Office of Human Resources 
Bi-Weekly Frequently Asked Questions
Assignment Agreement 

· When should the Agreement form be submitted?  Submit all completed agreements and related paperwork within 24 hours of hiring the Student or Temporary Assistant for timely processing and payment.  When agreements are not received in a timely manner for processing a student or temporary assistant’s pay will be delayed.
· Where should the completed Agreement form be sent? The agreement should be sent to Financial Aid for work study students and the Office of Human Resources for all other student and temporary assignment agreements.

Approval Option

· Can I assign someone else to approve timesheets in my absence?   Yes, all supervisors are encouraged to identify a Proxy who would be able to approve timesheets in your absence.  To set-up a Proxy, go to Braveweb and enter Employee and Timesheet.  At the bottom center of the screen Proxy Set-Up will be displayed.  Please select the name of the person in your department who will serve as your Proxy, check the Add button and click Save.  This person will be able to access, review and approve timesheets for your student and temporary assistants, as well as permanent staff.  If the person in your department who you prefer to serve as a proxy is not displayed in the drop-down box list, please email hr@uncp.edu to submit the person's name, department and request an addition to proxy list.  This person will also need to complete a Banner INB account application available at Banner Account Application and submit it to DoIT.
Brave Opportunities

· How do I identify students (Student Assistant, Graduate Assistant and Work Study) for available positions in my department?  All available student positions must be posted on the Brave Opportunities website administered by the Career Center.   For assistance with this process, please contact the Career Center at ext. 6270.   
Braveweb Access

· How does a student or temporary obtain access to Braveweb Self-Service Web Time Entry Timesheets? 

· The set-up is typically within 48 hours of receipt in these departments.  
· The department will need to complete a Network Account application for temporary employees to gain access, available at ITSM Service Portal.  A temporary assistant will be able to access their timesheet, typically within 48 hours, after receipt of the agreement and the job record is set-up in the Office of Human Resources. 
· How does a supervisor obtain Braveweb Approval access? – If you are a new supervisor attempting to use Employee Self-Service and do not have a Banner INB account, you will need to request a Banner Account from DoIT via Service Now. Once the account has been created, please let hr@uncp.edu know.  
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Pay Dates

· How can I find out when I will be paid?  The Bi-weekly Payroll Calendar is available on OHR’s Banner (HR) webpage which provides both pay dates as well as payroll deadlines.  
· When will I receive my first paycheck? For new student/temporary assistants who are hired after transitioning to the new procedures/system, the first paycheck will be received approximately four weeks after your hire date.    
· When will I receive my final paycheck? Bi-weekly student/temporary assistants will receive their final paycheck approximately two weeks after employment ends.
Pay Period End Date

· When will I need to submit my Braveweb Timesheet?
The Pay Period End Date is routinely on the Monday following the bi-weekly Friday pay date. You will need to submit your timesheet by 12:00 noon to your supervisor for review and approval.  If Monday is a holiday the timesheet cut-off and approval will be set to Tuesday. It is extremely important to become accustomed to this deadline.  
Pay Rate

· The agreement submitted by me had the wrong hourly pay rate.  What can I do to correct this wrong rate of pay for my student or temporary assistants?  Please contact OHR to discuss ext. 6279 or 6764.  
Flat Rate vs. Hourly Rate – 
· Hourly Rate: Student and Temporary Assistants are routinely considered by the Fair Labor Standards Act (FLSA) as non-exempt and as such should be paid on an hourly basis as part of the bi-weekly payroll.      

· Flat Rate: Temporary Assistants who would be considered FLSA exempt level professional employees (with completed college degrees and related experience) may be on Flat Rate Assignment Agreements. Examples of exempt level employees would be Program Consultants, Performers for GPAC, an Artist completing a concrete piece of work (a graphic design, website), etc.  Supervisors are encouraged to review status prior to authorizing an assignment agreement.       

Pay Stub

· How do I obtain my check or direct deposit pay stub?   Paychecks are mailed on the pay date to the permanent address of record.  The direct deposit stub is available in Banner Self-Service, click Employee, click Pay Information, and click Direct Deposit Information or All Pay Stub. 
Reported Hours
· How do I correct the hours reported by a student or temporary and approved by the supervisor?  Complete a Bi-Weekly Web Time Entry Reported Hours Correction Form and submit to the Payroll Office.  
Student Job Posting
· What do I need to include in a student job posting?   Details of the job duties, responsibilities, and expectations, and as appropriate work hours, of the student assignment agreement should be included in the job posting. For additional information please contact ext. 6270.   
Student – Work Study

· How do I know if a student is eligible for work study?   The student is responsible for applying for Financial Aid and subsequently after receiving the Financial Aid Award letter for applying for work study positions advertised on HandShake, Career Services website.   The Work Study Coordinator or the student can provide the supervisor with confirmation of their work study status prior to hire. Please contact Financial Aid for additional information ext. 6255
Submit Payroll Forms
· Where do I send Payroll forms? Forms should be sent to Payroll Office, Lumbee Hall, Room 151.
Support

· Who do I call for support if I have questions about HandShake - student job posting system?  

· Career Center, ext. 6270.   
· Who do I call for support if I have questions about completion of a payroll form (Bi-weekly Late Timesheet or Reported Hours Correction forms) or other payroll related question?
· Payroll Office, ext. 6191
· Who do I call for support if I have questions about completion of a student or temporary assignment agreement?   
· HR Specialist, ext. 6764
· Who do I call for support if I have questions about work study student agreements?   
· Financial Aid, ext. 6255
Timesheet - Late

· How do I submit work hours from a prior pay period? Complete a Bi-weekly Late Timesheet form and submit to the supervisor for signature approval, and send completed form to the Payroll Office as soon as possible.  The bi-weekly late timesheet form will be processed in the next available bi-weekly pay period after received in the Payroll Office.    
Timesheet – Supervisor

· What should I do if I submit my Braveweb timesheet and it goes to the wrong supervisor?   Please contact the Office of Human Resources at ext. 6279.  
Termination of Assignment Agreements

· Who do I notify if a student or temporary assignment agreement is ended?  Notify the Office of Financial Aid if the agreement is for a work study student.  Notify Kasey Jones, HR Specialist, if the agreement is for a student or temporary assistant.  Notify Graduate Studies if the agreement is for a graduate student assistant.  This is especially critical for all Flat Rate Assignment Agreements.   Unless the Office of Human Resources is notified of a separation of a flat rate agreement, payment will continue even if the employee does not complete the work.   
Work Hours Maximum per Week 
· What is the maximum number of hours a student or temporary can work during a normal work week (Monday – Sunday)?  A student’s primary role on campus is as a student.  As such, a student should work no more than 20 hours per work week or 8 hours per week for work study students.  

The maximum hours per week for any student or temporary assistant should be less than 40 hours per week on one or multiple assignment agreements.  Supervisors are responsible to ensure that each student, or temporary assistant, discloses all current assignments to you so that the university is compliant with the Fair Labor Standards Act (FLSA).   FLSA requires that if a student or temporary assistant works more than 40 hours per week, the university and/or department will be responsible for paying the student or temporary assistant time and one-half for each hour worked over 40 in the work week.   

Questions

· If I have a question(s) not answered in the FAQs above who do I contact to obtain answers?  All other questions may be referred to hr@uncp.edu or 910-521-6279.    
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