Tuesday, May 13th, 2025

MARTIN-GATTON CAFE 9-10:30am ET
ADMINISTRATIVE USERS’ GROUP Location: Zoom
AGENDA ITEMS

1. Building Move Presentation:

Presentation Slide are here and ongoing updates and information are located here:
https:/lresearch.ca.uky.edu/preparing-building-moves

Please reach out with questions:

Sara.Green@uky.edu

Andrea.Higdon@uky.edu

Kevin.Horn@uky.edu

2. Budget & Finance (Jason)

a.

Approval of agreements or contracts

Any contracts or agreements need to be reviewed/approved by UK Purchasing or UK Legal.
They should not be signed by anyone within the departments. Please ask the Analysts for help in
getting the approvals your department’s legal needs.

Year End Training

The training meeting was Tuesday and the checklist, schedule, presentation slides, and
recording are located on the M-G CAFE website, here:

Fiscal Year-End Process | M-G CAFE Business Center

3. HR & Payroll (LeAnne)
Presentation attached here.

a.

b.

End of Semester/Fiscal Year End Payroll Reminders
i. Close out the academic year by conducting and active employee review
i. Prepare for the new fiscal year by review salary data
Employee Enhancement Program News
i.  The College continues to support employees by providing numerous enhancement
programs. It was a record-breaking year for the Staff Professional Development Program
and don’t forget to consider nominating a someone for the Outstanding Staff Awards:
Dr. Lisa P. Collins Outstanding Staff Awards | M-G CAFE Business Center

c. Summer Employee Events & Professional Development Opportunities

Make the most of the summer by attending UK Appreciation Day, a Work Life event, and
maybe even CBMI!

Work-life Event Calendar: https://hr.uky.edu/calendar/worklife-wellbeing

Next HR Huddle: https://uky.az1.qualtrics.coml/jfe/form/SV cXPuviWeXIlwZnEy

Sponsored Programs (Angela)

**NEXT MEETING: Tuesday, August 5" @ 9:00am Eastern via Zoom**


https://research.ca.uky.edu/preparing-building-moves
https://cafebusinesscenter.ca.uky.edu/content/fiscal-year-end-processes
https://cafebusinesscenter.ca.uky.edu/dr-lisa-p-collins-outstanding-staff-awards
https://hr.uky.edu/calendar/worklife-wellbeing
https://uky.az1.qualtrics.com/jfe/form/SV_cXPuv1WeXIwZnEy

a. Grants and Effort for Pls and Required Cost Share-
Find more information on these topics here
b. Scopes vs Primes

i. OSPA Grant Training PADR, Grants Master Display, BudRule Crosswalk, AVC and PADR at a
Glance

c. Tuition
See email from UK CAFE Business Analysts here.
d. Sponsored Project Services new website-
https://research.uky.edu/sponsored-project-services/about/ OSPA
For further Grants information and videos, refer to the section on our website here

5. Other (Cristin)
a. Introduction of New Departmental Staff Members
i. Erin Bohannon, STEPS admin in Research Office
b. Reminders

v Add full name to zoom
https://support.zoom.com/hc/en/article?id=zm kb&sysparm article=KB0061891

State Senate voting this week

Beam signing ends Wednesday May 21st
Fast Trainings due June 30"

Next Users’ Group meeting August 5%

Relay meeting info to other staff in department

AN NN

c. Tableau Demo
Budget vs Actuals for show all cost centers together in one excel sheet

M-G CAFE B vs A All Cost Centers - Excluding State Benefits -
https://analytics.uky.edu/#/workbooks/18464/views

Recommendation — Pivot table training
Any needs or questions or new report types you'd like to have or learn, let us know.

**NEXT MEETING: Tuesday, August 5" @ 9:00am Eastern via Zoom**
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Building Moves
Preparing to Relocate

g
L]

Kevin Horn-Pacheco, Administrative Services Assistant
Andrea Higdon, CAFE Emergency Management Director
Sara Green, Program Coordinator

Martin-Gatton College of Agriculture, Food and Environment

% University of
Kentucky



Move Coordination

 Site: https://research.ca.uky.edu/preparing-building-
moves

* Surplus all UK property in all departmental
locations

* Eliminate/reduce paper files

* FEPP property return/relocation

 Start Now ©

University Of Martin-Gatton
% k College of Agriculture,
Ke IltllC y Food and Environment
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Regular
Work
Duties

Other
Duties As
Assigned




e All workspaces must be 100% empty for the move.
* No Furniture
* No Files

e Furniture must be broken down for surplus. Putin work
orders via myUK to have large desks, etc. disassembled.

* Login to myUK. Select “Enterprise Services” tab;
select “Facilities Management” tab; submit a work
order.

Complete “Surplus Property Pickup Form” using
brief/generic descriptions.
* https://www.uky.edu/eForms/alphaindex.php?startswith=S
e Surplus items must be labeled. Please use the labels
property

supplied at https://research.ca.uky.edu/preparing-
building-moves

Surplusing of W
UK owned

Preparing for Building Moves ’

NEW: Labels for marking items as UK Surplus (PDF file) ‘_———-—'

* Timing is everything. /
* UK movers are not responsible for moving personal,
property.



https://www.uky.edu/eForms/alphaindex.php?startswith=S
https://research.ca.uky.edu/preparing-building-moves
https://research.ca.uky.edu/preparing-building-moves

Eliminate/Reduce Paper
Files

e Evaluate the need.
e Scan to electronic files or destroy
 Use the UK Records Retention rules

* https://cafebusinesscenter.ca.uky.edu/sites/cafebusinessc
enter.ca.uky.edu/files/records retention 2025.pdf

* For questions contact Carlos Lopez,
Carlos.R.Lopez@uky.edu

* Never too early to start. Do not wait until the last minute!
* Site: https://research.ca.uky.edu/preparing-building-moves



https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/records_retention_2025.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/records_retention_2025.pdf
mailto:Carlos.R.Lopez@uky.edu
https://research.ca.uky.edu/preparing-building-moves

New Office
Space Details

* No storage closets
* No hallway cabinets

* On average, offices
will be smaller than
current spaces

* New furniture to be
provided

* Old furniture will not
be moved to new
buildings. Surplus all
existing furniture.




For additional information contact:

Sara Green
Sara.Green@uky.edu

Andrea Higdon
Andrea.Higdon@uky.edu

Kevin Horn-Pacheco
Kevin.Horn@uky.edu

University Of Martin-Gatton
% k College of Agriculture,
Ke IltllC y Food and Environment
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From: UK CAFE Business Analysts

To: Allen, Jackie L.; Allen, Katherine N.; Amsler, Rebecca S.; Brown, Merna; Bullock, Hanna J.; Conn, Susan L.;
Consalvi, Scarlett R.; Costello, Cristin; Davidson, Karen B.; DeLage, Anne M.; Feddes, Melissa J.; Garrett, Patsy
A.; Gibson, Casey L.; Goodrich, Carolyn; Gordon, Elizabeth R.; Guinn, Kristen C.; Gutierrez, Debbie; Hammons,
Mary; Hardin, Jason J.; Henson, Christie R.; Horn-Pacheco, Kevin R.; Howard, Christine; Huntress, Ginny;
Husted, Jeffrey A.; Jackson, Shelby K.; Jump, Jessi; King, Rhesa A.; Knapp, Angela D.; Matti-Rayan, Mayada N.;
Maynard, Maggie; McKinney, Katherine E.; Myers-Wilson, Anastasia P.; Ord, Jaclyn G.; Owsley, Rhonda J.;
Quillian, Brandi S.; Ramey, Covetta H.; Rogers, Whitney G.; Short, Stephanie L.; Simpson, Natalie D.; Smith,
Anthony; Spahn, Amelia D.; Stanton, Tymory S.; Stidham, Cindy L.; Stiefel, Barbara L.; Tipton, Betty D.; Tolliver,
Julie; Waddell, Sandie D.; Ward, Tina M.; Warren, Diane; Watson, Lisa C.; Weisenhorn, Ellen; Wilford, Johnna T.

