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Chapter 1 — ePAR Home Page

Overview

This is an overview of the ePAR Home Page. The “My Worklist” Link, “Start a New ePAR”
Link, “Resubmit, Change or Withdraw an ePAR” Link, “View an ePAR” Link and “Look Up an
Archived ePAR” Link can all be found on this page.

Objectives

At the end of this chapter, you will be able to:

Work the items on your worklist,

Start a new ePAR form,

Make changes to an ePAR form that has been recycled or needs to be updated,

View an ePAR form that was submitted within the last month,

Review an archived ePAR that was submitted more than a month ago.

ePAR Home Page

PeopleSoft.
Menu &

Search:
L= My Favorites

= Department Self Service

[- Benefits

[ Campus Community

[ Curriculum Management
[> Enterprise Learning

[> Grganizational Develocpment
= Payroll for Morth America
[ Records and Enrallment
[> Self Service

[ Set Up HRMS

[> Set Up SACR

[> Student Admissions

[- Student Financials

[= Student Recruiting

[ UHS HRMS Benefits

[ UHS HRMS Budget

[ UHS HRMS HR

[ UHS HRMS FPayroll

[ UHS HRMS FPositions

= Workforce Administration
= Workforce Development
[ Worklist

[ PeopleTools

[ Reporting Tools
—P.AS S (Self Service)

— My Dictionary

— My Personalizations

— My System Profile

— To Pordal Hub

—

Electronic Personnel Action Request (ePAR) Home Page

Ly Worklist
Work the tems that hawve besn routed to vou.

Start a New ePAR
Start a new ePAR, which will then be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an ePAR
Kake changess to an ePAR that has been recycled or nesds to be updated. Onhy forms

that hawe not had final approwal or been procezzed into the system will be accezzible.

View an ePAR
“Wisw a recenthy submitted sPAR, including workfleww histery and form status. sPAR:

=ubmitted in the lagt month are lizted here. Thiz iz a read-onhy view.

Look Up an Archived ePAR

Rewiew an archived ePAR. ePAR=s submitted more than a month ago will be lizted

here. Thig iz a read-only view.
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Use the ePAR Home Page to navigate to the “My Worklist” Link

Navigation: Department Self Service > ePAR Home Page > My WorKklist

To select the link
1. Click on “My Worklist”

Electronic Personnel Action Request (ePAR) Home Page

My Worklist Click here

Work the items that have been routed to vou.

2. Click on link to work the form Click here

Detail View Work List Filters:|

ind | View All First El 1-2 of 2 El L ast
Date From Work ltem Worked By Activity

LeThao T 03/18/2008 E;ﬁ‘\';‘f‘e Derl  eFom Routing Al Y- Rafg i Reassign

LeThao T 0311912008 E'F“',i'gate DePt cFgm Routing ADDLPAY: Rafael R Longeria Reassign

3. Depending on your ePAR role you may Approve, Deny, Recycle or Hold the form

PeopleSoft.
Moru B

Search: Mew Window | Help | Customize Page |

P LIPETETES Evaluate Additional Pay

[- Department Self Service
[ Benefits
[> Campus Community

v BT LT S ST Please raview the farm fields below. Ifthe form meets your approval, click Approve. If you wantihe initiator to
[ Enterprise Learning

make changes and resubmit the form, enter an explanatary note and click Recycle. Ifthe form should not be
[» Organizational Development
&> Payroll for Morth America executed, click Deny, which will stop processing of the form

[ Records and Enrollment ~ Current Job Info
[ Self Senice

[ Set Up HRMS
[ Set Up SACR Name: Rafael Longaria EmpliD: 0084402

[ Student Admissions Business Unit:  HR720 Empl Rcd# 0
[> Student Financials
L HECOras ang =nronment DeptiD: HO024 Dean, Architecture

> Self Senvice +ob Data
[> Set Up HRMS Job Code: 1010 Professor

[- Set Up SACR

[» Student Admissiens

[> Student Financials Empl Class: Faculty FTE: 1.00 Std Hrs: 40.00
I* KECOrOs and snronment

[> Self Senice

[- Set Up HRMS
[> Set Up SACR Recurring? [] eform ID: 304
[» Student Admissions
E itgcd:rgtsl:ég%nglr?r‘gllment “Earnings Code: Q Communication Allowance/PR
[> Self Senice

[ Set Up HRMS

[> Set Up SACR H

> Student Admissions Pay Start Date: [o1/01/2008 5] Pay End Date: Click

[» Student Financials

[ Student Recruiting Paid on separate cost center? [ | ApprOVe
[- UHS HRME Benefits
[» UHS HRME Budget
[ UHS HRMS HR

[ UHS HRMS Positicns .

[ Workforce Administration Your Comment: ’@

Worklist Add to Favorites

Step 1 of 2: Evaluate Additional Pay Request

RegTemp: Regular Position & 00010285

[ Workforce Development | Approve | Deny Recycle I
= Waorklist | | |
. Hold

Flist Detalls Comment History:
[> PeopleTools
[> Reporting Tools
— P.A.S.S. (Self Senvice
— My Dictionary
— My Personalizations
— My Systern Profile

==

El

hEEp
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Worklist Add to Favorites
Jew Window E
Mew Window | Help | &

Approve this form? (24642, 111)

The form will be sent on to the next approver for evaluation, or, if you are the final approver, the form will be lcaded into the system. If you change anything on the form,
please make note inthe comments box.

Yes Mo

- Lclikves ]

Ewvaluate Additional Pay

Step 2 of 2: Evaluation Complete

The form will now be foarwarded to the next approver, if any

~ Current Job Info

Hame: Rafael Longoria EmpliD: 0084402

Business Unit: HR7T20 Empl Rod#&: Lu]

DeptiD: HOooz4
Job Code: 1010

Dean, Architecture Jok Data
FProfessor
Reg/Temp: Regular Position #: 00010285

Empl Class: Faculty Std Hrs: 4000
Form Status

eForm ID: 304

You have just APPROVED this form. This action passed the form to UHM
Human Resources Dept for further processing.

So To WWorklist

Vigw This Form

So To ePAR Home Page

Use the ePAR Home Page to navigate to the “Start a New ePAR” Link

Navigation: Department Self Service > ePAR Home Page > Start a New ePAR

To select the link
1. Click on “Start a New ePAR”

sRfiate approvers.

2. Click on the forms to initiate a form action or you may select return to the ePAR Home page
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Start a New electronic Personnel Action Request (ePAR)

Hire an Employee

U=se this form to hire a new employes, rehire an
employee, or transfer an employes into your
department; or use this form to add an additional job

record for an employee.
Hire an Emplovees

Edit Existing Job

Usze thiz form to edit the job of an employee currenthy
wworking in wour departrment.

Edit Existing Job

Change Employment

Status

U=e thi= form to submit a -
termination, retirement, leave of CIICk here to
absence or return from leave. return to the
Change Employment Status home page

Additional Pay

Us=e thiz form to =ubmit a
request to add additional pay
for an employes.
Additional Pay

Eeturn to Electronic Persaonnel Action Request (ePAR)Y Home Page

Use the ePAR Home Page to navigate to the “Resubmit, Change, or Withdraw an ePAR” Link

Navigation: Department Self Service > ePAR Home Page > Resubmit, Change, or Withdraw an ePAR

To select the link

1. Click on “Resubmit, Change, or Withdraw an ePAR”

Resubmit, Change., or Withdraw an ePAR Click here
Make changes to an €PAR that has been recycled or needs to be updated. Only forms

that have not had final approval or been proces=sed into the system will be accessible.

2. Click on the forms to resubmit, change or withdraw a form action or you may select to return to
the ePAR Home page.
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Resubmit, Change, or Withdraw an electronic Personnel Action
Request (ePAR)
Hire an Employee

U=e this link to changs,
rezubmit or withdraw a request
to hirs an smployes.

Update a Hire ePAR

Edit Existing Job

U=e thiz link to changs,
resubmit or withdraws a
request to edit a job for an
employes.

Update a Job Edit ePAR

Change Employment Status CliCk here to

U=e thiz link to change, resubmit or withdraw a

request to changs employment status for an return to the
employee. home page
Update a Change Employment Status ePAR

Additional Pay

Use thi= link to change, rezubmit or
withdraww a request to add
additional pay for an emploves.

Update an Additional Pay ePAR

Feturn to Electronic Personnel Action Reguest (ePAR)Y Home Page

Use the ePAR Home Page to navigate to the “View an ePAR” Link

Navigation: Department Self Service > ePAR Home Page > View an ePAR

To select the link
1. Click on “View an ePAR”

@ View an ePAR Click here

Wiew a recently submitted ePAR, including workflow history and form status. ePAR=

o

zsubmitted in the last month are lizsted here. This iz a read-onhy view.

2. Click on the forms to view a recently submitted ePAR within the last month or you may select to
return to the ePAR Home page.
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View an electronic Personnel Action Request (ePAR)

Hire an Employee
U=ze thiz link to view a request to hire an employee.

View a Hire ePAR

Edit Existing Job
Use thig link to view a request to edit a job for an employee.
View a Job Edit ePAR

Change Employment 5tatus

Uze thiz link to view a request to change
employment etatus for an emplovee.
Wiew a Change Employment Status ePAR

Click here to
return to the
home page

Additional Pay
Uge thig link to view a reguest to
add additional pay for an

employes.
View an Additional Pay ePAR

Return to Electronic Personnel Action Request (ePAR) Home Page

Use the ePAR Home Page to navigate to the “Look Up an Archived ePAR” Link

Navigation: Department Self Service > ePAR Home Page > Look Up an Archived ePAR

To select the link
1. Click on “Look Up an Archived ePAR”

Click here

@ Look Up an Archived ePAR
4 Review an archived ePAR. ePAR= submitted more than a month age will be listed

here. Thiz iz a read-only view.

2. Click on the forms to review an archived ePAR submitted more than a month ago or you may
select to return to the ePAR Home page.
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Look Up Archived electronic Personnel Action Request (ePAR)

Hire an Employee

Uze thig link to look up an archived
request to hire an employee.
Look Up an Archived Hire ePAR

Edit Existing Job

Uze thiz link to look up an archived
request to edit a job for an employes.
Look Up an Archived Job Edit ePAR

Change Employment Status

U=ze thiz link to look up an archived request to change .
f = g Click here to

employment atatus for an emplovee. return to the

Look Up an Archived Change Employment Status ePAR home page

Additional Pay

Uze thiz link to look up an archived request to
add additional pay for an employee.
Look Up an Archived Additional Pay ePAR

Return to Electronic Personnel Action Request (ePARI Home Page
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Chapter 2 — Hire an Employee

Overview

Use this form to hire a new employee, rehire an employee, or transfer an employee into your
department; or use this form to add an additional job.

Objectives
At the end of this chapter, you will be able to:

= Explain the fields on a new hire, rehire, transfer, and additional job.

New Hire

Use the Hire Form to hire.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Hire an Employee

To initiate candidate search

1. Enter an employee id number or otherwise enter the information you have and click search.

Hire an Employee
Ca%lidate Search

Search below for the person you wish to hire. If you know the EmpllD, enter it, and click Search .
Otherwise, enter the infaormation you have and click Search.

