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EPAF Edit existing Job - User Manual

EPAF AUTOMATED FORMS

ePAF (electronic personnel action form) is a module within PeopleSoft that allows for paperless
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employment transactions such as hiring an employee, job or pay changes and ending employment. The

ePAF is initiated by a department initiator then it is electronically routed for appropriate approvals,

notifications and finally entered by HR into the system.

Processing Employee Job Change

Upon completion of this section, you will be able to enter:

I. Transfer - Have Department Access
II. Pay Rate Change
II. Change in Time
IV. Non-Benefitted to Benefitted status change
V. Benefitted to Non-Benefitted status change
VI. Promotion
VIIL. Funding Change

I. Processing Employee Job Change: Enter a Transfer

Step

Action

Begin by logging into HR Direct

Human Resources

HR Direct
HR Direct | Immigration Services | Learning & Development | Compensation | Employee Relationg

Welcome to HR Direct Quick Links

T

e 2011 W-2 Empl

e View and Print

Click the button below
to access HR Direct

HR Direct Login « View and Print
e View and Updat

e View and Updat

e 2012 Payroll Ca

« Finance Login
The self-service application available to all UMASS Medical School « Summit Login

employees to manage their human resource and payroll information.
« Finance/Summ
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http://www.umassmed.edu/hr/hrdirect1.aspx
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Step

Action

Click the Department Self Service link.

? University of
Umass Massachusetts

Personalize Content | Layout

Menu =) View Payslip

S h:

ealt @ Click link to wiesw your paycheck.

[ i E awnrite Select Paycheck

| Depanment Self Senice Fllse the menu on the left for sther self service options
(el SEfvcE

[> Manager Self Service

[> Recruiting

[ Workforce Administration

Click on the ePAF Home Page link.

Uisss Massacnusertts
Personalize Content | Layout

Menu & E§View Payslip

S h:
‘Eﬂfc |® Click link to view your paycheck.

Select Paycheck

"lUse the menu on the left for other self service option

[» Belf Service
[> Manager Self Senice

This is the ePAF Home Page.
Here you will see links to:
e My Worklist
e Start a new ePAF
e Resubmit, Change or Withdraw an ePAF
e View an ePAF
Click on Start a new ePAF link.

Umaz2 Massachusetts L |

Search: e

[> My Favorites Electronic Personnel Action Form (EPAF) Home Page
= Department Self Service

"
[- Self Service
[ Manager Self Service
[- Benefits
[> Time and Labor
[ Campus Community
[ Worklist
[ UMass Custom
[- PeopleTools
— Poral Search Results

Work the tems that have been routed to you.

Start a new ePAF
art a new ePAF, which wil then be routed to the appropriate approvers.

b | Resubmit. Change. or Withdraw an ePAF

Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

N

View a recently submitted ePAF, including information about ite handling =o far. ePAFs
submitted in the last month are listed here. This iz a read-only view.
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Step

Action

1. If you do not have access to the employee’s department, use the "Transfer No
Department Access" procedure.

2.If you have access to the employee, then continue.

In this example you do have access to the employee, therefore, "Edit Existing Job" is

used. Click Edit Existing Job link.

Search:
[ My Favorites Start a New electronic Personnel Action Form (ePAF)
[~ Department Self Service
— ePAF Home Page
[ Self Service Y Hire an Employee
> Manager Self Service =]
o Benefits Use this form to hire a new employee into your
& Ti department, or to add an additional job for an
ime and Labor
N employee that already works in your department.
[ Campus Community Hire an Employee
[ Worklist

[ UMass Custom

— Portal Search Results
Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

ﬁ Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Enter the Employee ID, Click the Search button.
Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300): W

Empl ID: _ -
EmplRcd Hbr: = -
Name: begins with « ’70\
Last Name: begins with - ’7Q
Department: begins with = ’7(1
Employee Group: beginswith [ Q

[[Icase Sensitive

Search Clear |Basic Search Save Search Criteria

Current Job Info will populate. Note the Form Id #

Name: Sharon Test101 Empl ID: 10165463
Empl Group:  Classified (W20) AFSMCE Empl Red#: 0
Empl Status:  Active

Position:

Department:  W404500 Neurobiology
eForm ID: 4521

View Original Job Data

“Effective Date: e

“Employee Group:  Classified (W20) AFSMCE -

“Is this a Positioned 1o -
Job?
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Enter Effective Date, tab out of field. Review each of the categories and make
appropriate changes for the new department.

| jvlala |
“Effective Date:  [07/01/2013  [H

*Employee Group:  Classified (W20) AFSMCE -

“Is this a Positioned g -
Job?

Supervisor ID: 10004158 @ cail Phillips
“Department: W404501 Q@ Neurodiagnostics

"Job Code: WMEDD53 | Console Operator *FulliPart Time Full-Time =
*Location Code:  [MED SCHOOLQ, Medical School *RegularTemporary Regular

*Standard Hours: 2000 *FTE: | 0.500000

Mail Drop ID: [

|ss=Rrevioue H Next=> |

For the field "Is this a positioned job?" Use the following guide:

If employee is in a positioned job, select "Yes'" and enter position number. All fields

will populate.