Subject: FW: Spring 2024 GSAS Entry
Date: Thursday, November 14, 2024 1:49:19 PM
Attachments: image001.png

GSAS Training Documentation 24-25.pdf
View Submitted GSAS Forms.pdf

SHIP Process for Departments.pdf

FY25 Baseline Stipends.pdf

Hello DGSs and GSAS Enterers,

We have made it through the first half of the fall semester and the GSAS entry window for
spring will open on November 18, While ever-changing conditions might make it hard to
enter GSAS appointments early, please remember that late entry can result in tuition
scholarships not being posted in time. This can be very stressful for graduate students. Please
remember that GSAS forms should only be entered on a term-by-term basis. GSAS forms will
be cancelled if the dates entered are across more than one term. Attached are documents
describing how to enter GSAS and how to identify students who have not yet accepted their
GSAS form to help the program meet its responsibility to ensure that students accept their
GSAS in atimely manner. Do NOT enter GSAS forms for overload assignments, students on
LTJ Fellowships, students on training grants, students using EEP, or students supported by
extramural organizations such as Fulbright, LASPAU, Foreign Government Sponsorships, etc.
Please carefully read the following information, the attached documents, and let me know if
you have any questions. If you would like to have a short zoom or teams meeting to go over
GSAS entry, please let me know and we will organize a time and schedule it.

GSAS Entry

® The dates as well as the updated instructions for GSAS entry have been posted on the
Graduate School website: https://gradschool.uky.edu/gsas

® Spring Semester
o Spring GSAS Open 11/18/2024 through 01/13/2025

o0 Exception to Business Procedures needed for GSAS not submitted by
01/13/2025

o Deadline for students to accept GSAS form: 01/20/2025
0 Universal Tuition Account Field Edit open 11/18/2024 thru 02/21/2025
® ATS Entry

Each college has received the number of ATSs they can use for each academic year. Please
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Graduate School Academic Staff Notice of Appointment (GSAS) Form — Update 07/8/2024

GSAS Functions

¢ Notifies the Graduate School a tuition scholarship has been offered, approved and accepted.

e Provides a formal contract between the student on an assistantship and the University of Kentucky.
e Interfaces with the TA Credentials database to ensure SACS accreditation standards are met.

e The GSAS system does not interface with payroll.

Do not enter GSAS forms for the following situations:

e Students on LTJ Fellowships, or any other GS Fellowship which provides tuition. If unsure, contact us.
e Students on Training Grants.

e Students supported by extramural organizations such as Fulbright, LASPAU, China Scholarship Council,
Higher Committee of Educational Development (Iraq), Foreign Government Sponsorships, etc.

e Overload assignments for students who already have active GSAS forms for a full-time assignments
e You do not need to submit a new GSAS form to change an account number. They can be updated
during the Universal Tuition Edit Open period as noted in the dates below.

e You do not need to submit a new GSAS form to change a TA type. You will be able to correct this in
the TA Credentials Database.

GSAS 2024-2025 Submission Windows Dates:

Fall Term
GSAS Open 7/15/2024 thru 8/26/2024
Exception to Business Procedures will be needed for GSAS forms not submitted by 8/26/2024
Deadline for students to accept GSAS form: 9/02/2024
Universal Tuition Account Field Edit Open - 7/15/2024 thru 9/27/2024
Spring Term
GSAS Open 11/18/2024 thru 1/13/2025
Exception to Business Procedures will be needed for GSAS forms not submitted by 1/13/2025
Deadline for students to accept GSAS form: 1/20/2025
Universal Tuition Account Field Edit Open - 11/18/2024 thru 2/21/2025
Summer Term
GSAS Open 4/14/2025 thru 5/19/2025
Exception to Business Procedures will be needed for GSAS forms not submitted by 5/19/2025
Deadline for students to accept GSAS form: 5/23/2025
Key Features

e The GSAS operates on a workflow structure, allowing parties involved to review and give feedback.

e Log-in requires your myUK username and password

e The Hiring Department initiates the GSAS form.

e The GSAS requires two pieces of information:
Position / PERNR number
Universal Tuition (UT) account number - (only required for RA’s and GA’s and can be edited later, see
dates above)

e Students must log-in and accept the offer to complete the form

NOTE: If the student is being hired outside their main academic department, the workflow will route 1
to the student's main academic department for approval first before being routed to the student to
accept the offer.





Finding The Form:

Log-in to myUK

Employee Self Service Student Services Student Administration Financial Aid View of Student Enterprise Services Home Payment Request

Shopper Faculty Services
IRIS Systems
I41+] |
Related Link: .
e C]  LaunchPad Once logged into
« Active Directory Accounts - f
. myHelp v MyUK, click on the T
o gipmptfvaremm From here you can select a system to launch. Enterprise Services
. Campus Management Tab
+ Faculty Effort System
+ Grants Management

Human Resources/Payroll
Materials Management
Plant Maintenance

IRIS e BW Web Reporting

Training Sandbox

BW BEx Reporting

L 4

e BW Developer

m

O PN Home | PaymentRequest  Confirmations  Shopper  myReports  Faculty Services

my Uk
Financials | Materials Management | IT Service Request | Workfiow | UAMS | Faciiies Management | Customer Service Center
Procurement Card
l41¥1 4
Detailed Navigation =l ProCard

+ Procurement Card

Procurement Card Search Criteria
Fiscal Year Click on

Transaction D Workflow. | [ ] to 1

P-umber (P+Last 7)

Document Date 1o
Parked/Posted Date 1o
Entered By
Sort Order Procard
Cardholder
Transaction ID
Vendor
Document Date
LaunchPad  Employee Self Service i Student Adminis F id View of Student WS ECN WU Home  PaymentRequest  Confirmations — Shopper  myReports  Faculty Services  my UK
Financials | Materials Management | Request | Workflow | UAMS | Facilties Manag
Workflow Items
Ialvl 4
Detailed Havigation = The list of tems shown here could be outdated. Waiting for update
- Workflow tems Tasks | Alets | Notificaons | SAPoffice Mais | Tracking
+ eCATS (Curricular Proposal)
+ OSPA elAF Form Showi: [New and in Progress Tasks | | [All -
+ OSPA PITracking Report
+ Financial Disclosure B Subject ! From

Sent Date Priority = { DusDate
+ Graduate School Appt Form

Click on Graduate
School Appt Form.






Financials | Materials Management | IT Service Request | Workflow | UAMS | Faciltie

Graduate School Appt Form
14D 1
Detailed Navigation 7| Graduate School Appt Form

= Workflow ftems
= eCATS (Curricular Proposal)
= OSPA elAF Form

= OSPA P Tracking Report

Graduate School Academic Staff Notice of Appointment (GSAS)

@ View Submited Forms  {gh Help

+ Financial Disclosure Studantumber: =[]
- [emaratslschnolhpetEoom Assignment Start Date: * Search Payroll Start Dates
End Date: *
Hiring Depariment. | Academic Enhancement -

Now, let’s walk through the process in more detail:

Start Screen

Graduate School Appt Form
Graduate School Academic Staff Notice of Appointment (GSAS)

@ View Submited Forms @ Help

Student Number: * |:|

Assignment Start Date: * 7] Sedarch Payroll Start Dates
Assignment End Date: * 7]
Hiring Department: |An::ﬂu:|ernin:: Enhancement -
| Retrieve Student |

Student Number

e The student number must be typed in. Currently, there is not a look-up feature. (Leave off the preceding
“9” as this will cause the form to go into error mode.)