Use the arrow icon to select a row. If your searchies) does not return any results, enter the
candidate’s first name, last name, and date of birth, and click search. The Add button will display.
Click Add to create a new EmpliD.

Saearch Fields

Employeeae ID:

TFirst Name: Plicddle NMame:

TLast Narme: TDate of Birth:
[ [ =

Social Security &: Gender:

—

Search

Hire an Employeeae

Candidate Search

Search below for the person you wish to hire. If you know the EmpllD, enter it, and click Search.
Otherwise, enter the information yvou have and click Search.

Use the arrow icon to select a:l:rclw, IT vour searchies) does not returmn any results, enter the
candidate’s first namee, last name, and date of birth, and click search. The Add button will display.
Click Add to create a new EmpllD.

Search Fields

Employee 1D

TFirst Harme: Pickclle Marme:
ISebastian I

“Last Mame: “Date of Birth:
|strong (1]
Social Security &: Gender:

—
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Note: If your search(es) does not return any results, enter the candidate’s first name, last name,
and date of birth, and click search. The Add button will display

Hirlk: an Employee

Candidate Search

Search below for the person you wish to hire. If you know the EmpllD, enter it, and click Search.
Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. If your searchi{es) does not return any results, enter the
candidate’s first name, last name, and date of birth, and click search. The Add button will display.
Click Add to create a new EmpllD.

Search Fields

Employee ID:

*First Hame: Middle Hame:
|Sebastian |

*Last Name: *Date of Birth:

|strong 08141976 |5

Social Security #: Gender:

Male R

Your search returned no results.

2. Click Add to create a new EmplID.

Note: You will receive the following message.
g
APerson Record will be created in PeopleSoft HR with a new |D. Do you wantto proceed? (24642 854)

Ifthis persan is or has been associated with the University of Houston System as an Employee, Student, or Student Applicant, they should already have an 1D in

PeopleSoft HR. Proceeding will create a duplicate ID. Only proceed if you are confident the person does not already have an ID.
4 [

res 1 wﬁ\LCIickYes j

3. Enter Contact Information and click next.

Scarcic Step 1 of 6: Contact Information
® Enter the contact information for the individual being hired

[ My Favorites

= Department Self Service
> Benefits
> Campus Community EmplID: NEW
[» Enterprise Learning -
[» Organizational Development *First Name: [sebastian
[ Payroll for Morth America
> Self Service *Last Name: |Strung
[> Set Up HRMS

[ Student Financials
[> UHS HRMS Benefits
[ UHS HRMS Budget

Iz LIHS HRMS HR
> Self Service

> Set Up HRMS

I> Student Financials

> UHS HRMS Benefits
> UHS HRMS Budget
I LIHS HRMS HR

[ Self Service

[> Set Up HRMS

[ Student Financials

> UHS HRMS Benefits
> UHS HRMS Budget

[ LIHS HRMS HR

[ Self Service

[> Set Up HRMS

[ Student Financials

[> UHS HRMS Benefits
[ UHS HRMS Budget

[ UHS HRMS HR

[> UHS HRMS Payroll

[- UHS HRMS Positions
[- Warkforce Administration
[ Warklist

> PeopleTools

> Reporting Taols

— P.AS.S. (Self Service)
— My Dictionary

— My Personalizations
— My System Profile

— My System Profile

— To Fortal Hub

Home Email |5_x_strung@yahuu.cum
Address:

Preferred Name

Prefix: ‘ b |

First Name: [sebastian Middle: |

Last Name: [strong Suffix: ~

Home Address and Phone

Country: usa United States

*Address 1: |2‘IU¢ 16th Street

|Galena Park *State: [T @, *Postal: [T7547

~ Mailing Address (if different from Home Address)

~Country: [UsA QL United States

Address 1: ‘

Address 2: ‘

City: ‘ | State: ‘ ‘O\ Postal:l

I == Search |

11/8/2019/S. Nester/S. Medellin
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4. Enter Identity Information and click Next.

Note: If you leave social security number blank you will receive the following message:

Hire an Employee

Step 3 of 6: Submit Personal Information

e Windows Internet Explorer

Social Security # should be entered. (24642,572)

Social Security # should be entered. IF this is a new international employves without a social security #, leawve field blank and secure a
temporary SSH From Payroll within 30 days of hire.

Hire an Employee

Step 2 of 6: Identity Information
Enter the identity information for the individual being hired.

Personal Info

Hame: Sebastian Strong EmpllD: MNEW

dentity Info

~Gender:

Marital Status: [ single ~|

*Date of Birth: 08141976 [[5]

Eligible to Work in U.5.7
*Citizenship Status: | LS. Citizen

Social Security #: 452318965

Highest Education Level: | ~

*Military Status: | Mo Military Service vl

*Ethnic Group: MSPEC 2L Mot Specified

[ wwaive Public Access?
[ pisabled?

Click here

I == Previous |

Note: If you enter Gender: Male and Birth date between 18 and 25 years or younger then you
must enter Selective Service Information.

“Hire an Emplovee

Selective Service
Enter the selective service information for the individual being hired.

Persomnal info

MName: Sebastian Strong

Selective Service Info

Errectve Date: =

Selective Service ID: |

I == Previous

11/8/2019/S. Nester/S. Medellin 12



Note: The following options are available for Citizenship status. Visa/Permit information will be
entered by HR.

HMarme: Sebastian Strong
TGender: Male e
Marital Status: [ single ~ |fA . .
uth Alien Temp is
~Date oF Sirt: [osriarars |5 rl | P
Eligible to VWork im U.S. 7 se eCte HR enters
=“Citizenship Status: [u.s. Citizen __—< |nf0rmat|0n
- - Auth Alien Temp
Social Secwurity &: Perm Resident \
Highest Education Lewel:

Pilitary Status: | Mo Military Service

~Ethnic Group: MNSPEC L= Mot Specifiec

5. Submit Personal Information by clicking Save & Next.

Hire an Employee

Step 3 of 6: Submit Personal Information

Personal info

MHame: Sebastian Strong EmpliD: rNEW

Click here

I ==rFrevious | save & rexa==

L}Gaue this individual's personal information? (24642 113)

[fyou choose es, this information will be immediately saved in PeopleZoft HR. Ifthis information is not yet ready to be saved, choose ™p.”
Yes Mo

6. Enter Job Information by selecting Empl Class, Reg/Temp, and Position and click Next.

Hire an Employee

Step 4 of 6: Job Information

Complete the fields below with the appropriate job information for the individual being hired.

- Personal Info

Name: Sebastian Strong EmpliD: 0883851

Job Information

*Effective Date: 05M 32008 |[5] eForm ID: 41

=“Empl Class: | | Enter information
*Reg/Temp: | vl

“Posiion: )

== Search
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-5
Hire an Employee

Step 4 of 6: Job Information

Complete the fields below with the appropriate job information for the individual being hired.

- Personal Info
MHanme: Sebastian Strong ErmpllDy; 02832851
=“Effective Date: |E1'J eForm ID: 41

*Empl Class: | Profadmin vl

*RegTemp: | Regular vl
*Position: 00108063 |y SPWVR, OFFICE

Business Unit: HR7FZ20 Department: Hoog9s

Joby Codlles: DaHzZ Spwr, Office

Sal Plan: UHE Salary Grade: 056

== Search

7. Enter Compensation Information and click Next.

% Hire an Employee

Step &5 of 6: Compensation
Complete the fields below with the appropriate job information for the individual being hired.

* Personal Info

Hame: Sebastian Strong EmpllD: 0883851

*Officer Code: | Mone vl eForm ID: 41

Standard Hours: 40.00

FTE: 1.00

Monthly Comp: ZEEG.66

-
=< Previous I

8. Finalize the form by submitting it in workflow to the next approver.

Note: You may attach a document and add comments if needed.

[& 1ty Favorites :
- Department Self Senvice Hire an Employee

Step 6 of 6: Finalize Form
o C:lrr‘:puss Community Enter any relevant information requested where indicated and/or comments in the “Your Comment” field to be included with this form
I> Enterprise Learning

[> Organizational Development
I> Self Service
> Set Up HRMS Name:
> Student Financials
I UHS HRMS Benefits
PR
B ggrqg_égml\gg HR Empl Rcd# Action Reason

I> Set Up HRMS o Hire Hire
[> Student Financials
> UHS HRMS Budget
b HHTHRIAGER Description [ | _AddNewDecument |
[> Student Financials

> UHS HRMS Benefits View Description File size Author Created Date/Time
> UHS HRMS Budget e
b UHS HRMS HR 1 View 05/13/08 2:44:51PM  [=] ]

Sebastian Strong EmpliD: 0883851

> UHS HRMS Payroll CIiCk here

> UHS HRMS Positions
b Workdorce Administration

I Worklist Your Comment:
> PeopleTools

> Reporting Tools | rg
— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations
— My System Profile

— My Systermn Profile

— To Portal Hub

[ <= Previous Submit ~ |

Comment History:
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%_lbmit this form? (24642,112)

The form will be directed to the next approver, if any.

| N
S i Click here

Ldire an Employee

Form Finalized
The form will now be forwarded to the appropriate Approver.

 Personal Info

Name: Sebastian Strong EmipliD: 0282851

Form Status

eForm ID: 41

You hawve just SUBMITTED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

Go To Worklist
Wiew This Farm
So To ePAR Home Page

ReHire

Use the Hire Form to rehire a terminated employee.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Hire an Employee

To initiate candidate search

1. Enter an employee id number or otherwise enter the information you have and click search.

Hire an Employee

Candidate Search
Search below for the person you wish to hire. If you know the EmpliD, enterit, and click Search.
Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. Ifyour searchies) does not return any resulis, enter the
candidate’s first name, last name, and date of birth, and click search. The Add button will display.

Click Add to create a new EmpllD.
Search Fields

Employee ID:

*First Name: Middle Hame:
[Michele |Diane

*Last Hame: *Date of Birth:
[Messa B
Social Security #: Gender:

[ =

__search +———— Click here

11/8/2019/S. Nester/S. Medellin

15



2. Select the row.

Note: Person Results has three options HR - Individual has personal information in the
system; Job — Individual has job information in the system; Act — Individual is an active
employee in the system

LS
Hire an Employee

Candidate Search

Search below for the person you wish to hire. If you know the EmpliD, enter it, and click Search. Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. If your search(es) does not return any results, enter the candidate’s first name, last name, and date of birth, and click search. The Add button will display. Click
Add to create a new EmpliD.

