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		Quick Reference Guide
Managing Cost Centers and Templates – 
Business Office



This QRG outlines the steps to add access to a Cost Center and includes instructions to manage calendar templates, including creating, editing, and deleting. This will most often be used by the Business Office, who is responsible for summer pay calendars. Business Office staff are encouraged to proactively set up the work templates to make entry quicker.

	Access the Summer Pay Tool

	Visit OneCampus and select SEEMLESS.
	OneCampus https://one.purdue.edu/ 
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	Log in using Purdue Career Account ID and Password
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	Settings

	Once logged in, the Dashboard is displayed
	[image: ]

	Click Show My Settings under the name
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	Adding Access to Cost Centers

	Click the Cost Centers tab.

Highlight a line, lick on New.
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	Enter Cost Center number.  

An asterisk * will give access to the full department.

Click Save.
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	Access to the Cost Center(s) is added for that individual.
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	Highlight a line, then Click Edit or Delete to make changes on the Cost Center.
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	 Work Templates – Create 

	Open the Calendar for the Pay period, select the dropdown option under EDIT  

Click the Use Template
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	Either Select the Pre-populated templates at the right and/or select Add Template to create your own schedule 

Click the corresponding radio button to select the appropriate schedule for each day.
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	Click Save.
	[image: ]

	



© 2022 Purdue University
Last Updated 04/04/2022
Page 1 of 4
image1.png
SEEMLESS - Summer Pay...
SEEMLESS

i O




image2.png
Log in using your Purdue Career Account

Login:
Password:
To access the page you are requesting, a valid

Purdue University career account Username and
Password must be provided.




image3.png
ﬁHome Calendar Management Faculty Management Fund Account Management Mass Payroll Effort Reporting




image4.png
¥ Show My Settings




image5.png
COST CENTERS COST DISTRIBUTION TEMPLATES WORK TEMPLATES

Use this table to give business office and central office users access to cost centers. You may use a cost center number or a wild card (4017*, 4018, etc.).
Note: Before a new business user can be added to this application, they must first be assigned to one or more cost centers using this page.

New Edit Delete Exportto Excel





image6.png
Edit User Access Line

Pernr Cost Center
00102551 4018
User Role
BusinessOffice »

- Cancel




image7.png
Career Account Cost Center Manager

tiweathe 4018* No

tiweathe 4017* No

tiweathe 4019* No





image8.png
COSTCENTERS ~ COST DISTRIBUTION TEMPLATES ~ WORK TEMPLATES.

Use this table to give business users access to cost centers. You may se a cost center number or a wild card (40177, 4018, etc.).

Note: Before a new business user can be added to this application, they must first be assigned to one or more cost centers using this page

New | Edit [[ Delete
Career Account Cost Center Manager
tiweathe 4018* No

tiweathe 4017* No





image9.png
OPEN Pay Period 17
8/24/2022 WE20220814
Monday Tuesday Wednesday
1 2 3
Edit ~ Edit v Edit ~
TT RR 00 T- R-
~ TR TO RO O- None
9 10
Use Clear Edit ~ Edit ~
Template Week





image10.png
Name

Research -One week

Teaching-One week

Other-One week

RT

Set entire period to:

Cancel

TIT

olo

RIR

TR

Apply Template

Apply Template to 08/01/2022 - 08/05/2022

TIT

olo

TIT

RR

TO

RIR

TIT

olo

RIR

00

RO

RIR

TIT

ojo

TIT

TIT

olo

None

None

< Add Template

1to4of4

Apply to




image11.png
Template Name

Test Template]
Monday Tuesday Wednesday
oTIT oTIT oTIT
O R|R O R|R O R|R
O 0|0 O 0|0 O 0|0
OTl- OTl- OTl-
O RJ- O RJ- O RJ-
[ONeI [ONeI [ONeI
OTIR OTIR OTIR
OT|O OT|O OT|O
O R|O O R|O O R|O
@ None @ None @ None

- Cancel

New Week Template

Thursday

OTIT
OR|[R
oolo
OTl-
OR|-
0o0l-
OTIR
oT|Oo
ORJ|O
@ None

Friday

OTIT
OR|[R
oolo
OTl-
OR|-
0o0l-
OTIR
oT|Oo
ORJ|O
@ None




image12.png




image13.jpeg
PURDUE

UNIVERSITY