Assignment start and end dates

o Like many UK systems, there is a calendar look-up for the date fields, or you can just type in the date using
the XX/XX/XXXX format. You can also search for payroll dates so that you can select the start date
corresponding with the payroll date closest to when your student will be starting work.

e If you do not do the payroll start date search, and your start date does not align with a payroll start date,
the system will issue the warning message below when you attempt to continue. This is just a notification.
If you need your start date to be a specific date other than a payroll start date, just click
“Yes” and move on; otherwise, you can click “No” and revise your start date.

NOTE: GSAS forms should only be entered on a term by term basis. GSAS forms will be cancelled if the
dates entered are across more than one term.





Graduate School Appt Form

Graduate School Academic Staff Notice of Appointment (GSAS)

& View Submitted Forms @@ Help

Student Number: —j

Assignment Start Date: *
Assignment End Date: *
Hiring Department: | AMR I

Start Date should correspond to a valid payroll start date. Continue?

Yes

Please note the GSAS system does not directly connect to the payroll system so please use the exact
assignment dates in the SAP payroll system and modified dates in the GSAS system. Suggested GSAS
assignment start/end dates for students whose assignment covers the entire academic year are listed below:

Fall Term (Session 010)

Start Date: Official start date of the SAP payroll assighment no earlier than August 11th (PR #18)
End Date: Official end date of the SAP payroll assignment no later than December 2gth (PR #1)
Spring Term (Session 030)

Start Date: Official start date of the SAP payroll assignment no earlier than December 29th (PR #2)
End Date: Official end date of the SAP payroll assignment no later than May 17th (PR #11)

Summer Term (Session 050)
Start Date: Official start date of the SAP payroll assignment no earlier than May 1gth (PR #12)
End Date: Official end date of the SAP payroll assignment no later than August gth (PR #17)

Assistantships are not offered during the Winter Session

Hiring Department

e Choose the applicable hiring department from the drop-down menu. Typing the first letter of the hiring
department name will take you closer to that point in the list. Your list of hiring departments corresponds to
the org units for which you have been granted access to hire. In order to have view or entry access in the
GSAS system, employees will need to have completed the SLCM 200 course that provides the student account
view role. Once they have completed the course, their supervisor needs to email Kevin Johnson
(kevin.johnson@uky.edu) and include the 8-digit Org Unit number code for the hiring departments they need
to access, which level of access, view or entry, their linkblue ID, and the reason why they need access to the
GSAS system. The Org Units should be hiring units within their college or general area. If they are replacing
someone, please include the linkblue ID of the person they are replacing so they can be removed. Employees
should not have access to enter GSAS for other hiring departments outside their college or general area.

After you have entered the four categories, click on “Retrieve Student.” That will take you to the Position Screen
below.





POSITION SCREEN

Graduate School Appt Form

Graduate School Academic Staff Notice of Appointment (GSAS)

| 2 3 4 [
Position Conditions of App A of Duties ear & Term Review/Submit
Student Number: Position
Date Of Birth: L2
[ Add Position B2 Delete Position
*Type *Position # HTFT *UT Account *Term Stipend

- . c . o -
Hiring Department: Teaching Assistant  |15609810 Ful-time - provides full tution - 7,500.00

AMR Microbiology & Immui
Asgsignment Start Date:
07/01/2018

Assignment End Date:
121312016

Program

MFA-GS-=NMaster of Fi

Back || Continue ﬁHelp
# Cancel

On the left-hand column, you can verify that you have the correct student by cross-referencing the name,
student number, and date of birth. You also see the hiring department, assignment dates, and the student’s

degree program.

Type
Payroll assignment types must match GSAS assignment types in order to be eligible for the Graduate School

tuition award and the Student Health Plan.

e Teaching Assistant — must correlate with a Teaching Assistant assignment in payroll
e Research Assistant — must correlate with a Research Assistant assignment in payroll
e Graduate Assistant — must correlate with a Graduate Assistantship assignment in payroll

Allocated Tuition Scholarships (ATS) — Each college has received a number of ATS they can use for each
academic year. Please consult with your DGS and/or college Budget Officer before selecting these types
to verify the number of ATS available for your department. There are three assignment types:

e ATS Research Assistant — must correlate with a Research Assistant assignment in payroll
e ATS Graduate Assistant — must correlate with a Graduate Assistantship assignment in payroll
e ATS Fellowship — must correlate with a Fellowship assignment in payroll

Deans Tuition Scholarships (DTS) — Each college has received a specific dollar amount to be used as DTS for
the academic year. Please consult with your DGS and/or college Budget Officer before entering
"1234567890" as the UT Account number. Once the tuition scholarship has posted to the student's
account, you will see the aid amount field populated in the "View Submitted Forms", with the dollar
amount of tuition that will be charged against your college's specific dollar amount.





Position / PERNR Number

e Coordinate with the person who sets up your payroll assignments to get this number. A PERNR number
is required for all RA positions in order to process the tuition recharge.

HT/FT

e Half time (HT) — Student works 10 hours per week and receives a % tuition scholarship (unless paired with
another % assignment)

o Full time (FT) — Student works 20 hours per week and receives a full tuition scholarship

e If you have a student whose assignment will be split within the term (ex. 1/2 RA, 1/2 TA), you can click the
“Add Position” button and it will give you the option to enter the second part of the assignment.

e Please note these fields must match the FTE in the payroll assignment in order to eligible for the Graduate
School tuition scholarship and Student Health Plan.

UT Account

e The account is the cost center or WBS element that you wish to charge the student’s in-state portion
of the tuition to and is only required for GAs and RAs. Please coordinate with your DGS and/or Budget
Officer to get this information.

e A dummy number is no longer acceptable. If you are unsure of your account number or there will be
more than one account number used, just enter your departmental cost center. Make sure you go
back into the GSAS system, "View Submitted Forms", to edit or add account numbers prior to the
Universal Tuition being processed in September for the fall semester and February for the spring
semester.

e Once the tuition scholarship has posted to the student's account, you will see the aid amount field
populated in the "View Submitted Forms", with the dollar amount of tuition that will be charged to the
cost center or WBS element entered in the GSAS form.

Term Stipend - No longer necessary but until the GSAS system is updated, you will need to enter
something. You can enter a dollar, 1.00, in order allow the system to let you process forward.

¢ If you want to enter a stipend amount for the semester contracted (i.e. stipend amount for fall
semester), this is an example of a student who should receive an annual stipend of $20,900.00 based on
a 12 month assignment as entered in the GSAS system:

Year Session  Session Description Type Description Hours PERNR #Postion TAType Term Stipend
2022 010 Fall Semester TA Teaching Assistant F ~ 00000000 4 8,800.00
Year Session  Session Description Type Description Hours PERNR #Postion TAType Term Stipend
2022 030 Spring Semester TA Teaching Assistant F ~ 00000000 1 8,800.00
Year Session = Session Description Type | Description Hours PERNR *Postion TAType = Term Stipend
2022 050 Summer Session TA Teaching Assistant F ~ 00000000 1 3,300.00

NOTE: GSAS forms should only be entered on a term by term basis. GSAS forms will be cancelled if the
dates entered are across more than one term.

