
Non-US Employee (NUSEM) document instructions 
(revised 9-11-15) 

 
1. When you create the document use the short title of NUSEM for Non-US Employee, you 

can enter a position number. (Example: 024 NUSEM 01A)  

       
 
2. On the Employee Information:  

a. Wage Type must be Exempt  
b. Payroll Status must be Non-Benefits Eligible   
c. UGA Percent Time   
d. Visa Code must be NUSEM (on the personnel form Visa will show as ZZ) 

 

 
 
 

3. On the Filled Position:  
a. Appointment Dates  
b. Percent Time  
c. Contract Code  
d. Job Class Code (example 55033-Part-Time Instructor) 
e. Faculty Rank 
f. Salary Dates and Annual Salary  
 
 

4. On Payroll Authorization page:  
a. Object Code  
b. Account Number  
c. Pay Auth Dates  
d. Pay Auth Rate use amount to be paid each month  

 



 
 

5. On Reason Code page:  
a. Choose appropriate reason code  

 
 

6. On Budget Amendment page:  
a. A budget amendment IS required with this personnel  

 
7. Example of personnel:  

 
 
 
 

 
 
 


