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Asperin Help Desk

	Primary Help Number
	617-495-7983


Give Joe Lavin a call during normal working hours, if you have questions or problems: 6-3209

Otherwise, if you are in a very tight situation and need something done quickly, ask for Christopher Wells or Joshua Blatt (or try 6-2257 and 5-5467 respectively).

If the problem is with accessibility, call Joe, and if he is unavailable try Anna Berger at 6-9598.

Internet Browser

For Mac users, Firefox is the preferred choice. Safari is not as stable and Internet Explorer is not at all recommended. 

For PC users, Internet Explorer and Firefox can be used.

A word of caution about navigating: Use the left hand column links, NOT the back arrow, to bring up previous pages.  

Asperin Login

You can access ASPERIN through either of these web links.

https://asperin.fas.harvard.edu/asperin.html
http://admin-apps.fas.harvard.edu/ -- this option contains ERP and FASSPAR, and you may already have it bookmarked.
View Of Initial Asperin Login Screen & Menu Items Commonly Used
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	Main Menu Bar and Sub Menu Bar -  

Process, Lookups, Actions, Reports, Help 

Process – Requires Attn: is the default screen you are sent to when you log in to ASPERIN.  You will see actions here, such as rejected appointments that may need your attention.

Process – In Process: may be selected to review the progress of appointments through the channels, until they are “Reconciled.” You might need to adjust the date to find older actions.

Lookups: use menu items under lookups to get information about an individual; using a Harvard ID works best.

Actions: where you will actually process new appointments, reappointments, and changes to existing appointments.
	VERY IMPORTANT THAT YOU CHOOSE ONE OF TWO PROPER ROLES:

Researchers: is where you will process and review most of your research appointments (also called Primary).

Coding_Changes: due to routing issues, should be used to do a simple coding change which is called “distribution change” in the ASPERIN terminology


Deadlines

Most postdocs are paid at the end of the month only, and for those who arrive during the month and expect to be paid that month, observing FAS deadlines is mandatory. These can be found in Asperin under Process, Payroll Schedule in the left-hand column (see previous page). Use the dates for Faculty payroll. For Research Associates, who are paid on a bi-weekly schedule, observe the dates for the Bi-weekly payroll. 
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Please enter actions and give Joe Lavin all necessary attachments at least 5 business days prior to the University Hall deadlines. If you notice that he has not approved something and the University Hall deadline is very near, please give him a call or ask Carol to approve it in Joe’s absence. Similarly, if you notice that University Hall has not approved something and the payroll deadline is approaching, also give Joe a call so that he may call University Hall and try to determine if there is a problem.
Quick Guide To Common Actions
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You will process the following types of actions using the appointment and person sub-menu items under the Actions menu screen. A detailed sequence will be given for new appointments and summaries for the rest of these actions. All of these are done by pressing the Action tab on the top horizontal menu bar and proceeding with the submenu sequence in the left frame.
	Action
	Sub-Menu

	New Appointment:

a. Post-Doctoral Fellow

b. Research Associate

c. Associate

d. Fellow

e. Visiting Scholar
	Appointment – New Appt

	Re-appointment
	Appointment – Reappt/Reclass

	Reclassification

a. Postdoc to Stipendee Postdoc

b. Postdoc to Research Associate
	Appointment – Reappt/Reclass

	Update Personal Information:

a. address

b. social security #

c. emergency contact

d. etc.
	Person – Edit Person

	Salary Change
	Appointment – Change - Salary

	Account Coding Change
	Appointment – Change - Distributions

	Termination
	Appointment - Termination

	Extra Compensation
	Appointment – Add’l Pay


New Appointment

To set up a new appointment requires completing 5 forms in ASPERIN. These are fairly straightforward to fill out if you gather all of the information in advance. While some items are standard, such as birthdate, addresses, degrees, and emergency contact information, it is not a good idea to copy a previous Asperin template because different types of appointments call for different input. See the Remarks field in the Required Documentation “cheat sheet” in the Lab Admin Manual for an overview of these differences. A sample “Appointment Form Information Summary” sheet is included in the Lab Admin Manual for use as a reference in compiling all necessary data in advance of entering it in Asperin; it has the advantage of summarizing all features of an individual’s appointment on a single page so you can see it at a glance rather than looking through the 3-4 pages of Asperin printouts. 

Select Actions in Asperin, then New Appointment.
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1. Position Info:

Unless you have the position number of a former postdoc easily available, it is simplest to create a new position when you need to appoint someone.  Click on the new position web link.
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1) Select the faculty advisor from the pulldown menu.