Once you have entered all the necessary information, click “Continue.”
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CONDITIONS OF APPOINTMENT SCREEN

Graduate School Appt Form

Graduate School Academic Staff Notice of Appointment (GSAS)

& 1 2 3 4 5
Pasition Conditions of Appointment Assignment of Duties Year & Term Review/Submit

Student Number: Conditions of Appointment

Date OF Birth: Teaching Assistant

_ [ ] Satisfactory performance of job functions

Maintain 3.0 GP&
Hiring Department: []Make progress on academic plan

AMR Microbiolegy & Immu
du [] Continue in current degree program
Azsignment Start Date:

[ Must work 10 or 20 hours based on full or part time assistantship

08152016
Assignment End Date: Complete all required Graduate School and departmental orientation and in-service activities
12/31/2016 [[] Other
A
Program

MFA-GS-=Master of Fi. ..

[« Back || continue || @& Help |

3 Cancel

This is the Conditions of Appointment screen. The system displays conditions of appointment options by position
type category based on what you chose on the previous screen. | chose TA and RA on the previous screen, so | am
seeing conditions of appointment options for those two types. You can click on any of the pre-populated
conditions that are applicable and/or you can click “Other” and a fill-in box will appear where more specific
conditions can be entered.

NOTE: For all assignments, “Maintain 3.0 GPA” should be checked. Also, for TAs, condition “Complete all required
Graduate School and departmental orientation and in-service activities” should always be checked. In a future
phase of the new GSAS, we will attempt to have these boxes pre-populate as checked but for now, please check
them manually.

Once you have entered everything necessary to the conditions of appointment, click “Continue.”





ASSIGNMENT OF DUTIES SCREEN

Graduate School Appt Form

Graduate School Academic Staff Notice of Appointment (GSAS)

& 1 2 3 4 5l —
Paosition Conditions of Appointment Assignment of Duties “fear & Term Review/Submit

Student Mumber: Assignment of Duties

Date OF Birth: Teaching Assistant

_ Wy department intends to employ the student (if more than one type, choose the highest)

«) as the autonomous primary instructor of an undergraduate course (18 graduate credits completed or master's in the teaching area or

Hiring Department: directly related area required). (Type 1)

AMR Microbiology & Immur ) as a mentored instructor of a section of an undergraduate course coordinated by a faculty member (graduate enrolment in the teaching

Assignment Start Date: area or directly related area and approval of the Graduate School required). (Type 2)

08152016 7 as one of the following? Discussion/recitation section leader, course lab leader, or instructional assistant to primary instructor within a

large classroom (graduate enroliment in the teaching area or related area required). (Type 3)
Asszignment End Date:

T)in a course-based role with instruction-related responsibilties outside the classroom, such as objective grading or lab preparation
1213112016

(graduate enrolment in the teaching area or related area required). (Type 4)

4| | Additional Information:

Program

MFA-GS-=Master of Fi. ..

|4 Back || continue #|[ & Help |

i Cancel

This is the Assignment of Duties screen. The system displays assignment of duties options by position type
category based on what you chose on the Position screen. | chose TA and RA on the Position screen, so | am
seeing assignment of duties options for those two types. You can click on any of the pre-populated conditions
that are applicable and/or you can click “Other” and a fill-in box will appear where more specific information can
be entered.

NOTE: For TAs, you should select the Type that most closely aligns with what you predict the TA to be doing.
Choosing Type 4 will require that more specific information about the duties be entered into the additional
information box. Please be as specific as possible.

If you discover that the TA type you select in the GSAS is not the eventual TA type, do not reenter a GSAS simply to
edit a TA type. There are two options to correct this. 1) Contact Kevin Johnson (kevin.johnson@uky.edu) and ask
to have the current GSAS cancelled so you can enter a new GSAS with the correct TA type or 2) leave the current
GSAS entered and addressed the incorrect TA type in the TA Credentials Database.

Click "Continue."





YEAR & TERM SCREEN

Term

e This screen pulls in all years and terms that fall within the dates of the assignment. As your date range
should encompass only one term, the selections on this screen should be minimal. Select the term

applicable to your student’s assignment.
e You must enter separate GSAS forms for Fall, Spring, and Summer terms. If more than one term is
selected, you will receive a red error message and the form cannot be submitted.

Graduate School Appt Form

H Multiple selections are not allowed. You much choose one Term to continue

Graduate School Academic Staff Notice of Appointment (GSAS)

» 1 2 3 4 | 5 -

Position Conditions of Appointment Assignment of Duties Year & Term Review/Submit

Student Mumber Year & Term
Date Of Birth AcademicYear AcademicYear (Description) Academic Session  Academic Session (Description) StartDate  End Date
- O zo17 Acad Year 2016-2017 020 Winter Intersession 121192016 0110/2017
B v 2017 Acad Year 2016-2017 030 Spring Semester 0111/2017 05/05/2017
Hiring De partment
v 2017 Acad Year 2016-2017 051 Summer Session 1 05/09/2017 06/06/2017

Graduate School
Assignment Start Date

e If a student already has an active GSAS form for the term selected, you will see a yellow warning sign. This
warning sign will not prevent you from submitting the GSAS form since there are some cases where a
student may have (2) half assignments that require (2) GSAS forms. This new feature will assist in

preventing duplicate forms from being submitted.
o If aform needs to be cancelled, please contact Kevin Johnson (kevin.johnson@uky.edu).

o If avalid GSAS form has already been submitted and you are submitting an overload request,
cancel your GSAS form and complete the Overload Request Form
(https://gradschool.uky.edu/faculty-staff-forms)and email to Grad School Dean

(gsdean@uky.edu).

Note: Do not enter GSAS forms for overload assignments, students on LTJ Fellowships, students on training grants, or
students supported by extramural organizations such as Fulbright, LASPAU, Foreign Government Sponsorships, etc.

Graduate School Appt Form

& OSF«&'#_EN’Sts far studem#- for Academic Year 2017 and Term 030
Graduate School Academic Staff Notice of Appointment (GSAS)

» 1 2 3 [ 1] 5 +

Puosition Conditions of Appointment Mesignment of Dutics Year & Term Review/Submit

Year & Term

D ate Of Birth AcademicYear AcademicYaar (Description) Academic Session  Acadamic Session (Description)  StartDate End Date

2007 Acad Year 2016-201/ 020 Winter Intersession 12192016 0102017

2017 Acad Year 2016-2017 030 Spring Semester 01/11/2017 05/05/2017
I liring De partment

2017 Acad Year 2016-2017 051 Summer Session 1 05/09/2017 06/06/2017

Graduale School
Assignment Start Date
01012017

NOTE: GSAS forms should only be entered on a term by term basis. GSAS forms will be cancelled if the
dates entered are across more than one term.

Click “Continue.”
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REVIEW/SUBMIT SCREEN

Graduate School Appt Form

Graduate School Academic Staff Notice of Appointment (GSAS)

& 1 2 & 4 L e |
Position Conditions of Appointment Assignment of Duties ear & Term Review/Submit
Student Number: Review
Date Of Birth: Assignment
_ Type | Academic Wear Academic Session Session Description Position Hours | TA Type Account Ann
TA 2017 010 Fall Semester 15609810 | F 1
Hiring Department:
- - Condition of Appointment
AMR Microbiology & Immui
Assignment Start Date: Type | Assigned Duties
02M5/2018 TA Maintain 3.0 GRA
Assignment End Date: TA Complete all required Graduate School and departmental orientation and in-service activities
12/31/2016 Assignment of Duties
4 Type | Assigned Duties
Program TA as the autonomous primary instructor of an undergraduate course (18 graduate credits completed or master's in the teaching area or
MFA-GS-—=Master of Fi. .. TA Additional Information
Submit

E Submit to Workflow

The review/submit screen allows you to look over what you have entered and make sure it is complete and

accurate before you submit it to the workflow. Changes require a new form be submitted, so please review this

screen carefully before clicking “Submit to Workflow.” Should you discover you need to make changes to a
submitted form, please contact Kevin Johnson (kevin.johnson@uky.edu) before doing so. The previous form

should be cancelled before a new form is submitted.