Search Fields

Employee ID:

*First Name: Middle Name:
[Michele |Diane
*Last Name: *Date of Birth:

[Messa ]

Social Security #: Gender:

Search

Person Results Customize | Find | E First [4] 10of1 [+ Last
“ZHR  Job Act EmplID Rcd# Name Preferred Name Gender Date of Birth National 1D

1> o B4 B4 [ ooss080 0 Michele Diane Messa Michele Tellez Female — (Not Displayed)

Note: Contact information is pre populated with the capability for update if necessary.

| —
[ My Favorites i
[~ Department Self Service Hire an Employee

a EF' Home Page Step 1 of 6: Contact Information
enefits
I» Campus Community Enter the contact information for the individual being hired
[ Enterprise Learning

[ Organizational Development

> Payroll for Morth America Personal Info
[ Self Service

[> SetUp HRMS .
I> Student Financials EmpliD: 0085080

[ UHS HRMS Benefits *First Name: Michele Middle: [D
I» UHS HRMS Budget

Ili gSTSSFéRth HR “Last Name: Tellez Suffix:
[ SetUp HRMS
I» Student Financials Home Email [
- UHS HRMS Benefits Address:

[» UHS HRMS Budget

b UHS HRUS HR

> Self Service

[ Set Up HRMS

[ Student Financials
[ UHS HRMS Benefits First Name: Michele Middle: |D

[ UHS HRMS Budget
Ilig'e_‘?s'_e'Rm’\gE HR Last Name: Tellez Suffix:
[ Set Up HRMS
I UHS HRMS Benefits Home Address and Phone

[ UHS HRMS Budget
[ YHERRFHE AR

> Set Up HRMS *Address 1: [4320 Coyie st
[ Student Financials
> UHS HRMS Benefits Address 2: [
[ UHS HRMS Budget
- UHS HRMS HR City: [Housten ~State: [TX @ "Postal: [77023-3547
[ UHS HRMS Payroll

[ UHE HRMS Fositions

[ Workforce Administration
[ Worklist

[ PeopleTools

— P.AS S (Self Service)
— My Dictionary *Country: Q United States
— My Personalizations
— My Svstem Profile Address 1: [
— My Svstermn Profile

— ToPoral Hub Address 2: |

City: [ | state: | |2 Ppostal|

Prefix: | n~ |

Country: Usa United States

County: |Harr|s

Phone: [7131926-3432 |

I =< Search ‘
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3. Submit Personal Information.

% Hire an Employee

Step 3 of 6: Submit Personal Information

Michele Tellez EmpllD: 0085080 Click here

== Previous Save & MNext ==

L}Save this individual's personal information? (24642 113)

Ifyou choose Yes," this information will be immediately saved in PeopleSoft HR. If this information is not yet ready to he saved, choose "No.”

Elo |
Yes
! ﬁ\'\LCIick here j

4. As in a New Hire now you enter Job Information by selecting Empl Class, Reg/Temp, and
Position and click Next

&
Hire an Employee

Step 4 of 6: Job Information

Complete the fields below with the appropriate job information for the individual being hired.

~ Personal Info
Hame: Michele Tellez EmpliDx: 0085080
Job Information

*Effective Date: 05122008 (5] eForm ID: 5

*Empl Class: |Sup, Staff vl

*RegTemp: | Regular vl
*Position: 00108737 |2 SECRETARY 2

Business Unit: HR730 Drepartment: Hooas Ciean, Law

Job Code: D4F5 Secretary 2

Sal Plan: LIHM Salary Grade: 0532 Click here

I == Search

5. As in a New Hire enter Compensation Information and click Next.

Hire an Employee Lz

Step & of 6: Compensation

Complete the fields below with the appropriate job information for the individual being hired.

- Persomnal hndfo
Harme: Michele Tellez EmpliD: ooss080
o rmpeensation

Standard Hours: i |

FTE: . Click here j

Howurly Cormp:

I == FPrewvious
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6. Finalize the form by submitting it in workflow to the next approver.

Note: You may attach a document and add comments if needed.

Hire an Employee

Step 6 of 6: Finalize Form

Enter any relevant information requested where indicated andfor comments in the ™Your Comment” field to be included with this form

- Personal Info

Hame: Michele Tellez EmpliD: 0085080
Action & Reason

Empl Rod# Action Reason

o Rehire Rehire

Attachments

Description |

| Add Mew Document |

Wiew Description File size Author Created Date/Time
1 View

05M3/08 4:28:30FM =]

Click here

Comments

Your Comment:

KM=. Tellez has previous UH experience. F [%

I == Previous

Comment History:

Submit 14 I
I

%_lbrnit this form? (24642 112)

The form will be directed to the next approver, if any.
1 .
Yes |

—— T Clickhere B

a
k)

Hire an Employee

Form Finalized

The form will now be forwarded to the appropriate Approver.

 Personal Info

Name: Michele Tellez EmpliD: 00385080

Form Status

eForm ID: 59

You have just SUBMITTED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

Go To Warklist
View This Form
Go To ePAR Home Page
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Transfer

Use the Hire Form to transfer an employee into your department.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Hire an Employee

To initiate candidate search
1. Enter an employee id number or otherwise enter the information you have and click search.

"Hire an Employee

Candidate Search
Search below for the person you wish to hire. If you know the EmpliD, enter it, and click Search.

Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. If your searchies) does not return any results, enter the
candidate’s first name, last name, and date of birth, and click search. The Add button will display.

Click Add to create a new EmpliD.
Search Fields

Employee ID:

*First Hame: Middle Name:

|[arturo |
*Last Mame: “Date of Birth:
|Tapia [54]

Social Security #: Gender:

Search

2. Select the row.

< Hire an Employee

Candidate Search
Search below for the person you wish to hire. If you know the EmpllD, enter it, and click Search. Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. If your search(es) does not return any results, enter the candidate’s first name, last name, and date of birth, and click search. The Add button will display. Click
Add to create a new EmpliD.
Search Fields

Employee ID:

*First Name: Middle Name:
|Arturo [

*Last Name: *Date of Birth:
[Tapia 1]

Social Security # Gender:

Search Click here

Person Results Customize |Find | 8  First [*] 4 o1 [l Last

= HR Job Act EmplID Preferred Name Gender Date of Birth National D
1> o Bd B B o115743 Arturo Tapia Arturo Tapia Male — {Not Displayed)
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3. Asin a New Hire and a Rehire now you enter Job Information by selecting Empl Class,
Reg/Temp, and Position and click Next

Hire an v%mployee

Step 1 of 3: Job Information

Complete the fields below with the appropriate job information for the individual being hired.

~ Personal nfo

HMarme: Arturo Tapia

EmpliD: O115743
ok Bnformmmati-om

~Effective Date: 0541 372008

~Empl Class: | Promadmin

=

~RegTemp: [ Reguiar

-~
= Puoesitior: QOO11516 [ Spec, Career Development

Business UWnit: HR7T=0

Drepartrmenit: Hoo9:s Dean, Law

Jobh Code: A3R4 Spec, Career Development

Sal Plan: UHE Salary Grache: o7Fo

I == Search

4. As in a New Hire and a Rehire enter Compensation Information and click Next.

Hire anmn Employesas

Step 2 of 3: Compensation

Complete the fields below with the appropriate job information for the individual being hired.

L

- Peaersonal info
Mame: Arturo Tapia

Click here
=OTFRcer Coclhe:

Stamndard Hours:

FTE:

Rlonthily Cormp:

== Frevious

11/8/2019/S. Nester/S. Medellin 20



5. Finalize the form by submitting it in workflow to the next approver.

Note: If an employee already has at least one active job and is transferring from another job,
you must indicate a requested job action. Update the Active Job and select job record to be
transferred.

Transfers

Thiz employze already has at least one active job with the university. 1z this employes transferring from another job? If 20,

indicate reguested job action iz an Update to an Active Job and =elect job record to be transferred.

Active Job Records

Empl Job

Class RegTemp Code JobTitle

a7 Spe;, Customer 100
Senice 2

Red Status Unit — DeptlD Department

Business

0 Active HR730 H0155 Senices

ProffAdmin Regular

*pdate to an Active Job? Select Active Job Record

Promaotion, Transfer, Demotion? | Promafion ¥| Reasom: Promotion-With Pay

Action & Reason
EmplRed#  Action Reason
0 Promation Promotion-With Pay

Attachments

Description | | Add New Document ‘

View Description File size  Author Created Date/Time

1 View 0513008 44320PN  [4]

Click here
Comments

Your Comment:

F == Previous | Hold | Submit /l

Comment Historv.

Subrhﬁthis oo (EW“CK here
The form will e directed to the T. It an —

ers -I—— L g |

[gire an Employee

Form Finalized
The form will now be forwarded to the appropriate Approver.

- Persomnal o

Hame: Arturo Tapia ErmpliD: 0115743

Fornm Status

eForm 1D: S0

You hawve just SUBMMI ED this form. This action passed the form to UHPMM
Dept Business Admnstr for further proces sing.

So To Waorklist
Wiew This Form
Go To ePAR Home FPage
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Add an Additional Job

Use the Hire Form to add an additional job record for an employee..

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Hire an Employee

To initiate candidate search

1. Enter an employee id number or otherwise enter the information you have and click search.

Hire an Employee

Candidate Search

Search below for the person you wish to hire. If you know the EmplID, enter it, and click Search. Otherwise, enter the information you have and click Search.

Use the arrow icon to select a row. If your search(es) does not return any results, enter the candidate’s first name, last name, and date of birth, and click search. The Add button will display. Click
Add to create a new EmpliD
Search Fields

Employee ID:

0089300

*First Hame: Middle Hame:
*Last Hame: *Date of Birth:

Social Security #: Gender:

[ ]
Search

Person Resulte Customize | Find | L First ] 1 of 1 [ Last
~ HR Job Act EmpllD

Rcd# Preferred Name Gender Date of Birth National ID
1 b 6 B4 B4 B{ oos9300 0 April Moreno April F Moreno Female

(Mot Displayed)

2. Enter Additional Job information by selecting Empl Class, Reg/Temp, and Position and click Next

Note: There is an option for an assignment end date.

%ep 1 of 3: Job Information

Complete the fields below with the appropriate job information for the individual being hired.

- Personal Info
Name: April Moreno EmpliD: 0089200
Job Information

*Effective Date: 05M4/2008 |[5] eForm ID: 75

*Empl Class: | Sup. Staff v|

*RegTemp: |Ter‘np0rary-

et |

Meed Assignment End Date?

Assignment End Date: 08/31/2008 E‘j
*Position: 01002725 |3, Mon-Ben Mon-Exempt Staff

Business Unit: HR¥ 320 Department: HOoD9s Dean, Law

Job Code: 5200 Mon-Ben Mon-Exempt Staff

Sal Plan: TPM Salary Grade: LUMNG

I <= Search
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3. Enter Additional Job Compensation Information and click Next.

‘Hire an Employee

Step 2 of 3: Compensation
Complete the fields below with the appropriate job information for the individual being hired.

~ Personal Info

MHame: April Moreno EmpliD: oos9300
Compensation

=Standard Hours:

FTE: . Click here

Houwurly Comp:

== Previous

4. Finalize the form by submitting it in workflow to the next approver.

Note: You will receive the message that the employee has at least one active job and you must
verify if it is an update. In the case of an additional job record you must check no.