If employee is not in a positioned job, select "No'" and complete all fields. Click Next

“Effective Date: 1212012 B

*Employee Group: I Fost Doc LI

*ls this a Positioned] 15 -
=
[ superviser I:] [10021872 B e

*Department: w7016 Q Data Center

Sokkads [we1222 j@, Analyst, Data “FulliPart Time FullTime =]
“Location Code:  [MED SCHOOLQ, Medical School “RegularfTemporary Regular x|

“Standard Hours: 40.00 *FTE: | 1.000000

Mail Drop ID: (a1

10.

For non positioned employees, click Department Look up if needed

Look Up Department

SetiD: UWOR
Department: | heging with ||

Description: | begins with |+ |

| LookUp || GClear H Cancel |Basic Lookup 1

Search Results
[\/lewmu First [4] 1-21 st 21 Lasq

Department Description

V416710 |JP Administration
WATBT11 | JP - Computer Services
WWETS000 Information Services
WWBT5010 | Chieflnformation Officer

-

il el
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11. For
more

Review the Hourly or Bi-Weekly Rate. The Annual Rate will update. Enter the GL
Combination Code

detailed info Employee Type: | Exception Hourly :I

on fundlng Bi-Weekly Rate: | 2000 booooo Annual Rate: $52,000000

IHPUt, Please Plan WED Salary Grade 44

see funding

manual.

Total Annual Rate $52,000.000
Begin Date 120172012 B =
Fund Code Department Program Code Project/Grant Class Field End Date Ea;::
1.W1_1_EE46_ Q151491 WB34500040 BO1 ' ' '
[ Addl Date Range |
12. Or use Look up icon to find the code and select. Note: Always search for “W”
for Worcester campus.

Look Up GL Combination Code
GL Combination Code: | beins with s [\
Description: heging with |» |
Short Description: hegins with |
| Lookup || clear || caneel |pasic Lookup
Search Results
Oy the first 200 results of a possible 6507 can be displayved.
lyiewmu First [4] 1-300 of300 [] Last|
GL Combination Code Description Short Description
W1 00024 W100025 W100025
W 02526 WiT0I526 WI02526
W1 02527 WT0325927  WI102527
Wi N ETn W eSS A nTET0

13. Then scroll to the right and enter the Percent. If there is another combo code needed, click

the plus sign to add a row. Remember the combined percent must total 100. Click Next

A BT
Custnmize|Find|@| = First B 1 of 1

Class Field End Date E—‘g:iT'Lﬁ mﬁ—'—;—_‘;—tiﬁﬂ ‘ Commitment Amount ~Fund End Date
[ Q| Percent = [100.000 $30,285.714 ] El
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14.

Review Union Code and update if needed. Click Next
Time and Labor Data
Union Code: WQ Fesidents/Post Docs
*Pay Group: W aQ UMass Worcester
*Empl Class s @ Post Doctorate

Workgroup: W_PDOCRESC,  PostDoctoraliResidents

Taskgroup: LUM_EXP Exception Taskgroup

- == Previous || INex{}}l |

- Save for Later |

15

Scroll to bottom of page to Time and Labor Schedule section. If schedule is different
from standard (M-F 8 hrs a day), check the Schedule Different box and note the
schedule in the description box. Click Next

Schedule different from standard?

Schedule Description:

16.

Action Code, Action Description and Reason Code will be populated. For schedule
changes only, you will need to upload a schedule form. See next step.

Actions & Action Reasons

Action Action Description mon Action Reason Description

1[xFR Q. Transfer LAT Q) Lateral Transfer =l

File Attachments Customize | Find | B ¥ Frst & 1074 U Last
Upload View Description Attachment Id

1| Upload | [sbiiew | | Q Delete |
~ Add File Attachment

17.

Have form completed and saved. Click on Upload button, browse to
where schedule form is saved, select file, Click Open, Click Upload, the
Attachment Id will populate. In the Description select “Other”.

First BN 4 or 4 DN | ast

File Attachments Customize | Find | B | =&
Upload Viewr Description Attachment Id

1| Upload | | | |other (=} Detete |

| Add File Attachment |

6©
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18.
Click Submit
File Attachments
Upload View Description Attachment Id
1| upload | || wiew.| |Other Q
| AddFile Attachment |
Your Comment: | == Previous || Submit |
’% | Savefor Later |
Comment History:
19. Pop up message will come up to confirm that this form is ready to be submitted.
Click Yes
Submitthis form? (246421123
The farm will he directed to the next approver, if any.
=1
20. The form status indicates that you have submitted this form.
You have just SUBMITTED this forem, This action passed the form 1o
WCHU_GT_DEPT_APRV for furthar processing.
Process Visuaksar
' 2 2 ‘. L} L
oA OT_OErt_ary | weu_0T_DEAN S WCMU_OT_DEAN_ORAD_STOY  WEMU_OT_CR_ASAIN Wt
“{"Cm
21.

Congratulations! You have entered a change of department.