WORKFLOW PROCESS

e After you click “Submit to Workflow,” the workflow will direct the GSAS form to the student’s main
academic department for review and approval if different from the hiring department.

e Any employee with hiring department entry access will receive and can approve the GSAS workflow.

e Once approved by the academic department, the form will route directly to the student to
approve/reject/request changes via an e-mail link.

e [f the student is being hired within the student's main academic department, the form will route directly
to the student to approve/reject/request changes via an e-mail link.

e Please note the GSAS system pulls the student’s UK email address from SAP. If a student does not have a
valid UK email address, the GSAS form will receive an error. Please have the student contact ITS at
859-218-HELP(4357) to resolve the issue.

e Once accepted by the student, the Graduate School receives notice of approval and can then apply the
student’s tuition award.

e Send questions to kevin.johnson@uky.edu.
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GSAS View Submitted Forms

1. MyUK - Enterprise Services - Workflow - Graduate School Appt Form

2. Click on the View Submitted Forms button @ View Submitted Forms
3. Enter an Academic Year Academic Year: 7
4. Enter an Academic Session Academic Session w]
5. Select a Status (approved are completed GSAS): Status: -
6. Hiring Department, you may have 3 options. Hiring Department v

a. If you are only assigned one department it will auto populate
b. If you have multiple departments, you can individually report on each one
c. If you have multiple departments, leave this field blank and it will populate all of your

departments.

Assignment Type: Teaching Assistant Research Assistant Graduate Assistant

LTJ Fellowship ATS Graduate Assistant ATS Research Assistant

ATS Fellowship

RA’s and GA’s are the only two appointments the Graduate School issues invoices for please check both

assignment types.






EXAMPLE:

AcademicYear: | opqg [ Academic Session: | qp 7
Status: | approved v
Hiring Department | yartin School of Public Administration v
Assignment Type: Teaching Assistant +f Research Assistant if Graduate Assistant;
LTJ Fellowship ATS Graduate Assistant ATS Research Assistant
ATS Fellowship

7. Click the Fetch GSAS Forms Button. Fetch GSAS Forms
Part 2:
In the lower view screen, the RA and GA students have populated for the Fall 18 semester.
123456787 10234569 Bond, .Jlames ;U‘WQ 0 R::::;Eh A::it::l USHQ:‘?UW 12222018 A:Z:‘\:U 08212018
1. On the top right-hand side of the view table is a Tool Man button e
2. Clicking on the tool man opens a view settings options screen. Please Add and Remove view field

G3A3 No.
123456789
123456788
123456787

123456786

for your reporting needs. For the below example, | removed the start date, end date, status and create

date. | then added the aid amount, UT account, UT % alloc., UT account 2, and UT % Alloc 2.

Student Number Student Name Year Session Aid Amaunt UT Account UT % Alloc. UT Account 2 UT % Alloc. 2 Type

10234567 Snow, John 2019 10 6,206.00 9999999999 0.00 0.00  Reszarch Assistant
10234568 Watson, Emma 2013 10 6.286.00 1012063340 100.00 0.00  Research Assistant
10234569 Bond, James 2013 10 6,266.00 1012063340 100.00 0.00  Reszarch Assistant
10234560 Craword, Joan 2019 0 136837 1012062340 400.00 0.00  Resaarch Azsistant

a. If you are going to use this view regularly, in the Tool Man settings, click the Save As
Button, when the popup box displays enter a description for this view report (1 used UT
Account). You may also select Initial View by adding a check to the box, if this is the first

report you would like to see.






b. Click Ok
3. The table will populate to the view we just created with the directions above.
4. However, the next time you log in to the GSAS view screen:
a. The saved layout(s), can be quickly access by going to the top left hand corner of the view

table is a field: View [ Description Name] a save button, and Export Button. Please note: the

saved layout only affects the table portion of

‘-Iiew:| T Account v | Export ,
the view screen, not the data entered at the UT Account Bent Number
[Standard View]
top. EPREES

b. You may choose the standard system view or your personal created view(s). For the example
below, I am going to click the UT Account layout we just created.
c. Hint: if your created views do not immediately populate, toggle to the standard view, then
back to your created view.
5. The Workflow table allows you to view but not edit account and allocation percentages.

6. Inside the table, to view/edit individual GSAS records click the GSAS number.

You will need to open each record to update the UT account and percentage allocation.

7. You also have the option to export to an excel spreadsheet to view change the information.

GSAS No.

[100(
r100(
T100t
T100
r100(
T100t
T100(

= = = = : = - - - e
|Student Number _|Student Name |Year [Session [Type |UT Account |UT % Alloc.  |UT Account 2 |UT % Alloc. 2 |Aid Amount_|
1 Rivers, Joan 2019 10 Research Assistant 3200001510 100.00 0.00 6.286.00
] Wick, John 2019 M0 Research Assistant 3200001510 100.00 0.00 1,368.37
il Elba, Idris 2019 "0 Graduate Assistant 1013184630 100.00 0.00 6,286.00
" Cumberbatch, Benedict 2019 "0 Graduate Assistant 1013183880 100.00 0.00 6,286.00
i Custardhatch, Bernard 2019 "0 Graduate Assistant 1013183880 100.00 0.00 6,286.00
g Canardsnout, Barthomolew 2019 "0 Graduate Assistant 1013183880 100.00 0.00 6,286.00
" Centurionwitch, Bayek 2019 "0 Graduate Assistant 1013183880 100.00 0.00 6.286.00











University of
% Ke ntucky The Graduate School

Only TAs, ATS and Fellowships centrally supported by the Graduate School are eligible to have their Student Health
Insurance Plan (SHIP) charge the MEGA Health Cost Center. The Graduate School does not fund SHIP for RAs and
GAs.

SHIP Process for Colleges/Departments:

The cost for the Student Health Insurance Plan (SHIP) is distributed through the SAP payroll infotype 9027, Additional
Cost Distribution. The 9027 Additional Cost Distribution screen is separate and distinct from the payroll distribution. This
screen allows you to allocate the SHIP to the appropriate cost center(s). If the SHIP should be charged to the same cost
center as the payroll assignment, no 9027 screen is needed. However, if the SHIP should be split, or charged in full to the
Graduate School, a 9027 screen entry is needed. The examples below illustrate various scenarios for where the benefit
should charge and the instructions for editing the 9027. The Graduate School will audit the MEGA Health cost center to
ensure that only TAs, Allocated Tuition Scholarships (ATS) and Fellowships are charging and have been verified through
GSAS.

NOTE: If a payroll assignment is charging a grant, you cannot use the 9027 infotype to charge the insurance
benefit to the grant. The 9027 must charge a department account. If no 9027 is created, SHIP will charge to the
cost center associated with the position number. If it is appropriate to charge the SHIP to a grant, then it will be
necessary for the hiring department to process a JV.

