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SLU Employee Self Service 

The Human Resources Office and the Payroll Section of the Controller’s Office wish to make all Faculty and Staff aware of the PeopleSoft 8 Self Service Information.  Employees are able to view their own HR/Payroll related information via the web.  Employees should review the personal information section to ensure that addresses and contact information are correct.  This information is password protected and can only be viewed by the employee.   The information is currently view only. To access the SLU Employee Self Service system, go to the SLU LEO web page at:  http://www.selu.edu/.  At the bottom of the home page, click on LEONET.  Click on LeoNet Faculty and University Staff.  This will bring you to the PeopleSoft 8 web page.


Logon:  
Enter W plus your W# for your logon  (Example:  W1234567)

Password:  
Enter your email password.
Click Employee Self Service Display, Employee Self Service Display, Inquire.  Choose the item you would like to view, such as Salary History.  To return to the list of items, click Inquire. 

The following items are available:

· Salary History – this option allows you to view the effective dates, personnel actions, action reasons, annual pay rate, compensation rate and frequency

· Personal Information – this option allows you to view your campus address, home address and mailing address.  For HR purposes, your home and mailing address should be the same, unless you are a non-resident alien claiming a tax treaty-- then your home address will be your foreign country address and your mailing address will be your local USA address. Other personal information includes home and campus phone numbers, emergency contact, gender, date of birth, ethnic group, military status, marital status, date of hire, highest education level, home and campus email addresses, years of experience and social security number. If any of this information is incorrect, contact the Human Resources Office by emailing corrections to hro@selu.edu.
· View Paycheck – this option allows you to view your last paycheck. There is also a link which will allow you to view any paycheck all the way back to March 4, 2000 when we went live on PeopleSoft.  For employees who need to provide lenders and other verification of earnings, they may want to print out their paychecks instead of submitting an employment verification form. Since the university’s URL would be printed on the page, some lenders may accept a printout in lieu of an employment verification form.  Check with your lender to see if screen prints will suffice. Instructions for printing are also listed in the options to select from. If you print a self-service page from Internet Explorer, and the right side of the form does not print correctly (for example, the cents are missing from the net pay amount), you need to reset your margins on your web browser by clicking on:

File 

Page Setup 

Change Right Margin setting from 0.75" to 0.50" 

Click OK to save 

You should now be able to print the entire page

Note:  Printing paycheck data does not work well with Netscape.  We suggest you use Internet Explorer to print information from SLU Employee Self Service.

· Direct Deposit - This option shows the account type, bank id, account number, deposit type and amount for where your paycheck is deposited.  Employees can choose to split the deposit of their paycheck into multiple accounts.  If you want to make changes to your direct deposit, contact the Payroll Office at 985-549-2188 or email payroll@selu.edu
· Tax Information -This option allows you to review your tax withholdings for both federal and state taxes.  Review your tax information. If you want to make a change, contact the Payroll Office at 985-549-2188 or email payroll@selu.edu 

· Leave Balances – This option allows you to review your current leave balances.

· Voluntary Deductions – This option allows you to review your voluntary deductions.  It will show the deduction, start date, end date, deduction amount, goal amount and current goal balance. If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu 

· Health Benefits – This option allows you to review your current health benefits enrollment.  It shows the plan type (medical), benefit plan (PPOBTX), coverage code (family), and lists your covered dependents. If you have dental insurance, it will also be listed in this section. If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu
· Savings Plans – This option allows you to review contributions to current savings plans. This includes 403B plans, 457 plans.  It shows the benefit plan and the deduction amount.  If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu
· Insurances – This option allows you to review other insurances such as life, supplemental life, and optional life insurances.  It shows current dependent/beneficiary information, benefit plan and coverage.

· Flexible Spending Account – This option shows the employee contribution amount and the annual pledge amount. If you want to make a change, contact the Payroll Office at 985-549-2188 or email: payroll@selu.edu.  Changes to the annual pledge amount can only be made during open enrollment for the cafeteria plan.

