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Introduction

myNKU is the web portal for NKU's campus management (SLCM), human resources (HR), and
financial system (FI) that runs on SAP® software. This integrated system allows you to access
real-time information as you conduct your college career or carry out your job functions at
NKU. This web site is the place to find information about myNKU to help you get the most out
of the system.

Please note not all internet browsers and operating systems are compatible with myNKU. For
the most up-to-date list of supported browsers and OS combinations, view NKU’s Browser &
Operation System Compatibility.

New Employees

Once your new-hire paperwork has been processed by the HR office and you have your All Card
and set your password, you will be able to log on to myNKU to access your Employee Self-
Service functions. ESS is where you will view your pay statement, leave time balance, select
your employee benefits, update your personal information, and more.

Depending on your job functions, you may also use myNKU for other financial, human
resources, or campus management tasks such as viewing student records, running reports,
creating or approving budget requisitions, submitting travel requests, or other functions.

If you need access to additional tabs or functions in the myNKU portal or in the SAP GUI, your
supervisor can request access for you (for security purposes, employees may not request their
own access). Please be aware that some campus management functions require registrar
approval before access is granted, and you should attend training before your supervisor
requests access.

Rev: 01/10/2014 ©2014 Office of Information Technology 4


http://mynkuhelp.nku.edu/general.html%23BrowserOSSettings
http://mynkuhelp.nku.edu/general.html%23BrowserOSSettings
http://hr.nku.edu/
http://allcard.nku.edu/
https://www.nku.edu/password/
http://mynku.nku.edu/
http://it.nku.edu/mynku/gui.php
https://infra.nku.edu/infraenterprise/infraEnterprise.aspx?LITE&Form=LogCall&Template=CustomLiteLogCall_SAPSecurityMenu
http://it.nku.edu/itsc/training/trainingfacstaff.php

Introduction to myNKU & SAP GUI

Logging into myNKU

myNKU can be accessed via the quick links on the NKU home page.

Show me more for:

A-Z INDEX

CURRENT STUDENTS

PARENTS
FACULTY & STAFF
P—— "
ALUMNI & FRIENDS
—r
COMMUNITY, BUSINESS, P-12

NKU NEWS AND EVENTS

« Traffic Alert: Friday, Dec. 14 - Bill Gaither Concert
= NKU's Cynthia Siddens awarded NEAT
professional development scholarship

= Community gardeners share bounty through
parinership with Harvest Stewards

= NKU siudents lift patients’ spirits

= NKU to hostnational evidence-based school
ounseling conference March 18-19

hitps://mynku.nku.edu/if/pertal

MATH/STAT ART CONTEST WINNER STATES:
IT'S IN THE GENES

INFORMATI STUDENTS WORKED ON
WEBSITE FOR NEW YORK CITY PARK

SCHEDULE AMSIT

APPLY TO THE UNIVERSITY

CALCULATE COSTS & SCHOLARSHIPS

M Close Quick Links

Rev: 01/10/2014 ©2014 Office of Information Technology
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Enter your User ID and Password to log into myNKU.

Note: There are links to set your initial password, reset your password, and view support

documentation.

Northern Kentucky University
Welcome to myNKU

User * daw sonmi

Password* wesssews|

Mew student witheut an NKU ID card? Set vour initial passw ord here.

Te reset your netw ork passw ord using the 15C# on your MEU 1D card, visit the

Passw ord Change Page.
Fer help, visit our suppert informatien site, or call the [T Service Center at 859-

572-6811.
NU

QUALITY-mane,
coMMumT\'—DR[DéEN

MELU: Quality
.

Rev: 01/10/2014
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myNKU Tabs

The tabs that display on your myNKU portal are based on your security access to various
systems within myNKU. A brief explanation of each tab is provided.

Tab Description
View a student record, holds, student advisor (s),
Academic Advising academic history, academic work, and communication
information.

Students can view account statement, holds, make
payments, and sign up for direct deposit.

BI-IP is available once a year for University fiscal budget
planning. The unit reallocation planning layout for
Deans, Chairs, Directors, and Unit Administrators is

available through the customer portal.

Business Explorer Intuitive ad hoc query & analysis capabilities.

View employee HR master data, create and maintain

budget structures and budget values for different
compensation plans, check budget consistency and

Compensation Management release budgets for the compensation planning and
review process, reassign budget values between

organizational units, and access all reports on budget

data across the organization.

Biller Direct

Budget Planning

Employee Self-Service applications provide you with
easy access to information and services for employees.
Display the plans in which you are currently enrolled,
enroll in new benefit plans, and download a benefits
confirmation form. Display salary statement; manage
addresses, bank information, and information about
family members and dependents.

The Fl Requests tab is used to request a new NKU
Foundation account or University cost center.
View tuition rates and contact information for the Office
of Student Financial Assistance.

Employee Self-Service

Fl Requests

Financial Aid

Rev: 01/10/2014 ©2014 Office of Information Technology 7
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Manager Self-Service

The Manager Self-Service (MSS) component of myNKU
provides employees who perform management tasks
with a quick overview of all the data relevant for their
area of responsibility allowing them to make decisions

quickly and effectively. Tasks related to planning can be

executed directly using this component. Create
Personnel Actions Requests (PARs), change
communication data for employees, and view employee
record including compensation information.

SAP GUI

The SAP GUI (pronounced S-A-P gooey) tab can be used
to perform some functions (particularly Finance and
Human Resource functions), and requires the full SAP

software called SAP GUI. Examples of functions
performed within SAP GUI include purchase requisitions,
parked vendor invoices, budget transfers, travel, and
reporting for University, grant, and foundation accounts.