I -4
[ My Favaorites Hire an Employee

< Department Self Service

3 EF' SITEPETE Step 3 of 3: Finalize Form
enefits
I Campus Community Enter any relevant information requested where indicated and/or comments in the “Your Comment” field to be included with this form.
[ Enterprise Learning
[> Organizational Development
[ Payroll for Morth America * Personal Info
[- Self Service
[» SetUp HRMS Name: April Mareno EmpliD: 0089300
[ Student Financials
[ UHS HRMS Benefits -
b UHS HRMS Budget
E gmisé-éRMl\gg HR Thiz employee already has at least one active job with the university. I this employee transferring from another job? If 2o,
I St Up HRMS indicate requested job action is an Update to an Active Job and select job record to be transferred. .
I Steude%tFinancials bEl e PhIERRILE Note: The Update to
I UHS HRMS Benefits Rcd Status Unit DeptiD Department EmplClass ReaTemp .JobCode Job Title j213 active JOb iS No and the
[ UH3 HRMS Budget 0 Active HR730 HO0095 Dean, Law  ProffAdmin Regular E9AB Dir, Program  1.00 - -
| UHBHRMS HR new record is displayed.

elf semice
[ SetUp HRMS
';Sﬁdse:;i‘:;agc'ﬂlit *Update to an Active Job? —

enefits

Pl ngg al"';get Action & Reason
Eg'e-liseﬂzmce Empl Rcd# Action Reason

I SetUp HRIMS 1 Hire Hire
[ Student Financials

[ UHS HRMS Benefits
b UHS HRUS Budget

[ YHE HREWZ AR
[> Set Up HRMS Description | ‘ Add New Document ‘

[> Student Financials
[» UHS HRMS Benefits View Description File size  Author Created Date/Time

[» UHS HRMS Budget

I UHS HRMS HR 1 View 0514108 8:23:21AM =]
[ UHS HRMS Payroll

[ UHS HRMS Positions

[ Workforce Administration

[+ Warklist Your Comment:
I» PeopleTools
I» Reporting Tools ’%

- P.A.S.S. (Self Service) <= Previous Hold Submit

— My Dictionary

— My Personalizations
— My System Profile
— My System Profile

— To Portal Hub

Comment History:
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gubmit this form? (24642 112}

The form will be directed to the next approver, if any
Yes 4! blo

' \LCick here

Hire an Employee

Form Finalized

The form will now be forwarded to the appropriate Approwver.

~ Persomnal Info
HMame: April Moreno

EmmpdiD: 00S9300
Form Stabus

eForm ID: =

You have just SUBRMNI ED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

So To Waorklist
Wiew This Form

So To ePAR Home Page

11/8/2019/S. Nester/S. Medellin
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Chapter 3 - Job Change - Edit existing job

Overview

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

Objectives

At the end of this chapter, you will be able to:

Explain the fields on a job change that allow for promotions, transfers, pay rate changes

and FTE changes within your department.

Promotion with Pay

Use the Job Change form for Promotions with Pay.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Edit Existing Job

To initiate search

1. Enter an employee id number or otherwise enter the information you have and click search.

SSele-:;*l: An Employes

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

§ Find an Existing WValue ™y

EmpliD:

[ begins with [~ |[ooB37as
Empl Rod Mo | = ~ |

HMarme:

| begins with | = ”

Last Hame:

[ Begins with |~ ||

Dreparument:

| begins with | = ”

=N
[Ncase s

ensitive -
Click here
Search Slear Basic Searc =ove Search criteria

2. Complete the fields with the appropriate job information that is being changed and click Next.

Note: You must enter effective date and a new position number.

Cistep 1 of 3: Enter Job Change Details
Complete the fields below with the appropriate job

information that is being changed.

Marme: dudy Slark

Ermpd 1D
Business Unik: HR7T30

ooE37vas
(= =

Ermpl Roos: =]
Hoo9sS

[=2=T=2-1

Eean. Law Jdob Ciata
Job Code: Coord. Frogram
Reag/Termp: Regular

Position #:
Empl Class:

O0M09905
Profisdrmin

Stol Hrs: 40,00

IO B O T Oy

~emectve pare: [ |z

FTE: e Tal

eForm ID: S99
Empl Class:

| Profmeaamin ~ |

ReqrTernmp:

| Regular

P OoOSithom Murmioeer: 00109106 | <Ta

Business Wnit:

=

Coord, Frogram

HR7T30 Crepartrment: Hooos
SO Comche: Eoco Coord. Frogram
sSal Plan: UHE Salary Grade:
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*Effective Date:

Empl Class:

RegTemp:

o6/0 12008 (5] eForm ID: 59

[ Promaamin

| Regular vI

Position Humber: 00011543 |3y Spec, Career Development

Business Umnit:

Job Codes

Sal Plam:

HR7T30 Drepartment: Hoog9s Dean, Law
J2R4 Spec, Career Development

UHE Salary Grade: o700

== Zearch

3. Enter Compensation Information and click Next.

> My Favorites

= Department Self Service
I- Benefits

> Campus Community

1> Enterprise Leaming

> Organizational Development
1> Payroll for Morth America
- Self Service

1> Set Up HRMS

> Student Financials

> UHS HRMS Benefits

> UHS HRMS Budget
EHEHPHRMI HR

- SetUp HRMS

I> Student Financials

= UHS HRMS Benefits

> UHS HRMS Budget

b BEPLRME IR

- Set Up HRMS

> Student Financials

> UHS HRMS Benefits

I UHS HRMS Budget

> UHS HRMS HR

> Student Financials

> UHS HRMS Benefits

> UHS HRMS Budget

> UHS HRMS HR

= UHS HRMS Payroll

> UHS HRMS Fositions

> Workforce Administration
1> Worklist

- PeopleTools

1> Reporting Tools

AS.S. (Self Service)

Change Job Data

Step 2 of 3: Compensation
Complete the fields below with the appropriate job information that is being changed

~ Current Job Info

Name: Judy Clark EmpliD: 0083745
Business Unitt HR730 Empl Rcd#: 0
DeptiD: Ho098 Dean, Law Job Data
Job Code: Egca Coord, Program

Reg/Temp: Regular Position # 00109106

Empl Class: Proffadmin : 1.00 Std Hrs: 40.00

‘Compensation
“omeer Cods:
Standard Hours: 4000
FTE: 1.00

Monthly Comp Rate: 368160

Change Amt: 0.00 Change Percent: 0.00 %

[ ==Previous

4. Finalize the form by submitting it in workflow to the next approver.

Note: Select whether this job action is a Promotion, Transfer, or Demotion. If this job action is
a Transfer or Demotion, indicate the Reason for the action.

W22
[ My Favorites
< Department Self Service
[+ Benefits
[» Campus Community
[ Enterprise Leamning
[ Organizational Development
[ Payroll for Morth America
- Self Service
[> SetUp HRMS
[+ Student Financials
[> UHS HRMS Benefits
[ UHS HRMS Budget
£ EPHRME HR
[> SetUp HRMS
[+ Student Financials
[> UHS HRMS Benefits
[ UHS HRMS Budget

[ YEPLERNER R

[ Set Up HRMS

[ Student Financials
[* UHS HRMS Benefits
[ UHS HRMS Budget

E SEPHEME IR

[ Set Up HRMS

[ Student Financials
[* UHS HRMS Benefits
[ UHS HRMS Budget
£ EPHRME HR

[> SetUp HRMS

[+ Student Financials
[> UHS HRMS Benefits
[ UHS HRMS Budget

£ 5HE HRHME Bfget

[ UHE HRMS HR

[ UHS HRMS Payrall

[* UHS HRMS Positions

[ Workforce Administration
> Worklist

[- PeopleTools

[> Reporting Tools

— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations

B

Change Job Data

Step 3 of 3: Finalize Form
Enter any relevant information requested where indicated and/or comments in the “Your Comment™ field to be included with this form

~ Current Job Info

Hame: Judy Clark EmplID: 0083745
Business Unit: HR730 Empl Rcd#: 0
DeptiD: Hoog8 Dean, Law Job Data
Job Code: EQCo Coord, Program

RegTemp: Regular Position# 00109106

Empl Class: ProffAdmin FTE: 1.00 Std Hrs: 40.00

Job Action

Select whether this job action is a Promotion, Transfer, or Demotion. If this job action is a Transfer or
Demetion, indicate the Reason for the action.

Promotion, Transfer, Demotion? Reason: Promotion-With Pay
Action(s) & Reason(s)

Action Reason
1 Promotion Promaotion-With Pay

Attachments

Description | ‘ Add Mew Document |

View Description File size Author Created Date/Time
1 View 05/M14/08 9:59:404M =1

Comments

Your Comment:
F == Previous | Submit

Comment History:
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% Submit this form? (24642,112)

The form wiﬂ&e directed to the next approver, if any.

|
Yes | *m_\iiCIickhere j

%hange Job Data

Form Finalized

The form will now be forwarded to the appropriate Approver.

 Current Job Info

MHame: Judy Clark EmpliD: 0083745
Business Unit: HR7T20 Empl Roo#: o
DreptiD: HoOo9s Dean, Law Job Data
Job Code: EgCa Coord, Program

ReagTemp: Regular Position &: 00109106

Empl Class: ProfiAdmin FTE: 1.00 Std Hrs: 40 00
Form Status

eForm |0 az

You have just SUBMI ED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

So To Worklist

Wiew This Form

SoTo ePAR Home Page

Transfer

Use the Job Change form for Transfers.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Edit Existing Job

To initiate search

1. Enter an employee id number or otherwise enter the information you have and click search.

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

[ Find an Existing Value

EmpllD: |begins with » ||l:|398424

Empl Red Nbr:| = v| |

Name: |begins with » ||

Last Name: | begins with + ||

Department: | begins with ||

[]case Sensitive

Search Clear | Basic Search Save Search Criteria
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2. Complete the fields with the appropriate job information that is being changed and click Next.

Change Job Data

Step 1 of 3: Enter Job Change Details

Complete the fields below with the appropriate job information thatis being changed.

~ Current Job Info

Name: Andrew Meissen EmplID: 0398424
Business Unit: HR730 Empl Red#: 0
DeptiD: Hooas Dean, Law

Job Data
Job Code: 5200 Non-Ben Non-Exempt Staff

Reg/Temp: Temporary Position# 01003493
Empl Class: Support Staff FTE: 0.38 Std Hrs: 15.00

Job Information

“EffectiveDate: | |& eForm ID: 119
Empl Class: Sup. Staff 3
-

Meed Assignment End Date? [

Position Number: 01003492 |C,  Non-Ben Mon-Exermnpt Staff

Business Unit: HR730 Department: HOD98 Dean, Law
Job Code: 5200 Mon-Ben Mon-Exempt Staff

Sal Plan; TPN Salary Grade: UNG

| == 3earch |

~Effective Date: ossRos2008 |[F

Empl Class: | Sup. Staff

~|

RegiTen p: | Temporary ~ |

HMeed Assignment End Date? [

Position NMumber: 01002726 (1 rMon-Ben MNon-Exempt Staff

Business UWmit: HR7T20 Draepartment: Hoo9:s Dean, Law

Job Code: 5200 rMon-Ben Mon-Exempt Staff

Sal Plan: TEr Salary Grade: _ird

I == Search

3. Enter Compensation Information if necessary and click Next.

(‘_lﬁ'lange dJob Data

Step 2 of 3: Compensation

Complete the fields below with the appropriate job information that is being changed.