End of Procedure.
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II. Processing Job Change: Enter a Pay Rate Change

Step

Action

From HR Direct click on Department Self-Service and the ePAF home page, click “Start a

new ePAF”. Then click Edit Existing Job link.

Start a New electronic Personnel Action Form (ePAF)

\i’ Hire an Employee
2]
Uze thiz form to hire a new employee into your

department, or to add an additional job for an
employee that already works in your department.
Hire an Employee

i, | Edit Existing Job

Use this form to edit the job of an employee
currently working in your department.

Edit Existing Job

2
h Change Employment Status

Use thiz form to gubmit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Return to Electronic Personnel Action Form (ePAF) Home Page

Enter the employee's last name or Empl ID, Click Search. Click on the Name link
from the search list. If employee has more than one job record, ensure you are
selecting the correct record.

Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Lirnit the number of results to (up to 300); (200

Empl ID: = v | Q
Empl Red Nbr: | = v

Name: begins with || Q
Last Name: beains with |+ |[D e}
Department: begins with || Q
Employee Group:| begins with v| &}

[case sensitive

|Search| | Clear |BasicSearch B save Search Criteria

Search Results

First ] 1-16 of 16 [[J Last

t Hame Department Employee Group Payroll Status

Wa7s000 PROGO Terminated
_[ YWa75000 PROGD Active

8©
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Step Action

Enter the Effective Date then tab out of the field. Note the Form Id #. Click Next

*Effective Date: |12m5;2012 El

*Employee Group: | Professional (W&0) Mon Unit v|

*Is this a Posiﬁo
Job?
Supervisor ID: —— A ————

*Department: wa7so00 Q& Information Services

*Job Code: Mc2042 3 a “FulllPart Time @
*Location Code: SOUTHST | @ South Street *RegularTemporary Regula
*Standard Hours: 40.00 *FTE: | 1.000000
Mail Drop ID: (11

| —=previous | [Nedt==] |

| <<Search | SaveforLater | Close

Enter the new Hourly or Biweekly Rate, tab out of field. Annual rate will update.
Click Next

View Original Comp Data

Compensation Data

Employee Type: | Exception Hourly v|
|Bi-Weekly Rate: | | 3364.629197 Annual Rate: $87,480.359
Plan WEA Salary Grade 75

[ Add Additional Components of Pay?

Compensation Rate $87,480.359
Begin Date 07/01/2010
GL Combination Code Fund Code Department Program Code | Project/Grant Class
1W108477 11000 Wav5026000 F10
| Add Date Range
| =<Previous | |Mext==| |
| SaveforLater |

9©




1/4/2013

Step Action

Current Job Info will show, Click Next

~ CurrentJob Info

Name: ——— ST —

Empl Group: UMCH Frofessional Empl Rcd#: o

Personal Data

Empl Status:  Active -
o ata
Additional Pay
Position: 00022484 ——1 Leave Plans
General Deductions
Department:  W865080 Payroll
eForm ID: 1188

Wiew Original TL Data

Time and Labor Data

~Benefit Program: CERSS NU Professional Benefit Record Number | 0
Benefits Service Dt 09/24/2000 [ Override Service Date
Union Code: [weo @ Mon-Unit Professional
Union Seniority Date  [08/24/2000 |51
“Pay Group: [Uravw] < UMass VWorcester
~Empl Class 2 e Professional Job Indicator | =]
Workgroup: ’VV,PTO\ Professional ~FICA Status Im

Exception Taskgroup

Taskgroup: uUmM_EXP

(| Mext == |

Choose the Action "PAY" and the appropriate Reason Code. Comments or file
attachments will not be used. Click Submit

Actions & Action Reasons

Action y A Reason . A

Action Reason

I Action Description Cod Action Reason Description
1||Pay ), |Pay Rate Change BRI Q. Base Rate Increase

File Attachments Customize | Find | ] ¥ Fir=t | 4 of 1

Last

Upload View Description Attachment Id
ST R - a
| Add File Atachment
Your Comment: | ==Previous || I S““I:'""“tl |
| I@ | Save for Later

Click Yes to submit the form when Pop up message comes up.

Submitthis form? (24642112

The form will he directed to the next approver, it any.
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Step

Action

The form status indicates that you have submitted this form.

You have just SUBKITTED this form, This action passed the form to
NCMU_GT_DEPT_APRV fof furiher processng.

Process Vissalaat

b | o

2 3 . L] L
HCAU_OT_DEFT_Apwy ONU_OT_CEAN_CW WCAMU_OT_DEAN_ORAD_STOV OMU_OT_CR_ASAN !

TEATSC S

Congratulations! You have entered a Pay Rate Change.

End of Procedure.

II1.Processing Employee Job Change: Change In Schedule

Step

Action

From HR Direct click on Department Self-Service and the ePAF home page, click “Start a
new ePAF”. Then click Edit Existing Job link.