Student Administration

Faculty services include: view teaching schedule, class
rosters for each course, and send email to students,
search for course offerings, view number enrolled,
capacity, location, and instructor, enter
grades/attendance for reporting attendance/non-
attendance, mid-term grades and final grading.
Administration services include: view individual faculty
teaching schedules and class rosters, send email to
students, search for course offerings, view number
enrolled, capacity, location, instructor, evaluate the
academic work (including transferred work) of each
student in a specified course and report which specified
prerequisite courses have not been taken by each
student (this application is not basing prerequisites on
NKU catalog rules), view Chair View of Grades (grades by
department you are assigned to, faculty member, or
course).

Student Self-Service

View address information, make changes to current or
permanent address and access the address change form,
access instructions and form for a name change request,

and view instructions for the SSN process.

Universal Worklist

The Universal Worklist (UWL) tab is used to approve
processes including purchase requisitions, parked
vendor invoices, budget transfers, travel requests, travel
expenses, part-time faculty PARs, supplemental pay
PARs, and separation PARs.

Rev: 01/10/2014
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Employee Self-Service Tab

Common tasks performed within the ESS tab include view pay statement, display benefit plans
in which you are currently enrolled, enroll in new benefit plans, download a benefits
confirmation form, manage addresses, bank information, and information about family

members and dependents, and change own data.

View pay statement

1. Select the Employee Self-Service tab.
2. Click Benefits and Payment.

Student Self-Service Financial Aid Biller Direct Academic Advising Student Administrationl

verview Benefits and Payment Personal Infermation Working Time

I Employee Seff-Service = Overview = Overview

SAPGU Budget Planning

Employee Self-Service

Overview

EMPLOY EE SELF-SERVICE APPLICATIONS PROVIDE Y OU WITH
EASY ACCESS TO INFORMATION AND SERVICES FOR BMPLOYEES.
THIS PAGE GIWES Y OU AN OWVERVIEW OF THE ENTIRE OFFERIMNG.

@ Benefits and Payment
)18 Bensfits and Payment
100 120 Bgnry e
= confirmation form.
Display your salary statement.

Working Time

3. Click Salary Statement.

Benefits and Payment

®Y Benefits

Cﬂ}
100 5 Hew Hire Enroliment

Y ou must enrcll in the benefits vou w ant within 45 days of your
date of hire or w ait until the next annual enrcliment pericd.

Annual Enroliment

Maintain y our benefit selections during the next open enrcllment pericd.

Adjustment Reason Enrollments

Anytime Changes []

Change the benefit plans in which you are currently enrclied.

Benefits Participation
Participation Overview
View a list of plans in which you are currently enrolied.

Payment
Salary Statement
Vgl TouT et salary statement.

Rev: 01/10/2014

ich you are currentty enrolled, enrcll in new benefit plans, and dow nload a

Personal Information
Manage your addresses, bank information, and

©2014 Office of Information Technology 9
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4. The most recent pay statement will load in Adobe reader format.
5. Click Previous Salary Statement to view prior pay statements.
Note: This link will be active when prior pay statements exist.
6. Click Show Overview link to view the list of pay statements displayed.
Note: See steps 7 & 8 below.

Paycheck Inquiry Service

Valid for Salary Statements: Northern Kentucky University

Show Overview

n Previous Salary 3taterr|3nt| | Mext Salary Statement |

NORTHERN
KENTUCKY
UNIVERSITY

NORTHEREN FENTUCKY UNIVERSITY, HIGHLAND HEIGHTS, KEY 41089

7. Choose a pay statement to display.
8. Click Hide Overview to close the Overview area.

Paycheck Inquiry Service

Valid for Salary Statements: Northern Kentucky University

D

Display the Last: | | v|

Overview

. Payment Date
| 11302012
| 10312012
| 092812012

| 08312012

n Previous Salary Statement | | Mext Salary Statement u

Rev: 01/10/2014 ©2014 Office of Information Technology 10
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9. Click Exit to return to the Benefits and Payment area.

[« Previous salary Statement | [ Next Salary Statement ¥| Exit
=Y-1r-0 tr: @@= e @

NORTHERN
KENTUCKY
UNIVERSITY

NORTHEEN EENTUCEY TUNIVERSITY, HIGHLAND HEI(

The latest copy of Adobe Reader will need to be installed on your computer to view pay
statements. Pay statements may be saved or printed from the Adobe Reader toolbar.

In the new version of Adobe Acrobat (Version X) there is a "floating" toolbar. Click toward the
bottom of the pay statement to view the floating toolbar. If you click on the Adobe symbol at
the far right of that floater, the toolbar will temporarily appear at the top like in version 9.

Overview | Benefits and Payment | Personal Information

Paycheck Inquiry Service

The toolbar now appears at the top of the pay statement as in Adobe Reader X.

Paycheck Inquiry Service
]
Paycheck Inquiry Service

Valid for Salary Statements: Northern Kentucky University

Show Overview

K Previous Salary Statement | [ Next Salary Statement [

EBex= BRI =1

E’? | E = Comment Share

Rev: 01/10/2014 ©2014 Office of Information Technology 11
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To permanently move the toolbar to the top of the document:

1. Launch Adobe Reader X
2. Click Edit
3. Click Preferences
4. Click the Internet category
5. Uncheck Display in read only by default
6. Click OK
Preferences
Categories: Web Browser Options
Commenting W Display PDF in browser
Documents C:\Program Files (x86)\Adobe\Reader 10.0\Reader\ AcroRd32.exe
Full Screen

General @Iay in Read Mode by default
Page Display

3D & Multimedia [ Allow fast web view
Accessibility [¥ Allow speculative downloading in the background
Forms
Identi
& It}f. Internet Options

% Connection speed: |56 Kbps =
av

Measuring (2D)
Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Online Services Internet Settings...
Reading

Search

Security

Security (Enhanced)
Spelling

Tracker

Trust Manager

Units

Updater

S —”

Rev: 01/10/2014 ©2014 Office of Information Technology
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Display benefit plans in which you are currently enrolled

1. Select the Employee Self-Service tab.
2. Click Participation Overview.

Benefits and Payment

-::é'.‘!':‘-ﬂ-"ﬂ Benefits

stu}
100 X Mew Hire Enroliment

% ou must enrcll in the benefits you w ant w ithin 45 days of your
date of hire or w ait until the next annual enroliment pericd.

