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Yale

Graduate Student Funding Process

OVERVIEW

* InJuly 2022, a new Graduate Student Funding (GSF) process
will replace the Graduate Student Payment System (GSPS).

* The new GSF process will use the Student ERP system (Banner),
the HR and Finance ERP system (Workday) and a newly
developed data mart, and Power Bl to improve usability,
enhance functionality and reporting, and streamline processes
for faculty and staff supporting graduate funding.

* This guide walks you through the steps to complete the new
GSF process.
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Graduate Student Funding Yale

HCM and Payroll

New Functionality with GSF Implementation

* Semimonthly Student pay will now be managed by Compensation Plans and Costing Allocations in Workday

* Compensation Plans and Costing Allocation for the academic year will be sent from Banner to Workday in the middle of
the month of July for the following September through August academic year.

* Hires happen in Workday once the Funding is completed in Banner
* Adjustments made in Banner and will be sent daily to Workday
* Onboarding tasks for Students may be completed once the hire is entered in Workday (e.g., 1-9, Direct Deposit & W4)

* Benefits include:
* Using standard Workday functionality to manage compensation and costing
* Finance commitment functionality available for Graduate School Student payments including Tuition and Health

* Consistent management of Student pay with Faculty and Staff for Business Offices

GSF Process Guide -5-



Graduate Student Funding

HCM Workday Roles

Access to all Graduate School Students will be managed in Workday using the following roles.

Yale

User Groups

Role Name

Enabled @

Registrars (all GS)

HCM Student View-Only w/Comp (new role)

Business Office staff (all GS) HCM Student View-Only w/Comp (new role)
Business Office staff (Sup Org level) HCM Student View-Only w/Comp (new role)
GSAS FAO Graduate Student Partner (new role)

Pay Group (S semimonthly)
Pay Group (S semimonthly)
Supervisory Org

Pay Group (S Semimonthly)

Role Name

Description

Enabled @

HCM Student
View-Only
w/comp
(New Role)

Business Partner

Strategic
Business Partner

This role allows view only access to HCM related Student Data include Job, Position, Organization, and

Compensation
Applies to current organization and all subordinates

If you already have a Business Office role in specific Supervisory Orgs, you will not need this additional role
If wanting access to all Graduate School Students, request access at Pay Group (S Semimonthly) only
If wanting access to Graduate School Students only in one Department, request access to specific

Supervisory Org

Pay Group (S
Semimonthly)
Or

Supervisory Org

This role allows view only access to HCM related Student Data include Job, Position, Organization, and

Compensation
Applies to current organization and all subordinates

Supervisory Org

Current Business Partner access allows view of Graduate School Students. No need to grant additional

access

This role allows view only access to HCM related Student Data include Job, Position, Organization, and

Compensation
Applies to current organization and all subordinates.

Supervisory Org

Current Business Partner access allows view of Graduate School Students. No need to grant additional

access

GSF Process Guide



Workday: Worker Profile - Job Tab

* To view Job Details info:

From Landing Page: Navigate to Student profile by typing name or Employee ID in search bar then click on Job tab

Q testo1 ® L] o @

Job Details Management Chain QOrganizations Support Roles Worker History Worker Security Manager History Service Dates
Test01, ARCH —_—
Graduate School Student
("Actions Job Details Contact Information - Public
B Employee ID 247872 Email noemail@yale.edu
Supervisory Organization  Yale University (Salovey, Peter) == School of Architecture - Graduate Work Address

Students (Berke, Deborah (Inherited))
180 York Street New Haven, CT 06511 United States of America

Job P307010 Graduate School Student
Job Business Title Graduate School Student
Compensation Job Profile Graduate School Student
Pay Employee Type Student
Contact Time Type Part time
Personal FTE 0.00%
Time OFf Location Rudolph Hall

Hire Date 08/16/2021

Qriginal Hire Date 08/16/2021

Continuous Service Date  08/16/2021

Length of Service 0 year(s), & month(s), 21 day(s)
Time in Position 0 year(s), 6 month(s), 21 day(s)
Time in Job Profile 0 year(s), 6 month(s), 21 day(s)
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Workday: Worker Profile - Organizations Tab

* View Organizations info:

From Landing Page: Navigate to Student profile by typing name, Employee ID, or NetID in search bar then click on Job then Org tab

* Note: Supervisory Org is determined by Student’s Primary Home, Department/Major in Banner

Q testor ® 2 0 &0
Job Details Management Chain Organizations Support Roles Waorker History Waorker Security Manager History Service Dates
Test01, ARCH
Graduate School Student
(" Actions ) Turn on the new tables view C’
Member of These Organizations 8 items x:| =[ .,
Organization Organization Type Organization Subtype
Yale University Company Company
oo
ob Yale University Institutions Company Hierarchy Coampany Grouping
o] Job .
CC1157 ARCSCH School of Architecture - Al Cost Center Cost Center

Compensation
m pe HDCC1375 ARCSCH School of Architecture Cost Center Hierarchy Department

Pa
E ol Student Employee Type Employee Type

Contact
E LH-Rudolph Hal Locaticn Hierarchy Building

Personal
8 8 Semimonthly Pay Group Pay Group

Time Off
% School of Architecture - Graduate Students (Berke, Deborah (Inherited)) Supervisory Yale
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Workday: Compensation Tab

* Compensation Plans and Costing Allocation for the academic year will be sent from Banner to Workday during the month of July for the
following September through August academic year. See “View Compensation” as of date to view compensation for different Academic
Terms on next slide.