· Education – This option lists the education credentials on file in the HR Office such as degree, school name and issue date. If any of this information is incorrect, contact the Human Resources Office at 985-549-2056 or email hro@selu.edu
· Honors and Awards – This option lists honors and awards such as service awards, safety awards, and designations as emeritus. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu 

· Languages – This option list languages the employee is proficient in.  If you are proficient in languages other than English, please notify us so that we can update your records.  

· Licenses and Certifications – This option lists professional licenses and certifications such as registered nurses’ licenses and teaching certifications. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu.  If you have attained a new license or certification that is not listed, please send proof of attaining or receiving the new license or certification (i.e. certification card or copy of license.)

· Memberships – This option lists professional memberships. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu
· Professional Training – This option lists professional training participated in either on campus or off campus at conferences, seminars, or other professional meetings.  Training listed only goes back to F/Y 2001-2002, when we implemented the training module. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu
· Dependents – This option lists spouses and dependents on file in the Human Resources Office for various plans.  Just because they are in the list of dependents does not mean they are covered for all plans.  For example, an employee may cover a spouse on their dental plan but not on their health plan, because the spouse is covered under his/her own health plan.  However, the spouse will be listed here as a dependent. 

· Retirement – This option lists the retirement plan the employee is enrolled in if they are eligible to be enrolled in a retirement plan.  Southeastern offers several different retirement plans.  The plan an employee is eligible to participate in depends on the type of job they have and their FTE or hours worked per week.  An employee can only contribute to one retirement plan.  

An ORP member’s contribution is 8 percent of salary, less a 0.10 percent administrative fee to the Teachers’ Retirement System of Louisiana.  Approximately 6.9336 percent of the employer’s contribution is added to the employee’s ORP account.  The rest of the employer contributions are retained by TRSL to offset unfunded liability.  The contributions made to the employee’s ORP account are invested by the designated ORP carrier in the options chosen by the member.  The performance of the member’s investments determines the retirement benefit due. 
This information is subject to change and is not a substitute for Louisiana law.  Members who have questions about their retirement are urged to contact their appropriate retirement system (TRSL, LASERS, SERS, ORP) for answers rather than relying on information obtained elsewhere.
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LASERS PREP SEMINAR

Southeastern Louisiana University will host the LASERS PREP Seminar on September 13, 2007, in Room 139 of the University Center beginning at 8:00 am.  Employees are reminded to apply in advance and that supervisory approval is required.  These seminars are conducted by LASERS staff and address topics such as eligibility requirements for retirement and benefits, Initial Benefit Option (IBO), survivor benefits, DROP and purchase of service credit.  PREP seminars also feature presentations from the Social Security Administration and the Office of Group Benefits. 

To register, members can visit the LASERS web-site and complete an on-line registration form.  The link is:  http://www.lasers.state.la.us/
LASERS Members Should Request Benefit Estimate

LASERS recommends that members request an estimate of their retirement benefits one year prior to the date they plan to retire.  

If a member is more than one year away from retirement, there is a benefit calculator available on the LASERS web site.  www.lasers.state.la.us
Each year LASERS mails account statements to members.  On the back of the statement are eligibility requirements for DROP and Regular Retirement.  Members should review their statements annually to insure their service credit is recorded accurately.

2007 and 2008 TRSL Workshop Schedules Available

The 2007 Retirement Education schedule and the 2008 Retirement Education schedule are posted on the TRSL web-site at www.trsl.org as PDF files. You must complete a workshop registration form before attending any workshop or register by phone for an individual counseling session. 

All-day workshops are six hours long. Members within five years of retirement or DROP eligibility are invited, but all are welcome. Speakers address topics including financial planning, estate planning, Social Security, and a complete overview of TRSL benefits.  Mid-career workshops are three hours long and are for members 45 years old or younger. Topics are limited to long-term financial planning and TRSL benefits. 