~ Current Job nfo

Hame: Andrew Meissen Ermpd 1D

Business Unit: HR730 Empl Roo#&: o

DreptiD: Hoog9s Dean, Law

dob Data
Job Code: sSz200

MHMon-Ben MNon-Exempt Staff

Reg/Temp: Temporary Position #: 01003493

Empl Class: Support Staff FTE: - Std Hrs: 15 .00

Compensation

Standard Hours: ) '_
FTE: 003 Click here

Howurly Comp Rate: |

Chamnge Aamii: Change Perceni:

== Previous
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4. Finalize the form by submitting it in workflow to the next approver

Change Job Data

Step 3 of 3: Finalize Form

Enter any relevant information requested where indicated and/or comments in the ™Your Comment” field to be included with this form.

~ Current Job Info

Name: Andrew Meissen EmplID: 0398424
Business Unit  HR730 Empl Rcd#
DeptiD: HO098 Dean, Law

Job Code: 5200 Mon-Ben Mon-Exermnpt Staff

Reg/Temp: Temporary Position# 01002493

Empl Class: Support Staff FTE: 0.38 Std Hrs: 15.00

Job Data

Action(s) & Reason(s)
Action Reason
1 Transfer Mew Assignment Future Dated Rows to be Deleted

Attachments

Description | | Add Mew Document |

View Description File size Author Created Date/Time

1 View 05/14/08 10:49:068M  [=]

Comments

Your Comment:

| == Previous | Submit

Comment History:

@Submit this form? (24642,112)

The form will be directed to the next approver, if any.

Yes
Clickhere |

%hange Job Data

Form Finalized

The form will now be forwarded to the appropriate Approver.

 Current Job Info

Name: Andrew Meissen EmpllD: 0398424
Business Unit: HR720 Empl Rcd#&: 0
DeptiD: HOoO98 Dean, Law

Job Code: 5200 Mon-Ben Mon-Exempt Staff

RegTemp: Temparary Position #: 01003493

Empl Class: Support Staff FTE: 0.28 Std Hrs: 15.00

Job Data

Form Status

eForm 1D: 119

You have just SUBMITTED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

So To Waorklist

View This Form

Go To ePAR Home Page
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Pay Rate Change

Use the Job Change form for Pay Rate Changes.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Edit Existing Job

To initiate search

1. Enter an employee id number or otherwise enter the information you have and click search.

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

/ Find an Existing Value

EmplID: | begins with v |[0328074

Empl Red Nbr:| = v |

Hame: | begins with v”

Last Mame: |begins with v”

Department: |begins with v”

[Jcase Sensitive

Search | Clear | Basic Search Save Search Criteria

2. Enter Effective Date of Pay Rate Change and click Next.

Csstep 1 of 3: Enter Job Change Details
Complete the Tields below with the appropriate joo information that is being changed.

— Curment Jolk nfo

raArTe: Rosemarie Castano
Business Unit: HR73o
D Pl Hooos Dean, Law

RegiTermp: Regular

~etrectve Date: [ |iEw

O Coeche: EgoBa& rMgr, Programm

Empl Class: Frofsdmin FTE: 1.

ErmmpiiDe: o0ZZsS07T 4
Ermpil FRcoks: o

Jdob Dato

Position #&: 01008736
Std Hirs: 20 .00

O IO TS Oy

eForm ID: 12

Empl Class: | Profesamin

==

RegrTermp: | Rreguilar

==

Posithon Mumier: 01008 7T36 | T rMgr. Program

Busines:s Wnit: HR730 Drepa rtrmenit:

HOoOSs

oD Coche: EaBG rMaor, Programm

sSal Plan: UHE Salary Grade: oSS

I —— Search

% Job Information

*Effective Date: oGMO1s2008 [[EH

Empl Class: | Profisdmin

S |

Req/Temp: | Regular

S |

Position Number: (010087326 [Ty

Mar, Program

Business Unit: HR720 Drepartrment: HooDaa Dean, Law
Job Codes: E9BG Mar, Program

Sal Plam: UHE Salary Grade: ngs

I == Search
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3. Enter Compensation Information and click Next.

Note: You may enter multiple compensation rates on the form.

I

[» My Favorites

< Department Self Service
[» Benefits

[» Campus Community

[ Enterprise Learning

[ Organizational Development
[» Payroll for Morth America
[» Self Senvice

[ SetUp HRMS

[» Student Financials

[ UHS HRMS Benefits

[ UHS HRMS Budget

b HEREERiE ®

[+ SetUp HRMS

[» Student Financials

[ UHS HRMS Benefits

[ UHS HRMS Budget

b HEREERIE ®

[> SetUp HRMS

[» Student Financials

[ UHS HRMS Benefits

[» UHS HRMS Budget

b HEREERIE ®

[> SetUp HRMS

[» Student Financials

[ UHS HRMS Benefits

[» UHS HRMS Budget

k SHDERER

[» Student Financials

[» UHS HRMS Benefits

[ UHS HRMS Budget

[* UHS HRMS HR.

[ UHS HRMS Payroll

[» UHS HRMS Positions

[ Waorkforce Administration
[» Waorklist

[ PeopleTools

[ Reporting Tools

— P.AS.S. (Self Service)

Change Job Data

Step 2 of 3: Compensation

Complete the fields below with the appropriate job infermation thatis being changed.

~ Current Job Info

Name: Rosemarie Castano EmpllD: 0328074
Business Unit: HR730 Empl Red#: 0
DeptlD: HO098 Dean, Law Job Data
Job Code: E9BE Mar, Program

RegTemp: Regular Position# 01008736

Empl Class: Profisdmin FTE: 1.00 Std Hrs: 4000

*Officer Code: eForm ID: 126

Standard Hours:  40.00

Find

: F
*Reason Code: | 10D Reclassification %] «monthly Comp Rate: 3s00.00| EI =]

Change Amt: 466.67 Change Percent: 14.00 %

*Reason Code: | State Mandated Increa v | «ponthiy Comp Rate: 3876.00] [+]1=]

Change Amt: T6.00 Change Percent: 2.00 %

| == Previous | Next ==

4. Finalize the form by submitting it in workflow to the next approver

Search:

®

[> My Favorites

< Department Self Service
[ Benefits

[> Campus Community

[- Enterprise Learning

I> Organizational Development
[> Payroll for Morth America
[ Self Service

[- SetUp HRMS

[> Student Financials

[ UHE HRMS Benefits

[ UHS HRMS Budget

£ HHPLERIEE R

[ SetUp HRMS

[» Student Financials

[ UHS HRMS Benefits

[ UHS HRMS Budget

£ HHPLARIE R

[ SetUp HRMS

[ Student Financials

[* UHS HRMS Benefits

[* UHS HRMS Budget

k BEPLERIE R

[ SetUp HRMS

[ Btudent Financials

[* UHS HRMS Benefits

[» UHS HRMS Budget

[- UHS HRMS HR

[ UHS HRMS Payroll

[ UHE HRMS Fositions

I» Workforce Administration
[= Worklist

I PeopleTools

[> Reporting Tools
—P.AS.S. (Sell Service)

— My Dictionary

— My Personalizations

— My System Profile

Change Job Data

Step 3 of 3: Finalize Form

Enter any relevant information requested where indicated and/or comments in the ™Your Comment” field to be included with this form.

¥ Current Job Info

Name: Rosemarie Castano EmpliD: 0328074
Business Unit. HR730 Empl Rcd#: 0
DeptiD:

o HOo09s Dean, Law Job Data
Job Code: E9B6 Mar, Program
Reg/Temp: Regular Position# 01008736

Empl Class: ProftAdmin FTE: 1.00 Std Hrs: 40.00

Action(s) & Reason|{s)

Action Reason
4 Pay Rate Change Joh Reclassification
2 Pay Rate Change State Mandated Increase

Attachments

Description | ‘ Add Mew Document |

View Description File size Author Created Date/Time

1 View 05/14/08 11:38:358M  [=]

‘Comments

Your Comment:

Comment History:

<<Previous |  supbmit |

Click here
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¥
Submit this form? (24642, 112)

The form will be directed to the next approver, if any.
1

Yes | l .
\N‘-\LCIlck here

hange Job Data

Form Finalized

The form will now be forwarded to the appropriate Approver.

* Current Job Info

Name: Rosemarie Castanc EmpliD: 0328074
Business Unit: HR7T20 Empl Rod#&: 0
DeptiD: Hoo9: Dean, Law

Job Code: E8BG Mgr, Program

Job Data

RegTemp: Regular Position#: 01008736
Empl Class: FroflAdmin FTE: . Std Hrs: 40.00

Form Status

eForm 1D: 126

You have just SUBMITTED this form. This action passed the form to UHM
Dept Business Admnstr for further processing.

Go To Woaorklist

View This Form

Go To ePAR Home Page
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Chapter 4 — Change Employment Status

Overview
Use this form to submit a termination, retirement, leave of absence or return from leave.
Objectives
At the end of this chapter, you will be able to:

= Explain the fields on a termination, retirement, leave of absence or return from leave.

Termination, retirement, leave of absence or return from leave

Use the Change Employment Status form to terminate, retire, place on leave or return an employee from
leave.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Change Employment Status

To select an employee

1. Enter an employee id number or search by name

PeopleSoft.
Meru B

Search: Mew Window | Help | 12

®

I My Favorites Select An Employee
= Department Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values
— Add Role Request

— Evaluate Rols Request [ Find an Existing Value
ved

EmplID: |heg|nsw‘|th v” / Select employee
y Role Request

T
Empl Red Nbr:| = v | | L
|
|
|

Workiist Add to Favorites Sign out

— Evaluate Hire - Tax Hame: [ begins with [

Services N "
— Personal Data Add/Edit LastHame: | begins with v |

I HR Self Service Department: |neginswitn >
[ Benefits

aQ

[> Campus Community [case sensitive
[> Compensation

> Curriculum Management

1> Enterprise Compensnts Search | Clear | Basic Search Save Search Criteria

[> Enterprise Leaming
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with this form.

Note: The "Effective Date' should be the first day of the new status. Please select from the actions
and reasons provided. Enter any relevant comments in the *"Your Comment" field to be included

2. Enter Term/Leave/Retire Information

[ My Favorites

= Department Self Service
— ePAR Home Page

[ Benefits

[ Campus Community

[> Curriculum Management

[ Enterprise Learning

[ Organizational Development

[> Payroll for Morth America

I Records and Enrollment

[- Self Service

[+ 5etUp HRMS

[ SetUp SACR

[ Student Admissinns

[> Payroll for Morth America

[ Records and Enrollment

[- Self Service

[ SetUp HRMS

[ SetUp SACR

[> Student Admissinns

[> Payroll for Morth America

[ Records and Enrollment

[- Self Service

[» SetUp HRMS

[ SetUp SACR

[> Student Admissinns

[> Payroll for Morth America

I Records and Enrollment

[- Self Service

[ SetUp HRMS

[» SetUp SACR

[ Student Admissinns

[> Payroll for Morth America

[ Records and Enroliment

[> Self Service

[ SetUp HRMS

[ SetUp SACR

[- StudeptAdmissions

[ Student Admissions

[ Student Financials

[ Student Recruiting

[ UHS HRMS Benefits

[» UHS HRMS Budget

[ UHS HRMS HR

[ UHS HRMS Payroll

[ UHS HRMS Positions

[> Workforce Administration

[ Woarkforce Development

[ Worklist

[ PeopleTools

[ Reporting Tools

— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations

— My System Profile

Change Employment Status

Step 1 of 1: Enter Term/Leave/Retire Information

Complete the Change Employment Status form below. The "Effective Date” should be the first day of the new status

Please selectfrom the actions and reasons provided. Enter any relevant comments in the "Your Comment™ field io be

included with this form.