* Academic Term Payment Periods Note: Compensation will display in each of these periods: 8/16 or 9/1 to 1/15; 1/16 to 5/31; 6/1 to
8/31

* From Landing Page: Navigate to Student profile by typing name, Employee ID, or NetID in search bar then click on Compensation tab

* Adjustments may be made GSF and will be sent overnight to Workday

Yale Q testor ® @ o &2
Compensation Total Rewards Pay Change History Other Compensation Details
Test01, ARCH —_—
Graduate School Student
) Turn on the new tables view ()
Totals 1item = = oo B
= 1
Total Base Pay Currency Frequency
0

oo
on

H!

Job .
Compensation

[ Compensation
Company  Yale University
B Poy
Turn on the new tables view ()
E Contact
Plan Assignments 3 items = = /@ L
8 Personal
Effective Date Plan Type Compensation Plan Assignment End Date
E Time Off
01/16/2022 Allowance Graduate Student Health 147 22 USD Semi-monthly: Individual Target 05/31/2022
01/16/2022 Allowance Graduate Student Stipends 1,344 00 USD Semi-monthly: Individual Target 08/31/2022
01/16/2022 Allowance Graduate Student Tuition 2,538.89 USD Semi-monthly: Individual Target 05/31/2022

GSF Process Guide -9- Yale



Workday: Compensation As of Date

From Landing Page: Navigate to Student profile by typing name, Employee ID, or NetID in search bar then clicking on Actions
then Compensation then View Compensation 9/1-1/15, 8/16-1/15, 1/16-5/31, 6/1-8/31

Compensation Total Rewards
+ Note: Use 10/1-10/15, 2/16-2/28, 5/16-5/31 to view one period payments Test02, Arch
Graduate School Student
Actions
Worker

Q testo1 EEquesiyised Test02, Arch

0

View Worker History

H : View C 15ati
View Compensation Test01,ARCH @B  P307010 Graduate School Student @@ 9% R (" ViewTeam ) Contact =
) ; .
View Compensation Hi I — N
g Email B2 n
Total Salary & Allowances Total Base Pay T
View As Of  09/01/2021 0 [} Request Compensation
Edit Other IDs Work Addrej
Supporting Information ) 7 180 York §
Business Process A>/
Supervisory Organization  School of Architecture - Graduate Students (Berke, Deborah (Inherited)) = Compensation » Request Compensation Change
o Request One-Time Payment
Job Profile Graduate School Student Job Changs ) )
Create Eligible Earnings Override
QOrganization o . i
Time Type Part time Manage Period Activity Pay Assignments
Payment > !
Scheduled Hours 1] Wiew Compensation /
~ Bavch View Compensation History
FTE 0.00%
Plan Assignments
Tum on the new tables view (I
HTms
Effective Date Flan Type Compensation Flan Assignment End Date
050172021 Allowance Graduste Student Health 4722 USD Semi-mortthly: Individual Target 01/15/2022
0g/01,/2021 Allowance Graduste Student Tuition 2.538.89 USD Semi-monthly: Individual Target 05/31/2022
08/16/2021 Allowance Graduate Student Stipends 1,344.00 USD Semi-monthly: Individual Target 01/15/2022
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Workday: Compensation History

* From Landing Page: Navigate to Student profile by typing name, Employee ID, or NetID in search bar then clicking on Actions
then Compensation then View Compensation History 8/16-1/15, 9/1-1/15, 1/16-5/31, 6/1-8/31

Yale Q search oo Q =

Compensation History Testo9,cHss

Turn off the new tables view (@D

= E.