DROP participants' workshops are two hours long. Only members who have already joined DROP, or who are working after completing DROP, may attend. Topics include retiring after DROP, continuing to work after DROP, and withdrawing from the DROP account after retirement. 

TRSL & SSA sessions are two-and-one-half hours long and are for all members. A representative from the Social Security Administration discusses Social Security issues, and a TRSL representative discusses general TRSL topics. 

Retirement 101 is a workshop that covers the final steps needed to retire or enter DROP, such as filling out applications and other forms, documents needed to finalize your retirement or DROP, things that may delay retirement or DROP processing, and other information needed to prepare you for retirement. 

Group counseling sessions are two hours long for members within three years of retirement. For those registered, an estimate of benefits is prepared in advance and distributed at the session. An overview of TRSL benefits is covered, followed by a detailed explanation of the estimate of benefits. There will be time for both group and individual questions and answers. 

Individual counseling is offered by telephone on certain Saturdays for members within two years of retirement. Sessions are limited to 30 minutes per person, and only a limited number of appointments are available on each date. A TRSL counselor will call the member at home on the appointed date to answer the member’s retirement questions. Current DROP participants are not eligible for these sessions. These sessions must be scheduled by speaking directly to the contact person indicated in advance of the appointment date. Appointments are filled on a first-come, first-served basis. E-mail requests for appointments will not be accepted. 

Post-retirement workshops are three hours long and cover topics of special interest to retired TRSL members. 

You may use the workshop registration form to register for a workshop. You can fill out the form online and print it, then mail or fax it. You may also send an e-mail message to the appropriate contact person and include the information that is requested on the registration form. 

Health Coverage for Retirees
To be eligible for retiree coverage, an employee’s coverage must be in effect prior to their retirement date.  For employees beginning participation or rejoining a Group Benefits Health Plan on or after January 1, 2002, the amount the state will pay towards your premium is based on the number of years you have participated in a Group Benefits Health Plan.  Participation in a Group Benefits Health Plan includes all health plan options for which the state contributes a share of the premium.  Participation also includes COBRA continuation coverage in a Group Benefits Health Plan. The current state contribution towards premiums is set at 75 percent.

The Group Benefits participation schedule sets the state's contribution toward the premium for retiree coverage as follows: 

75% - if you have 20 or more years total participation in a Group Benefits Health Plan before retirement

56% - if you have 15 years but fewer than 20 years total participation in a Group Benefits Health Plan before retirement

38% - if you have 10 years but fewer than 15 years total participation in a Group Benefits Health Plan before retirement 

19% - if you have fewer than 10 years total participation in a Group Benefits Health Plan before retirement

For more information you may contact the Human Resources Office. 

Benefits Fair


Southeastern Human Resources Office will host The Fall Employee Benefits Fair on August 13, 2007, from 9:00 a.m. to 3:00 p.m. at the Plaza Level gate 1 in the University Center, in conjunction with new employee orientation.   All employees are encouraged to attend the Benefits Fair to learn about the new and current benefit plans.  Refreshments will be served and vendors will be available to answer benefits questions and to give individual consultations. No health insurance plan changes can be made for continuing employees.  For additional information, questions or comments regarding this article please contact Nicole Dunnington, Nanette Cheri or Sue Jones in the Human Resources Office at 5451, 2057 or 5655.

Overage Dependents Fall 2007

The deadline to submit the Enrollment Verifications of Full-Time Student Status to the Office of Group Benefits for eligible dependent children, ages 21-24 for the Fall 2007 is August 31, 2007.  It is the plan member’s responsibility to provide this documentation each quarter or semester.  If you have not yet submitted you dependents enrollment verification to either the office of Group Benefits or the Human Resources Office, please do so as soon as possible.  Please be advised failure to provide the enrollment verification can lead to your over age dependent being dropped from your insurance.  If your dependent is dropped you will have to reenroll him/her as a late applicant and Pre-existing Condition restrictions may apply. 

