
MANOA PERSONNEL COUNCIL MEETING MINUTES 
June 3, 2009 

 
 
The meeting was called to order by Chairperson, Annette Chang. 
 
OTHER/NEW BUSINESS – Steve Yamada 
• Steve went over the new electronic PNF processing system. 
 
• There will be a meeting about the electronic PNF’s in mid-July, so the materials presented 

today will be distributed at that time. 
 
• Steve went over the current payroll process, which includes the Payroll Change Schedule – 

a form used by the Payroll Office to transfer all of the information from the PNF before it is 
sent to DAGS, who then key enters it into the actual payroll system for generation of pay.   

 
• This new processing strictly deals with the electronic distribution of PNF’s.  It only impacts 

the transmission of them.  It eliminates PNF hardcopies and worries about getting them to 
Payroll in a timely manner before the deadline. 

 
• All approvals for the PNF transactions will be automatic once you hit the “Send PNF to 

Payroll” and “Save” buttons, but hardcopies of the PNF’s must still be routed for 
signatures, and the original copy must be maintained in the employee’s personnel file. 

 
• Once the PNF is processed, you must call Payroll with the document number for any 

required corrections.  An indication of “Processed” means that the PNF has been put in the 
Payroll “In Tray.”  Anything prior to the payroll deadline will be accessible and retrievable, 
but once the deadline passes, you have to contact Payroll to correct the action. 

 
• You must remember to hit the “Save” button after every action or the action will not be 

complete or saved. 
 
• There will no longer be a need to send a void PNF because you have to call Payroll for 

them.  There will also no longer be draft PNF’s because a document number will be auto-
generated each time. 

 
• All transactions sent to Payroll will automatically be approved so there will be no need to 

go back into the system to approve the action, which will eliminate records in suspense. 
 
• There will only be one PNF per effective date. 
 
• Tax exemption forms will no longer have to be submitted to Payroll because you must 

generate a PNF for all tax changes.  The originals will be kept in the employee’s personnel 
file. 

 



• No hardcopy PNF’s are required except for (1) System Site Administrator (SSA) 
notification to Payroll to accept the PNF or (2) terminations while on LWOP because you 
still need to type the info on the left hand side. 

 
• Void actions will only be allowed for Hire actions while all other actions will require 

corrections, if necessary. 
 
• Continue to process the following the same:   

(1) D-60 forms still need to be submitted to Payroll.  Karyn mentioned that the D-60 form 
will be form-fillable.  

(2) The process involved with name changes will remain the same – hardcopy of PNF with 
the correct verbiage in the “Remarks” section 

 
• There are discussions currently about PNF’s done “For record purposes.” 
 
• The date of submission to Payroll will be when you hit the “Send to Payroll” button so 

make sure you annotate that on the hardcopy PNF. 
 
• This new system will start to be rolled out in late July so you will notice some changes in 

the PeopleSoft system. 
 
• Training for all AO/PO’s will be in mid-July and parallel testing will occur between mid-

July to November.  The order of the groups to be tested is as follows:  (1) UHPA, (2) all 
other BOR employees, and (3) civil service. 

 
• Processing will be the same for all actions, which includes the continued submission of all 

hardcopy PNF’s to Payroll until we are told not to do it anymore. 
 
• Steve reminded everyone that the compensated appointments must be the home base and 

that all non-compensated position numbers should be “000NCMP.” 
 
 
UH Payroll Office – Karyn Yoshioka 
• Karyn introduced her new boss, Mr. James “JR” Kashiwamura, Director of Disbursing and 

Payroll. 
 
• Karyn mentioned that there have been issues involved with the pro-rata pay comments 

because they are not standardized across the campus.  Some schools and colleges are 
providing the exact dollar amount to be paid out and when highlighted, but others are 
expecting Payroll to figure it out for them.  They must provide a standard sentence that 
gives the actual dollar amount to be paid to the employee and when it should be paid out.  
Annette suggested that Karyn provide a sentence with blanks in it for all to use and 
everyone was reminded to highlight the comments/remarks so that Payroll will catch it. 

 
• Karyn then brought up some concerns with use of the LWOP calendars for after-the-fact 

and civil service employees.  It was said that the LWOP calendars are NOT considered a 



legal payroll document because they must have a corresponding PNF for the calendar, 
which is not what they have been receiving.  We were asked to remind everyone that 
Payroll must have the corresponding PNF’s to process the action.  It was mentioned that we 
need to make sure the departments/schools are requesting the PNF’s from OHR Civil 
Service Section, especially since you cannot pay the holiday without a PNF. 