Compensation Events 7 items

Compensation Changes

Effective Date  Business Process Status Job Reason Type Name Current Proposed Actual End Date

06/01/2022  Ad-hoc © ion Change | St P307335 Graduate School Student  Request Compensation Change > Request Compensation Change > Graduate Student | Allowance Graduate Student Stipends 1,344.00 USD Semi-monthly: Individual | 08/31/2022
Completed Compensation Target

01/16/2022  Ad-hoc © Change It P307335 Graduate School Student  Request Compensation Change > Request Compensation Change > Graduate Student | Allowance Graduate Student Health 147.22 USD Semi-monthly: Individual | 05/31/2022
Completed Compensation Target

01/16/2022  Ad-hoc G ion Change | St y P307335 Graduate School Student | Request Compensation Change » Request Compensation Change > Graduate Student | Allowance Graduate Student Tuition 2,538.89 USD Semi-monthly: Individual | 05/31/2022
Completed Compensation Target

01/16/2022  Ad-hoc © Change 1 i P307335 Graduate School Student | Request Compensation Change > Request Compensation Change > Graduate Student  Allowance Graduate Student Stipends 1,344.00 USD Semi-monthly: Individual | 05/31/2022
Completed Compensation Target

09/01/2021  Ad-hoc G ion Change | St y P307335 Graduate School Student | Request Compensation Change » Request Compensation Change > Graduate Student | Allowance Graduate Student Tuition 2,538.89 USD Semi-monthly: Individual | 01/15/2022
Completed Compensation Target

09/01/2021  Ad-hoc © Change 1 i P307335 Graduate School Student | Request Compensation Change > Request Compensation Change > Graduate Student  Allowance Graduate Student Health 147.22 USD Semi-monthly: Individual | 01/15/2022
Completed Compensation Target

Ad-hoc © Change | S y P307335 Graduate School Student  Request Compensation Change > Request Compensation Change > Graduate Student | Allowance Graduate Student Stipends 1,344.00 USD Semi-monthly: Individual | 01/15/2022
Completed Compensation Target
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Graduate Student Funding Yale

Finance Workday Roles

User Groups Role Name Enabled @
GSF Payroll Costing Specialist - new role Pay Group (S semimonthly)
Registrars
GSF DM Access CC/CCH
Cost Center Payroll Accounting Adjustment Specialist CC/CCH
Business Office staff Cost Center Payroll Costing Specialist CC/CCH
GSF DM Access CC/CCH
GSF Payroll Costing Specialist Pay Group (S Semimonthly)
yes Cost Center Payroll Accounting Adjustment Specialist Student and Casual Company (CO01)
GSASFAO ysec Student PAA Inquiry Pay Group (S Semimonthly)
GSF DM Access CC/CCH
Role Steward-GSF DM Access CC/CCH

GSF Process Guide -13-



Graduate Student Funding

Finance Workday Roles

Yale

Role Name

Description

Enabled @

GSF Payroll Costing Specialist
(new role)

Cost Center Payroll Accounting
Adjustment Specialist

Cost Center Payroll Costing
Specialist

Cost Center Payroll Accounting
Adjustment Specialist Student
and Casual

GSF DM Access
(new role)

Role Steward-GSF DM Access
(new role)

ysec Student PAA Inquiry

This role performs assignment of costing allocations to students paid Semimonthly.

Applies to current organization and all subordinates.

Since Grad school students are paid “Semimonthly”, this role gives access only to grad school
students.

This role initiates PAAs for assigned organizations.

Applies to current organization and all subordinates.

Includes Staff, Other Academic, Staff Fixed Duration, Intern, Faculty, Associate, Students and
Casuals.

This role performs assignment of costing allocations.

Applies to current organization and unassigned subordinates.

Includes Staff, Other Academic, Staff Fixed Duration, Intern, Faculty, Associate, Students and
Casuals.

This role initiates PAAs for students and other temporary/casual employees.

Students can work multiple jobs across multiple cost centers which makes it difficult to manage

payroll accounting adjustments.

This role manages access to GSF DataMart. Based on the cost centers assigned, the users can
view the home department's students’ financial transactions funded by any cost center as well
as view other department's students’ financial transactions funded by home cost center in GSF
DataMart. This role is managed by Workday.

This role approves requests for access to GSF DM, as a part of the Assign Roles BP in Workday.

GSAS FAO are Role stewards for the new GSF DM access role. This role is managed by Workday.

Allows inquiry to students’ payroll accounting adjustments via pay group semi-monthly

Pay Group (S
Semimonthly)

CC/CCH

CC/CCH

Company (CO01)

CC/CCH

CC/CCH

Pay Group (S
Semimonthly)

GSF Process Guide
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Workday: Pay => Costing Allocations

* From Landing Page: Navigate to Student profile by typing name or Employee ID in search bar then clicking on Pay tab then click on
Costing Allocations

* Costing may be entered for any of these periods 8/16-1/15, 9/1-1/15, 1/16-5/31, 6/1-8/31

Q Test01, APPLIEDPHY ® O 0 P

Results Pay Group Tax Elections Wiithholding Orders Payslips nput Tax Treaties Payslip Delivery Tax Documents Casting Allacations