Start a New electronic Personnel Action Form (ePAF)

\i’ Hire an Employee
]

Use this form to hire a new employee into your
department, or to add an additienal job for an
employee that already works in your department.
Hire an Employee

i, | Edit Existing Job

Use thiz form to edit the job of an employee
currently working in your department.
Edit Existing Job

[}
h Change Employment Status
Use thiz form to gubmit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Return to Electronic Personnel Action Form (ePAF) Home Page
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Step Action
2. Enter the employee's last name or Empl ID, Click Search. Click on the Name

link from the search list. If employee has more than one job record, ensure
you are selecting the correct record.

Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300} |200

Empl 1D = W Q,

EmplRed Nbr: | = v |

Name: begins with |+ | [}

Last Name: begins with |+ |D Q

Department: begins with |+ | [}

Employee Group: begins with v| [}

[Icase sensitive

Clear |Basic Search [E Save Search Criteria

First ] 116 of16 |fJ Last
ast Name Department Employee Group [Payroll Status
5 W875000 PROGO Terminated
i LWBT5000 PROEO Active
3. Enter the Effective Date then tab out of the field. Change the Standard Hours to the new
weekly hours. Tab out of field and FTE will populate, adjust if needed. Change Full/Part
time if applicable. Note the Form Id #. Click Next
eForm ID: 1992

View Original Job Data

“Effective Date:

*Employee Group: | Professional (W60) Mon Unit |
*Is this a Positionedl Yes -
Job? =

*Position Number: 00022624 O

Supervisor ID:

[¥' Override Position Fields

*Department:

“Job Code:

*Location Code:

*Standard Hours:

Mail Drop ID:
]

|01f1 2/2013 £

Q

'W860021 Q HR Systems & Service Center

MB0206 |Q HR Systems Analyst “Full/Part Time

SOUTHST | Q South Street *Regular/Temporary Regular =|
30.00 *FTE:I| 0.750000

IPS
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Step Action

If employee is exception hourly, enter new Biweekly Rate, tab out of field. Annual rate
will update.

Compensation Data

Employee Type: |Exceptinn Haourly v|

[Bi-weekiy Rate: | | 0000000 Annual Rate:  $87,480 350
Plan WEA Salary Grade 75

Click Next

Compensation Data

Employee Type: | Exception Hourly e |
Bi-Weekly Rate: | 2000.000000 Annual Rate: $52,000.000
Plan WIEA Salary Grade 75

[ ada additional Components of Pay?

Compensation Rate $52 000.000

Begin Date 07012010

GL Combination Code Fund Code Department Program Code Project/Grant Clas
1 W10B8477F 11000 Wavs026000 F10
| Add Date Range
== Previous || I MNext == I |

| savefor Later |

Scroll to bottom of page to Time and Labor Schedule section. If schedule is different

from standard (M-F 8 hrs a day), check the Schedule Different box and note the schedule
in the description box. Click Next

— Current Job Info

rame: ——— =T s |
Empl Group:  UMGH Erofessional Empt moan:

el Statm: Active

Position: ooozza04 ———

Department  Wwes5080 Sayron

eForm ID: ERTET

“Benefit Program: wvos <SR Benefit Record Number o
Benefits Service Dt OB arsoon ervice Date
Union Code: PINE=Y f-Unit Professional

e e T

Time and Labor Schedule
I~ schedule different from standard? T Select Schedule ID

Schedule Description:

Employvee schedule will be two days a week, 10 hours a day

130




1/4/2013

Step Action
7. Choose the Action "DTA" and Reason Code "CIT". You will need to upload a schedule
form. First, have it completed and saved. Click on the Upload button, browse to where
schedule form is saved, select file, Click Open Click Upload, The Attachment Id will
populate. In the Description select “Other”. Click Submit
Actions & Action Reasons
% Action Description % Action Reason Description
DTA 2, Data Change CIT J§& Change In Time ==
File Attachments Customize | Find | 1] B Fist 0 1 0f1
Upload View Description Attachment Id
1upioad | [ View | [Other < 0124121281 | L Delete
| Add File Attachment
| commeres |
Your Comment: << Previous I| Submit |I
r o
Comments will not be used
8. Click Yes to submit the form when Pop up message comes up.
Submitthis form? (24642 112)
The forrm will be directed to the next appravet, if any.
9. The form status indicates that you have submitted this form.
You have just SUBKITTED this form, This action passed the form to
WCMU_GT_DEPT_APRV fof furmer procassing.
! 'Q‘AIEO'I_W'_W '(AN_,O',DW_W m:ov_ow-_wo_nov mfov_a_,n:un '@Wfl
us_uf.wc
10. Congratulations! You have entered a change in time.