2) Using the Job Codes and Appointment Titles table in the Lab Admin online manual, select the appropriate job title from the pulldown menu section. The job code number and position name will automatically be filled.  

3) Fill in the position start date and the position end date in MM/DD/YEAR format.

4) Fill in the % Time. This will be 100 for a full time position—leave out the % character or Asperin will choke.

5) Job Description Field: is optional but if it ceases to be so, use “advanced research”

6) Fill out the default salary distribution or wait until step #2 to fill out the distribution information. One reason to do this now is to make sure the job code you selected matches the object code you intend to use. If you click on the x, it will delete the existing line of code.

7) Click the submit button or click on step “2. Appointment Info” on the sub-menu.

2. Appointment Info
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1) Title should read “Post-Doctoral Fellow/Research Associate/etc. in Chemistry and Chemical Biology.” If ASPerIN inserts an abbreviated title here, please change.

2) Enter the appointment start date in MM/DD/YEAR format. The appointment end date will fill in automatically. Overwrite this if necessary. 

3) On this page, remember to Tab to succeeding fields to preserve information.

4) FTE should usually be 1.0 for paid appointments, unless there is a special situation. For unpaid appointments, FTE should always be 0. 

5) Enter the FTE Salary. The annual salary and pay period amount will be filled automatically.  Use $0 if this is an unpaid appointment.

6) Enter the account string if this was not entered during step 1. Leave blank if this is an unpaid appointment.

7) To proceed, click on step “3. Person Info” on the sub-menu. 
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Click on the new person web link.  You will be taken to the Person Details Screen (shown on the following page).  

Or, if the employee has been at Harvard in another capacity previously (student or officer), enter his/her Harvard ID number in the designated space.
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Try to enter as much information on this screen as you can gather because fields that were previously optional often become mandatory. Following are a few pointers.  

1) Biographical information for current Harvard ID holders will automatically appear and should be updated.

2) Enter Social Security number without dashes. If your candidate is a foreign national without a Social Security number as of yet, leave this spot blank. See section 9) below – you will have to select “alien temporary” under I-9 status, and Asperin will then allow you to leave the Social Security number field blank. A bio edit can be done when the fellow receives a Social Security number. University Hall will require a copy of the SS Card at this point (processed through Joe Lavin).

3) Use “12 Oxford Street, Cambridge, MA 02138” for the residential address if you do not know the actual address. Update this information later with the accurate information, once the appointee has arrived and settled.

4) Use H04133 for the location code for office address. This works best for ensuring that the appointee receives his/her paycheck. You can type the Box # on the 3rd line of the office address.

5) Permanent Address is also very useful for keeping contact with the individual once he/she has left Harvard, and for additional emergency contacts.

6) We recommend that you use Office Address for Paycheck Delivery.

7) Supply the email address from your local server, or check off the FAS email option. It’s best not to put a non-Harvard address here. 

8) Emergency information is mandatory, including name, phone numbers (including cell phones), mailing addresses and emails. This is a good opportunity to put these records in a central area away from the Chemical Labs, should anything major happen to this building.

9) For I-9 status, indicate current information. Find out in advance whether foreign appointees hold alien status, but if not click “unknown.” If a researcher does not have an SS#, you must choose “alien temporary.” 

10) Degrees, including bachelor’s, should be listed in reverse order beginning with the PhD. You will have to use the magnifying glass, and play with the system and be imaginative. For example, Asperin likes abbreviations such as U. for University, so enter U. of Chicago rather than University of Chicago or else the system might claim that the institution is unknown. For Max Planck Instituts, enter the city as there are many of these in Germany. If one entry doesn’t work, be creative and try another.

To proceed, click on step “4. Additional Info” on the sub-menu.
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Fill in the faculty sponsor and the other faculty sponsor in the case that there is another sponsor, as in another department, etc.

Correct the previous Harvard Employment description if necessary; otherwise type “none.”

In Remarks, enter research purpose if it’s not already in the cover letter, together with any comments particular to that appointment (see Research Appointments Cheat Sheet in the Lab Admin Manual for guidelines). 

To proceed, click on step “5. Complete” on the sub-menu.
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Submit for approval when you are done.  The action will now appear in your “In Process Box” accessed with the “Process – In Process” menu sequence.

Save the action if you need to provide missing information at a later date.  The action will now appear in your “Needs Attention Box” accessed with the “Process – Requires Attn” menu sequence.