Test01, APPLIEDPHYS —_—

1 Worker + Position + Earning

=] &

> Default Organizational Assignments

Team Confirm Costing Allocations
o8 were |loaded based on [-3343 T o th e s ven, @D
B .
Current and Future Costing Allocations 4 items |nteg retion E = ol @ " B
=]
E Start Date End Date Costing Allocation Lavel Position Eaming Costing Company Costing (As of Start Date) Distribution Percent
E 06/01/2022 08/31/2022 Waorker Position Eaming P307004 G Test01, 2 Student Stipends Yale University cial Aid 100.00%
APPLIEDPH
2] d Student Aid (14
8 Project: PJ02863! d Physics UF
Yale Designated: YOOI
0116/2022 05/31/2022 Worker Position Earning P207004 G jent - Test01, Graduate Student Stipends Yale University 100 0
APPLIEDPH
01/16/2022 05/31/2022 P307004 G est] Vale University 100 0
APPLIEDPH
udent Aid (14)
Project: PJ02863! d Physics UF
e Desigated Y00 tppropriatons
0111672022 05/31/2022 Waorker Position Eaming P307004 G jent - Test0 1, {Mema) Graduate Student Heafth Yale University Cost Canter: CC0574 GRASCH Financial Aid 100.00%
APFLIEDFH Fund Fi
Prograr wdent Aid (14}

period costing allocations

o | Select to view all prior

GSF Process Guide -15- Yale



Payroll Costing — Costing Allocation Information

* Costing allocation start and end dates cannot overlap past or future instructions

* Workday displays new or copied allocations first

e Attachments are not copied

* The sum of all costing allocations entered for a single time-period must equal 100%

* Costing allocations related to payrolls that have already processed cannot be changed and will
require a payroll accounting adjustment (PAA)

* Commitments/obligations adjustments are run daily, Monday through Friday at 11:30AM

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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Workday: Pay => Updating Cost Allocations

* From Landing Page: Navigate to Student profile by typing name, Employee ID, or NetID in search bar then clicking on Pay then Costing
Allocations tab then click on Maintain

* To update cost allocations, complete the following fields
* Select “Earnings for Worker’s Compensation Plans” to bring up a list of relevant plans

* To refine your query results, enter applicable dates

Assign Costing Allocation

Include Existing Allocations

From ‘93:‘15;‘2622 o

Position * | x P307004 Graduste School ... =
Student - Test01,
APPLIEDPHYS

Earning

* Graduate Student Stipends - :_‘

Position Restrictions Costing
Effective Date ‘ MM/DD/YYYY .= ‘

Position Restrictions  (Empty

A A

GSF Process Guide
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Assign Costing Allocation

To ‘ MM/DD/YYYY [ | Include Existing Allocations
From ‘qme 822 [ |
Worker Costing ———
T ‘rﬂr.w Wy 5 |
Worker # | x Test01, APPLIEDPHYS = ‘

Worker Costing

Worker X TestO1, APPLIEDPHYS :‘

Student - Test01

Position * | x P307004 Graduate School . IS
APPLIEDPHYS

Earning X Graduate Student Stipends 1S

Positien Restrictions Costing
Effective Date 83152022 {5 ‘

Position Restrictions

n ferce

Yale



Costing Allocations

e Multiple lines can be added to the same date range to split up the funding between multiple COA’s

e Distribution percentages can be input up to two decimal places

Default Organizational Assignments (As of Start Date)

Ji

Casting Allezation Attachménts

Yale



Costing Allocations

e If the funding is not the same for the entire term you can add another bucket of dates

e Your second bucket cannot conflict with dates from the original

o  One block of funding needs to end before another can start

Default Organizaticnal Assignments (As of Start Date)

Costing Allecation Attachments

Default Organizaticnal Assignments (A= of Sxart Date)

Costing Allecation Attachmenis

Yale



Workday: Pay => Updating Cost Allocations (cont.)

If filled in incorrectly, you will receive one or more error notifications.

Payroll Costing — Costing Allocation Information

GSF Process Guide



Workday: Pay => Updating Cost Allocations (cont.)

Confirm the cost allocation was updated.

Worker  Test(1, APPLIEDPHYS
Position  P307004 Graduate School Student - Test01, APPLIEDPHYS

Earning  Graduate Student Stipends
Include Existing Allocations

From 03/15/2022 To (empty)

Copy Costing Allocation D

Start Date *

Default Organizational Assignments (As of Start Date)

84/81/2022

End Date 85

/31/2822 Cost Center: CC0559 FASHOA History of Art

Updated Program from
PG00020 to PG00030

> Costing Allocation Attachments

Required with
Default (45 no Default .
() order ofsmrt  (Musthae  Gram Gift Yale Designated *Cost Canter *Program *Froject Assignee *Addtional Worktags Distribution

Date) Costing Percent
Override)
_:| | :| % YDODDDOZ General = « CCOS74 GRASCH = % PGOD030 Education = « PJ028633 G3AS = | :‘ « Fund: FD30 BA = | --UE|
Appropriations Financial Aid Support - Applied Physics UF Fund
Leadership and
Administration (12)
100.00%