 
 
CHANCELLOR’S OFFICE 

 VCAA – Beverly McCreary 
• The requested information on all employees impacted by the implementation of the 

4% cut in G funds should have already been submitted, so VCAA will review those 
lists. 

 
 Manoa HR – Peggy Hong  
• Peggy reminded everyone that Manoa will be participating in the Manoa Green Days 

again this year.  Buildings will be identified for closure.  They are looking at closing 
down on Friday after Thanksgiving and between Christmas and New Year’s.  There 
will be Building Coordinators set up for each building to ensure proper coordination 
with all of the people within each building.  The Manoa Green Days are being told to 
the MET group as well so that all Deans and Directors are aware of the closures so 
that they can appropriately plan in advance, especially since Hawaii Hall will be 
closed.  They will once again allow those who want to continue to work an alternative 
work location during that time, such as in a building that has to remain open 24/7.  
Kathy Cutshaw had a mandatory meeting with BU 01 employees and had the UPW 
reps there to address the Manoa Green Days, and it seemed to have gone well. 

 
• There is a postdoc policy being written by Peter Garrod.  A meeting is being held at 

10am today to discuss the matter.  He wants to provide benefits to postdocs and 
ensure that they are not being used inappropriately. 

 
• Peggy reminded everyone about the “Meet the HGEA union reps” next week.  She 

wanted to encourage everyone to attend so that they can meet all of the reps. 
 
 
OHR –  

 Diane Ho: E-Verify 
• E-verify is effective 6/30/09 or earlier if you want to participate in it. 
 
• There are two options available – one focused on federal contracts only or one that 

give an additional 17 months for OPT F visa holders who are STEM majors. You can 
enroll as a federal contractor only or as a general user. 

 
• The federal contracts option will require that all new and current employees on 

federal contracts will have to be e-verified, whereas the OPT option will require that 
all new hires (staff, students, & faculty) regardless of funding will have to be e-
verified. 



• Diane provided handouts of the two possible options they are looking at for UH in 
regards to the MOU’s.  There is only one program administrator per college/school, 
and this will be required for all new federal contracts.  The two options are as 
follows: (1) UH system will enter into the MOU for all and everyone will be the 
same, requiring all new hires to be verified or each college/campus will sign their 
own MOU for all under them and pick either one or the other user option.  (2)  Each 
college/school will sign their own MOU and set themselves up according to their 
needs/requirements.   

 
• OHR asked for our opinion on the two options, so MPC decided that option 2 would 

be the best for all parties concerned since each college/school would be responsible 
for setting up their own MOU.  The Deans and Directors would be responsible for the 
MOU. 

 
• OHR will come up with the AP for option number 2.     
 

 Brenna Hashimoto - Furlough  
• Has not been finalized because there will probably be other options dealing with 

budgetary restrictions.  OHR will try to find alternatives to the Governor’s 3-day 
furlough, carefully determining all available options.  Layoffs are NOT being 
considered at all. 

 
• Reductions in pay must be negotiated with the unions because anything dealing with 

pay must be negotiated.   
 

• It seems like civil service employees are not part of the Governor’s declaration for all 
State workers; therefore, UH civil service employees may fall under the UH BOR 
employee category. 

 
• ERS/retirement may be affected if an employee is relying upon this year as being part 

of their high 3. 
 

• Any furloughs would be across the board for all employees regardless of their 
funding source and part- or full-time status. 

 
• One of the options/suggestions involved having the faculty receive their pay on a 5-

day lag, but that would only help this year – we’d face the same next year. 
 

• External Affairs and University Relations will be developing a FAQ website so 
Brenna asked that all questions be sent to her for it.  The questions mentioned by the 
MPC group involved the following: 
(1) Would this impact vacation and sick leave accruals?  YES 
(2) Are RCUH employees affected?  YES 
(3) Are those on extramural funds impacted?  YES 
(4) Does this impact ERS/retirement?  YES 
(5) Will part-time employees also be impacted if furloughs happen?  YES 



• All July 1st PNF’s will be processed as usual because it is status quo until we hear 
something different. 

 
 
EEO/AA – Evalani Belknap (Nothing to report) 
 
 
UNFINISHED BUSINESS – Annette Chang 
• Continued discussion about the RCUH PeopleSoft data.  Annette contacted RCUH and 

found out that their warrant distribution codes are not the same as UH’s, so she will have to 
manually compare the two lists. 

 
• Next quarterly meeting will be held in August. 
 
 
With no further business to discuss, the meeting was adjourned. 


