Part-time Payroll Changes:
Guide for Budget Officers




M Step-by-Step process of Creating Contracts through a mail-merge

The purpose of the guide is to teach you how to mail merge employees information into contracts. The
process involves two sections: organizing the data and mail merging.

Retrieving part-time payroll data

1. To download the part-time employee data that you will need to input into the contracts, log onto
HRIS and go to screen “HRDO01 — Temp Authorization Download”. Enter the date range that you
want to pull the information form, in the format of “01-Jan-2014”. For Run Choice, put in “1”. And
then hit enter to download the CSV file with all of the part-time employee information for your area.
Wait approximately 5 minutes for the file to download to your “N:// drive“, into the “From_ITS”
folder.
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2. Open the .csv file in Excel. The file name will appear as follows:
“username_auth_down_######H#.csv.”

3. “Save as” an Excel workbook (xlIs/xIsx). Save this copy in your “N://” drive.



Now you will need to make some changes to the spreadsheet in order to prepare it for the mail
merge. To start, go to “Data” on the top navigation, and select “Remove Duplicates”. In the pop-up,
check “emp_number” and “auth_number” then click “Ok”.
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This will remove all of the duplicate records —i.e. it will eliminate records for each course section
being taught. This will create a more streamlined spreadsheet, eliminating multiple contracts for the
same authorization. Each individual authorization will generate a contract.

Once you have cleansed the data, you need to sort it by employee group type. Click on “Data”, click
“Sort” and sort by “group_code”. This will sort your data into four numeric group codes. The
definition of each group code is outlined below:

Part-time Admin
Part-time Support
Part-time Academic
Part-time Student

00 N O WU

Creating separate worksheets for each Employee Group Type will allow us to easily complete the
mail merge for each group, as each employee type has its own contract template. Copy and paste
each Group Code into a new worksheet within the same file. Make sure to copy over the headers to
each worksheet. Do NOT change the header titles. Rename each tab according to the Group Type
(e.g. Admin, Support, etc).
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7.

Add a column to the end of the spreadsheet called “Status”. This column will be used to track the

status of signed contracts.

Save the spreadsheet to your department’s folder in the HR Part-time Payroll SharePoint site. We
recommend retitling the spreadsheet to something that is intuitive and easy for you to remember.
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Now that we have the part-time employee data organized and sorted, we can move to the next step in the
process, which is to create the actual contracts.

1. Download the appropriate contract template that correlates with your employees from the
contracts page. Each employee group type has a different contract template, all of which are found
on the webpage. For this manual, we will use the part-time Admin contract template. Open it from
the webpage.

2. When the template opens in Word, you will need to enable editing in the word document if it is
disabled by clicking on the “Enable Editing” button at the top of the page.
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2013-2014 Administrative Terms and Conditions Agreement

- First Name: «given_names» Last Name: «surnames»

} Employee #: «emp_number» Authorization #: «auth_number»

] Hourly Rate: «hrly_rate» Hours per Week: «tot_for_wk»
First Day: «first_day» Last Day: «last_day»

Prior to starting your assignment at the College, kindly review the Terms and Conditions below as well as the specifics of your workload
. agreement. Any changes made to your workload must be approved in writing through the Additional Workload Approval Form in
- advance by your manager. The College reserves the right to change or cancel your workload at any time subject to the terms set out in
- this document.

The following Terms and Conditions will be in effect for all Part-time Administrative Assignments given within the 2013-2014 Academic
Year.

H 1. Hoursofworkand Rate of Pay

i. You will be compensated according to the hours/week and hourly rate specified above, and shall not be altered unless pre-
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“Administrative-PT-Contract-Template-5ept-2013-2 (1) 5300 characters. (Protected View]



http://www3dev.algonquincollege.com/hr/part-time-payroll/ptcontracts/

3. Click on the “mailings” tab to start the mail merge.
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First Name: «given_names» Last Name: «surnamen
Employee #: «emp_numbers Authorization #: «auth_numbers

Hourly Rate: «hrly_rate» Hours per Week: «tot_for_wk»

First Day: «first_day» Last Day: wlast_day»

Prior to starting your assignment at the College, kindly review the Terms and Conditions below as well as the specifics of your workload
agreement. Any changes made to your workload must be approved in writing through the Additional Workload Approval Form in

advance by your manager. The College reserves the right to change or cancel your workload at any time subject to the terms set out in
this document.

The following Terms and Conditions will be in effect for all Part-time Administrative Assignments given within the 2013-2014 Academic
Year.

1. Hours of work and Rate of Pay

I. You will be according to the and hourly rate specified above, and shall not be altered unless pre-
approved in writing by your manager, payable on a bi-weekly basis by direct deposit to your financial institution.
I

4. Click on “Start Mail Merge” then click on “Step-by-Step Wizard”.
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First Name: «given_names» Last Name: «surnamen
Employee #: «emp_numbers Authorization #: «auth_number»
Hourly Rate: ahrly_raten Hours per Week: «tot_for_wk»
First Day: «first_day» Last Day: «last_day»

Prior to starting your assignment at the College, kindly review the Terms and Conditions below as well as the specifics of your workload
agreement. Any changes made to your workload must be approved in writing through the Additional Workload Approval Form in
advance by your manager. The College reserves the right to change or cancel your workload at any time subject to the terms set out in
this document.