GSF Process Guide -21- Yale



Sample Costing Allocation Updated Notification

* After updating department defaulted Costing Allocation in Workday and a subsequent change is made in Banner that
overwrites this, the Cost Center Payroll Costing Specialist (CCPCS) role holders will receive a notification indicating there was a
Costing Allocation updated for the student

* You can drill through to the Notification Topic to view details about what Costing was updated (from and to values)

Yale Q search oo e QP @

Notifications

Viewing: Al Sort By: Newest Alert Notification Details & T

From Last 30 Days
22 minute(s) ago

Graduate School Student Assign Costing Allocation
Loaded e Alert Notification Motify of Graduate School Student Assign Costing Allocation Loaded

22 minute(s) ago
Creation Time 05/25/2022 07:39:18.197 AM

Graduate School Student Assign Costing Allocation
Loaded Recipient

20 hour(s) ago

Subject Graduate School Student Assign Costing Allocation Loaded

Body Please review and if necessary, edit the Costing Allocation loaded/updated with Department or Grant specific details:
224327
216143
216143

Notification Topic  Costing Allocation:  stydent One - P270889 Graduate School Student - (Memo) Graduate Student Health
Costing Allocation: Student Two - P258443 Graduate School Student - (Memo) Graduate Student Tuition
Costing Allocation: Student Two - P258443 Graduate School Student - (Memo) Graduate Student Tuition

Yale



Costing Allocation Updated Notification Topic Details

. i . . . . “ ”
View Event Costing Allocation: MR- P216856 Craduate School Student - Research Assistant B3 * New Costing Allocations shows us the “after” u pd ate COA values
i H H “« ”
* Existing Costing Allocations shows us the “before” update COA
For P216856 Graduate School Student
values
Overall Process Costing Allecation. -P216856 Graduate School Student - Research Assistant
Overall Status Successfully Completed
Due Date 05/24/2022
~ New Costing Allocations
Calendars InUse  Standard Business Calendar
Yale Holidays and Recess Days Tum off the new tables view @D
 items = o B
Details Process
— ~
Event Details Required with
no Default
Costing Use Costing (Must have
For Allocation Worktag Costing
Start Date End Date Attachments Defaults Override) Grant Gift Yale Designated *Cost Center “*Program “*Project
For  P216856 Graduate School Student
. 06/01/2022 08/31/2022 'YDO0O0O003 General CC0900 MEDDEA MD- PGO0020 Scholarships and PJ0284568 Te
Research Assistant Appropriations - Self- PHD Student Aid (14) Payroll Only -
support Cleared
— . 2 . . 05/23/2022 05/31/2022 'YDO0O0003 General CC0900 MEDDEA MD- PG00020 Scholarships and PJ028458 Te
Existing Costing Allocations Appropriations - Self- PHD Student Aid (14) Payroll Only -
support Cleared
2 items FE S TEEE] T
~
Required with
no Default
(Must have
Costing
Start Date End Date Use Costing Worktag Defaults Override) Grant Gift Yale Designated *Cost Center *Program *Project
06/01/2022 08/31/2022 Company: Yale University YDO000OD3 General CC0900 MEDDEA MD- PG00020 Scholarships and PJ028458
Appropriations - Self- PHD Student Aid (14) Payroll On
support Cleared

Yale



Process Document

= Reporting

= DataMart
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Reporting

*  Graduate Student Funding Reports will be accessed by using Microsoft Power Bl Service
*  The link to Power Bl Service is

e This will bring you to the home page that will look similar to this:

&« > O M (3 https://app.powerbi.com/home A @ T8 o= Signin (&) -
Power Bl Home '
@ Home Good afternoon, e
+ Create Find and share actionable insights to make data-driven decisions
B3 Browse
B Dpatahub Favorites + frequents
& Metrics
F Apps
Deployment pipelines ‘\\'l' 'l{," ( R E /‘
@ Learn
& Workspaces > Graduate Student Funding (GSF) - TST Graduate Student Funding (GSF) - UAT
¥ Graduate StudentF... ™
Getting started with Power BI Hide getting started A
Power Bl basics Sample reports How to create reports >.

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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https://app.powerbi.com

Reporting

*  Once on the home page, select 'Apps' on the left navigation bar:

<< 2> C ® (3 https://app.powerbi.com/home A @ s = Signin (&

{2 Home + New report E v

+ Create

B3 Browse

B Dpatahub Favorites + frequents

& Metrics

EP Apps

Deployment pipelines

@ Learn

& workspaces % Graduate Student Funding (GSF) - TST Graduate Student Funding (GSF) - UAT

¥ Graduate StudentF... v
Getting started with Power BI Hide getting started A
Power Bl basics Sample reports How to create reports >

=

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.

Yale
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Reporting

* Onthe 'Apps' page, Click on the gold 'Get Apps' button in the upper right.

