
Setting up Subunits in HRIS 
 

Subunits divide department positions/employees into groups.  After establishing subunits, time and 
leave may be recorded by subunit and various reports may be run and printed by subunit. 
 

Subunit Setup Table:  Used to create/define subunits within a department.   
 

Organizational Development>Position Management>KSU Maintain Subunits>Subunit Setup Table 
 

 
 

Subunit Assignment:  Used to attach positions/employees to a subunit.   
 

Organizational Development>Position Management>KSU Maintain Subunits>Sub Unit Assignment 
 

 
 

Record Time and Leave by Subunit: 
Time and Leave>Maintain Time and Leave>Employee by Subunit 
 

View a summary of department time and leave by subunit:   
Time and Leave>Maintain Time and Leave > Department by Subunit 