Annual Enroliment

Maintain your benefit selections during the next open enrcliment pericd.

Adjustment Reason Enroliments

Anytime Changes []

Change the benefit plans in w hich you are currently enrc-lled.lb
Benefits Participation

Participation Cverview

m.r hich you are currently enrclled.

3. The benefits plans will display as of the current date. The radio button for Dental is the

default selection.

4. To view details of other benefit plans: medical, group term life, retirement, etc., click

the radio button below the benefit plan to view.

a. Click the link to the right of the benefit plan to access the Web site of the

benefits provider.

Benefits Participation
p Show Benefits General Links

To view plan details, click on the circle to the left of the af

Show Parficipation Overview as of: [12/11/2012 [55]

Participation overview as of 12112012
Plan

Dental

(= Dental

Medical

" Medical

Vision

" Wision

EAP EAP

(" Employee Assistance Program

Rev: 01/10/2014 ©2014 Office of Information Technology
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5. Click Show Participation Details (displays at the bottom of the screen).

(B show Farticipation Details |

Print Confirmation Formi ; All Plans

6. The details for the plan selected are displayed.

Benefits Participation

P} Show Benefits General Links

To view plan details, click on the circle to the le

Details of Plan Employee Parking IRC-132F

Farticipation Period Starts on 09/01/2007
Plan Opticn Bazic Parking FT
Employee Cost (Pre-Tax) | 335.00 USD Annually
Deducticn Model MEU Annual Benefits (M)

7. Click Show Benefits General Links to display links for general benefits information.

| Benefits Participation

} Show Benefits Gener@

Details of Plan Short Term Disability
Participation Period Starts on 09/01/2007

Dlan Mintinn CLhntTarm Nicahilibe

8. The Benefits General Links are displayed.

Benefits Participation

w Hide Benefils General Links

MEU - Human Resources
Details of Plan Humana - Regular

Participation Period Starts on 01/01/2008

Rev: 01/10/2014 ©2014 Office of Information Technology
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9. Click Back to return to the plan selection screen.

Be nefits Participation

p Show Benefits General Links

To view plan details, click on the circle to the le

Details of Plan Employee Parking IRC-132F

Participation Pericd

Plan Opticn

Employee Cost (Pre-Tax)
Deduction Model

Change the benefit plans in which you are currently enrolled

Starts on 09/01/2007
Baszic Parking FT

335.00 USD Annually
MU Annual Benefits (M)

1. Select the Employee Self-Service tab.
2. Click Anytime Changes.

Student Self-Service Financial Aid

nerview Benefits and Payment

Employee Self-Service =

Personal Infermation

Benefits and Payment =

Biller Direct Academic Advising Student Administraticn

Working Time
Benefits and Payment

Employee Self-Service

Benefits and Payment

®=, Benefits
100 20 :
= MNew Hire Enrcliment

Annual Enroliment

Anvytime Changes []

Rev: 01/10/2014

W ou must enrcllin the benefits you want within 45 days of your
date of hire or w ait until the next annual enrcliment period.

Maintain your benefit selections during the next cpen enrcliment period.

gason Enrollments

plans inwhich you are currentty enrclied.

©2014 Office of Information Technology
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3. If you are participating in more than 1 plan, select the plan you wish to change.
4. Click Edit Plan to change your contribution amount or click Remove Plan to delete plan
and stop contributions.

Enrollment
1
I» o 2 -4
Plan Selection Review Enrollment

¥ Show GeneralLinksView P Show PlansOTodayView

If you are not currently enrolled, you must contact Benefits to enroll. If you are currently enrolled, this is you
its options are displayed.
Selection for Anytime Changes
Plan Costs Remarks
403(b) Vol.Plan TIAA-CREF
03(b) Voluntary Savings Plan  200.00 USD Monthly (Pre-Tax) Mo pre-tax rollover
529 EduSvg Plan K Educ. Sav. Plan Trust
(7 529 KY Education Savings Plan 75.00 USD Menthly (Post-Tax)

*This column_gams igutions, based on your salary. Therefore, the amounts shown here may differ significantly

| Edit Plan | | Remove Plan |

4, Previous Step Review Enroliment bk Exit

Edit Plan

5. Maintain the plan.
a. Change your Regular contribution amount in dollars or percentage
6. Click Select Beneficiaries.

Enrollment

I a b -

Plan Adjustment Select Beneficiaries

P Show GenerallinksView P Show PlanTvpeO TodavWiew

Offer for 403(b) Vol.Plan Tl2A-CREF

403(b) Voluntary Savings Plan - Select plan contributions (starts on 8/23/2011)

Regular (Monthly)

Pre-Tax Amount: 200.00|USD (Minimum: S0.00 USD)
Pre-Tax Percentage: :l e (Minimurm: 1.00 %)
Bonus

Pre-Tax Amount: uso
Pre-Tax Percentage: I:l e

|( Previous Step([ | Select Beneficiaries t| ,

Rev: 01/10/2014 ©2014 Office of Information Technology 16
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7. Select beneficiaries.
8. Click Add Plan to Selection.

Enroliment

Enrollment

I» a b |

Plan Adjustment Select Beneficiaries

P Show GenerallinksView P Show PlanT rpelfTodaviiew

Select your beneficiaries and contingent beneficiaries for plan 403(b) Voluntary Savings Plan.