~ Current Job Info

Name: Kimberly Paul EmpliD: 0156928

Business Unit: HR730 Empl Red#: 0
DeptlD: HOo24 Drean, Architecture

Job Data

Job Code: DEXT Asst, Financial 2
Reg/Temp: Regular Position# 01003974
Empl Class: Support Staff FTE: 1.00 Std Hrs: 40.00

*Effective Date: l:l@ eForm ID: 958
*Action:

*Reason: | b |

Attachments

Description | ‘ Add Mew Document |

View Description File size Author Created Date/Time
1 View 04/14/08 9:05:42AM

Comments

=

Your Comment:
’@ == Search

Submit

Comment History:

List of Action/Reasons for Change Employment Status Form

Leave of Absence

EDU Education

Leave of Absence

FML Family and Medical Leave Act

Leave of Absence

HEA Health Reasons

Leave of Absence

MIL Military Service

Leave of Absence

Parental Leave

Leave of Absence

Personal Reasons

Leave of Absence

Short Term Disability

Leave of Absence

Suspension

Leave of Absence

Workmans Compensation

Paid Leave of Absence

Extended Sick Leave

Paid Leave of Absence

FMLA

Paid Leave of Absence

Military Service

Paid Leave of Absence

Parental Leave

Paid Leave of Absence

Sick Leave Pool

Retirement

Disability ORP Retiree
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Retirement

Disability Retirement

Retirement

Disability TRS Retiree

Retirement

ORP Retiree

Retirement

Retirement

Retirement

TRS Retiree

Return from Leave

Recall from Suspension

Return from Leave

Return From Disability

Return from Leave

Return from Leave

Return from Leave

Return From Worker's Comp

Termination

Assignment End

Termination

Death

Termination

Involuntary-Attendance

Termination

Involuntary-Gross Misconduct

Termination

Involuntary-Job Abandonment

Termination

Involuntary-Misconduct

Termination

Involuntary-Misstmnt on Applic

Termination

Involuntary

Termination

Involuntary - Other Reason

Termination

Involuntary -- Performance

Termination

Involuntary-Under Probation

Termination

Involuntary-Reduction in Force

Termination

Voluntary

3. Click Submit and the form will be sent to the next Approver in Work Flow.

Formmnm Data

TEffective Date:

ozs3142008 |[EH

=Action: I Termination

FReason: | Walu

ntary

Your Comrment:

Sulkrmit

=

Comment History:

Search:

| | G2

= My Favarites
— Department Self Service
— Add Hole Request
— Ewvaluate Raole Request
— Update Role Request
— Wiew Archived Raole
Request
— Wiew Fole Request
— Evaluate Hire - Tax
Senices
— Personal Data Add/Edit

Submitthis form? (24642 112}

The form will be directed to the next approver, if any.
Yes [ ]
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| ———

[ My Favorites
 Depariment Self Senice Change Employment Status

= BRI TE FAlE Form Finalized
[ Benefits
I> Campus Community The form will now be forwarded to the appropriate Approver.
[ Curriculum Management
[ Enterprise Learning
[ Organizational Development
I> Payroll for Morth America ™ Current Job Info
[ Records and Enrollment
- Self Service Name: Kimberly Paul EmpIID: 0156028

[» SetUp HRMS
[ SetUp SACR Business Unit: HR730 Empl Red#: 0

[» Student Admissions . .
> Student Financials DeptiD: HO024 Dean, Architecture

Job Data

[» Student Recruiting Job Code: DEXT Asst, Financial 2
[» UHS HRMS Benefits B
[ UHS HRMS Budget RegTemp: Regular Position # 01003974

I» UHS HRMS HR ) . .
Empl Class: Support Staff FTE: Std Hrs:
> UHS HRIS Payroll P PP 1.00 40.00

[ UHS HRMS Positions E ==
[» Workforce Administration orm atus
[» Workforce Development
[> Worklist efForm ID: 955

I PeopleTools You have just SUBMITTED this form. This action passed the form to UHM
I> Reporting Tools ) Human Resources Dept for further processing.

— P.AB.S. (Self Service)
— My Dictionary Go To Waorklist
— My Personalizations View This Form

— My System Profile
— To Portal Hub Go To ePAR Home Page
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Chapter 5 — Additional Pay

Overview
Use this form to submit a request to add additional pay for an employee.
Objectives
At the end of this chapter, you will be able to:

= Explain the fields on a request for additional pay.

Additional Pay

Use the Additional Pay Form to submit a request to add additional pay for an employee.

Navigation: Department Self Service > ePAR Home Page > Start a new ePAR > Additional Pay

To select an employee

1. Enter an employee id number or search by name.

PeopleSoft.
Menu B

Search:
®

I My Favorites Select An Employee
- Department Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
— Add Role Request

— Evaluate Role Request fm\
— Update Rols Requast /
— View —.rctlmelj Role |neginswith v” Select employee

— View Role Request

Request EmpliD: $
Empl Red Nbr:| = v | | L

— Evaluate Hire - Tax Hame: [begins with v |

|

|

Worklist Add to Favortes Sign out

Mew Window | Help | 15

Senices
— Personal Data Add/Edit Last Name: | begins with "”

[ HR Self Senvice Department: | begins with v”
[ Benefits

a

1> Campus Community [l case Sensitive
[> Compensation

1> Curriculum Management )

[ Enterprise Components Search | Clear | Basic Search Save Search Criteria

I Enterprise Leaming
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2. Enter earnings code, pay period amount and any comment you may have. Then click Submit.

1> My Favaorites
= Department Self Service

[ Benefits

[> Campus Community

[» Curriculum Management
[» Enterprise Leaming

[» Organizational Development
[> Payroll for Morth America
[ Records and Enroliment
[> Self Service

[> Set Up HRMS

[- SetUp SACR

[> Student Admissinns

[» Payroll for Morth America
[ Records and Enroliment
[ Self Senvice

[ SetUp HRMS

[ SetUp SACR

[ Student Admissinns

[ Payroll for Morth America
I Records and Enrollment
[- Self Service

[» SetUp HRMS

[ SetUp SACR

I> Student Admissions

[> Payroll for Morth America

[ Records and Enrollment
[- Self Service

[ SetUp HRMS

[ SetUp SACR

[ Student Admissinns
[> Payroll for Morth America

[ Records and Enrollment
[- Self Service

[» SetUp HRMS

[» SetUp SACR

[ Student Admissinns
[» Student Admissions

[ Student Financials

Add Additional Pay

Step 1 of 1: Enter Additional Pay Details

Complete the Additional Pay form below. Enter any relevant comments in the “Your Comment” field to be included with this
farm.

~ Current Job Info

Name: Kathleen Lechon EmpliD: 0088545
Business Unit: HR730 Empl Red#: 0
DeptlD: Hoo24 Dean, Architecture Job Data
Job Code: DEHE Asst, Administrative

Reg/Temp: Regular Position# 00010294
Empl Class: ProfiAdmin Staff  FTE: 1.00 Std Hrs: 40.00

Recurring? [] eform ID: 959
*Earnings Code; l:IQ
Pay Period Amount:

Paid on separate cost center? [

Attachments

Description | ‘ Add Mew Document |

View Description File size Author Created Date/Time

1 View 04/14/08 9:13:47AM =]

[» Student Recruiting
[ UHS HRMS Benefits -
b UHS HRMS Budget
[ UHS HRWS HR Your Comment:

[» UHS HRMS Payroll F

[ UHS HRMS Positions == Search Submit
[ Workforce Administration
[ Warkforce Development
[ Worklist

[ PeopleTools

[ Reporting Tools

— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations

— My System Profile

Comment History:

List of Earnings Codes:

125 Employee Awards/Payroll

441 Auto Allowance/Payroll

442 Communication Allowance/PR
455 Human Subject Testing/Payroll
460 Additional Compensation

990 Other Earnings

991 Miscellaneous Compensation
992 UHCL Professorships

Note: If the additional pay is recurring, the “Recurring?” box should be checked and the pay start
date and end date should be entered.
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[ My Favorites

=~ Department Self Service
[ Benefits

[ Campus Community

[> Curriculum Management
[ Enterprise Learning

[ Organizational Development
[> Payroll for Morth America
[ Records and Enrollment
[- Self Service

[ SetUp HRMS

[ SetUp SACR

[ Student Admissinns

[> Payroll for Morth America
[ Records and Enrollment
[- Self Service

[» SetUp HRMS

[» SetUp SACR

[> tudent Admissinns

[> Payroll for Morth America
I Records and Enrollment
[> Self Service

[ SetUp HRMS

[ SetUp SACR

[ Student Admissions

[> Payroll for Morth America
[ Records and Enroliment
[ Self Sernvice

[ SetUp HRMS

[ SetUp SACR

[= Student Admissinns

[ Payroll for Morth America
[» Records and Enroliment
[ Self Senvice

[ SetUp HRMS

[ SetUp SACR

> Student Admissinns

[ SetUp HRMS

[ SetUp SACR

[» Student Admissions

[» Student Financials

[» Student Recruiting

[ UHS HRMS Benefits

[ UHS HRMS Budget

[ UHS HRMS HR

[» UHS HRMS Payroll

[ UHS HRMS Positions

[> Workforce Administration
[ Warkforce Development
[ Worklist

[ PeopleTools

[ Reporting Tools

— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations

— Mv Svstem Profile

Add Additional Pay

Step 1 of 1: Enter Additional Pay Details

Complete the Additional Pay form below. Enter any relevant comments in the "™Your Comment” field to be included with this
form

* Current Job Info

Name: Kathleen Lechon EmpliD: 0088545
Business Unit: HR730 Empl Red#: 0
DeptiD: HOO024 Dean, Architecture

Job Data
Job Code: DEHE Asst, Administrative

Reg/Temp: Regular Position# 00010294 Click if recurring
Empl Class: Profidadmin Staff  FTE: 1.00 Std Hrs: 40.00

Recurring? eForm ID: 959

*Earnings Code: Q Communication Allowance/PR Enter start date

Pay Period Amount: 50.00

*Pay Start Date: Pay End Date: |06/20/2008 |[# 4| Enter end date

Paid on separate cost center? ]

Attachments

Description | ‘ Add Mew Document |

View Description File size Author Created Date/Time

1 View 04/14/08 9:13:47AM =]

Comments

F == Search Submit

Your Comment:

Comment History:

Note: If the additional pay is to be paid on a separate cost center, check the “Paid on separate cost
center?” box and enter cost center information.