TA/RA/GA & Fellowship Cost Distribution:

Student Assignment FTE Benefit Cost Center 9027
Distribution
Percent
Student A | TA or ATS - Full- .50 1012059690 100%
time
Student B | TA or ATS — 1/2 25 1012059690 50%
RA or GA-1/2 25 Department Cost Center 50%
Student C | RA or GA - Full-time | .50 | Department Cost Center | 100%
Student D | RA or GA—1/2 25 Department Cost Center 50%
Dept. Fellowship - .07 Department Cost Center 50%
1/2

Graduate School SHIP Cost Center is 1012059690 — only if Centrally Supported by the Graduate School

Example: Student "B" has a /2 TA (.25) and a /2 RA (.25) assignment. If no 9027 screen is created, the cost of the Student
Health Insurance Plan (SHIP) will be charged to the assignment that is labeled “main”. Enter a 50/50 split between the
two and the cost distribution will follow for each payroll assignment. If the TA assignment contains a 9027 screen with
the Graduate School Cost Center, 50% will charge the Graduate School and the other 50% will charge the cost center
associated with the RA assignment.

Each term, the University Student Health Insurance Plan Office reviews and determines eligibility based on students’
payroll assignments in SAP. Numerous discrepancies have been found between the GSAS forms submitted to the
Graduate School for tuition and the related student payroll assignments in SAP. GSAS forms should always match the
students’ payroll assignments. Communication between those who enter the GSAS forms and those who enter the student
payroll assignments is needed to ensure assignments are entered with the correct Employee Subgroup, FTE and Type.





Eligibility for SHIP is determined by the payroll assignment(s), missing or inaccurate GSAS forms & assignments
can result in a student not being enrolled in the Student Health Insurance Plan and potentially incurring liability
for the department.

9027 Cost Distribution Instructions:

In PA30, select infotype 9027 to create a cost distribution record for Benefits Costs. This distribution will be
separate and distinct from the payroll distribution.

Click on the create icon.

O ¥ & 0G| 42

Person 1D [1z165008 | Pers.fssgn |20018511 50110619 20018511+
Marme Michelle GraduateStudentHealth = Empl % | 50.00

EE group [8 students Pers.area [1000) Main Carnpus

EE subgroup [10] Research Assist . Pers. subarea [a007] Temp PT =.20

LK Personal Data }/UK Payroll Data _/ LK. Organizational Data |/CH| 0=

Infotype text S.. D Period

_Beneﬁts Comments (90017 « || (&)Period
_Famil\,r Mermber/Dependents (0021 - From | ITo ' I
" (General Benefits Information 0171y «F I Today CCurr week
:f-‘xdjustment Reasons (0378) o ol iCurrent month
| Health Plans (0167 v (IFrom curr.date (iLast week
| [Insurance Plans (0168) (1T Current Date (iLast month
| Savings Plans (D163) JCurrent Period CICurrent Year
_Flexible Spending Accounts (0170) = IE Choose
_Miscellaneuus Plans (0377) -

Direct selection

Infatype E;lnz?l Juk;>3

Click on Distribution Drop-down and select BN — Employer Benefit Costs:

Petsan 1D [1z165005 | Pers.fssgn | 20018511 50110619 20018511 .+
[Harne Michelle Graduate3tugemtHealth | Empl % | 50.00

EE group 5] Students Parsfa [1000] Main CampLs

EE subgroup 110! Research Assist . Pers, area [ooo7! Temp PT =.20

Start lo8s1as2016] Ta  |12/31/9999]

Distrib. ™ |

TS TET IS CETTIET l1012813200 |HRS EUDGET CLEARING |

Cost distri
CoCd | Cod

[ Costs to be distributed (2) 1 Entry found

v B3] ][] 2 [ ]

0027 |EM

Ermnployer Benefit Costs






Please refer to TA/RA/GA & Fellowship Cost Distribution scenario chart above and enter the cost center that is associated
for the benefit to charge in the record and save.

Programs should use the Graduate School SHIP cost center ONLY for Graduate Centrally Supported TAs, ATS,
and Fellowships. Department funded TA/RA/GA/Fellowships should not charge the GS SHIP account.

] | {E|ece NONN PN 0=

Change Additional Cost Distribution (9627)

s | B5 B5 append lines

Person ID l2l65008 Pers.Assgn 20018511 50110619 20018511, * EJ

Mame Michelle Graduatelt tHealth = Empl. % | 50.00

EE group B| students Pard ka 1000 Main Campus

EE subgroup 10) Research Assist . P8 area 0007 Temp PT =.20

Start 08/15/2016 To l2/31/9999

Distrib, I EN tmplayer Benefit Costs

Master cost center 1012813200 HRS BUDGET CLEARING
Cost distribution
far=tar= Al + —+v {'\vw WD w—n =t P\H—n O+ P =1 Df
TEOD 1012062450 HF. Benefits 100,00 T

I -
LI 1

B new entries Entry 1o

NOTE:

The 9027 start and end dates should follow the payroll assignment start and end dates. Additionally, when
separating or ending assignments, it is important to delimit the 9027 cost distribution when prompted by SAP.
Failure to end the 9027 cost distribution can create payroll errors on future assignments.

SHIP Eligibility

Must be enrolled in a course through the Graduate School.

Cannot be a professional student (PHARMD, DDS, DMD, LAW, MD, DPT, DPH, DNP, DSW)

Must be degree seeking (Cannot be post baccalaureate or postdoc)

Must have qualifying TA, GA, or RA assignment in UK Payroll. Assignment must be .50 FTE or a combination
of qualifying assignments that equal .50 FTE; OR must have qualifying institutional Graduate School fellowship
of at least $9,000 annually; OR must have .25 FTE assistantship + qualifying fellowship of less than $9,000 (Must
meet criteria for majority of semester (through midpoint)

Sl e

Funded Grad Student Health Insurance Plan Guidelines for Departments

1. Funded Grad enrollments for the Student Health Insurance Plan (SHIP) are permitted up to the midpoint of
each semester. If a student begins an assignment after the midpoint OR if their information in SAP is changed or
corrected after the midpoint, the student's coverage will not begin until the next policy period.

2. To have a student removed from the plan, their assignment must be withdrawn in SAP no later than 30 days
after the first day of each policy period. If assignments are withdrawn after that time, the student will remain
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on the SHIP for the remainder of the policy period and the department will be charged for the premium. If a
student incurs claim costs during that 30 day period, the department will be responsible for either the cost of
the claims incurred or the cost of the premium for the policy period, whichever is less.

3. [Ifastudent’s assignment is withdrawn at any point before the midpoint of the semester, the student will be
considered ineligible for the entire coverage period. Coverage for the student would be terminated retroactive to
the beginning of the policy. Departments could still be responsible for the cost of any claims incurred during the
period that coverage was active or the cost of the premium.

Departments who have students that do not meet the standard Funded Grad requirements for the SHIP, but still
wish to include and pay the premium for coverage for those students, the students’ wage type in SAP must be set
up as "2000" in order for them to enroll in the plan (applicable for fellows only and must meet the $9,000 annual
minimum threshold in order for student to be enrolled on the plan).

Student(s) who meet the standard Funded Grad requirements for the SHIP, however, department will NOT be
paying the premium, the students’ wage type in SAP must be set up as "2010" for them to be excluded from the plan
(applicable for fellows only).

4. The SHIP office will not make changes retroactive to prior semesters except in cases of oversight on the part of
the SHIP office.

5. Theindividual departments are responsible for updating cost center information.

6. Ifyou are unsure if a student has been enrolled, you may contact the Student Health Insurance Plan
Administrator @ studenthealthplan@uky.edu.

Additional information:

Only the Student Health Insurance Plan (SHIP) office can verify eligibility and enrollment.

