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STUDENT JOB CODES

Although an eectronic match is done between
HRS and SIS to determine if a student working at OSU
isexempt from FICA taxes, it is still necessary to
establish students in the proper job code.

Job Code W is appropriate for biweekly paid
sudents with a 1.5 overtime schedule. Thisisthe most
typica student job code.

Job Code U is appropriate for biweekly paid
students with a 1.0 overtime schedule. Thisjob codeis
limited to afew seasond pogtionsin agriculture.

Job Code O ismonthly paid graduate/teaching/
research ass stants/associates. These student positions
are excluded from overtime. However, teaching assis
tants/associates must be teaching. Graduate/research
assigants/associates must be involved in activities that
are related to their academic work. If the graduate/
research ass stant/associate works outside their aca-
demic department, the EA requires verification of the
work as related to their academic studies from the head
of the academic department.

To be exempt from FICA, the student must be
enrolled at least hdf-time when the payrall isfinded.

REMINDER: PERFORMANCE
EVALUATIONS ARE DUE

Employee performance evauations are due
Friday, Jduly 15, with notification to the Provost and
Senior Vice Presdent for Academic Affairs by Friday,
Jduly 22. Blank performance evaluation forms can be
found on the Human Resources website a
www.okstate.edu/osu_per/docfiles/docfiles.htm.

Pesase double check to make sure that all employ-
eesin your college/division have been evauated.
Sometimes employees in more remote aress of the
University can be overlooked.

The employee can not be a continuous, regular em-
ployee. Smply taking a class or two does not qudify an
individud for exemption from FICA. Payroll does not
refund FICA taxes for students who are not enrolled
when the payrall isfinded.

If the individua cannot meet the definition of
student job codes, then the individua should be placed
injob code V as atemporary employee unless, of
course, the individua is a continuous regular employee.

A changein job codesis not required for work
performed between semesters or in the summer.
Although the individua may not be exempt from FICA,
the eectronic match between HRS and SISwill code
the taxes correctly. If theindividud is clearly not a part-
time student mesting the criteria described here, an EA
should be completed to correct the job code.

Please check the individuas you have identified in
job codes O, U and W and call HR if we need to

change the position.
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HRS TIP —ANEW PROCESS, ANEW SCREEN
A new Time History process has been added to HRS. This process captures |leave taken and accrued by Pay 1D
(pay period) as well as displays the leave balances at the end of that pay period. This process was started with the
biweekly cdculation 05 4R25, which is the biweekly pay period that ends 6/17/2005 (see “DATE” on line 01 below).
Required Fidds: ID = Employee ID (currently the SSN); USER = 001; FY = the 2-digit FY in which the pay

period begins.

Optiond Fdd: Start Listing With Payroll = the 4-character Pay ID to dart thelisting. If not entered, the listing

Satswith itsfirst entry.

LTT LI ST TI ME TRANSACTI ONS
SCREEN: __ I D 999999999 JOB: _ CODE:
START LI STING WTH PAYRCLL:

EMPLOYEE, | AM
__ USER 001 FY: 05 PCs:

Ln J Asg Pay T2 ** Earnings ** *** Effective Dates *** Hour s Amount
B No. ID T3 Cde Desc Start End

01 4R25 DATE: 06/17/2005 VACATION SI CK LEAVE PERSONAL HSSL

02 4R25 ACCRUED 6.15 6.77

03 4R25 BALANCE 117. 94 916. 09 .00 .00

PARTNERSHIP WITH
STILLWATER CHAMBER OF COMMERCE
In partnership with the Stillwater Chamber of
Commerce, OSU and severd local employers have
NEW TELEPHONE q)on&)raj Natlon\bb, Inc., s0 per&)nS|OOking fora

NUMBER TO REPORT
WORKERS' COMPENSATION CLAIMS

Broadspire, OSU’ sthird party workers
compensation adminigtrator, has a new telephone
number for supervisors to report on the job injuries
or occupationd illnesses. The new number is
1-800-753-6737.

Workers compensation forms have been
updated on the Human Resources website. Medi-
cal identification cards, which ingtruct the medica
providers to forward al inquiries and bills directly to
Broadspire, and Workers' Compensation Supervi-
sor Claims Reporting Information forms, can be
downloaded at www.okstate.edu/osu_per/ben-
efits/benforms.html - click on Workers' Compen-
sation Supervisor Claims Reporting Information.

job in Stillweter can eeslly find locd litings on the
Internet. Nationdob, Inc. isthe #1 provider of commu-
nity-based Internet recruitment solutions. View the
Stillwater job Site a www.nationjob.convstillwater.

UPCOMING TRAINING OPPORTUNITIES
July 19 Records Retention
July 19  Sexud Harassment (Generd
Sesson) - Full
July 20 Basic Fundamentas of Grant Writing
July 28 Purchasng Card Training
August 4 New Employee Orientation
August 4 FISH! Philosophy: How to Catch a
World Famous Attitude
Augud 11 Staying Connected (Exclusive to
ALP)
August 10 Sexud Harassment (Generd
Session) - Full
To regigter on-line, go to http://fp.okstate.edu/
hrosu/training_enroll.htm or send an email to osu-
trng@okstate.edu.

NEW OR UPDATED
INFORMATION ON THE WEB

Benefits and You Information Handouts:

e 403(b) Supplemental Tax-Deferred Annuities
e 457(b) Deferred Compensation Plan

www.okstate.edu/osu_per/benefits/infosheets.html
Workers’ Compensation Supervisor Claims Reporting Information
www.okstate.edu/osu_per/benefits/benforms.html
or call (405) 744-5373 to request copies be sent to you in campus mail
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