& (@] (A (5)  httpsy//app.powerbi.com/groups/me/apps A e 15 P

Power Bl Apps

Get apps

Home AppS \l

= View Vv £ search

Apps are collections of dashboards and reports in one easy-to-find place.

Create

Browse

Data hub

Metrics

53 o 0 + o

Apps

%

Deployment pipelines

=
=

Learn

0

Workspaces >

My workspace v

/1 Get data

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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Reporting

* Click on 'Get it now' on the Graduate Student Funding Reports tile. It may be in a different position on the screen
depending upon what you have access to.

* |f you cannot find it on this screen, use the Search bar in the upper right to search for 'Graduate Student Funding Reports'

& @] ] 3 https://app.powerbi.com/groups/me/getapps/apps A @ 78 =
LU power Bl apps X

= Install apps that provide actionable insights and drive business results /I

(R Home All apps Organizational apps Template apps | S Search <

Create \I

| 1 Y

& Metrics

<
=]

H  Apps Public Health Dash... Graduate Student F... Analyze Popular St... Yale Library & Tech...
JC Salevan Microsoft Max Barreuther
\ Deployment Fedkkok (3)
Get it nowt Get it now Get it now
@ tearn
¥ O ¥ O ¥ & ¥ a
Il Workspaces
My workspac n %
COVID-19 US Track... Google Analytics R... Template Apps Expl... Github Repository ...
Microsoft Havens Consulting Inc DataChant Microsoft
Fokeok ko (7) ek kook (38) ook k(1) koo (26)
/1 Getdata

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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Reporting

*  You will then see a list of reports you have access to. Click on the report name you would like to open.

* If you only have access to 1 report, that report will launch automatically after clicking 'Get it now' on the App tile
such as this:

Power Bl Graduate Student Fun... Yale Sample Report | Data updated 6/15/22 Vv 000 '

K [ File v 1> Export ™ &8 Chat in Teams Q Get insights = Subscribe -+ Ov Oy O R\ Y 7 0]

Y Filters »
Power Bl Dataset
Graduate Student Funding O Search
(GSF)
There aren't any filters to display.
Yale Sample Report
| mens Table Vlsual%
Table Visual Sample
Ad Hoc Visuals RepOI’t Addltlonal Visuals%

Copyright ® 2022 Yele University. All rights reserved.

& Go back

-———+ 1%

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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Reporting

*  Click on'Go back' to return to the App menu page

Power Bl Graduate Student Fun... Yale Sample Report | Data updated 6/15/22 oo .

&« [ File v — Export ™ EB Chat in Teams Q Get insights Subscribe ¢+ O~y oaov O[3 * £ 0]
9 Y Filters »
Power Bl Dataset
Graduate Student Funding O Search

(GSF)

There aren't any filters to display.

Yale Sample Report

Table Visual %

I Menu
Table Visual
Sample
Ad Hoc Visuals Report Additional Visuals—>

Copyright © 2022 Yale University. All rights reserved.

& Go back

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.
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Data Mart

Source
WorkDay
Banner GSPS
Daily(Sun-Thu) 9 PM
Daily[M-F) 1 AN
Daily Every 2 hours—3= Banner ODS Daily 1 AM
until 8/31/2022
Staging - -
Daily 1 AmM
Student Staging | GSPS Staging People Hub Staging Finance Staging
r i 1
Daily 1 AM Daily[M-F) 2 AM Daily(M-F) 3 An
* Data Warehouse
Daily 1 AM -
Student DWH ——————— il 873172022 People Hub DWH ————p Finance DWH
Data Mart
Daily(M-F) 7 AnM
ai - -
Daily 5 AM > GSF Mart D a::ﬂmijs:::n Finance Mart
|
- _ Reporting
— R
Student
HR aily(M-F} 8 AM—————3p-  GSF CUBE _— =g
rinance | —

For help contact the Finance Support Center at 432-5394 or sharedservices@yale.edu.

Yale



Process Document

Yale

Graduate Student Funding

Timesheet X

= Visiting Assistant Researchers (VARS)
Payment Process

-32-



VAR Payment Process

* VAR payment process allows users to process tuition payments to currently enrolled VAR
students.

*  All tuition payments are processed in the VAR cost center within the student employment
database, yalestudentjobs.org.

*  Tuition payments are the only transactions processed in the VAR cost center. If you are also
paying the student a stipend or other earnings, these payments are to be processed in the
departmental cost center.

*  Business Office access can be granted by emailing student.employment@yale.edu with “VAR
Access” in the subject line.