Please allow approximately thirty days after the beginning of each term for enrollment processing.
Notice: Policy Year August 15, 202X to August 14, 202X

For detailed Student Health Insurance Plan information, please refer students to the link below
http://gradschool.uky.edu/health-plan
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Teaching Assistants and Research Assistants Baseline Stipends — Fiscal Year 2025

UK’s Graduate Stipend and Benefits Committee has updated baseline graduate stipends for
fiscal year 2025 for each discipline, following months of data analysis and collaboration with
colleges and leadership across campus. In order to minimize the financial impact of rapid
increases, no baseline was raised by more than 10%; these baselines will continue to be raised
until they match benchmark data for their discipline.

Requiring baseline stipends across campus ensures that every teaching assistant, research
assistant and graduate assistant receives competitive compensation, along with their tuition
scholarships and health insurance.

Students will learn about any changes to their stipends from their hiring department.

UK’s Graduate Stipend and Benefits Committee will reevaluate baseline stipends annually,
using national standardized benchmark data from the Oklahoma State University Graduate
Stipend Survey.

The baseline stipend amounts for Teaching and Research Assistants, who typically work on a
part-time (20-hour-per-week) appointment, were determined based on 9- or 10-month stipend
averages to align with instructions related to Oklahoma State University Graduate Stipend
Survey and input from peer institutions in order to provide the best benchmark comparisons
possible. In order to calculate a 12-month stipend from the 9- or 10-month baseline stipend
amount, please divide the baseline stipend amount by 0.818.

The methodology was established by the UK’s Graduate Stipend and Benefits Committee and
will be reviewed annually to coincide with UK’s submission to the Oklahoma State University
Graduate Stipend Survey.

*Assumes a 20-hour-per-week, 9- to 10-month appointment.

Department Baseline Stipend Amount*
Agricultural Economics $ 18,167
Animal and Food Sciences $ 18,438
Anthropology $ 17,154
Appalachian Center $ 16,502
Athletic Training and Clinical Nutrition $ 19,636
Auxiliary Services — Graduate Housing $ 19,604
Auxiliary Services — University Events $ 19,604
Behavioral Science $ 21,334
Biology $ 20,707
Biomedical Engineering $ 22,979
Biosystems and Agricultural Engineering $ 18,586
Business and Economics — Accountancy $ 17,194
Business and Economics — Economics $ 18,913
Campus Recreation and Wellness $ 19,604
Cancer Center — Core Support $ 19,604
Center for Health Equity Transformation $ 27,255






Center for Student Success $ 19,604
Chemical and Materials Engineering $ 22,971
Chemistry $ 21,524
CIS Graduate Studies — TA/RA $ 16,952
CIS Graduate Studies — Graduate Assistant $ 19,604
Civil Engineering $ 20,009
College of Business and Economics $ 19,604
College of Engineering $ 19,604
College of Medicine Office of Biomedical Education $ 21,655
College of Social Work $ 18,721
Communication $ 17,074
Communication Sciences and Disorders $ 13,921
Community and Leadership Development — TA/RA $ 17,471
Community and Leadership Development — Graduate Assistant $ 19,604
Computer Science $ 19,846
Center for Applied Energy Research $ 21,122
Department of Arts Administration $ 14,540
Department of Health, Behavior and Society $ 17,874
Department of Management $ 18,913
Department of Neuroscience $ 24,047
Department of Biostatistics $ 17,874
Department of Finance and Quantitative Methods $ 18,913
Department of Health Management and Policy $ 17,874
Department of Marketing and Supply Chain $ 17,194
Department of Pharmacology and Nutritional Sciences $ 22,214
Dietetics and Human Nutrition $ 18,208
Early Childhood, Special Education and Counselor Education $ 16,487
Earth and Environmental Sciences $ 19,525
Education Curriculum and Instruction $ 17,471
Educational Leadership Studies $ 19,604
Educational Policy Studies and Evaluation $ 18,821
Educational, School and Counseling Psychology $ 18,612
Electrical and Computer Engineering $ 21,540
English $ 17,544
Entomology $ 22,491
Faculty Advancement $ 19,604
Family Sciences $ 17,159
Financial Wellness $ 19,604
Fine Arts — Music $ 14,195
Fiscal Affairs $ 19,604
Forestry and Natural Resources $ 20,841






Gender and Women's Studies $ 19,322
Geography $ 18,309
Health and Clinical Sciences $ 19,636
Hispanic Studies $ 19,013
Historic Preservation $ 14,047
History — TA/RA $ 17,390
History — Graduate Assistant $ 19,604
Horticulture $ 20,059
Innovation and Population Health Center $ 16,002
Institute for Biomedical Informatics $ 19,604
Institute for Sustainable Manufacturing $ 21,122
Institute of Research for Technology Development $ 21,122
Interdisciplinary Human Development $ 19,604
Internal Medicine and Div — Biomedical $ 19,604
Kentucky Transportation Center $ 20,023
Kinesiology — Health Promotion $ 17,242
LGBTQ Resources $ 19,604
Library Administration $ 19,604
Linguistics Department $ 17,535
Martin School of Public Administration $ 19,986
Mathematics $ 20,102
Mechanical Engineering $ 20,446
Microbiology, Immunology and Molecular Genetics $ 20,833
Mining Engineering $ 19,853
Modern and Classical Languages, Literatures and Cultures $ 18,814
Molecular and Cellular Biochemistry $ 20,610
Nursing Instruction $ 19,636
OISTL/Engineering Distance Learning $ 21,122
Opioid/Substance Abuse RPA $ 21,334
Pharmaceutical Sciences $ 23,221
Philosophy $ 17,714
Physical Therapy $ 22,019
Physics and Astronomy — TA/RA $ 20,788
Physics and Astronomy — Graduate Assistant $ 19,604
Physiology $ 20,910
Plant and Soil Sciences $ 20,059
Plant and Soil Sciences — RCTF $ 20,059
Plant Pathology $ 20,240
Political Science $ 17,952
Psychology $ 18,417
Radiation Medicine $ 19,604






Research and Graduate Education $ 23,221
Residence Life $ 19,604
Sanders-Brown Center on Aging $ 19,604
School of Interiors: Planning/Strategy/Design $ 11,783
School of Architecture $ 14,047
School of Art and Visual Studies $ 12,620
School of Human Environmental Sciences $ 17,749
Sociology $ 18,506
Spinal Cord and Brain Injury Research Center $ 21,334
Statistics $ 21,846
STEM Education $ 17,471
Toxicology and Cancer Biology $ 22,214
Transformative Learning — TA/RA $ 19,604
Transformative Learning — Graduate Assistant $ 19,604
UK IDEA $ 19,671
Veterinary Science $ 18,530
Writing, Rhetoric and Digital Studies $ 17,544

Graduate Assistants Baseline Stipends — Fiscal Year 2025

Baseline stipend amount comparisons for Graduate Assistants were more challenging due to
differences in definitions across institutions for Graduate Assistants and Graduate Associates,
as well as small sample sizes for Graduate Assistant/Associates relative to Teaching and
Research Assistants. In addition, Graduate Assistants often work in non-academic units that
may employ students from a wide range of disciplines.

Given these challenges, UK’s Graduate Stipend and Benefits Committee elected to “roll up”
across discipline and rank for comparisons to establish an overall baseline stipend amount of
$19,604. As previously noted, the committee will review the data annually to align with our
submission to the Oklahoma State University Graduate Stipend Survey.






consult with your DGS and/or college Budget Officer before selecting these types of
assistantships to verify the number of ATS available for your department.

® DTS Entry

Each college has received a specific dollar amount to be used as DTS for the academic year.
Please consult with your DGS and/or college Budget Officer before entering “1234567890” as
the UT Account number.