Name Relationship Beneficiary Percentage Contingent Percentage
Tom AnytimeChange  Spouse 0 0
Sally AnytimeChange = Child 0 0

[4 Previous Sthg | [ Add Plan to Selection |
TSe—

Remove Plan

9. Select the plan.
10. Click Remove Plan.

Enrollment
1
s e 2 -
Plan Selection Review Enroliment

P Show GenerallinksView P Show PlansOfTedavView

If you are not currently enrolled, you must contact Benefits to enroll. If you are currently «
its options are displayed.

Selection for Anytime Changes

Plan Costs Remarks

3(b) Vol.Plan TIAA-CREF
03(b) Voluntary Savings Plan  200.00 USD Monthly (Pre-Tax) Mo pre-tax rollover

“This coclumn contains estimated contfributions, based on your salary. Therefore, the ameounts shown here

Add Plan Edit Plan ( Remove Plan )
NSN——

4 Previous Step | [ Review Enrolment b

Rev: 01/10/2014 ©2014 Office of Information Technology 17
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11. The plan is removed and now displays as “Enroll.”

Enrollment
1
I» A 2 4
Plan Selection Review Enroliment

P Show GeneralLinksView P Show Plans0 fToday\View

If you are not currently enrolled, you must contact Benefits to enroll. If you are currently
ite options are displayed.

Selection for Anytime Changes

Plan Costs Remarks
403({b) Vol.Plan
(& Enroll

“This column contains estimated contributions, based on your salary. Therefore, the ameounts shown here r

|Ad|:| Plan | | Edit Plan | | Remove Plan |

|4 Previous Step | | Review Enroliment b| | Exit |

Review Enroliment

12. Click Review Enrollment.

Enrollment
1
I» L 2 -1
Plan Selection Review Enrollment

P Show GeneralLinksWiew P Show PlansO{TedavWiew

If you are not currently enrolled, you must contact Benefits to enroll. If you are currently €
its options are displayed.

Selection for Anytime Changes

Plan Costs Remarks

403(b) Vol.Plan TlAA-CREF
(" 403(b} Voluntary Savings Plan 200.00 USD Monthhy (Pre-Tax) MNo pre-tax rollover

529 EduSvg Plan

(= Enroll

*This coclumn contains estimated contributions, based on your salary. Therefore, the ameounts shown here

[AddPian | [EditPlan | | Remove Plan |

|4 Previous S:e::(| Review Enrollment b| | Exit |

Rev: 01/10/2014 ©2014 Office of Information Technology 18




Introduction to myNKU & SAP GUI

13. Review edits.

14. Click Save.
Enrollment
»— 2 =
Plan Selection Review Enrollment

A summary of your enrollment plans is listed below. If you are satisfied with your selection, submit it to cc

Selection for Anytime Changes

Plan Costs Actions
403(b) Vol.Plan
403(b) Woluntary Savings Plan 200.00 USD Monthhy (Pre-Tax) Modified

529 EduSvg Plan

Enroll 5259 K Education Savings Plan removed

This column contains estimated contributions, based on your salary. Therefore, the amounts shown here may differ significant

|1 Previous Step | | Save| | F_:-cit|

15. A confirmation message will appear at the top of the screen.

Enrollment

I — 3 —+

Completed

our plan selections have bee@

What do you want to do next?

Go to Benefits Participation Overview
Go to Benefits and Payvment Homepage
Go to Employee Self-Services Homepage
Print New Plan Selections

Rev: 01/10/2014 ©2014 Office of Information Technology
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Download a Benefits Confirmation Form

1. Select the Employee Self-Service tab.
2. Click Participation Overview.

Benefits and Payment

Benefits

Open Enroliment
Maintain your benefit selections during the next open enroliment period.

Adjustment Reason Enrollments

Anytime Changes
Change the benefit plans in which you are currenthy enrolled.

3. Click Print Confirmation Form: All Plans to send a copy to your default printer.
a. Note: You may need to scroll down to view this link.

J| show Participation Detais |

ﬁmﬂtiun Form : All Plans
\

A Benefits Confirmation form will open in a new window as a .pdf document.

Benefits Confirmation

Date
05/z29/2012

Maorthem Kentucky University
Highland Heights, KY 4109%

Mrs.
Mary Beth Dawson

Rev: 01/10/2014 ©2014 Office of Information Technology 20
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Manage Addresses

1. Select the Employee Self-Service tab.
2. Click the Personal Information sub-tab.
3. Click Addresses.

tudent Self-Service Financial Aid Biller Direct Academic Advising

reTview Benefits and Payment Personal Infermation orking Time

Employee Seff-Service = Personal infformation = Personal Information

Student Administration Employee Self-Service SAPGU Budge:

Personal Information

§ Persgpal Information
=
EffterTeitange, or delete your addresses.

Bank Information

Enter cr change your bank information.
Centact PAY ROLL fer effective date questions.
Centact PAY ROLL to delete your bank infermation.

Family Members/Dependents and Emergency Contacts

Contact BEMNEFITS to delete family members/dependents.
Contact BEMNEFITS regarding benefit plan eligibility questions.

Change Ow n Data

Additional Infermation
Meoving to another state?
Payroll Forms

Which addrezs will my W2 go to?
our W2 will be mailed to your permanent ad

Help Documentation
Maintain Personal Information - Addresses

Enter or change your family members/dependents and/er emergency contacts.

Maintain ycur persenal infermation and make it available university-wide.

4. Click Edit to maintain your permanent address.
5. Click New Mailing address to add a mailing address.

Addresses
—1— 4
Overview

Valid for All Personnel Assignments

Permanent residence

Street Address: 558 Virginia Ln
City: Cincinnati
| 528-0211
[ New Wailing address 3 [ Exit

Rev: 01/10/2014
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6. Maintain address data.
7. Click Review.

