




Add Position and Supporting Documentation for Bi-Weekly Payroll Actions
 

The following table indicates the documentation required when submitting actions to HR and OFS-Payroll for review and approval.
	
	If you’re creating the following Action/Form in Wasabi
	HR Needs
	OFS Needs
	Handled through PeopleSoft Self Service (Setup and Changes)* 

	1
	Add Position for Bi-weekly staff (For requesting a position over 17.5 hours per week and for requisition to be created in Harvard Careers)
	· Attach the finally approved HR Job Posting Form to the Wasabi Add Position action.
	n/a
	n/a

	2
	Bi-Weekly New Hire Form 

(Into position over 17.5 hours per week)
	· Completed an I-9 submission through Equifax.  
· Completed Affirmative Action Form
· HR will ensure an electronic signed Offer Letter is on file.


	n/a
	· Direct Deposit

· Federal and State Taxes

· Home and Office Address

· Voluntary Deductions

· Emergency Contacts

· Ethnicity
· Acknowledge Confidentiality Agreement
· Acknowledgement of PFML

· Voluntary Self-Identification



	3
	Bi-Weekly Rehire Form 

(Into position over 17.5 hours per week)
	· Completed an I-9 submission through Equifax if the I-9 is not on file
· Completed Affirmative Action Form
· HR will ensure an electronic signed Offer Letter is on file.
· 
	
	· 

	4
	Bi-Weekly Add Concurrent Job Form 

(Into position over 17.5 hours per week)


	· Completed an I-9 submission through Equifax if the I-9 is not on file
· Completed Affirmative Action Form
· HR will ensure an electronic signed Offer Letter is on file.
	
	· 

	5
	Personal Data Change Form


	· New social security card must be attached to the Wasabi action.
	
	· Direct Deposit Changes

· Federal and State Tax Changes

· Home and Office Address Changes

· Voluntary Deductions

· Emergency Contacts

· Ethnicity
· Voluntary Self-Identification

	6
	Job Data Changes
	· For pay or equity increases, a letter and/or email Justification
· For temp/LHT to regular actions, completed Affirmative Action Form; HR will ensure we have an electronic signed Offer Letter.
· For job reclassifications, approval letter attached to action.  HR will ensure the Job Review Form is on file.
· For reappointment/extensions, HR will ensure extension letter is created and sent.
	n/a
	n/a

	7
	Transfer (coming into the Harvard Chan School or from one department to another within the Harvard Chan School)
	· Completed Affirmative Action Form
· HR will ensure an electronic signed Offer Letter is on file.
	n/a
	

	8
	Employee is transferring to another school within Harvard
	· Harvard Chan School Employee Departure Form on-line.
	n/a
	n/a

	9
	Leave of Absence
	· If leave is FMLA, maternity leave, parental leave (paternity or adoption), or medical, please contact the HR Leaves Specialist for more information/documentation to be completed.
	n/a
	n/a

	10
	Additional Pay-One time/Recurring
	· Letter and/or Email Justification (For example: Bonuses, professional services, etc.) uploaded as attachment in Wasabi and/or Notes section.
Note: Consult your HR Partner for guidance on the earnings code reason.
	· All receipts for gifts/moving expenses
	n/a

	11
	Additional Pay-Gifts/3rd Party
	· Letter and/or Email Justification uploaded as attachment in Wasabi.
Note: Consult your HR Partner for guidance on the earnings code reason.
	· All receipts for gifts/moving expenses
	n/a

	12
	Termination/Retirement
	· Termination, Layoff or Resignation Letter uploaded as attachment in Wasabi.
· Harvard Chan School Employee Departure Form on-line.
	n/a
	n/a


*All employees are encouraged to use PeopleSoft Employee Self Service once the Harvard Key is established.
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