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PURPOSE AND INTENT


To provide a means for requesting mailing labels and/or lists of college employees’ home or business addresses.

PROCEDURE

A.
GENERAL

Many legitimate uses exist for employee mailing labels or for lists of employee addresses.

The DATA PROCESSING LABEL REQUEST (DPLR - Attachment A) is the form on which authorized requests are made.

The form is a fill-it-out yourself, check-the boxes type that is intended to allow requesters to pick the exact combination  of the various employee categories.

The uses for these labels and lists exist mostly for the Human Resources’ Staff, and so the DPLR contains not only the titles of employee categories, but also the general ledger codes, the pay schedule codes, and the pay type codes for the staff’s use in fine tuning their requests.

When the DPLR is used by others, this code information may not seem relevant.  If so, the titles will be more useful in identifying the employee categories.

The information for the labels and lists is taken from the PAYROLL data base. Since that Data Base is under the jurisdiction of the Associate Vice President, Human  Resources, all requests for information in that Data Base must be approved by him/her.  For this reason, the DPLR must finally be approved by him/her.

The procedure would be for the requester to fill in the form, have it approved by the cabinet officer in whose area the requester works, and then submit the DPLR to Data Systems via the Associate Vice president, Human Resources, for his/her final approval.

B.
DETAIL

The DPLR is formatted into two (2) major sections:  (1) heading section, and (2) the option section.

The requester will determine the lines suiting his choice and check the boxes on those lines.  The choices define a combination of codes which actually are control switches used by Data Systems when running the computer program.

This section defines the DPLR and the ways in which it is filled out.

1.
HEADING SECTION

This section presents requester information.

*
REQUESTER -  the requester’s name is entered here.  It is to this person to whom the output will be delivered.

*
REQUESTER DEPT/SITE - to facilitate delivery, enter here the name and the site of the requester’s department.

*
PHONE EXT - here will be entered the requester’s telephone extension

*
REQUEST DATE - self explanatory

*
SETS NEEDED -enter here the number of sets of output requested.  The sets requested should only be for the number of sets to be used for current needs as ordering extra sets for later use may result in incorrect mailings due to changes in employee status, terminations, and new hires.

*
DATE NEEDED - enter here the date by which the output must be received.  This date should provide ample time for completing the approval, printing and delivery process.

*
AUTHORIZATIONS - signatures of both the requester’s cabinet officer and the Assoc. V-P, Human Resources is mandatory.  Each would be affixed in the space provided.

2.
OPTION SECTION

This section defines the way in which five (5) options must be specified to select he desired label/list set.  Check one box in each of the 5 sections for a total of 5 boxes.

(a)
Option 1 Label/List Selection

This option provides selection of the type of labels/lists the requester desires.

NOTE:

A site code controls the major sort sequence of College Mailing and Home Address Mailing Labels/List.

Each employee has two site codes.

One is within his/her Home Account number and the other is a unique work site code.  In most cases, these two are identical but in a few cases they are different sites.  In either situation, if all campuses are selected (Code 5 = 0), the Home account site is used.  Otherwise the employee site Code (either the Home account or the work) that matches Code 5 will be used.

The three choices of Code 1 are:

(1)
College Mailing Labels and Lists

For labels, the employee’s name, department name, department number, and the employee’s department number site are printed on a 4 x 7/16 gum label.

A list corresponding to the labels also is printed.  In addition to the label information, the list also contains the employee’s home address and home phone number.

Both labels and lists are sorted in site number, division number, department number, and employee last name sequence.

NOTE:
Please refer to the NOTE in 2 (a) above concerning site.

(2)
Home Mailing Labels and Lists

For labels, the employee’s home address is printed on a 3 1/2 x 15/16 gum label.

A list corresponding to the labels also is printed.

In addition to the label information, the list also contains the employee’s department number, department name, and employees home phone number.

Both labels and lists are sorted in site number, division number, department number, and last name sequence.

NOTE:
Please refer to the NOTE in 2 (a) above concerning site.

(3)
Home Mailing List

A list is printed in last name sequence containing employee name, home address, and home phone.

(4)
Home Mailing Labels & List - Hire Date Select

For labels, the employees home address is printed on a 3 1/2 x 15/16 gum label.  The employee’s department number is a also printed on the label.

A list corresponding to the labels is printed.  In addition to the name and address of the employee, the list contains their department name, site abbreviation and hire date.

Both labels and list are sorted in name sequence.

(b)
Option 2 - Employee Category I

This option provides selection of employees for labels/lists according to their categories, which are:

*
Instructors, Counselors, Librarians

*
A & P regular

*
A & P Academic

*
Career

*
OPS

18 combinations of the above five (5) categories have been programmed.  However, one may bypass this option.  If so, codes 2 and 2 must both be marked zero.  Whatever the selection, the values next to the box constitute codes 2 and 3.

(c)
Option 3 - Employee Category II

This option provides additional selection parameters.

The six (6) categories here are:

*
All employees except students

*
Students only

*
All employees

*
Full time in a budgeted position

*
Employees working in CE Instructional

*
Employees working in Credit Instructional

Bypass of selection on this option may be chosen.  If so, box zero must be checked.  These values constitute Code 4.

(d)
This option provides selection by an employee’s work location on the Site Code within his/her account number (9th digit in account #).  If we choose to bypass this option, Code 5 must be marked zero.

NOTE:
Please refer to NOTE in 2(2) above to review the control exercised by this option.

(3)
Option 5 - Sex Selection

This option provides for selecting employees by sex.  If we choose to bypass those option, Code 6 must be marked zero.

Values here constitute Code 6.

This procedure was formerly numbered P6Hx23-1.820.3.
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