Addresses
Ip— 1 2 3
Overview Edit Review and Save

Valid for All Personnel Assignments

Permanent residence

clo:

House Number and Street: * | 559 Virginia Ln

|
|
Address Line 2: |
|
|

City: * Cincinnati
County:
State: * Ohio [+

Postal Code: *

Telephone:

(e Valid as of Today
(" Walid as of Future Date

[4 Previous Stef| | Review k| [ Exit |
v

Rev: 01/10/2014
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8. Verify the address data.

9. Click Save.
Addresses
— 1 2 3 -
Overview Edit Review and Save

Valid for All Personnel Assignments
Verify the Address data below

Permanent residence

Country: usa

cio:

House Mumber and Street. 559 Wirginia Ln
Address Line 2:

Citw: Cincinnati
County:

State: Ohio

Postal Code: 45244
Telephone: 513 528-0211

Valid from /252012

|i. Previous Ster.kH Save| > | F_x'rt|

10. A confirmation message will appear.

Addresses

»

4

-l

Confirmation

The changes you made to your Address data w&re@

Valid for All PETSOMTET ASSIOMITENTS

What do you want to do next?

Go to Addresses Overview

Go to Pergonal Information Homepage
Go to Emplovee Self-Services Homepage
Permanent residence

Rev: 01/10/2014 ©2014 Office of Information Technology 23
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11. Add address data.
12. Click Review.

Addresses
I»— 1 2 =
Cverview Edit Review and Save

Valid for All Personnel Assignments
Mailing address

Ed

clo:

House Number and Street: *

|
|
Address Line 2; |
|
|

City: *

County:

Stae: = I
Postal Code: * |:|
Telephone: I:l

¢« Valid ag of Today
(" \alid as of Future Date
" Walidity Period

4 Previous Step N Review b

13. Verify the address data.
14. Click Save.

Addresses
— 1 2 3
Overview Edit Review and Save

Valid for All Personnel Assignments
Verify the Address data below
Mailing address

Country: USA

clo:

House Number and Street. 559 Virginia Ln
Address Line 2:

City: Cincinnati
County:

State: Ohio

Postal Code: 45244
Telephone: 513 528-0211

Valid from S/2%02012
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15. A confirmation message will appear.

Addresses

»

4

-l

Confirmation

The changes you made to your Address data w@

LA "

Valid for AT PeT=0onT, 5

What do you want to do next?

Go to Addresses Overview

Go to Personal Information Homepage:
Go to Emplovee Self-Services Homepage
Permanent residence

Bank Information

1. Select the Employee Self-Service tab.
2. Select the Personal Information sub-tab.
3. Click Bank Information.

tudent Seff-Service Financial Aid Biller Direct Academic Advising Student Administration Employee Self-Service SAPGUI Budge:

rerview Benefits and Payment onal Inform ation orking Time

Employee Seff-Service = Personal Information = Personal Information

Personal Information
Additional Information
. Moving to another state?
=
— Addresses % Payroll Forms
eharge or delete your addresses.

Personal Information

Which address will my W2 go to?
Your W2 will be mailed fo your permanent ad

Bank Information
- ange your bank information.

Contact PAYROLL for effective date questions.

Contact PAYROLL to delete your bank information.

Family Members/Dependents and Emergency Contacts

Enter or change your family members/dependents and/or emergency contacts.
Contact BENEFITS to delete family members/dependents.
Contact BENEFITS regarding benefit plan eligibilty questions.

Change Own Data
Maintain your perscnal infermation and make it available university-wide.

Help Documentation
[Mainiain Pers onal Information - Addresses
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Note: If you have more than one assignment at the University, you will need to select your
main assignment. Click Continue.

Multiple Personnel Assignments

(= 0004435 11000088 T - PRISK Project 30000350 Manager, Training
00008845 11000087 First Wear Programs 30001657 Part-time Faculty

< Continue }) Cancel |

( Choose Personnel Assignments

Edit Bank Information:

1. Click Edit.

Bank Information

m

Overview

Valid for All Personnel Assignments

IMain bank
Payee: Nelie Norze
Bank Hame: BANK OF AMERICA, N.4.
Account Humber: 535522
Edit
[ New Other bank r] [ Ext ]

2. Edit the routing number or account number.
3. Click Review.

Note: Click Check Image to open a window that will display where to find the routing number
and account number on a check.

I Bank Information

Qverview Edit Review and Save

Valid for All Personnel Assignments

Main bank

SHTECE Image
Lk IMAgE

Reuting Mumber: | 042100230

(" Checking (& Savings () Mone
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4. Click Save.
Iain kank
Country: Usa
Payee: Mellie Horze

Routing Mumber: | 042100230

Account Number: 1234567255

Account Type: Savings Account
Pavment Method: Bank transfer (ACH PPD)
Currency: Ush

By =aving thiz banking information, | hereby authorize Northern Kentucky Univerzsity to initiate credit entries and to in
and/or debit the zams to 2uch account.

(ETETER (0D

5. A confirmation message will appear at the top of the screen.

I Bank Information

b 1 2 3 4 o

Confirmation

@ The changes vou made to vour Bank data were 2aved
Valid for ;

Add New Bank information:

1. Click New Other bank.

Bank Information

—8— (]

Overview

Valid for All Personnel Assignments

Main bank
Payee: Nellie Morze
Bank Mame: BANK OF AMERICA, N.A
Account Number: 535522
Edit

| New Other bank
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2. Maintain routing number, account numbers (checking or savings), Standard Percentage, or

Default Value.
3. Click Review.

Other bank

Check Image

Routing Number: |I3¢E“II3IZ!EE'I3

g e e I =
Account Number: 1223345

| (' Checking 0 Savinge O Mone

Currency: uso
Standard Percentage:
Qr

~

Enter either a percentage of
payroll check to deposit in
the Standard Percentage

Default Value:

field or a specific dollar
amount of payroll check in
the Default Value field.

