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HRS CONVERSION TO CAMPUS-WIDE ID (CWID)

HRS is scheduled to convert to an eight-digit
Campus-Wide ID (CWID) ingtead of asocia security
number as an employee’ s 1D darting Friday, September
30, through Sunday, October 2. This means that when
HRS is taken down for its norma batch processing a
10:00 p.m. Thursday night, September 29, it will not be
available until Monday morning, October 3, a 7:30
am. Please adjust your schedules accordingly.

Once HRS is converted to the CWID, dl refer-
ences within HRS to an employee ID will bethe
CWID. Thisincludes departmenta input screens, such
asthe UCx, USX, and UTx screens, aswell asthe ID
number that isdisplayed inthe ID fidd on the HRS
action line. Anemployee s socia security number will
not bevisblein HRS.

Thiswill change HRS forms processng. More
information on that will be provided as HRS processors
work through related issues. Keep in mind that, except
for gpecific ingdances, there is nothing significant about a
socid security number within OSU sysems—itisonly a
unique nine-digit identifying number for an individudl.
Student 1D numbers within SISwill be converted later.

Once HRS has been converted to using the
CWID as employee IDs, departments should convert
ther sygems, including paper filing systems, to using the

UPCOMING ADMINISTRATIVE SEMINARS

August 23 Performance Appraisa Training
August 24 Sexud Harassment Training
August 31 Purchasing Card Training

September 1 New Employee Orientation
September 1 Trave Vouchers
September 14  Monthly Accounting Reports

To regigter on-ling, go to http: //fp.okstate.edu/
hrosu/training_enroll.htm or send an e-mail to osu-
trng@okstate.edu.

CWID ingtead of socia security numbers as employee
IDs. For departments to learn the CWID for their
employees, you will enter the socid security number
into the ID: fidd on the action line and press Enter. The
CWID will replace the socid security number in the ID:
field when the screen information is displayed. This
operation, being able to enter either a socid security
number or aCWID into the ID field of the HRS action
line and HRS aways showing the CWID when the
screen information is displayed, is by design and will
continue to function thet way.

If larger departments need assistance in getting
their employees CWIDs, you will be able to send an
Excd worksheet that has the departments seven-
character department number and department name in
the first row and employee socid security numbersin
the first column (one nine-digit ssn to acell, no format-
ting) to osu.hrim@okstate.edu. We will process the
list and return the worksheet to you with the gpplicable
eght-digit CWIDs entered in the second column of the
workshest.
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NEW ON-LINE APPLICANT TRACKING SYSTEMACTIVE IN SEPTEMBER

On September 16, OSU Human Resources will
trangtion to an online applicant tracking and position
description system. This system will dlow supervisors
and employees to creste position descriptions online
and dectronicaly submit the formsto the next leve of
approva. After aposition description has been ap-
proved, hiring officias can eadly convert position
descriptions into job requisitions when a position
becomes vacant, replacing the paper Request to Saff
and Open Job forms.

An e-mall will be sent to the hiring officid, etc.,
notifying him/her of the stepsin the gpproval process.
The pogition description will replace position question-
naires and will be kept in an online repogtory.

One mgjor advantage of the new system isthat
aoplicants will be able to apply for both exempt and
non-exempt positions eectronicaly, and will dso be
able to attach resumes and cover letters. In addition,
hiring officids will be able to create job-gpecific ques-
tionsthat can be used to screen gpplications. This
process will reduce the need to review every agpplica
tion for minimum qudifications

Hiring officias, aswell as search committee
members, will have accessto dl gpplicant information
(including applications, resumes, etc.) 24 hours aday.
Also, with the new system, departments will no longer
need to send Voluntary Information Request formsto
esch applicant, as the system will prompt the applicant
to submit thisinformation dectronicdly, if they so
choose. The system will dso generate the Recruitment
Report, which the Office of Affirmative Action will
access dectronicaly.

On September 13 and 14 there will be training
on the new system, conducted by PeopleAdmin (the
company that devel oped the system). All employees
who will be using the system are encouraged to attend
one of thetraining sessons. In addition, atraining
module link will be added to the Human Resources
webgte for immediate assstance and individud asss-
tance will be provided for hiring officids. Dud systems
(both the old paper system and the new online system)
will remain active until January 2006, in an effort to
cycle out current openings in the most efficient manner

possible.

COMMON SICK LEAVE QUESTIONS

Q. An employee smother-in-law isill and
requires care. Can the employeetake FMLA and/
or use paid sick leaveto carefor her?

A. The provisons of the federd Family Medicd
Leave Act do not cover in-laws. However, if the
employee has accrued sick leave, she would be able to
take paid sick leave to provide care. If you expect the
absence for any length of time (more than aday or
two), you will probably want to ask the employee to
furnish medica documentation that the mother-in-law
requires care which the employee will provide. The
federal FMLA forms can be used for this purpose even
though FMLA leave does not gpply.

Q. Oneof my employees hasa very close
cousin who requires medical attention. The em-
ployee has asked for sick leave to take him/her to
the medical provider. Can | approve paid depen-
dent sick leave?

A. No. While sick leave can be used for carefor a
dependent of the immediate family, the immediate family
is defined as spouse, children, siblings, parents, grand-
parents, and corresponding in-laws. The employee will
need to take annua leave.

Q. An employee' smedical provider isin
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Oklahoma City. Isit appropriateto takethe
whole day assick leave?

A. No. Employees may use accrued sick leave
for either employee or dependent’ s personal appoint-
ments with alicensed medicd practitioner. Whenever
possible, such gppointments should be scheduled in
coordination with the unit’swork schedule. In no case
shdl the length of time exceed the extent of timere-
quired to complete such appointment. The employee
may take sck leave for the length of the gppointment
and reasonable travd time. Any other time off would
be annual leave.

Q. An employee sfather isin the hospital.
Doesthis qualify assick leave?

A. Posshly. The key question iswhether the
employeeis providing care. Careis not limited to
physica or medica care and does include psychologica
support. If the employee is requesting severa days or
more, we would recommend you request documenta-
tion of the need for care and care to be given.

Y ou may wish to consult OSU Policies 3-0708,
Family and Medical Leave Act, and 3-716, Staff
Sck Leave, for additiond information.
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