End of Procedure.
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IV. Processing Employee Job Change:

Enter a status change from Non-Benefitted to Benefitted

Step Action
1. From HR Direct click on Department Self-Service and the ePAF home page, click “Start a
new ePAF”. Then click Edit Existing Job link.
Start a New electronic Personnel Action Form (ePAF)
\i’ Hire an Employee
2]
Use thiz form to hire a new emplovee into yvour
department, or to add an additienal job for an
employee that already works in your department.
Hire an Employee
’ Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job
ﬁ Change Employment Status
Use this form to =ubmit a termination, retirement,
leave of absence or return from leave.
Change Employment Status
Return to Electronic Personnel Action Form (ePAF) Home Page
2. Enter the employee's last name or Empl ID, Click Search. Click on the Name

link from the search list. If employee has more than one job record, ensure
you are selecting the correct record.
Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Limit the number of results to (up to 300y |200

Empl ID: = W Q

EmplRedNbr: = v

Name: begins with |+ | Q
Last Name: begins with | |D Q
Department: begins with |+ | Q,
Employee Group: begins with v| Q,

[Icase sensitive

Clear |Basic Search [B Save Search Criteria

Search Results

Vi ] First fJ] 1-1€ of 16 [ Last
Empl Red Hbr|Na me Department Employee Group [Payroll Status

i = : W875000 PROGO Terminated

0 N WWETS000 PROGO Active

150




1/4/2013

Step Action
3. Enter the Effective Date then tab out of field. Note Form Id #. Change Employee
Group if applicable. For the field "Is this a positioned job?", use the following guide:
If employee is in a positioned job, select "Yes' and enter position number. All fields
will populate.
If employee is not in a positioned job, select "No' and complete all fields that
will need to change. Click Next
*Effective Date: I12}05.’2012 El
*Employee Group: | Frofessional (WE0) Mon Linit vl
*Is this a Posiﬁon
Job?
Supervisor 1D: 10034964 Q 2
*Department: |‘-"-"3?SUUU Q Information Services
*Job Code: Mc2042 Q - ~“FulllPart Time
*Location Code: SOUTHST Q@ South Street *RegularTemporary
*Standard Hours: | 40.00 *FTE: | 1.000000
Mail Drop ID: (11
==Preyious |
<<Gearch | SaveforLater | Close
4. Select appropriate Employee Type, enter the new Hourly or Biweekly Rate, tab out of
field. Annual rate will update. If funding is changing, click on Add Date Range button
i tion Data
Employee Type: [ Exception Hourly ~|
Bi-wWeekly Rate: | 2500000000 Anmnual Rate: $65,000.000
Plamn WA Salary Grade 75
[ Aacd Aadditional Components of Pay®
Compensation Rate FE65, 000 000
Begin Date OF/ o200
GL Combination Code Fund Code Department Program Code Project/Grant Class F
1 WI10847T 7 11000 WS TS026000 F10
Add Date Range
== Previous [rHext==]
. Sawe for Later
For more

detailed info
on funding
input,
please see
funding
manual.

Enter Begin Date and new funding information. Click on plus sign if additional rows
are needed. Click Next

Begin Date EERE!

v
custonize | Fing | & B Frst

GL Combination Code Fund Code Department Program Code  Project/Grant Class Field End Date EAMnLS Mﬂgm

Code

1 Wi15281 Q 53108 W710070018 B3 561110000009580 0373112013 Q, |Percent ¥ 1100.000 §7.714.286

Percent Commitment Amount ~Fund End [

Next ==

16©
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Step

Action

If Union Code is changing, update that field.
Scroll to bottom of page to Time and Labor Schedule section for any schedule change.

~ Current Job Info

Name: ——————— P —
Empl Group: UMCH Professional Empl Red#: 0
Empl Status: Active Personal Data
Job Data
. Additional Pay
Position: 00022494 — Leave Plans
General Deduclivns
Department: WVWE65080 Payroll
eForm ID: 1188

View Onginal 1L Data

Time and Labor Data

~Benefit Program: [wwoe |, MU Professional Benefit Record Number | 0O
Benefits Service Dt 09/24/2000 I Override Service Date
Union Code: [weo |y MNon-Unit Mrofessional
Union Seniority Date 08/24/2000 |[33)

~Pay Group: U] <, UMass Worcester

“Empl Class= [E=Y FProfessional Job Indicator =1
Workgroup: wW_PrROF < Professional ~“FICA Status [teder onty =1
Taskgroup: UM_ExP Exception Taskgroup

For any schedule that is different from standard (M-F 8 hrs a day), check the Schedule
Different box and note the schedule in the description box. Click Next

Time and Labor Schedule

[¥" Schedule different from standard? [T select Schedule ID

Schedule Description:
Employee schedule will be two days a week, 10 hours a day

Choose the Action "BEN" and Reason Code "NTB". You will need to upload a
schedule form. First, have it completed and saved. Click on the Upload button, browse
to where schedule form is saved, select file, Click Open Click Upload In the
Description select "Other" Click Submit

Actions & Action Reasons

Action ] o Reason ) o
o Action Description Code | Action Reason Description
1 |BEN Q) Benefits NTB |, Rehire from Non-Ben to Benefit E
File Attachments Customize | Find | T | 2% First = 10f1 1 Last
Upload View Description Attachment Id
- TESTGT101437782013-01-
1/} Upload | | View | |Other Q 28.15.43.03 Delete l

Your Comment: B | =< Previous | Submit |

Comments will not be used
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Step

Action

Click Yes to submit the form when Pop up message comes up.

Submitthis form? (24642 112)

The farrm will he directed to the next approver, it any.

The form status indicates that you have submitted this form.

