prompt the database to refresh and data will flow through from
Position to populate some fields including Department and Location.
46. Your screen should look something like the following -
y ; on Jdob Infarmatian Eayroll Salary Plan Compensatian
George Bensons Pl Schalar 1D: 267543 EmplRcd#: 0
Work Location Find First ' 4 of 1 O et
HR Status: Active Joh Status: Active :@alculate Status and Dateé: GoTo RDW: [#[=]
‘Effective Date:  |20009/2012 [ Sequence: o [ *Job Indicator:
*action: |Add Persan of Interest M Reason: | GP Payes [i]
. Current
Last Start Date: 2000952012 Termination Date:
Expected Job End Date El
Position Entry Date: 2009/20132
Position Number: nooo4a12 @, ANU Summer Res. Schalarships
Position Management Record
Regulatory Region: AUS Australia
Company. ANU ustralian Mational University
Business Unit: ANUID Australian Mational University Department Entry Date: ~ 20/08/2012
Department: 46910 Schalarships
Location: FO35 Research School of Chemistry
Establishrment ID: 2 Date Creater: 20/08/2012
v ﬁnustralia
f swstentiveposton N
Position Number @, =]
Reports To
Business Unit
Department
Location
Joh Code
FullPart Tme|  |¥|
Salary Administration Plan @, Salary Grade @, Step | @
47. Click the Job Information tab.
Joh Information
Again, details from the Position have flowed through to populate some fields here. Check that
they are correct including the standard hours, full/part time indicator.
48. The Superannuation Plan should be left blank for a Summer Scholar.
49. The Standard hours should be 35 for a Summer Scholar
50. Click the *Type of Appointment list.
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*Type of Appointment: |
51. Click an entry in the list.
52. Click the Job Classification list.
*Job Classification: %
53. Click an entry in the list.
54. Click the Job Function list.
*Jobh Function: _
55. Click an entry in the list.
56. Your screen should look something like the following —
Favounites | Main Menw > Worklorce Administration > Job Information > Acd a POI Instance
‘Work Location Eayrall Salary Plan Compensgation
George Bensons Pl Secholar I 5267543 EmplRcd i 0
Effective Date: 200012 Effective Sequence: o O Jobindicator:  Frimary Job Go To Riow
Action: Add POl Reason:  GP Payes
Courreant
Job Coude: 7041 AN Surnmer Res. Entry Date: 200082012
Scholarships
Supervisor Levet:
Reports To: 00014455 Student Officer 108808 Karen Multy
‘Regular Temporany: | Reoular v ‘FullPart: (FulkTime  [w]
‘Officer Code:  Mone x|
‘Superannuation | NA > Shift Rate: '
Plan:
Shift Factor:
Standard Hours: | 3500
Work Period: w Waakly
FTE: [1-000000
Contract Number: | a, Contract Type:
Mexd Contract Number
fﬂmmﬂ B
Salary Packaged Paywoll Tax State:  ACT @ aystralian C:apital Territary
Work Sector: ] Job Function: [ 4 omFunc. [s]
Annual Contact Hours: Type of Work Performed: | ]
“Type of Appointment: | ]  Appointment Duration: | Total Weeks in
y Teaching Job:
“Job Classification: | 9993, A Others
57. Click the Payroll tab.
" Payrall
58. The *Payroll System and Pay Group fields will default to the correct value. Check these now.
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*Payroll System: | Glohal Payrall

Global Payroll
Pay Group: ANL QL anUy

59. Enter the desired information into the Eligibility Group field. Enter Scholar FT
Eligibility Group: SCHOLARFT @, scholars Full Time
60. Click the Salary Plan tab.
" SalaryPlan
Again, details from the Position have flowed through to populate some fields here including
Salary Administration Plan and Grade.
61. Enter the desired information into the Step field by clicking on the magnify glass.
[
62. Your screen should look something like this.
Salary Administration |SCH @, #,  Grade: SUM #,  GradeEntryDate |20/09/2012 E
Plan:
Includes Wage Progression Rule: Step: [ 1] StepEntryDate  [20/09/2012 |
63. Click the Compensation tab.
- Compensation
64. Click the Default Pay Components button.
~ Default Pay Components
65. Click the Calculate Compensation button.
Calculate Compensation
66. Your screen should look something like the following —
" Work Location | Job Information || Payroll || Salary Plan "
George Bensons POI Scholar ID: 5267543 EmplRcd# 0
Effective Date: 20/09/2012 Effective Sequence: o O Jobindicator: Primary Job GoToRow
Action: Add POI Reason: GP Payee
Current
Compensation Rate: 18571425 |AUD |9,  *Frequency: H @, Hourly
Hourly 3857143 AUD Monthly 586.675028 AUD
Fortnight 270000010 AUD Annual 7,042.500344 AUD
| Default Pay Compaonents |
Pay Components customise | Fing | B | 3 First © g 074 1 ast
" Controle || Changes | Conversion |
*Rate Code Seq | Comp Rate Currency Freguency Points Percent g?::;ﬂ
1[HOURLY @, [ 0 3.857143FF AUD H =]
' Calculate Compensation |
67. Click the Apply button to review this page. This will save the data.
o Apply
68. Click on the Work Schedule link at the bottom of the Job Data page to enter a work schedule

for the scholar
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WORK SCHEDULE
Main Menu>Global Payroll & Absence Mgmt>Payee Data>Create Overrides>Assign Work
Schedule

