Student Enrollment Verification for 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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3. The list of Queries in that folder will appear.

=3 FASTAR
] MADISON

#  peduction Codes for Payroll and Benefits @
A listing of deduction codes and how they operate within the payroll and benefit system.
Jun 372007 J0-18 An C htm
#  Student employee credits for FICA Deduction Fall and Spring Term

Query retrieves enraliment. status and appointment data for all open appointments with student employment
titles. & FICA value determination is mads by academic term, and should be compared to the FICA value on the
payrall system(s),

3 Aug 15 7007 3:34 807 4 m_\( by

Search: |th|s Falder {and subfalders) v‘ | ‘ E

4. Select the “Student employee credits for FICA Deduction Fall and Spring Term” query
by clicking on the title.

4  Deduction Codes for Payroll and Benefits @
4 listing of deduction codes and how they operate within the payroll and benefit system,
Jun J2 2007 10:79 A6 @ htrm
# Student employee credits for FICA Deduction Fall and Spring Term @

Query retrieves enrollment status and %_J:lintment data for all open appointments with student employment
titles, A& FICA value determination is made by academic term, and should be compared to the FICA walue on the
pavroll systemis),

Ht Aug 152007 334 Fof 54 bﬁ boy

Search: |this Folder (and subfolders) V| |
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5. The query criteria selection screen will appear.

= FASTAR SelectaRepor‘tV@|@]@%@|@] @J@H@@
_1 MADISON
UW-Madison Query Student Employee Academic Year Credit Load Check

for FICA Deduction

Library

Humnan Resource

Set Report Selection Criteria

You may enter the entire UDDS code or just whatit begins with,

uDDS and Semester MUST BE ENTERED After UDDS sefected, click "Proc

upnDs Example: A or A34 or A3496 or A349600 @

Queny May Take Approximately -
Semester {Term} | Select v

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 semester
(term).

o i Student Emplovee Academic Year Credit Load Check
UW-Madison Query plo;
Lf'brary for FICA Deduction

Human Resource

SetReport Sefection Criteria

You may enter the entire UDDS code or just what it begins with,

UDDS and Semester MUST BE ENTERED After UDDS selected, ¢
ubDDs | A0724 Example: A or A34 or A3496 or A349600
Guens May Take Appra,
Semester (Term) | Sglact w
{Select

(Fall 2007-2008
Spring 2006- 21
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7. Select the Process button. Note that larger queries may take up to 5-8 minutes.

UW-Madison Query Student Employee Academic Year Credit Load Check
Lf'brary for FICA Deduction

Human Resource

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

UDDS and Semester MUST BE ENTERED After UDDS selected, click "Process

uoDS | A0724 Example: A or A34 or A3496 or A349600 [ Process l It
Quens May Take Approximately 5-8 M.l

Semester {Term) | Fall 2007-2008 v

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.

= i Student Employee Acadernic Year Credit Load Check
adaison uery pl0}
Library for FICA Deduction

Human Resowmce

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

UDDs and Semester MUST BE ENTERED After UDDS selected, click "Process”

UDDS  |A0724 Example: A or A34 or A3496 or A349600

Guery May Take Approximately -8 Minutes to
Semester {Term) | Fg|| 2007-2008 £

Additional Sefection Criteria from the Resuits of the Query.

Appointment Type
(Defaults to SA and SH) @shand SH Osa OsH

""""""""""" Type OF RepopT:***1rara s st snnnniansasars
(Defaults to All Student Employees)

O Just Students with
HNo SSH Match with Student
Records

@ All Student Employees O Just Students Requiring
FICA Deduction

—_— Process Additional
Criteria
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9. To view the results, select Student Employee Acad Yr Credit Load Check from the
Select a Report drop-down menu.

Hyperion Perfo:
grian:1800 |

=3 FASTAR | Select 3 Report Ve B2 | @ & x@

_1 MADISON MOts s

Empl ) it L ch

=

Student Employees FICA for Export to Excel k‘
S UVYV-Iviad O J

Library

Student Employvee Academic Year Cre
for FICA Deductio
Human Resowee

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

UDDS and Semester MUST BE ENTERED A
ubps [an7ze | Example: A or A34 or A3496 or A349600
e Q.
Semester (Term) | Fall 2007-2008 v ‘

Additional Selection Criteria from the Results of the Qurery.

Appointment Type
{Defaults 10 SA and SH) @shandsH OsA CsH

ATy OF REOITH s
{Defaults to All Student Employees)

O Just Students with
No SSN Match with Student
Records

@ ANl Student Employees O Just Students Requiring
FICA Deduction

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.