J

N\
|1 Previous Step U Review PD
\_/

| Exit |

4. Click Save.
Other bank
Country: UEA
Payes: Mellie Nerse
Routing Mumber; 042100230
Account Number: 1223345

Account Type: Checking Account

Payment Method: Bank tranzfer (ACH PPD}

Currency: UsD
Standard Percentage: 100
Default Walus: 0.00

By =aving thiz banking information, | hersby authorize Northern Kentucky University to inttiate credit entries and

and/or debit the zame to 2uch account.

4 Previous Et&p‘ E—ﬂl.f&i) Exit

Rev: 01/10/2014
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5. A confirmation message will appear at the top of the screen.

I Bank Information

Family Members and Dependents

1. Select the Employee Self-Service tab.
2. Select the Personal Information sub-tab.
3. Click Family Members/Dependents.

tudent Self-Service Financial Aid Biller Direct Academic Advising Student Administration Employee Self-Service SAPGU Budge:
rerview Benefits and Payment Personal Information orking Time
Employee Self-Service = Personal Information > Personal Information

Personal Information

Additional Information
Moving to ancther state?
Addresses [} Payroll Forms

Entar, change, or delete your addresses.

Personal Information

Which address will my W2 go to?

Bank Inf i
Sant niormaton Your W2 will be mailed fo your permanent ad

Enter or change your bank information.

Contact PAYROLL for effective date questions. Help Docum e ntation

Contaci PalB0LL-ic-delsie-y Beatiatenration, Maintain Pers onal Information - Addresses
Family Members/Dependents and Emergency Contacts
En i = for emergency contacts.

Centact EEMEFITS to delete family memiers/dependents.
Contact BENEFITS regarding benefit plan eligibilty questions.

Change Own Data
Maintain your perscnal information and make it available university-wide.
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Edit Family Member / Dependent

4. Click Edit for the dependent to maintain.

Family Member/Dependents

»— 1 — 4

Overview

Spouse

First Name: Steven

Last Name: Dawson

Date of Birth: 5481959
Edit

Child

Daniel

First Name: Daniel

Last Name: Dawson

Datenf Rirth: 410i1887
‘ Edit '

5. Maintain the dependent.
6. Click Review.

Address

Country:

Street and House Number:

|
|
Address Line 2; [ |
|
|

City: |
State: =]
26 ot —

Telephone: oo | |

ID Mumber: [ |

Status and Challenge
Status:

[ Challenge

Notification Date: =

Gender:
Tax Status
[] Men-Taxable

[« Previous stef] [ Review »] >
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7. Click Save.

Status and Challenge

Status:

Challenged: Mo
Notification Date:

Gender:

[4 Previous Step( | Save | [ Exit |
S —

8. A confirmation appears at the top of the page.

The changes you made to your Family Member dﬂtﬂm
) e —

What do you want to do next?

Go to Famity Member/Dependents Overview
Go to Personal Information Homepage

Go to Emplovee Self-Services Homepage

New Family Member / Dependent

1. Click the appropriate button at the bottom of the page.

Child

Daniel

First Name: Daniel

Last Name: Dawson

Drate of Birth: 41001887
Edit

Noah

First Name: Noah

Last Name: Dawson

Diate of Birth: 10031999
Edit

Isabella

First Name: Isabella

Last Name: Dawson

Drate of Birth: 6/11/2003
Edit

New Child
New Child »] [Mew Stepchild k] [New Legal Dependent B [ Mew Foster Child »] [ New Extended Family Member B] [ Mew Child of Extended Family Member
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2. Complete all necessary information.
3. Click Review.

|1 Previous Ste” | Review b|

4. Click Save.

|4. Previous Step(| | Save| | Ex'rt|

A confirmation appears at the top of the page.

T

The changes you made to your Family Member data wer

e saved

saved D

What do you want to do next?

Go to Family Member/Dependents Overview
Go to Personal Information Homepage

Go to Emplovee Self-Services Homepage

Change Own Data

1. Select the Employee Self-Service tab.
2. Click Change Own Data.

tudent Self-Service Financial Aid Biller Direct Academic Advising

rerview Benefitz and Payment Personal Information Diorking Time

Employee Self-Service = Personal Information = Personal Information

Student Administration Employee Self-Service AP GUI Budge:

Personal Information

Personal Information

Addresses
Enter, change, or delete your addresses.

Bank Information

Enter or change your bank information.
Contact PAYROLL for effective date guestions.
Contact PAYROLL to delete your bank information.

Family Members/Dependents and Emergency Contacts

Contact BENEFITS to delete family members/dependents.
actBEREETS regarding benefit plan eligibility questions.

Rev: 01/10/2014

Additional Information
Moving to anocther state?
Payroll Forms

Which address will my W2 go to?
Your W2 will be mailed fo your permanent ad

Help Documentation
Mainfain Personal Information - Addresses

Enter or change your famity members/dependents andfor emergency contacts.

onal infermaticn and make it available university-wide.
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Note: If you have more than one assignment at the University, you will need to select your

main assignment. Click Continue.