You have just SUBMITTED this form, This action passed the form to
HCMU_GT_DEPT_APRV fof Tufdar processing.

b &

2 3 . . [
oA OT_DErt_army | wowu_0T_SeAN S WOAMU_OT_DEAN_ORAD_BTOY  EMU_OT_CR_ASAN ot

TEATSC9S

10.

Congratulations! You have entered a change in non-benefitted to benefitted

status. End of Procedure.
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V. Processing Employee Job Change:

Enter a status change from Benefitted to Non-Benefitted

Step Action
1. From HR Direct click on Department Self-Service and the ePAF home page, click “Start a
new ePAF”. Then click Edit Existing Job link.
Start a New electronic Personnel Action Form (ePAF)
\i’ Hire an Employee
2]
Use thiz form to hire a new emplovee into yvour
department, or to add an additienal job for an
employee that already works in your department.
Hire an Employee
’ Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job
ﬁ Change Employment Status
Use this form to =ubmit a termination, retirement,
leave of absence or return from leave.
Change Employment Status
Return to Electronic Personnel Action Form (ePAF) Home Page
2. Enter the employee's last name or Empl ID, Click Search. Click on the Name

link from the search list. If employee has more than one job record, ensure
you are selecting the correct record.
Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Limit the number of results to (up to 300y |200

Empl ID: = W Q

EmplRedNbr: = v

Name: begins with |+ | Q
Last Name: begins with | |D Q
Department: begins with |+ | Q,
Employee Group: begins with v| Q,

[Icase sensitive

Clear |Basic Search [B Save Search Criteria

Search Results

Vi ] First fJ] 1-1€ of 16 [ Last
Empl Red Hbr|Na me Department Employee Group [Payroll Status

i = : W875000 PROGO Terminated

0 N WWETS000 PROGO Active
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Step Action
3. Enter the Effective Date then tab out of field. Note Form Id #. Change Employee
Group if applicable. For the field "Is this a positioned job?", use the following guide:
If employee is in a positioned job, select "Yes' and enter position number. All
fields will populate.
If employee is not in a positioned job, select "No" and complete all fields
that will need to change. Click Next
*Effective Date: |01.|'01 2013 E
*Employee Group: |UMCH Professional =l
“Is thi Positi d -
J;;?ls a Positione IYes _|
*Position Number: |00022494 QO Analyst, Data
Supervisor ID: [10140390 a | ]
[¥" Override Position Fields
“Department: VWBE5080 Q Payroll
“Job Code: MB1222 |Q C—/ “FulliPart Time [Par-Time =]
“Location Code: SOUTHST Q& South Street “Regular/ Temporary Regular x|
*Standard Hours: 16.00 *FTE: | 0.400000
Mail Drop ID: [ina1
<=<=Previous Next ==
4. Select appropriate Employee Type, enter the new Hourly or Biweekly Rate, tab out of
field. Annual rate will update. If funding is changing, click on Add Date Range button
i tion Data
Employee Type: | Exception Hourly ~|
Bi-VWeekly Rate: I 2500_ 000000 Annual Rate: 65, 000 000
Plan WS Salary Grade 75
[ Aca Additional Components of Pay?
Compensation Rate BES, 000 000
Begin Date O7F/O/20170
LT R R R R R R R R R R R R R R R R RTINS~
1| W10847F7 11000 WaTS026000 F10
Add Date Range
== Previaus .
Sawe for Later |
For more

detailed info
on funding
input,
please see
funding
manual.

Enter Begin Date and new funding information. Click on plus sign if additional rows
are needed. Click Next

R .

Begin Date

v
Customize | Find | R | # Frst 4

GL Combination Code Fund Code Department Program Code  Project/Grant Class Field End Date %ﬁ Mﬂgm Percent Commitment Amount Fund End C
1W115281 Q 53106 WT10070018 B03 561110000009580 033112013 Q |Percent 7| | 100.000 $7714.286
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Step

Action

Update Union Code

Name: ———— (ST —
Empl Group:  UMGCH Professional Empl Rcd#: 0
Empl Status:  Active Persanal Data
Job Data
Additional Pay
Position: 00022494 —— Leave Plans
General Deductions
Department: WW8650380 Payroll
eForm ID: 1188

View Original TL Data

Time and Labor Data

“Benefit Program: [wos | NU Professional Benefit Record Number | 0
Benefits Service Dt 09/24/2000 [ Owverride Service Date
Union Code: [wWeo | MNon-Unit Professional
Union Seniority Date  [08/24/2000 |[53
~Pay Group: [unvv| @ UMass Worcester
~Empl Class 2 = Professional Job Indicator I =1
Workgroup: [W_PROF  |@  Professional “FICA Status [Medcrony =1
Taskgroup: UM_EXP Exception Taskgroup

Choose the Action "BEN" and Reason Code "TBN". Comments and File Attachments
will not be used. Click Submit

eForm ID: 551

Action Reason Description

File Attachments Customize | Find | 1] = First B 1 0F1 I Last
Upload Wiewr Description Attachment bd

1| mbiptoade]|  ([tiewss] | L Delete_|
| Add File Attachment |

Your Comment: <= Previous || I Submit I ]

| @ -| n,,,,z,,.,‘,,-'l

Click Yes to submit the form when Pop up message comes up.