End process if this is a total mess and you want to completely start over.

Once submitted, the appointment is summarized for your records. Under “Salary Distribution,” notice that the Actual Amount Paid is given for the current fiscal year only (ending June 30th). Make a note of any information that needs to be updated, such as residential address or emergency contact.

Keep in mind that it takes 5-10 business days for changes to be posted to PeopleSoft. 

Benefits for Stipendee Postdocs cannot be entered into Asperin until the initial appointment shows up in PeopleSoft. At that point, enter them under Actions/Appointments/Change/PDOC benefits. They must be re-entered each July when the rates change. Remember that for NIH postdoc recipients, only a portion of the full benefits package can be charged to that grant; that amount is listed on the Research Appointment Cheat Sheet in the Lab Admin Manual. 
Re-Appointments

The good news for Asperin users is that once you have entered an appointment into the system, any extensions or other changes are fairly easy to make. The system will populate most of the fields with the information that already exists for the appointment, including account coding and dates. You may need to change some of this information, such as salary. If the account coding changes, now is the easiest time to indicate the new string. 

Joe checks the fellow’s visa status upon reappointment.

Check whether you need to update biographical information for your appointee, including address changes, emergency contact info, and complete degree info. See the Update Personal Information section below for instructions.

If the appointee is changing groups, see Joe. 

If the appointee has completed 3 years of service, and is staying on for less than 90 days, the re-appointment can proceed; otherwise the title must change to Research Associate. 


Procedure: under Actions select Appointments, then Re-Appoint. Insert your appointee’s Harvard ID number without dashes and change any information (account coding, salary, dates) that the system incorrectly furnished, and that’s it. Click Submit, and you will receive a preliminary copy of the appointment to print out.
Reclass

If a postdoc moves from job code 6150 to 6450 or vice versa, process the transaction as a Reclass on the same screen. Use the same steps as above, except select the appropriate job code from the pulldown menu. Check the research appointment cheat sheet for any necessary paperwork.

Update Personal Information

Choose “Actions,” then Person, then Edit Person, then insert the person’s Harvard ID into the space provided. The form that comes up looks just like the Person details form for new appointments. Change or add the information you want, then click Submit and print out a copy of the results for your records. To add Social Security numbers, you will need to provide Joe with a copy of the SS# card. For name changes, he will need a copy of the SS# card showing the new name.
Salary Change

Choose “Actions,” then Appointment/Change/Salary. Be sure to tab to the next field to ensure that calculations to other fields (e.g. pay period amount) are enabled and correct. Indicate the start date of the salary change and the amount, select “Merit” as the Reason for Change, then click Submit and print out a copy of the results for your records. Keep in mind the Payroll Closings Calendar dates if you want to make sure that your fellow is paid when you promised. If you miss deadlines, check with Joe about the possibility of doing an off-cycle check. 

Account Coding Change 

Choose “Actions,” then Appointment/Change/Distribution, changing dates if they differ from the current appointment. The effective date for account coding changes must be the first of the month, otherwise the salary calculations that result are incorrect—a PeopleSoft problem. Click Submit and print out a copy of the results for your records. Also print a copy for Joe, as the electronic version goes directly to Academic Affairs, bypassing him.

Coding changes cannot be made retroactively in Asperin. If you need to make one retroactive, note the date of change on your printed copy and give it to Rich Ragin up in the Financial Office. 
Change Appointment Dates

Choose “Actions,” then Appointment/Correct/Appointment. This option comes in handy when you’ve appointed someone a month or so in advance of the planned arrival date and it turns out that the person will arrive later. For changing the end date of an appointment, a termination is the only option; see below.

Termination


Choose “Actions,” then Appointment/Terminate. On the form that pops up, insert the Harvard ID number of the individual, and the last date of the appointment. Also indicate the reason for the termination—in most cases this is “VOL-resigned quit other employ.”


Indicate the forwarding address. In the remarks, please enter whether the individual will be taking a position in academia or industry and any other pertinent remarks. Then, click submit and print out a copy of the results for your records. Including the forwarding address ensures that the person will receive a W-2 from Harvard at the end of the year and spares you work later on.
Extra Compensation

It’s rare to pay postdocs extra compensation. Check with Joe Lavin first.

January 22, 2003 M. Pipa & C. Ryder

Revised September 26, 2007 J. Lavin & C. Ryder

http://www.chem.harvard.edu/resources/lab_admin_handbook.php