Worker's Compensation 

Procedures to follow for all Employee Accidents/Incidents 

If the employee has an accident/incident while at work, please complete the Employee Accident/Incident Report form (Form No. 118). This report is used whether the employee seeks medical treatment or not. Also, please have the employee complete the Medical Authorization form. If the employee needs medical treatment, please call the Human Resources Office at 549-5451 to report the accident/incident and obtain authorization. 

Once the Employee Accident/Incident Report Form (Form No. 118) has been completed by the employee and his/her supervisor, the employee's supervisor needs to complete the ORM-Loss Prevention Form regarding the accident/incident. The ORM-Loss Prevention Form must be completed for every employee accident/incident that occurs, regardless if the employee received medical treatment. Once the Accident/Incident Report Form and ORM-Loss Prevention Form have been completed, please forward the forms with attachments to the Human Resources Office, SLU 10799 or North Campus NCHR (room 106) as soon as possible. 

Once the employee has received medical treatment, the Employee Accident/Incident Report, Medical Authorization Form, and any discharge instructions, etc. are forwarded to the Human Resources Office, SLU 10799.

If you have any questions concerning the above procedures, please contact the Human Resources Office at 549-5451 or log on to: http://www.selu.edu/admin/hr/benefits/workers_compensation/index.html
T R A I N I N G   N E W S

New Employee Orientation

The next orientation for new classified and unclassified employees will be held on Monday, August 13th in Room 139 of the University Center.  Attendance is mandatory for classified employees and unclassified employees are expected to attend. (Please see the Training website for a list of orientations for the remainder of 2007). For more information on the program, please contact Jan Ortego at Jan.Ortego@selu.edu or at phone extension 5771. 

Unscheduled Absences Policy Training

If you are a classified employee or the supervisor of a classified employee and have not yet attended training on the Unscheduled Absences Policy for classified employees, please note that the next training is scheduled for Tuesday, September 11th.  Two sessions are available, one from 9:30 a.m. to 11:00 a.m., and a second from 1:30 p.m. to 3:00 p.m. in room 139 of the University Center. This training is mandatory for classified employees and highly recommended for their supervisors.  Please email Sharon Sparacello at ssparacello@selu.edu or phone her at extension 5435 to register for a session.

Comprehensive Public Training Programs Scheduled on Campus 

The Comprehensive Public Training Program (CPTP), a section of the Louisiana Division of Administration, is offering free professional development programs on campus. The Human Resources office is pleased to be able to sponsor these programs.  By hosting these programs, which are normally offered in Baton Rouge, we hope to make them more available to all staff.  Advance registration is required for these programs and space is limited. Please check our website for additional programs which may be added. For more information, please contact Jan Ortego at Jan.Ortego@selu.edu or at extension 5771. Following is a schedule of programs, criteria for participating (as established by CPTP), and a short description of each program:

CPTP CLASSES TO BE OFFERED AT SOUTHEASTERN 

SUMMER/FALL 2007 (All classes will be held from 8:15 a.m. till 3:30 p.m. in University Center Room 139)


July 20, 2007  DOCUMENTING FOR PERFORMANCE & DISCIPLINE(S) (1 day)                           
This 1-day class taught by staff of the Dept. of Civil Service is designed to aid in the  
development of documentation skills frequently used and required of supervisors. Participants 
will learn the difference between the standards of documentation necessary for Performance 
Planning & Review versus the standards necessary for disciplinary action. The course material 
emphasizes documenting through recording observable behavior. Participants will work with 
examples of work situations common to the classified service. This is a required course in the 
Certificate for Managing People. This class is open to all levels of management and to those 
with special permission from their agencies.

August 10, 2007   PERFORMANCE PLANNING & REVIEW TRAINING FOR SUPERVISORS (1 Day)
This 1-day class provides participants with basic information concerning the major components of the Civil Service performance planning and review system: planning, documentation, and evaluation. This is a required course in the Certificate for Managing People.  This is a required course in the Certificate for Managing People.
This class is open to all supervisors and managers and human resources staff.


