Student Enrollment Verification for Summer FICA Exemption —
Shared Query Library

URL Shared Query Library: https://authhub.wisconsin.edu/?app=Hyperion

1. Log on the Group Query Library Membership page using your NetlD and password. The
Shared Query Library URL above will take you to the UW System Authentication Hub.
After entering your UW Madison NetID and password, select the Login button.
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2. Click either Payroll or Human Resources folder (based on your access authorization) to
access the query list.
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https://authhub.wisconsin.edu/?app=Hyperion

3. The list of Queries in that folder will appear.

= FASTAR

—1 MADISON

= Payroll $# ADr7 2008 1FTEM ® by bay

#  Export Non Sensitive Appointment Data
Suery retrieves general appointment Gata so that Lser can sekct the spacifc aata neeged to export to Excel.

#  Student Employee Credit for FICA Deduction Summer Session

Sy retrieves summer session enrafmeant stalus and gopoiritment data for af open aopointments with student empbyment titles, FICA
exemption efgibiity 5 made By date, and shoud be compared to the FICA vatse on the payrof system ()

% Apr232008 4:12PM 2 bgyE? bgy

#  Student employee credits for FICA Deduction Fall and Spring Term
Suery retrieves envolmeant sialis and aoncintment dats for af apen appointments with studant employment ks, A FICA vate
geterminalion ks made by academic term, and showld be compared to the FICA vale on e payrof system(s).

4. Select the “Student employee credits for FICA Deduction Summer Session” query by
clicking on the title.
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Deduction Codes for Payroll and Benefits

A debing of dediclion codes and how they operate within the payroll and benafit system.

5ep 132007 11:45AM @ him

Export Non Sensitive Appointment Data
Csarys rafrieves ganarsl appointmeant data so thal wsar can sslect the specific data nesded to export o Excel

Apr 7 2008 1:37EM R hovB bgy

Student Employee Credit for FICA Deduction Summer Session

Chigr)y relrieves sLmmer ﬁ\f)sm ervolmant staivs and gopointment data for al apen aopointments with siudent employmeant Bk
exempdion afgibifty 5 mage by date, and should be compared (o the AICA valte on the payrol sysiem (s}

Apr 23 2008 4:12FM R hoy® pgy
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5. The query criteria selection screen will appear.

[ sBsCoeeaEe

UW-Madison Student Employee Credit for FICA Deduction Suinine
Query Library

Human Resource

Set Report Selection Criteria
You may enter the entire UDDS code or just what it begins with.

UDDS and Semester MUST BE ENTEREL
uDDs I Example: A or A34 or A3496 or A349600

Semester (Term) ISEIECt vl

After UDDS selected, click
"Process"”

Query May Take Approximately 2-8 Minuh

6. Enter the UDDS and semester (term) that you are reviewing for FICA exemption. You
may run the query for a division (UD), department (UDD), or sub-department (UDDS).
A broader query will take longer to run. You must enter a UDDS and select the summer

session.

UW-Madison Student Employee Credit for FICA Deduction Sumine
Query Library

Human Resowrce

Set Report Selection Criteria
You may enter the entire UDDS code or just what it begins with.

UDDS and Semester MUST BE ENTEREL

After UDDS selected, click

Prosassr
ubDs [a4827 Example: A or A34 or A3496 or A349600 focess
May Take Approximately |
Semester (Term) |Select Ll Cuery May Take Approximately

Select
Summer 2007 |
omer 2008
Reset
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7. Select the Process button. Note that larger queries may take up to 5-8 minutes.

Human Resource

Set Report Selection Criteria
You may enter the entire UDDS code or just what it begins with.

UDDS and Semester MUST BE ENTEREL ftgfj‘—'f'UDE’S selected, click
uDDS [a4827 Example: A or A34 or A3496 or A349600 rocess

Cluery May Take Aporoximaitely 2-8 Minwtes to

| Prggess |
| Roset |

Semester (Term) |Summer 2008 LI

8. The additional report criteria select screen will appear. Additional selection criteria will
narrow the query. Itis not required. If no additional selection criteria will be selected, go
to the next step. Otherwise:

a. The query may be narrowed by:

o Appointment Type — SH, SA, or both. The query defaults to both SA
and SH. Select the appropriate radio button if you wish to change the
displayed appointment type.