Multiple Personnel Assignments

Choose Personnel Assignments

(= 0004435 11000088 T - PRISK Project 30000350 Manager, Training
00008845 11000087 First Wear Programs 30001657 Part-time Faculty

C

Continue |y Cancel |

Edit Office Communication and Department Data

1. Click Edit.

2. Edit your telephone number, building and room location on campus.

Change Own Data

»— 1 2 3 -4

Overview Edit Review and Save

Valid for Personnel Assignments: 00004435 11000093 IT - PRISM Project 30000360 Manager, Training

Communication

E-mail: DAWSONM1@NKU EDU
Telephone:
Department The assignment for

Buiding:
Room:

which you are
entering information
will display here.

|( Previous Step{ | Review t| , Excit

3. Click Review.

Change Own Data

Change Own Data

[ 1 2 3 |

Overview Edit Review and Save

Valid for Personnel Assignments: 000044385 11000062 IT - Customer System 30000360 Coordinator

Communication

E-mail: DAWSONR 1 @NKU.EDL
Telephone: 858-572-7762
Department

Building: AL

Room: 110

Rl Previous Step(( [ Review [J)

Rev: 01/10/2014 ©2014 Office of Information Technology
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4. Verify the information.
5. Click Save.

Note: If there are changes that still need to be made, the previous step button will take you
back to the edit page.

Change Own Data

Change Own Data

I 1 2 3 O

Owverview Edit Review and Save

Valid for Personnel Assignments: 00004485 11000062 IT - Customer System 30000360 Coordinator

Communication

E-mail: DAWSONM1@NKU . EDU
Telephone: 8505727762
Department

Building: AC

Room: 110

n Previous Steﬂ I Save |

6. A confirmation message will appear at the top of the screen indicating changes were saved.

Change Own Data

D 4 |
Completed

@ The changes you made to your data have been saved
| Az zignments: IT - Customer System 30000360 Coordinator

Rev: 01/10/2014 ©2014 Office of Information Technology 34



Introduction to myNKU & SAP GUI

Pop-up Windows

SAP utilizes pop-up windows for various functions; therefore, it is necessary to allow pop-ups for the
mynku.nku.edu site.

Internet Explorer (IE)

1. Click Tools on the Menu Bar.

[5hp Systems Logon - SAP NetWeaver Portal - Northern Kentucky University

@\_/ M
W & & -‘FSAPSystemsLogon-SAP...X {EPRIzM Hame ‘ \ h-B = I_}Ea@

R

7 hitp:ffoapartservl nku.eduirj/portal V| X ‘ ‘ R

2. Go to Pop-up Blocker, and then click Pop-up Blocker Settings.

Address of website to allow:

3. Type mynku.nku.edu in Address of website to allow: field

4. Hit Enter.
5. Click at the bottom of this window.
Firefox

1. Click Tools in the Mozilla Firefox Menu Bar.

2. Go to Options...
3. Click on the Content tab. Options
Jcieg = & &
_ﬁ =] ‘.-__
Main Tabs Content  Applications  Privacy  Security  Advanced

Block, pop-up windows

5. Type mynku.nku.edu in the Address of web site: box.
| I Address of web site: |
| |

4. Click Exceptions....

n

6. Click then click E to exit the Allowed Sites window.

7. Click OK to exit the Options window.

Note: In both IE and Firefox, you can enter *.nku.edu and the browser will know to allow pop-ups from
any site within the NKU domain.
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Toolbars

Within SAP, there are multiple toolbars available to assist you with common tasks.

Menu Bar

This toolbar allows you to permit various tasks while in SAP GUI. With these buttons you can make
changes to your favorite’s folder as well as specify your personal settings.

Standard Toolbar

This toolbar displays the standard SAP buttons. It remains constant throughout SAP GUI. Be aware,

[=

Menu

Edit Favorites BEidras  System  Help

buttons may be inactive depending on your location within the system.

Enter

Document  Edit

Log Off/Exit

Save

Goto  Exiras En&onment S\_rstevLﬂﬁlp
2| g T} Q I

Close

Print

Page Up/
Down

QW

HR Ohad BE @

Back

Search

Command Field

Application Toolbar

Cancel

Customizing of
Local Layout

Create New
Session

The final toolbar is located directly above the user menu. Below is an example of what you'll find on the
Application toolbar upon login, as you navigate through the system these buttons will vary.

User Menu

| Business Workplace

Rev: 01/10/2014
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&

SAP Menu
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The following contains a reference guide to several more buttons found on the Application toolbar.

Rev: 01/10/2014

Trash

Change Favorites OR Edit

Indicates a drop-down menu

Display

Delete

Enter new information

Execute

Overview

Sort Ascending

Sort Descending

Note Overview

Key Date

Insert

[

Filter

More Detail

Note Overview

Add to Favorites

Delete Favorites

Move Favorites Down

||| El|EEl | O[] = f=] [0 [ po| | @ (DI R[S | = Sl

Move Favorites Up

©2014 Office of Information Technology
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Menus

SAP GUI provides two types of menus: the User Menu and the SAP Menu. These menus contain the
commands, or transaction codes, that allow you to launch an action.

User Menu

This is your default menu, the first you'll see upon login to SAP GUI. This menu is personalized,
displaying all transactions you have access to. It also displays any favorites that you’ve added.

=7 =Y User menu for Userd1 Training
= 1 Budget Reports
2 Budget Report
[&3 Budget Consumption Report
Fﬁ Dept. BudgetConsumption Report

SAP Menu

This is where you'll find the entire SAP menu tree. All transaction codes are stored in this menu;
however you only have access to those associated with your security in the system.

1. Click the User Menu ||3| button on the Application Toolbar.

ru1ru1 mMaterial Managetment
" (] Goods Moverment
B 3 MM Display
I 3wk Miscellaneous
B>

[ Qutline Agreement

2. Double-click the folder icon to expand any Folder.

3. To return to your personalized User Menu, click IJ_j
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Transaction Codes

The SAP GUI system uses transaction codes, or T Codes, to navigate. Transaction codes are a series of
letters and/or numbers that identify any action in SAP GUI. You will use these codes to add data into the
system for things like creating purchase requisitions. You will also use T Codes to retrieve information
from the system. An example would be displaying a purchase requisition. Any transaction code that
begins with a “Z” has been customized to meet NKU’s needs.