September 10, 2007 DEVELOPING A MOTIVATED WORK GROUP (1 day)  

This 1-day class examines motivation and goal setting as components of managing work group 
performance. Participants will learn how to link goal setting with individual action plans, 
strategies, objectives, and goals of the agency. Participants will be able to diagnose motivation-
related performance problems. Class exercises will enable participants to use practical 
techniques to improve and maintain motivation.  This is a required course in the Certificate for 
Managing People. This class is open to all levels of management and to those with special 
permission from their agencies.


Effective January 2007, this class has changed from a 2-day format to a 1-day format.

On-Line Programs available to Faculty and Staff

The State Division of Administration, through its CPTP program, offers a state of the art, e-learning program for state employees called “ MindLeaders”.  This is a computer-based source of interactive courses available over the Internet 24 hours a day, 7 days a week.

The three categories of courses offered online are Computer Skills Courses, Professional Development Courses and Business Skills Videos.  In order to access these classes, employees will need an enrollment key that they can obtain by contacting Jan Ortego via email at Jan.Ortego@selu.edu. Graduate assistants and student workers are not eligible to use these courses.
IF YOUR SUPERVISOR MANDATES THIS TRAINING, IT WILL NEED TO BE COMPLETED DURING WORK HOURS.  IF YOU CHOOSE TO DO THIS TRAINING AFTER WORK HOURS, IT WILL BE CONSIDERED VOLUNTARY AND WILL NOT BE COMPENSATED.  
For more information about these classes, please check out the following website:

http://www.selu.edu/Administration/Depts/HumanResources/comptraining.html
GRADUATE ASSISTANT PROGRAM

FALL 2007 SEMESTER EMPLOYMENT INFORMATION FOR GAs

Recommendations of Employment for fall may be submitted now.

Fall semester dates:  August 13 through December 7.
Minimum course hours required for fall:  Six.  If a student is required to be full time for insurance or financial aid purposes, they must carry nine hours.

Fall semester pay:  Minimum--$2,200; $6.88 per hour for AAs/TAs; $440 per month for RAs/GTFs.

Work permits:  International students must obtain work permits for the fall semester from Josie Mercante and present it to HR before beginning work.

Orientation:  Mandatory for all new GAs.  An orientation session will be held Monday, August 13, at 9:00 a.m. in UC133.  Please advise your newly hired GAs that they MUST bring the ORIGINAL and a XEROX copy of their Social Security card and driver’s license and a check from their own checking account for direct deposit.  International students MUST also bring the ORIGINAL and a XEROX copy of their passport (all pages with notations), visa, I-94, I-20 and a work permit from Josie Mercante.  GAs will not be processed for pay until all documentation is presented.  

Social Security Card:  GAs will not be processed for pay until a Social Security card or a receipt for application for a card is presented.   Employees’ names will be set up in PeopleSoft as they appear on the SS card.  

Recommendation of Employment:  Indicate the telephone number, building and room number where the student can be reached.  Do not indicate a generic department number.  

Application/Background Check Authorization:  Must be obtained by the hiring department.  

Telephone Verification of Personal References:  Must be completed by the hiring department for all new GAs, including international.  

New forms are available on the HR website.

The recommendation of employment, application, background check authorization and telephone verification of personal references must be forwarded to the Dean of the Graduate School for approval.  

GAs will not be processed for pay until all documents for new GAs and exit forms for those not returning are received.

Please advise your GAs to check their student e-mail for updates and reminders.

Outside Employment

Outside employment forms for the fiscal year beginning July 1, 2007, may be submitted now.  The form and instructions for completing it are available at http://www.selu.edu/admin/hr/documents/hrooutform.doc.

For further information, contact Rissie Cook in Human Resources at 549-2347.
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