PAYROLL BUSINESS PROCESS
Part I

FORM NAME:  EMPLOYER NEW HIRE / REHIRE FORM,
COMPENSATION/JOB CLASS CHANGE FORM

PURPOSE OF PROCESS

To progress through an approval process so that the appropriate information is provided to the Payroll Department so that a New Hire, Rehire, and Job and /or Salary change will be set up correctly in MUNIS and TLM.
PROCESS

1.  Completion of form
Paperwork is due one week before the employee start date.

• Action
Documents requirement for New Hires and Rehires


1.  A completed Employer New Hire/Rehire Form


2.  A completed Employee New Hire/Rehire Form


3.  Federal Tax Form


4.  State Tax Form


5.  Proof of approval by PRC to fill vacancy 

6.  Supporting Pay Plan documentation.
Documents requirement for Compensation /Job Class Change Form

1.  Proof of approval by PRC to fill vacancy 

2.  Supporting Pay Plan documentation.  
The New Employer New Hire/Rehire Form and Employee New Hire/Rehire Form and the Compensation/Job Class Change Form provided should used effective immediately.  
Forward completed packets to Melody Rose in Payroll.

2.  Approval Process
• Action

1.  A completed document packet is delivered to the Finance Department to be audited and reviewed by the Financial Analysts.  
2.  Once approved, the Job Class will be assigned a position number.  
3.  The paperwork will then be signed by the Budget Director and the Financial Analyst.  
4.  It will be returned to the Payroll Office to be entered into MUNIS.
This process may take up to twenty-four hours.

3.  Data Entry
• Action

1.  Information is entered into MUNIS by payroll as pending within the same day approved by Finance.  
2.  Once entered, e-mails are sent to representatives in Human Resources and Finance to give final approval before the new master record is posted.  
3.  When, approved, the employee master record will be posted to MUNIS and TLM.

This process may take up to twenty-four hours.

1
4.  New Hire/Rehire sign on into KRONOS

Username:  employee number (i.e. 999999)

Password:  employee number + ab6 (i.e. 999999ab6)