The following Terms and Conditions will be in effect for all Part-time given within the 2013-2014 Academic
Year.

1. Hours of work and Rate of Pay

i. You will be compensated according to the hours/week and hourly rate specified above, and shall not be altered unless pre-
approved in writing by your manager, payable on a bi-weekly basis by direct deposit to your financial institution.




5. On the right hand side, select “Letters” if not already selected. Then click “Next: Starting Document”
at the bottom of the Mail Merge column (Step 1 of 6)
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6. Then select “Use the current document” then select “Next: Select Recipients” to select the contacts
(Step 2 of 6).
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7. Select “Use an existing list” then click “Browse” to find your list of part-time employee data. The list
is saved as an xls or xIsx document, under whatever file name you gave your data from HRIS. Find
your workbook, then click “Open”.
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8. Select the employee group type you will be creating contracts for, then click “Ok”. In this example,
we are choosing the “Admin” employee group. Recall that the tables listed in this menu are the
titles that you gave each tab in your workbook.
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9. After list compiles your list, click “ok”. This will pull forward all of the employee records in your
worksheet.
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[5upports] in Template for Contracts
[ selectadifferentlist.
= Editrecipientlist,
First Name: «given_names» Last Name: «surname»
Employee #: «emp_number» Authorization #: «auth_number»
Hourly Rate: «hrly_rate» Hours per Week: «tot_for_wk»

First Day: «first_day» Last Day: «last_day»

Prior to starting your assignment at the College, kindly review the Terms and Conditions below as well as the specifics of your workload
agreement. Any changes made to your workload must be approved in writing through the Additional Workload Approval Form in
advance by your manager. The College reserves the right to change or cancel your workload at any time subject to the terms set out in
this document.

The following Terms and Conditions will be in effect for all Part-time Administrative Assignments given within the 2013-2014 Academic
Year.

1. Hours of work and Rate of Pay

i, You will be compensated according to the hours/week and hourly rate specified above, and shall not be altered unless pre-
approved in writing by your manager, payable on a bi-weekly basis by direct deposit to your financial institution.




11. Click “Next: Preview your letters”. This will now pull the data in from the tab you specified from the
Part-time Contracts Excel file. You can view the contracts you have just created.

= AN T and CT PRT A AT ITIT Vcroscft Word ™ s
BB orc et Pasclmout  Refeences | Nolings | Review  View  Dewloper  Adobat laseriche a
Q’ B3 & =2 B E 2 Rules - TR IR
= J J 32 Mateh Feids 23 Fnd Redpient oo
Envelopes Labels | Start Mail _Selec dt | Highllgnt Address Greeting Insert Merge - Finh & | Mergeto
Merge~ Recipients - Recipient List | Merge Fields Block  Line  Field~ |2 Update Labi 3 Auto Checkfor EMors | werge - | Adobe PDF
Creste Start Wil Mierge Ve & sert Fields review Resuts Finich | Acrobat
L] - : R e R 3] Mail Merac! =

Preview your letters
One of the merged letters s
previewed here. To preview
another letter, cick one of the
following:

Recpient: 1

£ Find a recipient.
2013-2014 Part-Time Academic Terms and Cor Make changes
| You can also change your

First Name: HOOMAN Last Name: ABDI recpientlist:
@ Edit recpient ist.

4 Employee#: 72609 Authorization#: 2

When you have finished
HourlyRate: 60 Hours perWeek: 3 previewing your letters, cick
Next, Then you can print the
merged letters or editindividual
Classification: ~ PARTTIME leters to add personal comments

First Day: 9/3/2013 Last Day: 12/15/2013

Prior to starting your assignment at the College, kindly review the Terms and Conditions below as well as the
specifics of yourworkload agreement.

Please note that the hourly rate for teaching assignments is related to actual teaching time only. However, n
addition to your classroom/lab delivery, your compensation covers time spent on preparation, evaluation,
- assistance to students and various duties. hing, librarian,
and counselor assignments shall be paid for the hours entered and approved on the payroll authorization(s}
attached herein (Appendix1)

Any changes made to your workload must be approved in writing in advance by your manager. The College
o change or cancel your anytime subject tothe terms setout in this document.

The following Terms and Conditions will be in effect for all Part-time Academic Assignments given within the

4 2013-2014 Academic Year. Step 5.0f6

1| @ Next:Complete the merge
| 1. Hoursof work and Rate of Pay i s ————
Pageilof3 | Wordsii202 | &5 | P2 | IEEE w0 U@

12. When satisfied with your results, click “Next: complete the merge”. You can now print each
automatically filled document or edit individual letters. Note than if they original excel file did not
have emails (a recipient list); you will not be able to send each mail merged file to its owner.