Submmitthis form? (246421123

The farm will be directed to the next appraver, it any.
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Step Action
8. The Form Status indicates that you have submitted this form.
You have just SUBMITTED this form, This action passed the form to
HCMU_GT_DEPT_APRV fof lufBer processing.
Process Vissakier
: -cwfav_a\—v_u-r- -(w_’or_:uw_c-- -:u.r:a'_m-«_o-w_a'o’v -<wfov.:(_t:um ncwf'
TEATSC WS
9. Congratulations! You have entered a change in benefitted to non-benefitted status

End of Procedure.

VI. Processing Employee Job Change: Enter a Promotion

Step

Action

From HR Direct click on Department Self-Service and the ePAF home page, click “Start a
new ePAF”. Then click Edit Existing Job link.

Start a New electronic Personnel Action Form (ePAF)

Y Hire an Employee
I
Use thiz form to hire a new emplovee into your

department, or to add an additional job for an
employee that already works in your department.
Hire an Emplovee

i, | Edit Existing Job

Uze this form to edit the job of an employee
currently working in your department.
Edit Existing Job

ﬁ Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Return to Electronic Personnel Action Form (ePAF) Home Page
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Step

Action

Enter the employee's last name or Empl ID, Click Search. Click on the Name link
from the search list. If employee has more than one job record, ensure you are
selecting the correct record.

Select An Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Lirnit the number of results to (up to 300); (200

Empl ID: = v | Q
Empl Red Nbr: | = v

Name: begins with || Q
Last Name: begins with |+ |[D a,
Department: begins with || Q
Employee Group:| begins with v| &}

[case sensitive

|Search| | Clear IBasicSearch B save Search Criteria

Search Results

First ff] 1-168of 16 |fJ Last]

Last Name Department Employee Group Payroll Status
o e » — » W875000 PROGD Terminated
_[ YWa75000 PROGD Active

Enter the Effective Date then tab out of fiecld. Note Form ID #. Change Employee
Group if applicable. For the field "Is this a positioned job?", use the following guide:

If employee is in a positioned job, select "Yes" and enter position number. All fields
will populate.

If employee is not in a positioned job, select ""No'" and complete all fields that will
need to change. Click Next

~Effective Date: I‘IZ}US!ZU‘IZ =

*Employee Group: | Professional (WE0) Mon Unit - |

*Is this a Position

Job?

Supervisor ID: . —_—

*Department: WS75000 (&'} Information Services

-ob Code: MC2042 |, : “FulliPart Time Full-Tin
*Location Code: SOUTH ST oL South Street *RegularTemporary Reagula
*Standard Hours: 40.00 *FTE: | 1.000000

Mail Drop ID: [

== Search Save for Later Close
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Step

Action

Select appropriate Employee Type, enter the new Hourly or Biweekly Rate, tab out of
field. Annual rate will update. Click Next

Compensation Data

Employee Type: | Exception Hourly - |
Bi-Weekly Rate: | 2500000000 Annual Rate: $65,000.000
Plan WEA Salary Grade 75
[ Add Additional Components of Pay?
Compensation Rate $65,000.000

07012010

Begin Date

GL Combination Code Fund Code Department Program Code Project/Grant Class F
1\W10847F7 11000 WaTE5026000 F10
| Add Date Range ]

=<=Previous | [ Mest==] |
| save for Later |

If Union Code is changing, update that field.
Scroll to bottom of page to Time and Labor Schedule section for any schedule

change.

~— Current Job Info

——— EONT = —

UMCH Professional Empl Rcd#: o

MName:

Empl Group:
Personal Data

Empl Status:  Active
Job Data
Additional Pay

Position: 00022494 —— Leave Plans
General Deductions

Department:  Ws65080 Payroll

eForm ID: 1188

View Original TL Data
Time and Labor Data

Benefit Record Number (2]

“Benefit Program: [wos | NU Professional
Benefits Service Dt 09/24/2000 I owverride Service Date
Union Code: [weo | Mon-Unit Professional
Union Seniority Date  |08/24/2000 |[33

“Pay Group: [unmwv| UMass Worcester

~Empl Class [EN=% Professional Job Indicator [ =1
Workgroup: [W_PROF @ Professional ~FICA Status [Meder only =]
Taskgroup: UM_EXP Exception Taskgroup
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Step

Action

For any schedule that is different from standard, check the schedule different box and note
the schedule in the description box. Click Next

Time and Labor Schedule

[ Schedule different from standard? [ Select Schedule ID

Schedule Description:
Employee schedule will be two days a week, 10 hours a day

Choose the Action "PRO" and Reason Code '""PRO". Any approval you received
from the Compensation Department must be attached. Browse to where the
approval is saved, select file, Click Open, Click Upload Attachment Id will
populate. In the Description select "Other'. Click Submit

Actions & Action Reasons

Action - S Reason - L
Code Action Description Code Action Reason Description

1 PRO  Q Promation [PRO @, Prom to anather Position =]

. S
emiiaiilc, Customize | Find | E| = Fist K 10f1 13 a5t
Upload View Description Attachment Id
 AddFile Atachment

Your Comment: | {{Preﬂomi Submit \‘
[ (4
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Step Action

Click Yes to submit the form when Pop up message comes up.