0 Report Type — All Students, Just Students requiring FICA deduction, or
Just students with No SSN match to student records. The query defaults
to All Students

b. If additional selection criteria is selected, click the Process Additional Criteria
button. The results will appear after the additional criteria is processed. Go to
step 10 below to print the report.

9. To view the results, select Student Employee Credit for FICA Deduction Summer
Session from the Select a Report drop-down menu.

|SelectaReport ﬂ@|@@%@|@|@@|@@

:n}'ee Credit for FICA Deduction Summe

Query Library
Human Resource

Set Report Selection Criteria
You may enter the entire UDDS code or just what it begins with.

UDDS and Semester MUST BE ENTEREL {;‘;fef'UDQS selected, click
rocess
upDs IaD?QB Example: A or A34 or A3496 or A349600 )
Semester (Term) [Summer 2008 = Query May Take Aporoximately 2-8 Minut
Additional Selection Criteria from the Results of the Query. W
( Abpointment Tvbe 2R amaoU S oon ~eu -
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10. The report preview screen will appear. To page up or down, use the view navigation
tools. The report will export to PDF for printing by selecting the PDF button. Once the

report has exported to PDF, it is ready to print.

AR EBEE &
\DISON — BN

I View Navigation I

I Export to PDF for printing I

0501108

Ciuery Library Report

Student ApptEnd Session  Session
Fersonld Type Date

GRAD

Appt  Appt Major Mame

Type Dept Title

SH AODT2800  BICE, BEMJAMIN D
Student Help

BOUKAHIL, ISMAIL
Student Help

CARLSON, CARLAJ
Student Help

CHOE, ADAM LIN
Student Help

Student Employee Credit fé:r FICzﬁtheduction Summer Session

Start Date  End Date Weeks Ind Exp
06A 608 08M10/08

Diss Deg Term FICA
Credits  Begin
E} 2

FICAEnd

0 0519508

0 0&/19/08

0 05(149/08

11. Review the report for necessary changes to the FICA indicator per policy.
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Export a Query into Excel

A query may be exported to Excel to allow for additional searches and sorts of the resulting
data. To export the query results to Excel, follow the above steps until Step 9. At Step 9,
follow the step below:

9. To view the results, select Student Employee FICA for Export to Excel from the Select a
Report drop-down menu.

|Se|ect a Report

SCEEEEEIEREE

hvee Credit for FICA Deduction Su

Query Library

Human Resource

Set Report Selection Criteria
You may enter the entire UDDS code or just what it begins with.

UDDS and Semester MUST BE ENTEREL f;rfr UDQS select
ubps [30728 Example: A or A34 or A3496 or A349600 focess

May Tahe 4
Semester (Term) |Summer 2008 Ll Cuery May Take &

10. The report preview screen will appear. The report will export to Excel for printing by
selecting the Excel button. Once the report has exported to Excel, it is ready to print, save, or
work with the data .

PREFEREMNCES
&)
|Student Employees FICA for Export to Excel LI @ | @_J @ % @ | @] | @J @] | @ @
N Student !\
m Appt Type Appt Major Dept Person Mame FPerson Id Apptid Type Title Ma H
SH AD72800 TSAl PO SHENG 010567949 Student Help
Export to Excel
SH ADT2800 HOGAMN, CLIFFORD £ 01231624 Student Help
SH AOT2800 AHAN, SARAH D 01231633 Student Help
SH AD72800 % ULLMER, MICHAEL .. 01144950 Student Help
SH ADT2800 CHOKDEE, DARIM 01195043 Student Help
5H A072800 HUMPAL, THEQD ORI 01125985 Student Help
SH AD72800 HASENSTEIM, KYLE . 011074449 UGRD  Student Help
SH AOT2800 PORTHER, MARMI F 01068614 Student Help
gH ADT2E00 KLINKMER, MICOLE | 00960551 Student Help

11. Review the report for necessary changes to the FICA indicator per policy.
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