® Term Stipend

Please remember stipends below the new baseline amounts must be at or above their
respective baselines that were established by the Graduate Stipend and Benefits Committee.
For more information, please review this link:
https://gradschool.uky.edu/assistantships#Compensation. You do NOT have to enter the
term stipend in the stipend field however you must enter something in order to move forward
in the submission process. Please just enter 0.01 or something similar. We do not use this
information anymore and are in the process of getting the GSAS system updated. If you still
want to enter the term stipend, you may. | apologize for any inconvenience this might cause.

® RA/GA Tuition Recharge

To charge RA or GA tuition to a grant, all the following criteria must be met:

1. Theindividual must be coded in payroll as a graduate research assistant; and
2. The sponsored project must be active at the midpoint of the semester being charged;
and

3. The student must show effort on the sponsored project by at least the midpoint of the
semester being charged; and

4. Tuition must be an allowable expense on the sponsored project with appropriate
budget available; and

5. Tuition charges to the sponsored project follow the effort proportionately; and

6. The sponsored project account to charge must have been submitted to the Graduate

School by their established deadline.

If any one of those criteria are not met, SAP will reject the recharge of the in-state portion of
tuition to a grant and we must change the account to recharge to a departmental overrun
account. If you have a specific departmental cost center or overrun account you would prefer,
we recharge the in-state portion of tuition when a grant number is rejected, please let me
know.

Work Overload Request Form

The new Work Overload Request Form is now available to use staring this spring semester.
Use this link, Work Overload Request Form, to access the new form. This new form will
replace the old pdf form that has been used in the past and start a workflow to obtain the
correct approval signatures. If you have any questions or issues with the form, please do not
hesitate to contact me.



https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgradschool.uky.edu%2Fassistantships%23Compensation&data=05%7C02%7Ccristin.sullivan%40uky.edu%7C6510d158637349fd33ce08dd04dce9a7%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638672069582592325%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=X3BjikkO0S13cL7VECiWGsnWu9%2B%2F1ooXBuTWfQ3ON3c%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3DC1MwK7ZpV0S4GEgctT1Cri0xSVdmsPZNoggPYQ86bMdUNUtSTDFQTFU0U0VMM0hCSzZBWU83VkFHTSQlQCN0PWcu&data=05%7C02%7Ccristin.sullivan%40uky.edu%7C6510d158637349fd33ce08dd04dce9a7%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638672069582606855%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=KH6mVw3aYmus2VENkUo%2FC3HtEFVlyxUPWT30thEbMMw%3D&reserved=0

| look forward to working with each of you again this semester and please do not hesitate to

reach out to me If you have any questions.

Thank You,
Kevin Johnson, MBA
Student Affairs Support Coordinator
University of Kentucky Graduate School
203F Gillis Building

Lexington, KY 40506
kevin.johnson@uky.edu



mailto:kevin.johnson@uky.edu

M-G CAFE
Business Center HR Team

AGBusinessCenter@uky.edu

HR Team Topics




END OF
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FISCALYEARTIPS




As we approach the end of
the Fiscal Year and Academic
year Remember to
End applicable:

Overload Assignments
PTIl Assignments
Student Assignments




GENERATING A
REPORT OF
ACTIVE

EMPLOYEES

Access SAP report zhrflex.
Click the Variant icon.

Select the Active Employee variant.

Type in your organizational unit(s).

Click the execute icon.

Your report will be displayed.

You can right click an any column to sort.

Flexible Employee Data




Submit Faculty Summer
Supplement Request Forms /

* Update Post Doc Leave
Trackers

Reconcile Payroll Cost |
« . Distributions -~ |



WETHINGTON AWARDS - MAY PAYROLL
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HOURLY STUDENT WORKER WAGE SCALE
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If you have any hourly-paid student workers, graduate students with stipends, post
docs, or temporary employees in your department — then this offer is for you.

Be on the look out for an email with more information regarding the
FY’26 salary entry = coming soon!




EMPLOYEE

ENHANCEMENT
PROGRAM NEWS




M-G CAFE EMPLOYEE ENHANCEMENT PROGRAM STATS

M-G CAFE New Employee Orientation

Six Points of Contact Onboarding

Staff Professional Development Fund

Mentor Program

Quick Tip Videos Launched on Training Page

Lunch & Learn / Employee Showcase Sessions

Employee Exit Survey

HR Huddle Training Sessions

M-G CAFE Jobs Page

651 completed

355

$183,306
awarded

714 participants
64

1567 attendees

293 completed

590 attendees

Accessed 197,397+
Times



m‘ Debbie Dunaway

ts Janet Stevens
G Alice Perry
Sonny Saylor

MENTOR APPRECIATION AWARD WINNERS DURING FY’25
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T-SHIRT
DISTRIBUTED!




UK EMPLOYEE APPRECIATION DAY!

MAY 22, 11:00 AM-4:00 PM

UK
APPRECIATION
DL\ §

MAY 22

11:00 - 4:00




MAY
1
MAY
8
MAY
13

Human
Resources

T - Eals

Moon - 1 p.m. via Zoom
Presenter: Dr. Carrie Davidson

Monthly Thursday campus
walking

12:10- 1 p.m.

Funkhouser Building

grandparents and caregivers
Noon - 1 p.m. via Zoom
Presenter: Sherri R. Hannan

Work-Life Events
MAY 2025

Elder caregiving from a distance

Moon - 1 p.m. via Zoom
Presenters: Billie May & Debbie Kitchen

Hello spring! Working parents
brown bag lunch

Noon - 1 p.m. Lewis Honors College
Presenter: Azetta Beatty

Staying active - ages and stages
Moon - 1 p.m. via Zoom

Funkhouser Building

Presenter: Carrie Dawvidson

Parents "Real Talk”™ virtual chat
B8:30 -9 a.m. via Zoom
Presenter: Azetta W. Beatty

Elder caregivers support group
Moon - 1 p.m. via Zoom

Presenters: Hazel Teichen and Ann
Bassoni

Flipping the script on aging:
Dispelling the myths of ageism
Noon - 1 p.m. via Zoom

Presenter: Hazel Teichen

r/work |



COLLEGE BUSINESS MANAGEMENT INSTITUTE

WHAT:

THE DEAN’S OFFICE WILL AGAIN
PROVIDE UPTO |2 SCHOLARSHIPS
FORTHE FULL REGISTRATION FEE
FOR THE 2025 CBMI PROGRAM FOR
DEPARTMENTAL BUSINESS OFFICERS
AND HR ADMINISTRATORS.

HOW IT WORKS:
SUPERVISORS SHOULD SEND AN
EMAILTO SUSAN CAMPBELL
REQUESTING A SCHOLARSHIP. ONCE
APPROVED AND CBMI REGISTRATION
IS CONFIRMED, A BUDGET TRANSFER
WILL BE PREPARED TO REIMBURSE
THE DEPARTMENT FOR THE COST.
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Human Resources

https://uky.az1.qualtrics.com/jfe/form/
SV cXPuviWeXIwZnEy

REGISTRATION IS OPEN NOW!

HR HUDDLE

JULY 15



https://uky.az1.qualtrics.com/jfe/form/SV_cXPuv1WeXIwZnEy
https://uky.az1.qualtrics.com/jfe/form/SV_cXPuv1WeXIwZnEy

COMING SOON
2025

OUTSTANDING
STAFF AWARD
NOMINATIONS!




PLAN AHEAD SO
YOU CAN RELAX &
ENJOY THAT SUMMER
VACATION

*CROSS TRAINING
*OUT OF OFFICE MESSAGES
*DELEGATION
*MYUK APP



DECISION TIME: APRIL 28-MAY 16
Benefits open enroliment

Your annual opportunity to
personalize your benefits for the

year ahead.

BENEFITS OPEN ENROLLMENT ENDS MAY 16




QUESTIONS!?
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