View Navigation
SEARCH  PREFERENCES

Browse v

1 e = -
s FSTER | stucdnt Emplayee acot ¥ credit Loa check v (6 [(E) (D) (S (1) &) | (6 B B | & (@
1 MADISON
Exportto PDF
for printing
Student Employee Academic Year Credit Load Check
Fall 2007-2008
Query Library Report g7
unns AOTz4 i
Title Name Mot = Adv Oppor Fellww?‘\
Fppt End Date = Blank i I to 30 das | ‘Tﬁ'
2 = Blank or greater or 2qual to 30 days (235 1h
oot Data Cument A2 0f: osTHO Foe Type 84, SH L & & b
Addt’l FICA Ind Criteria
Appt rimr End Appt Diss. D+
Type  Dept Persan Name Person 14 Appt 1d Student Type Ttie Name Dat nd. B
SA A7 2400 AKIN, HEATHER E Graduate TEACH ASST REGULAR A008
CACCIATORE, MICHAEL Graduate TEACH ASST EXP /1008
PI, HSUAN-YUN Not Registered Thiz Tamm PROJECT ASST-REG DE2707
SCHUUHL, NIGHOLAS B Graduate TEACH ASST REGULAR A008
TURNER, SARAH G Graduate TEACH ASST REGULAR /1008
TY¥NAN, TIMOTHY J Graduzte PROJECT ASST-REG DB/30/08
072404 TILLERY-DANZER, MARY K Graduate PROGRAW ASST-REG 06/20:02
SH AOT2400 FLANNES, MATTHEw U Undergraduate Studert Help 123107
HANRAHAN, JENNIFER hi#RGARET Undergraduate Studert Help. 08/26:07
HESPRICH, BENJAVIN D Mot Registered Thiz Term Student Help. 09/16:07
HIGGING, ADAW B Undergraduate Studert Help 123107
JOHNSON, MARY BETH GILLIS Undergraduate Studert Help. 123107
MAC LAREN, NORAM Undergraduzte Studert Help
MiURRAY, MICHELLE RENEE Graduate Studert Help
SKINNER, LAUREN Mot Registered Thiz Tenm Student Help. 10,0807
SPIES, BENJAWMIN J Undergraduate Studert Help.
STEPHENSON, JULI HINDS Graduate Studert Help 08/26:07
SUSSMAN, Y MAE Undergraduzte Student Help 1zEoT

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.

Hyperion Pai
griani1ar

Browse ¥ ROWE 5 PREFEREM

=8 FASTAR | select a Report v|@|@@%@|@]|@]@]|®@

_1 MADISON

MNotes
Select a Report I
Student Employee Acad Yr Credit Load Check

fad |

I ery Student Employee Academic Year (
for FICA Deduc
Human Resource

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

DS and Semester MUST BE ENTERED
upDs 530?2400 Example: A or A34 or A3496 or A349600

Semester (Term) i-F_a 2007-2008 :'

Additional Selection Criteria from the Results of the Query.
Appointment Type

(Defaults to SA and SH) @ sAand SH Osa IsH
PR Ty OF REPOIT:**HHHH ARk
{Defauits to All Student Employees)
@ ANl Student Employees (O Just Students Requiring - Just Students with

Mo SSN Match with Studer

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 .

Hyperion Performal
gri 1

: : =
FASTAR [student Employees Fica for Export to excel | (@ [ (& (@ (= 0 | @ | (& B & | (%) @
—1 MADISON e
ot Export to Excel ||

&gt Major End Appt [Diss.

Ty Dept Person Mame Perzonld _|Appt ld Student Type Title Mame Datefind.

=A (072400 |AKIM, HEATHER E I (Graduate TEACH ASST REGULAR 011008
ICACCIATORE, MICHAEL i Graduate TEACH ASST EXP 011008
Pl, HSLIAR-YLIN i Mot Registered This Term PROJECT ASST-REG 082707
[SCHMUHL, MICHOLAS B B Graduate TEACH ASST REGULAR 011008
[TURMER, SARAH G i Gracuate TEACH ASST REGULAR 011008
[T¥MAN, TIMOTHY J i Gracuate PROJECT ASST-REG 0B/30/08

ISH (S072400 FLAMMES, MATTHEW W i Lndergracuate Studert Help 1203107
HAMRAHAR, JEMMIFER i Lincleraracuste Stucert Help 0ai2507
MARGARET _
HESPRICH, BEMJAMIMN O I Mot Registered This Term Student Help 09 807
HIGGIMNS, ADAM B i Lincleraraciuate Stucert Help 1263107
HMOHNSON, MARY BETH GILLIS a1 Lincergracuate Studert Help 1231007
MAC LAREM, MORA M T Undergracuate [Student Help
MURRAY , MICHELLE REMEE i (Gracuate Stucert Help
[SHINMER, LALREN T Mot Registered This Term [Studert Help 10/08/107
ISPIES, BEMJANMIM J T Underaracuate [Student Help
[STEPHEMSON, JULIHINDS i Graduate Stucert Help 0326107
[SUSSMAN, ¥ MAE T Uindergracuste [Student Help 123107
[SUTHERLAND, JACLYM D . i Underaraduate [Studert Help 1203007
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