= Department Self Service
— ePAR Home Page

[ Benefits

[> Campus Community

[> Curriculum Management

[ Enterprise Learning

[ Organizational Development

[> Payroll for Morth America

[ Records and Enrollment

[- Self Service

[» SetUp HRMS

[ SetUp SACR

[ Student Admissions

[» Student Financials

[ Student Recruiting

[ UHS HRMS Benefits

[ UHS HRMS Budget

[ UHS HRMS HR

[ UHS HRMS Payroll

[ UHS HRMS Positions

[> Workforce Administration

[ Warkforce Development

[ Worklist

[ PeopleTools

[ Reporting Tools

— P.AS.S. (Self Service)

— My Dictionary

— My Personalizations

— Mv Svstem Profile

Recurring? eform ID: 959

*Earnings Code: Q Communication Allowance/PR

Pay Period Amount: 50.00

*Pay Start Date: [}  PayEnd Date:

Paid on separate cost center?

*Cost Center: |00730732955

Description | ‘ Add Mew Document |

Enter cost center
View Description File size  Author Created Date/Time string

1 View 04/14/08 9:13:47AM =1

Comments

Your Comment:
’@ << Search Submit
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3. Click Submit and the form will be sent to the Approver in Work Flow.

[* LUHZ HRMS Fayroll

[ LUHS HRMS Fositions
[ Workforce Administration
> Warklist

[» PeopleTools

[ Reporting Tocols

[> Financial Aid

— P.A.S.S. (Self Semvice)
— My Dictionary

— My Personalizations
— My Systern Profile

— My System Profile

— To Portal Hub

*Four Comment:

Submit

*

Comment History:

Click Submit

Monu &

Search:

| | &

[ My Favorites
= Department Self Service

| _—ePARHomePage |
[» Benefits

[ Campus Community

[ Enterprise Learning

[> Qrganizational Development
[= Payroll for Morth America

[» Self Service

[ Set Up HRMS

M Qatl ln CATD

Submit this form? (24642 112)

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

e

(0[]

Click yes

> My Favorites
= Department Seif Serice

- ePAR Home Page

Add Add

itional Pay

Form Finalized

|- Benefits

[» Campus Community

[» Curriculum Management
[ Enterprise Learning

[» Records and Enrollment
[ Self Service

[> SetUp HRMS

[> SetUp SACR Business Unit:
[ Student Admissions DeptiD:

[ Student Financialg '

[» Student Recruiting Job Code:

[» UHS HRWS Benefits
> UHS HRMS Budget Reg/Temp:
[» UHS HRMS HR Empl Class:
[» UHS HRMS Payroll

[ UHS HRMS Positions

[» Workforce Administration
[> Workforce Development
b Worklist eForm ID:
I PeopleTools

[» Reporting Tools

- P.AS.S. (Self Senvice)
— My Dictionary

— My Personalizations

— My System Profile

— To Portal Hub

Name:

o To Worklist
View This Form

Kathleen Lechon
HR730

The form will now be forwarded to the appropriate Approver.

[» Organizational Development -
[ Payrall for Morth America ~ Current Job Info

EmpliD: 0088545
Empl Red#: ()

Hoo24 Dean, Architecture

Job Data

DaHe Asst, Administrative

Regular
ProflAdmin Staff  FTE:

959

Go To ePAR Home Page

Position # 00010294
1.00  StdHrs: 40.00

Form Status

You have just SUBMITTED this form. This action passed the form to UHM
Human Resources Dept for further processing.
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Chapter 6 — Links on the Forms

Overview

The “Go To Worklist”, “View This Form” and “Go to ePAR Home Page” links are located on
the bottom of the finalize page.

Objectives

At the end of this chapter, you will be able to:

®  To navigate to each of the three links.

Use the links to navigate to the designated areas

To select the “Go To Worklist” link
1. Click on the link

Update Change Employment Status
Step 2 of 2: Update Complete

The form will now ke forwarded to the appropriate Approver.

~ Cusrrent ol hnfo

Marme: Stephen Fox ErmpliDy: 00s4955

Business Unit: HR7T=20 Empl RoolE: o
Crapl HOO=24 Dean, Architecture Job Data
Jobk Cocdes: 1o0OF0 Lectiurernmlon-Ben

RegTarm p: Temporary Position &: o10085932
Empl Class: Faculty : R Stad Hrs: 2.00

Formm Stabtus

eForm 10D 293

Fou hawvwe just RESUBMMITTED this form. This action passed the Torm o
UHM Human Resources Dept for further processing.

2o To Worklist Click on the link
Wieww This Form —L

S0 To ePaE Home Page

Detail View Work List Filters:| "|

Customize | Find | View All | 88 First 4] 12 or2[*] Last
Date From WWork Item Worked By Activity Priority Link

Le ThacT 03M8/2008 E;‘:Igate e eForm Routing ADDLPAY: Rafael R Longoria | Reassign |
Le ThacT 03M19/2008 E;zilgate Dept eForm Routing ADDLPAY: Rafael R Longoaria | Reassign |

_—

Note: You can reassign your work
Comment: items by entering another User 1D

User ID: |Q

Cancel Refresh
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To select the “View This Form” link
2.. Click on the link

Update Change Employmeaent Status
Step 2 of 2: Update Complete

The form will now ke forvwarded 1o the appropriate SApprover.

~ Cusrrent ol hnfo

HMarme: Stepheaen Fox Empli: oo24955
Business WUnit: HR7T320 Empl Roco&: n]

Crep il HOOZ24 Cean, Architecture Jab Data
Jobk Cocdes: 1o0OF0 Lectiurernmlon-Ben
RegTarm p: Temporary Position &: o10085932

Empl Class: Faculty FTE: o220 Std Hrs: 8.00

eForm 10D 293

Fou hawvwe just RESUBMMITTED this form. This action passed the Torm o
UHM Human Resources Dept for further processing.

Lo To Worklist Click on the link
Wieww This Form

S0 To ePaE Home Page

Step 1 of 3: Form Contents and Comments

This page displays the data that was entered on the form and associated comments.

* Current Job Info

Name: Stephen Fox EmpliD: 0034965
Business Unit: HR720 EmplRcd#: 0
DeptlD: HO024 Dean, Architecture

Job Code: 1070 Lecturer/Mon-Ben

Job Data

RegTemp: Tempaorary Position# 01008502
Empl Class: Faculty FTE: .20 Std Hrs: 8.00

Effective Date; 0482008 eForm ID: 298
Action: Termination

Reason: Voluntary

Comment History:
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Step Z of 3: Form History

This page displays the worlflow transaction history that was processed on the form.

eForm ID: 205 Waorkflow Form Pending
Status:
Workflow Form Type: TERMLVRET

Original Operator: 0166276 LeThaoT NOte YOU can CIICk
Original DateTime: 0318/2008 10:48:5641 this link to see who can
work the form

Last Operator: 0082155 Benham,Mary
Last By Alternate Operator:
Last DateTime: 03/19/2008 10:45:48AM

Hext Approving RoleUser:
Hext Approving Roletame: GT_UHM_HC_HR_DEPT Who can waork this form? -]

Customize | Find First [ 1-2 of 2 ] L ast

Log Current DateTime Role Name User ID User Description Form Action For Rolename  Alternate User ID Workflow Form

Instance Status
03/18/2008
10:48:56AM
03/19/2008
10:46:494H

GT_UHM_HC_INITIATOR 0166276 LeThae T Submit Fending

GT_UHNM_HC_COLLEGE/DIVISION 0089155 Benham,Mary Resubmit Fending

I =< Pravinne

0080755 Clay,Debkorah R anielsen@central.uh.edu
00875804 Chelette,. Sara B cponzZio@ubh.edu
0090407 Wirgin,Juanita Shlesteri@uh.edu
00954085 Srlesteri@uh.edu
0105008 Fonzio, Carla Yzabella cponzio@Euh.edu

0813207 Sliver.Mandisa Clair gnielsen@central.uh.edu
SV Moon, Steve-ePAR Consultant steve@agideontavlar. com

Return

To select the “Go To ePAR Home Page” link
3. Click on the link.

Update Change Employment Status
Step 2 of 2: Update Complete

The form will now ke forvwarded 1o the appropriate Approver.

= Cusrmeant Joly nfo

HMame: Stephen Fox EmpliDy: o0s4955
Business Unit: HR7Z20 Empl RoclEs: (u]

Crep il HOOZ=24 Crean, Architecture

Job Cocle: 1070 Lecturer™locn-Ben

RegTamp: Temporary Position &t oO1008592

Aol Data

Emppl Class: Faculty : R Stacd Hrs: 8. 00
Form Status

eForm 10 295

You hawvwe just RESUBPFAITTED this form. This action passed the form to
UHM Human Resources Dept for further proces sing.

Click on the Iinkj

So To Worklist

eww This Form
So To ePAR Home Page ———
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PeopleSoft. —

Search:
®
[* My Favorites

= Department Self Senice Electronic Personnel Action Request (ePAR) Home Page

[» Benefits P My Worklist

[ Campus Community 4 Work the items that have been routed to vou.
[> Curriculum Management
[ Enterprise Learning

[+ Qrganizational Development ) Start a Hew ePAR
[ Payroll for Morth America )
[- Records and Enrollment
[ Self Senice

[» Set Up HRMS t  Resubmit, Change, or Withdraw an ePAR
[» Set Up SACR Make changes to an ePAR that has been recycled or needs to be updated. Only forms
[» Student Admissions

[- Student Financials
[» Student Recruiting
[ UHS HRMS Benefits
[ LUHS HRMS Budget o

I UHS HRMS HR zubmitted in the last month are lizted here. Thiz iz a read-only view.
[= LIHS HRMS Payrall
[ LIHS HRMS Positions Look Up an Archived ePAR

[ Warkforce Administration Review an archived ePAR. ePAR= submitted more than a month ago will be listed
[ Workforce Development here. This iz a read-only view.

[= Worklist

[ PeopleTools

[> Reporting Tools
—P.ASS. (Self Senice)
— My Dictionary

— My Personalizations
— My Systemn Profile

Start a new ePAR, which will then be routed to the appropriate approvers.

that have not had final approval or been processed inte the system will be accessible.

View an ePAR
View a recenthy submitted ePAR, including workflow history and form status. ePARs

— To Portal Hub
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Chapter 7 — Attachments

Overview
The Attachments section is located on the bottom of the finalize form page.
Objectives

At the end of this chapter, you will be able to:

®  To add and delete attachments.

Use the links to navigate to the designated forms. The attachments window will display.

Note: This functionality will only be available for Add, Evaluate, and Update Task. View and
View Archive tasks will have a “View Attachment” button.

Attachments

Description | | Add New Document |

View Description File size Author Created Date/Time

1 View 04/04/08 9:26:25AM =]

1. To attach a file you must first enter a description and select the “Add New Document” Button.

Description |New Hire Packet | Add New Document

View Description File size Author Created Date/Time

1 View 04/04/08 9:26:254M =]

2. Now you can upload your file by clicking on the browse button.

Note: Only PDF, TXT, TIF, DOC, RTF and XLS file types are allowed

&AR Documents Upload
Ermpd iy Os55942 sara simmons
eForm 1D T25

Drescriptiomn rew Hire Facket
Return to ePAR Torm

Click here

Instractioms:
1. Select an image file for this ransaction by cliclking the browse batton
2 Tlpload the selected file b clicking the mpload imase buttomn.