69. Enter the desired information into the *Effective Date field.
For all new hires the Work Schedule Effective Date should be equal to the Hire date.
70. Click the *Assignment Method list.
Assignment Method
71. Click the Select Predefined Schedule list item.
Select Predefined Schedule ||
72. Click the Look up Schedule ID button.
Schedule ID
73. Click the 35HRW cell.
JEHRW @, 35M-F 7.0
74. Your screen should look something like the following —
Assign Work Schedule
George Bensons Employee ID: 5267543
Job Title:  ANU Summer Res. Scholarships Employee Record Mumber: 0
Show Instructions
B 4] o
) Atternate Details
*Effective Date *Assignment Method Schedule Group Schedule 1D Description
20/09/2012 Eﬂ Select Predefined Schedule v STANDARD OJ J5HRW OJ 35M-F7.0 Show Schedule ﬂ ﬂ
75. Click the Save button.
[E] save
76. Now add the GL Distribution Overrides for the scholar to specify which budget the scholar will
be paid from. A Fund, Department and Project are required for this section.
GL DISTRIBUTION OVERRIDES
Main Menu>Global Payroll & Absence Mgmt>Payee Data>Create Overrides>GL Distribution
Overrides
77. Enter the desired information into the Effective Date field.
Effective date must equal Hire/Rehire date. If just changing GL Distribution then effective date
is first day of change.
78. Click the Look up GL FUND (Alt+5) button, and select a fund from the list
GL FUND:
79. Enter the desired information into the GL DEPTID field.
80. Enter the desired information into the GL PROJECT field. This is a required field. If your GL
distribution does not have a specific project, enter N/A
81. Your screen should look something like the following —
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Employee ID: 5267543 Name: George Bensons Empl Red Nbr: 0

Effective Date: 20/09/2012 Eﬂ [+ (=]
+ —

GL JOB FAMILY: GP ELIG GRP: J J

GL FUND: R @, GL DEPTID: 46810 @,

GL PROJECT: MiA @, Chart Value 6:

Chart Value 7: Chart Value 8:

Percent to Allocate: 100.000000 [¥] Apply to all Elements

82. Click the Save button.
5] Save

83. End of Procedure.

5. Entering Suspension, Recall and Termination Rows

5.1.  Suspension

To record the period that the Summer Scholar is away over the Christmas break, suspension and recall rows
need to be entered on Job Data. A termination row is also entered when the final date of the Scholarship is
known.

Navigation:
Homepage — Workforce Management > Job Data
NavBar- Home > Workforce Administration > Job Information > Job Data

1. Enter a new row in Job Data by using the plus button in the top right hand corner 4]
2. Enter the desired information into the *Effective Date field. This is the first day of the scholar’s
suspension

Enter an Action of Suspension

Enter a Reason of Scholarship Suspension.

5. Save the record

5.2. Recall

Navigation:
Homepage — Workforce Management > Job Data
NavBar- Home > Workforce Administration > Job Information > Job Data

1. Enter a new row in Job Data by using the plus button in the top right hand corner ]

2. Enter the desired information into the *Effective Date field. This is the day that the scholar returns
from suspension.

3. Enter an Action of Recall from Suspension/Layoff

Enter a Reason of Recall from Suspension

Save the record
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You will now have 3 rows of data for the scholar’s Job Data record. These can be viewed by navigating
between the rows of data using the arrows as highlighted below.

Work Location Jab Information Payroll Salary Plan Compensation

George Bensons FOI Scholar I 5257543 Empl Rcd#

Find First & 4 0f3 B Last

5.3. Termination

Navigation:
Homepage — Workforce Management > Job Data
NavBar- Home > Workforce Administration > Job Information > Job Data

1. Enter a new row in Job Data by using the plus button in the top right hand corner [+]

2. Enter the desired information into the *Effective Date field. This is the day after the scholar’s last
day of work

3. Enter an Action of Termination

Enter a Reason of Scholarship Expiry

Save the record
Favourites . Main Menu > Workforce Avdministration » Job Infgrmation > Job Data

‘Work Location Job Information Payrall Salary Plan Compensation

George Bensons FOI Scholar 1D: 5267543 EmplRcd# 0

Work Location Find First 1 0f4 ()] Last

HR Status: Inactive Job Status: Terminated GoToRow| _ =
*Effective Date: 28/09/2012 |5 Sequence: 0 *Job Indicator; | Primary Job ,
*Action: | Termination [v| Reason: | Scholarship Expiry [v]

Future

Last Start Date: 2000942012 Termination Date: 270912012

Expected Job End Date e

Last Date Worked: 71092012 [J override Last Date Worked

Position Entry Date: 20/09/2012

Position Number: 00004912 @ ANU Summer Res. Scholarships

Position Management Record

Regulatory Region: AUS Australia

Company: ANU Australian Mational University

Business Unit: ANUID Australian Mational University Department Entry Date: 20/09/2012

Department: 46910 Scholarships

Location: FO35 Research School of Chemistry

Establishment ID: a Date Created: 21/09/2012

v & rustralia
Position Number =
Reports To

Business Unit

Department
Location
Job Code
Full/Part Time
Salary Administration Plan Salary Grade Step
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It is understood that some students may require an advance on their final pay to finalise their affairs. Such
requests can be made to the relevant Remuneration and Conditions officer by email no later than the pay
media cut-off of the student’s penultimate pay.

Pay cut-offs can be found at https://services.anu.edu.au/human-resources/salaries-benefits/pay-period-
cut-off-dates

6. Adding a Person of Interest instance

Main Menu > Workforce Administration > Job Information > Add a POI Instance

Enter the existing University ID number

The Empl Rcd number will default to the next available number

Select Scholar as the Person of Interest type

Press Add the Relationship

alh|lwIN] >

This will open up the Job Data pages and you can enter the scholarship details as directed in
Section 4 Step 40 onwards above.

7. Entering Scholarship Allowance

Note that some allowances are restricted and needs to be entered by Employment Services team (eg S09).
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