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 To add a Part-Time Faculty, follow the menu navigation below:
Home > BC Custom > Use > PTF Budget Auth – Add
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· If you know the Eagle ID of the Part-Time Faculty member, you can just type it into the field.  If you need to look it up, then click on the little magnifying glass to the right of the Eagle ID field.

· Look up an Eagle ID by Social Security Number (National ID) or by Name – depending upon the information you have.

· Note:  The Name field is case sensitive.  Enter the last name and then click the lookup button.  A listing of potential matches will show under “Search Results”.
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· To select the Eagle ID once you have found it, click anywhere on the line containing your person.  This will fill in the Eagle ID for you on the Add page.
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· Enter the Department Number where the Part-Time Faculty member will be working.  Use the magnifying glass to search for the department number if necessary.
Note:  At this point, the position number will default in only if the faculty member has previously worked in the designated department.
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· If you know the Position Number for your Part-Time Faculty member, you can either type it in or click on the little magnifying glass to the right of the Position Number field to look it up.

· On the Lookup Position Number screen you can enter information into any or all of the fields provided to narrow down the number of items returned.  The example above shows the positions returned for department 053341.
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· Select the correct position number and this will default information into the Job Code, Std Hours and Pay Group fields.
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· Enter the Fiscal Year or select it from the magnifying glass lookup.  

· Select the Semester from the drop down menu when the Part-Time Faculty will be working.  This will default in the Start Date, End Date, Earn Code and BC Pay Periods.  The Start and End Dates can be adjusted as needed.  The Pay Periods will recalculate based on the dates.  
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Note: When changing the date, the new date must be in accordance with the designated payroll calendar for weekly and monthly employees.
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· Enter the Award Amount for the Part-Time Faculty member.  The Award Amount is the total dollar value paid to the Part-Time Faculty member.  

· The Comp Rate is automatically calculated.  It is the Award Amount divided by the number of Pay Periods.
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· Enter the Account Code and the Description will default in.  The Available Budget for that particular Account will also default in.  

Note: The Available Budget amount will be reduced by the Award Amount upon SAVE. 
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· If you are going to be paying your Part-Time Faculty member different amounts for each semester, select the Semester of ‘Fall and Spring’ and enter the correct dollar value on each line in the Award Amount.
· Review all the data on the page.  If everything is correct, you can then click on the Save button at the bottom left hand side of the screen. 

You will see four things change on the screen:

(1) The Budget for HR Account Code is now less your Award Amount

(2) PTF Budget Authorization ID is now set

(3) All fields become read-only so you cannot change anything on this page
(4) The Hire Status will update to:

a. Ready to Hire – Auto (Rehires already in PS)
b. Ready to Hire – Manual (Brand new hires or transactions that require HRSC review.)
c. Foreign – Needs Approval (Anyone with a foreign status and needs approval in the HRSC.)
Viewing a Part Time Faculty Employee
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To view a Part-Time Faculty, follow the menu navigation below:

Home > BC Custom > Use > PTF Budget Auth – View

Search functionality in PTF Budget Auth – View
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· Many options are provided, as shown above, to lookup a PTF under the View page.  All are assigned a unique Authorization ID, which is the most direct route.
· The two status fields are important to assist in narrowing your search and to provide information as to where the request is in the PTF process.  See below for the different statuses to choose from.
PTF Budget Authorization Status: 
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PTF Hire Status:
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Examples of different statuses for a PTF Authorization Request:
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· When a request is submitted, the budget status will default to “Allocated” until it gets processed in the nightly batch or hired through the HRSC.  
· If it is a Ready to Hire - Manual, the Budget Status will not update to “Encumbered” until it is entered on Job Data by the HRSC.
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· If it is a Ready to Hire - Auto, the Budget Status will update to “Encumbered” when it goes through the nightly batch without error.
Note:  The Department Manager has the capability to cancel a PTF request only until the point where the budget status reflects “Encumbered”.  In most cases, this will be after the nightly batch has run.  At that point, an ECR must be submitted to the HRSC to cancel a request.
· The Foreign Tax Specialist has the functionality to cancel “Foreign – Needs Approval” requests if the requirements are not met within the appropriate timeframe.
Viewing Status History for a PTF
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· The second Tab under PTF Budget Auth – View is Status History.
· The Status History shows specific detail of each PTF Authorization request.  This page is updated at each step of the process.
· It includes the date of the step, the authorization status, the action, who was involved and what the outcome status is.

Canceling a Part Time Faculty Employee Request
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To view a Part-Time Faculty, follow the menu navigation below:

Home > BC Custom > Use > PTF Budget Auth – Cancel/Change
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· To cancel a PTF budget request, the department manager must navigate to the cancel/change page as instructed on the previous step.

· The request must still be in a Budget Status of “Allocated” in order for the user to cancel it.  

· Select “Cancelled” from the Budget Status dropdown box and click Save.
· Confirm the Budget Status under View has been updated to “Cancelled”.

· The Hire Status will update immediately to “No Status”.

· If the request has already been “Encumbered”, an ECR must be printed and sent to the HRSC to terminate the PTF.

· Managers can also cancel foreign requests prior to them being approved by the Foreign Tax Specialist in the HRSC. 