Submit this form? (24642.112)

The farm will he directed to the next approver, if any.

The form status indicates that you have submitted this form

You have just SUBRITTED this form, This action passed the form to
HCMU_GT_DEPT_APRV fof fufier procossing.

& (M | e 0

' -

2 ] s e
oA OT_DERT_army | mca_0T_CEAN_ S WCAMU_OT_DEAN_ORAD_STOY WEMU_OT_CR_ASAIN el

TEATSC S

Congratulations! You have entered a promotion.

End of Procedure.
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VII. Processing Employee Job Change: Enter a Funding Change

Step

Action

From HR Direct click on Department Self-Service and the ePAF home page, click “Start a
new ePAF”. Then click Edit Existing Job link.

Start a New electronic Personnel Action Form (ePAF)

Y Hire an Employee
[
Use this form to hire a new employee into your

department, or to add an additional job for an
employse that already works in your department.
Hire an Emplovee

i, | Edit Existing Job

Use thiz form to edit the job of an employee
currently working in your department.
Edit Existing Job

ﬁ Change Employment Status

Use this form to submit a termination, retirement,
leave of abzence or return from leave.
Change Employment Status

Heturn to Electronic Personnel Action Form (ePAF) Home Page

Then Search the employee by last name or Empl ID. Click on the Name link when it
pops up.
Select An Employee

Enter any information you have and click Search. Leave fields blankfor a list of all values.

Find an Existing Value

Limit the number of results to (up to 300). |300

Empl ID: = v &
EmplRcdNbr: | = v |

Name: begins with |+ | Q
Last Name: begins with |+ |D Q
Department: begins with |+ | Q
Employee Group: begins with v| Q

[Jcase Sensitive

Clear |Basic Search [ Save Search Criteria

Search Results
All First ] 1-16of 16 | Last]

EmplID [Empl Rcd Hbr(Name Last Name Department| Employee Group [Payroll Status

Wa7s000 PROGO Terminated
I WWET5000 PROGO Active
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Step Action

Choose the Effective Date, tab out of field. Note Form ID #. If there are other
changes occuring along with funding change, then you can do it here. Otherwise
click “Next”.

*Effective Date: |12!03!2012 El

*Employee Group: | Professional (WE0) Mon Unit v|

*|s this a Posiljon

Job?

*Position Humber: 00001540 |Q —
Reports To ,7
Position Number: Q
*Department: W875000 Q —
ﬁ

“Job Code: MC2038 | Q Applic Database Developer Il “Full/Part Time
*Location Code: IWQ South Street *Regular/Tempo
*$Standard Hours: IW *FTE: ’m

Mail Drop ID: [ma1

=eaEreyious

Then update the Compensation Data, change the new “GL Combination Code”. Once
the code selected, the other fields (Fund, department and program code will be
autopopulated. Then Click “Next”

Position: 00001540 Web Developer, Sr.
Department:  \W375000 Information Services
eForm ID: 632

View QOriginal Comp Data

Compensation Data

Employee Type: | Exception Hourly w |
Bi-Weekly Rate: — 3 Annual Rate: ] '
Plan WEA Salary Grade 75

[ Add Additional Components of Pay?
Compensation Rate — i

Beqgin Date 07012010

GL Combination Code| Fund Code Department Program Code  Project/Grant Clas:

1W108430 11000 Wa75025000 F10

28 ©




1/4/2013

Step Action

Review the Time & Labor Data and click “Next”.

Time and Labor Data

Union Code: ,WQ Mon-Unit Professional
*Pay Group: WO\ UMass Worcester
*Empl Class IZ_Q Professional
Workgroup: ,W_PT QU Professional
Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

[ schedule different from standard?

| <<Previous | |Next==| |

| SaveforLater |

Then choose the Action Code as “Data Change”. Click “Submit”.

eForm ID: G32
Actions & Action Reasons
Action . . Reason . .
Action Reason
Action Description Code Action Reason Description
1||DTA Q. Data Change DTA |, Data Change
File Attachments Customize | Find | | B First K1 g or 1 I3 Laat
Upload View Description Attachment Id
1) Upload | [ view | | Q
~ AddFile Attachment
Your Comment: == Previous || | Submit | |
‘ ’@ - SaveforLater

Click “Yes” to submit the form when Pop up message comes up.

Submitthis form? (24642 112)

The farrm will he directed to the next approver, it any.
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Step

Action

The form status indicates that you have submitted this form.

Foem States

You have just SUBMIITTED this form, This action passed the form o
HCMU_GT_DEPT_APRV fof luriher procossing.

AL BN &

2 )
RCA_OT_DEPT Ay | woMu_OT_SEAN_SW
TESTSCH08

0

e

. L
WOMU_OT_DEAN_ORAD_STOY WEMU_OT_CR_ASMIN et

Congratulations! You have entered a Funding Change.

End of Procedure.
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