Office of the Vice President for Research
Standard Operating Procedure

Purpose

The purpose of this Standard Operating Procedure (SOP) is to describe how Post-Award
Specialists (PAS) process SLU employee hiring and payroll distributions as they relate to
grants. This process will promote a consistent approach and understanding to ensure all
grant hiring and payroll distributions are handled the same way throughout the GO
Centers and within the Workday system.

Introduction

In most circumstances, funded research will have personnel and/or student effort that is
charged to the grant in Workday. A PAS must know (via University and GO Center
training) how to hire the specific personnel in Workday and when to work with the
appropriate college/school personnel for the individuals listed on the grant.

the appropriate detailed i olhds to hire and set

up/adli ust payroll distributions ; e.g. costing allocatien®rUinlay for grant personnel.
In certain situations  the PAS |l illneedto ll orU Il ith themppi@college/school
personnel to hire and/or adii utite payroll distribution for the grant personnel. In

reviell ing the budget for a grantthe PAS should recogninj e Il hstieps need to be taU en
for the various personnel situations.

Reminders include:

Students cannot work more than 20 hours per week during the academic year
International students must always be cleared to work through the International
Services office

Cost-share effort for faculty or staff should be charged to the appropriate cost-
share grant in Workday




Summer salary will be processed by the PAS in accordance with the details noted
on the GO Center T drive