Entering a T Code

1. Type any transaction code into the text box.

i

NOTE: This text box is NOT case sensitive. me5han

2. Click the Enter & button.

NOTE: SAP allows two transaction codes to be open at the same time. To do so, click the Create New

Session button.

Favorites Menu
You can add your commonly used T Codes to your Favorites Folder for quick access.
1. Right-click on the Favorites Folder.

2. Click Insert Transaction. |':°

Menu Edit Favorites Eutras  System H
| & [ AEC
SAP Easy Access - User mel

[ =2 | N R

(] Favorites Open folder
o9

b [JBudg Insertfolder
b CJFlAs:  Inserttransaction

3. Type the Transaction Code.

4. Hit Enter.

= 3 Favarites
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Match Codes

Match Codes are a helpful tool for searching the system. This button generates a list of possible entries
in a specific field.

For an example:

1. Enter the T Code ME51N. MEETM

i

2. Hit Enter.
3. Click in the Delivery Date field, then click the Match Code button E that appears.

Note: A Calendar appears because this is a DATE field. There are many other Match Code options
depending on the field that is selected.

Wildcards
Wildcard searches allow the user to find any record(s) containing a specific sequence of letters. After
completing either search you simply double-click the appropriate entry and the system populates the

field for you.

For an example:

i

1. Enter the T Code ME51N. MESTH

2. Hit Enter.
3. Click in the Desired Vendor field, and then click the Match Code button that appears.
4. Type *son* in the Name field.

Note: The asterisk (*) notifies SAP to search the database for a sequence of letters. The above search
found anything with son in the name. A search of son* would seek out any vendor whose name begins
with “son.” Finally, a search of *son would search the database for any vendor name ending in “son.”

I@Vendor search using address attribs.
Mame
Mame *son®

Search Terms
Search term 172

Street Address

Street’House number

FPostal CoderCity

Country Region

5. Hit Enter.
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Printer Set-Up

While SAP is intended to provide users with an electronic trail of their transactions, users still have the
ability to print; however, printing is not typically necessary.

1. Enter T Code SUO. =T m

2. Hit Enter.

3. Click on the Defaults tab. M_

4. In the Output Device field, click the match code button.

Spoal Contral
QutputDevice

5. Inthe next pop-up window, click the & .

6. Double-click the appropriate printer from the column titled || 2WPttDevice i

7. Ensure that both Output Immediately AND Delete After Output are checked.

Spoal Cantral

QutputDeyice Local Desktop Printer
[v] Cutput Immediately

[¥] Delete After Output

8. Click Save |.

Printing

1. Click the Customizing of Local Layout button.

2. Click on Hard Copy. I Hard Copy

Note: Printing in SAP GUI is very different from other programs; all your printing is a screen shot.
There is no way to change this, as it is not a personal setting.

Rev: 01/10/2014 ©2014 Office of Information Technology
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Virtual Private Networking (VPN)
NKU has implemented a Virtual Private Network (VPN) as a means to provide faculty, staff and students
with a secure connection to the NKU Intranet. Using VPN technology, remote users can access the NKU

network and databases from home via the Internet.

VPN connection instructions are located at http://oit.nku.edu/vpn/vpnconnectingtonku.html

IT Service Request
To report a problem or request assistance, please submit an IT Service Request form.

1. Navigate to http://oit.nku.edu/ in your Internet Explorer.

2. Click the Need Help? tab.
Information Technology

Get Connected Services Teaching & Learning Software & Equipment Progra MNeed Help?

3. Click Submit service request online, located on the right hand side.

Submit service request
online

Available 24/7
Click here fo beqin

4. Click myNKU and SAP Requests.
Request Service from IT

Please choose the type of request you need from the list below. T
number for any computer needing service.

o Smarbllosekaa
< MyMNKU and SAP Requests >

e SAP (Permissions and Authorizations)
e Audio and Video Equipment

e Data and Telecommunications
L
[ ]

Mailing List

Media Production and Distribution
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5. Choose the appropriate issue.
s MyNKU Portal

o Mo Portal Roles / Missing a Tab

o Employee Self Service

o Manager Self Service
Reporting / Business Warehouse
Finance

o Budget

o Purchasing

o Grants

o Business Workplace

o Travel
Human Resouces

o Benefits

o Forms

o Time Entry
Student System

o Admission online application

o Transfer Equivalency Determination Simulation (TEDS)

o Advisor UI

6. Log in with your NKU username and password.

7. Complete all fields then click Submit Request.
Note: Options may change depending on the type of request to be submitted.
SAP Student System
Priority :  Standard =

© Admission online application
© Transfer Equivalency Determination Simulation (TEDS)
© Advisor UI
© Course Registration
I need help with ° Student Records
© Student Accounting
© Co-reg/Pre-req
© Class schedule
© Program Change/Declaration

© Other

Please include name and username in the request. If the priority is changed to
Urget or Critical please include a reason for the escalatieon.

Please Describe :

‘ Submit Request .

You will be contacted via e-mail regarding your service request.

Rev: 01/10/2014 ©2014 Office of Information Technology 43



	Introduction
	New Employees
	Logging into myNKU
	myNKU Tabs
	Employee Self-Service Tab
	View pay statement
	Display benefit plans in which you are currently enrolled
	Change the benefit plans in which you are currently enrolled
	Download a Benefits Confirmation Form
	Manage Addresses
	Bank Information
	Family Members and Dependents
	Change Own Data

	Pop-up Windows
	Internet Explorer (IE)
	Firefox

	Toolbars
	Menu Bar
	Standard Toolbar
	Application Toolbar

	Menus
	User Menu
	SAP Menu

	Transaction Codes
	Entering a T Code
	Favorites Menu

	Match Codes
	Wildcards
	Printer Set-Up
	Printing
	Virtual Private Networking (VPN)
	IT Service Request