Yale
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VAR Payment Process — Two Step Process

Step 1: Create Non-Hourly Award

* Find the employee that you are processing a payment for via the “Search Student” option in the TimesheetX
menu

# Swudent- JobX- TimesheetX - Employers & Admins - Reporting -  Access & Audit -  Uploads -  SiteSetup - Content-  Help -

Find Employees
supervisor Employes Search Panel
TimesheetX Admin Home

Find Employees and Awards: TimesheetX Employer Home (Ta Do Items)
Manage TimesheetX Jobs
First Name: Timesheet Control Panel
Approve TimesheetX Hires
Last Name:

Mon-Hourly Payment Queue

Search Student Hires & Awards
Met Id

Find Students

e Enter any of the filters (First name, Last Name, Net ID) and click “Find Students”

e Select the correct student in the search results
e The Student page will display any current/future awards. You can change the display based on

the filter selected.
e Click on “Add an Award”

#& Student- JobX. Timesheetx. Employers & Admins - Reporting -  Access & Audit -  Uploads -  SiteSetup - Content-  Help -

STUDENTA
Display: Current/future ~ Employee Information

There are no hires or awards to display

Add an Award

Yale



VAR Payment Process — Two Step Process

Step 1: Create Non-Hourly Award cont’d

* Enter the Award (payment)
¢ Select the Time Period

o The Time Period you select will place
default Start & End dates in the hire
record.

You will be able to update the dates in Step 2.

* Either select a COA from the dropdown
list or enter a new COA.

* If you have access to multiple cost
centers, the dropdown list will show the
COA:s for all your cost centers.

* When entering a new COA, you need to
select VAR in the “Cost Center” field.

& Studenc-  JobX:  TemesheetX - Bmployers & Admins - Reporting - Access & Audie - Uploads - See St up -

il Amsard for St ENT A

Adid & Soudent Awsssrd

Wens awee achling o Stipend & fceard

Pleass choase the Apprapeiate Socourd (DOA] frorm the BT beloe:

Erocas Cre
B you canmot find the cormect socownt i the st abowe, filll out the fields below.
Encer & descriptive nams for the sccours:
Entes the full OO CHArgimg mrsIrucEions far The Scoourt:

Chart of Accourt

s The student’s award has been created

Aowvards

Awvard Mame Amaunt Balance

Coneer -
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VAR Payment Process — Two Step Process

Step 2: Create a VAR Payment

* Select the “Non-Hourly Payment Queue” from the TimesheetX menu

- Snuhersl Jobe . Tirmeshesd Eevpbirgers b Malindis - Repaetiang Aoress & Ao . Ulploasds Sie St gy Content . Help

Business Office Control Panel

5EO Messages o

. er._q...z_u_w._ A Thvsia s, Hirad

o Cipm e i i

- P22 Ve Bates & o Mo Hourly Peyreens Qusus
Sairch Studert Hirei B Amsirds

* The queue will show all pending non-hourly awards waiting to be processed for the cost centers
for which you have access. As there are many business officers within cost centers, you may not
recognize all the students, so please pay close attention when processing your payments.

Meor-Fourfy fvvards sithod e

Mon-Hourly Awards withoul Hires
Shudeni Student I Poward Time Period Aot

Student & AEA Trasit - | Acadernic Year 20-21 $10.00 iz b tew iy - p—
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VAR Payment Process — Two Step Process

Step 2: Create a VAR Payment cont’d

* Assign to New Hire link: This
is where you will hire the
student into the “Tuition
Fellowship” position within
the VAR cost center, update
the time-period for the
payment, assign supervisors,

and select the pay element.

Create a Non-hourly Hire
Student

Cost Center

Job

Award Account

Award Amount

Time Period

Hire Start Date *
Hire End Date *

Primary Supervisor *

Secondary Supervisors

Pay Element *

Post-action page

o I e

Student A
VAR

Tuition Fellowship
ASA Transit - 1
11000.00

July/August 2022

Start & End dates
must be in the same
week (Sun - Sat) for a

one-time payment.

Heather Abat -
Cerl # click to select multiple
VAR - Tuition Fellowship ol

® Go to hire detail page

Return to Stipend Queue

-37 -
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AR Payment Process — Two Step Process

Step 2: Create a VAR Payment cont’d

* To view the payment detail, from the Business Office Control Panel, go to:
o Active eTimesheet Archive
o Select the “VAR” cost center
o Click on “View Hires”
o Click “Stipend Payment” for student you are looking for

o Once the payment has occurred, the Status will be updated to “Paid”.

* The tuition payment file is processed every Tuesday for the prior week.

* Once step 2 is complete, all changes need to be processed by the Student Employment Office.

Yale



VAR Payment Process —Reporting

You can verify your data entry by running the “TimesheetX Award Details” report.

» Select “Standard Reports” from the Reporting Menu
* Gotothe “My TimesheetX Reports” tab

* Select “TimesheetX Award details” report by clicking “Run Report”
o Enter the appropriate filters — click “Next”
o Select a “Group By’ option. You do not need to select a second sort - click “Next”

o You can export the data for easy analysis o All VAR payments are processed in this cost center so
the report may contain data for students that you are unfamiliar with. Once the payment has
occurred, the “Status” will be updated to “Paid”.

e Questions can be sent to student.employment@yale.edu

Yale
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Payment Types GSF Will

Payment Type

System to Use

User Group responsible

AR Early Starts

Augusta G. Hazard

Dean’s Colloquia

Departmental Jobs & One Time Payments
Ender’s Awards

ELP early start & Math camp early start
Grader without Contact

GSAS Dean’s Emergency Fund

GSAS Hardship Stipends

ISPS Policy Fellows

John Morton Blum Fellowship
MacMillan One Time Payments
MacMillan Summer Grant Payments
Master’s Student Stipends

Master’s Student Teaching

Prize Teaching Annual Award
Professional School Student Teaching in FAS
Project Assistant — One Time Payments
GSAS Relocation Stipends

Summer Student Teaching

ULA & UCG

VAR Student Compensation & Tuition

TimesheetX
TimesheetX
TimesheetX
TimesheetX
TimesheetX

TimesheetX

TFS/TimesheetX

TimesheetX
TimesheetX
TimesheetX
TimesheetX
TimesheetX
TimesheetX

TimesheetX

TFS/TimesheetX

TimesheetX

TFS/TimesheetX

TimesheetX
TimesheetX

TimesheetX

TFS/TimesheetX

TimesheetX

Department
Department
GSAS FAO
Department
GSAS FAO
GSAS FAO
GSAS FAO
GSAS FAO
GSAS FAO
Department
GSAS FAO
MacMillan
MacMillan
Department
Department
GSAS FAO
Department
Department
GSAS FAO
Department
Department

Department

GSF Process Guide
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APPENDIX:

= Sample Student Payslip
= Fund Type to Comp Plan Mapping

= GSF Resources
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Workday: Student’s Payslip (with Retro)

Sample Student Payslip [Note: this is not visible by Business Offices]

Earnings 4 items %55 : = Mo E o z

Description Dates Howrs Rate Armaount YTD

Graduate Swudent Stipends

64229

Student Teaching Assist EB3.38

Regeanch Aszsistant 02/01/2022 - 02/15/2022 0.00 000 2041.67 2245837
Reseanch Assistant 09/01,/2021 - 01/31/2022 0.00 0.on 5104.20

Total: 714587 23,985 54
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Fund Type to Comp Plan Mapping

GSF Process Guide

Length of Fund Allowance Compensation | Compensation . . .
Award Type Award Type Plan Plan Code Earning Earning Code Payslip Name Taxable Note
Ongoing REAS Standard Assistant in Research Gra.duate Research REAS Research Assistant resasst Stmlient Research Yes
Assistant Assistant
. . . . Other Student
Ongoing SERN Student Other Earnings Graduate Student Earnings [SERN Other Student Earnings otherstuearn Earnings Yes
Ongoing STIP Standard Stipend Graduate Student Stipend [STIP Graduate Student Stipends [stipend St::;gszze S No*
Ongoing TEAN Standard Non-Stipend Teaching Gra.duate Student Teaching TEAN Student Teaching Assist stuteach Stuqent Teaching Yes
Assistance Assistance
. . Graduate Student . . Student Fellowship
Ongoing TEAC Fellowship e e TEAC Fellowship Teaching felteach Femain: Yes
New,
Ongoing HEAL Standard Health Graduate Student Health  [HEAL (Memo) Graduate Student GSH Graduate Student defaults
Health Health
to zero
(Memo) Graduate Student Graduate Student New,
Ongoing TUIT Standard Tuition Graduate Student Tuition [TUIT e GST . defaults
Tuition Tuition
to zero
. External Funding Direct to Graduate Student Direct
Ongoing HLTD Student Health Health HLTD do not send to payroll
. External Funding Direct to Graduate Student Direct
Ongoing STID tudent Stipend tipend STID do not send to payroll
. External Funding Direct to Graduate Student Direct
Ongoing TEAD Student Teaching Teaching TEAD do not send to payroll
. External Funding Direct to Graduate Student Direct
Ongoing TUID Student Tuition uition TUID do not send to payroll
One-Time . . . Graduate Student Family Graduate Student Family Graduate Student "
payment STPF One-Time Family Subsidy Subsidy OTP STPF Subsidy GSFS Family Subsidy No New
One-Time . Graduate Student Top Up Graduate Student Top Up Graduate Student *
Payment pTPL One-Time Top Up Fellowship OTP pTPL Fellowship (GSTF Top Up Fellowship R A
One-Time One-Time Graduating Student  |Graduate Student Graduate Student Graduate Student "
Payment pTPG Payout Graduating OTP pTPG Graduating 656 Graduating No New
Yale




Graduate Student Funding Resource Page

e @Graduate Student Funding New Process Overview video

e Managing Graduate Student Funding site

* Frequently Asked Questions

* For other questions, contact gradfinaid@yale.edu.
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