Select an IMmage

| [(Browse... |
[ Upload Image ] /
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3. This will open up a window that will allow you to search for the file

Choose file ¢ | /OME. GEL?FolderPath=PORTAL_ROOT]

Lok % I L) attachments

'@] Mew Hire Form,doc

y Autolink w | autorll ]

ty Recent
D ocuments

by Metwork File name: I ;I &I
Flaces
Files of type: [N Files 77 =l _ Concel |
P |

[ Set Up HRMS
[ Set Up SACR
> Stude%t e 2. Upload the selected file by clicking the upload image button.
[» Student Financials
[ Student Recruiting
I UHS HRMS Benefits Select an Image

[ UHS HRMS Budget | Browse...
[ LUHS HRMS HR
> UHS HRMS Payroll [ Upload Image ]
[+ LUHS HRMS Positions

[= Waorkforce Administration
L= Workforce Development
[ Waorklist

M BrannlaTanle

1. Select an image file for this transaction by clicking the browse button belowr.

4. Select your file and click “ Upload Image”

ePAR[Documeaents Upload
ErmpliDy 0865942 sara simmons
eForm I 25

Descrphiom rMHew Hire Facket
Return to ePAR form

Instramctions:
1. Select an image file for this transaction by clicking the browse button el “C"Ck here
2 TUpload the selected file by clicking the npload image button.

Select an IMmage

CovDocuments and Settingsismedeallinhiy Dncumentgmrowse,,, |

[ Upload lmage ]

Click on “Return to ePAR Form” to navigate back to the original document.

ePAR Documents Upload
EmpllD 0O0S9138 Fredric Fleshman
eForm I 350

Dre s ption Mlew Hire Farm
Return to ePAR form

You have the option to view a file you uploaded and to delete a file you uploaded.
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Attachments

Description

View

1 View

Add Mew Document |

Description File size Author

Mew Hire

19968 0089155
Form

Click here to
view

Created Date/Time

04/09/08 11:01:38AM

to delete
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Chapter 8 — General References

Overview

The references section will include information about the forms that will be useful while
navigating through ePAR.

Form Messages

Note: Form messages are warnings that will appear when information needs to be corrected or if
more information is needed it should be added in the comments section of the form. The following is a
break down of messages by form:

Hire:
e Missing Social Security #:
Message Text (Message #572):
Social Security # should be entered.
Message Description:
Social Security # should be entered. If this is a new international employee without a
social security #, leave field blank and secure a temporary SSN from Payroll within
30 days of hire.

Hire/Job Change:
e Comp Rate (Monthly) greater than Pay Grade Max:
Message Text (Message #558):
Comp Rate is greater than the max rate for position's Pay Plan (1), Grade (2), which
is (3) per month.
Form Message Text (Message #573):
Comp Rate is greater than the max rate for position's Pay Plan and Grade.
Message Description:
The Comp Rate is greater than the maximum monthly rate for the position's Pay Plan
and Grade at 1.00 FTE. Resubmit a new ePAR, edit Comp Rate, or provide
explanation in Comments Section.

e Comp Rate (Monthly) less than Pay Grade Min:

Message Text (Message #559):
Comp Rate is less than the min rate for position's Pay Plan (1), Grade (2), which is
(3) per month.

Form Message Text (Message #574):
Comp Rate is less than the min rate for position's Pay Plan and Grade.

Message Description:
The Comp Rate is less than the minimum monthly rate for the position's Pay Plan
and Grade at 1.00 FTE. Resubmit a new ePAR, edit Comp Rate, or provide
explanation in Comments Section.

e Comp Rate (Monthly) less than FLSA Min:
Message Text (Message #567):
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Comp Rate is less than the FLSA min monthly salary, or $1,971.66.

Message Description:
Requested Comp Rate is below the minimum monthly salary for exemption from the
provisions of FLSA, or $1,971.66. Correct the Comp Rate or provide explanation in
Comments section.

Comp Rate (Hourly) greater than Pay Grade Max:

Message Text (Message #560):
Comp Rate is greater than the max rate for position's Pay Plan (1), Grade (2), which
is (3) per hour.

Form Message Text (Message #575):
Comp Rate is greater than the max rate for position's Pay Plan and Grade.

Message Description:
The Comp Rate is greater than the maximum hourly rate for the position's Pay Plan
and Grade. Resubmit a new ePAR, edit Comp Rate, or provide explanation in
Comments Section.

Comp Rate (Hourly) less than Pay Grade Min:

Message Text (Message #561):
Comp Rate is less than the min rate for position's Pay Plan (1), Grade (2), which is
(3) per hour.

Form Message (Message #576):
Comp Rate is less than the min rate for position's Pay Plan and Grade.

Message Description:
The Comp Rate is less than the minimum hourly rate for the position's Pay Plan and
Grade. Resubmit a new ePAR, edit Comp Rate, or provide explanation in Comments
Section.

Temp Position — Benefits-eligible:

Message Logic:
Sum of FTE of active faculty and staff job records is greater than or equal to .50 and
requested assignment end date is greater than or equal to 4 ¥2 months

Message Text (Message #562):
Requested job action appears to create a benefits-eligible employment status.

Message Description:
Requested job action appears to create a benefits-eligible employment status.
Resubmit a new ePAR for a Reg position, edit Std Hrs or Assignment End Date, or
provide explanation in Comments Section.

Reg Position — Non-benefits-eligible:

Message Logic:
Sum of FTE of active faculty and staff job records is less than .50

Message Text (Message #563):
Requested job action appears to create a non-benefits-eligible employment status.

Message Description:
Requested job action appears to create a non-benefits-eligible employment status.
Resubmit a new ePAR for a Temp position, or provide explanation in Comments
Section.
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e Grad Asst Position — Non-benefits-eligible:

Message Logic:
Sum of FTE of active graduate assistant job records is less than .50 or requested
assignment end date is less than 4 Y2 months

Message Text (Message #564):
Requested job action appears to create an employment status that is not insurance-
eligible.

Message Description:
Requested job action appears to create an employment status that is not insurance-
eligible. Resubmit a new ePAR for a non-benefits-eligible position, edit Std Hrs or
Assignment End Date, or provide explanation in Comments.

e Multiple Campus Reg Positions:

Message Logic:
Request is to create a benefits-eligible job record, and employee has an active
benefits-eligible job record at another component campus

Message Text (Message #565):
Requested job action appears to create benefits-eligible appointments at more than
one campus.

Message Description:
Requested job action appears to create benefits-eligible appointments at more than
one component campus. Resubmit a new ePAR for a non-benefits-eligible position,
or provide explanation in Comments Section.

e # of Incumbents exceeds Max Head Count for Position:

Message Text (Message #550):
Requested action creates Head Count of (4), which exceeds Maximum Head Count
of (5) for position.

Form Message Text (Message #549):
Requested job action exceeds maximum head count for the position selected.

Message Description:
Requested job action exceeds maximum head count for the position selected. Select
another position or provide explanation in Comments.

(1) Applicable Pay Plan

(2) Applicable Pay Grade

(3) Applicable Min/Max Pay Grade Comp Rate
(4) # of Incumbents

(5) Max Head Count
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Employment Status Change:
None

Additional Pay:
e Earning Codes that Require Comments
Message Text (Message #1158):
Earn Code selected requires explanation for additional pay.
Message Description:
Submit explanation in Comments Section or resubmit request as job record action.

e Invalid Cost Center
Message Text (Message #1159):
Invalid Cost Center
Message Description:
Enter another cost center or uncheck “Paid on separate cost center?” to charge
additional pay to position on job record. If cost center is valid but not in PeopleSoft
HR, provide cost center and associated chartfields in Comments Section.

Form Actions
Note: Form Actions identify the status of a form as it is routed through Workflow.
matrix of the different form actions:

Form Action | Form Menu | Created by Role
Add Start a New | Initiator/Evaluator(s)*

Attached is a

Worklist E-mail Notification
Posted on | Yes

Next
Evaluator's
Worklist
Removed
from
Worklist
Posted on
Next
Evaluator's
Worklist
Removed
from
Worklist

Workflow
Forwards
to next

Evaluator

Form Status
Pending

Removed
from
Workflow
Forwards
to next
Evaluator

Hold Add**, On Hold

Update***

Initiator/Evaluator(s)

Resubmit Update** Initiator/Evaluator(s) | Pending

Withdrawn Removed
from

Workflow

Withdraw Update** Evaluator(s)

Approve

Evaluate

Evaluator(s)

Evaluator(s)
- Partially
Approved,
Final
Evaluator -
Authorized

Forwards
to Next
Evaluator,
if any

Posted on
Next
Evaluator's
Worklist, if
any

Deny

Evaluate

Evaluator(s)

Denied

Removed
from
Workflow

Removed
from
Worklist

Recycle

Evaluate

Evaluator(s)

Pending

Returned
to Initiator
or
Evaluator
Originating
ePAR

Posted on
Initiator
Worklist

*Evaluator(s) with Add Task
**Hold Action only available on Add Hire ePAR

**Update available to all Evaluators within ePAR Workflow
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Form Status

Form Status

Created by Role

Created by Action

Form Status Definition

View Access

Pending

Initiator/Evaluator(s)*

Add, Recycle, Resubmit

Action initiated, recycled, or
resubmtted. No approvals.

View only (30
days)

On Hold

Initiator/Evaluator(s)

Hold

Action placed on hold.
Form processing
suspended until
resubmitted or withdrawn.

View only (30
days)

Withdrawn

Initiator/Evaluator(s)

Withdraw

Action withdrawn. Form
processing ends.

View only (30
days)

Denied

Evaluator(s)

Deny

Action denied. Form
processing ends.

View only (30
days)

Partially Approved

Evaluator(s)

Approved

Action approved by one or
more Evaluators, but not
approved by Last Evaluator
(HR/Payroll).

View only (30
days)

Authorized

Last Evaluator

Approved

Action approved by HR or
Payroll. Form ready to be
executed.

View only (30
days)

In Error

System

Authorized (Last Approval)

Action erred when
submitted for entry into
PeopleSoft HRMS.

View only (30
days)

Executed

System

Authorized (Last Approval)

Action entered into
PeopleSoft HRMS.

View and
Archive

*Evaluator(s) with Add Task

Workflow

Note: Workflow allows you to move forms through for approval and entry into the system. You may
access your work list via the main HRMS Home Page or through the links made available on the forms.

PeopleSoft.

FPersonalize Content | Ltwput

Menu
Search:

| |®

[ My Favarites

[ Department Self Service
[> Benefits

[» Campus Community

[> Curriculum Management
[» Enterprise Learning

[» Organizational Development
[> Payroll for Morth America
[ Records and Enroliment
[ Self Senvice

[> Set Up HRMS

[ Set Up SACR

[» Student Admissions

[+ Student Financials

[+ Student Recruiting

[ UHS HRMS Benefits

[» UHS HRMS Budget

[» UHS HRMS HR

[» UHS HRMS Payroll

[ UHS HRMS Positions

[> Workforce Administration
[» Workforce Development
[> Worklist

[- PeopleTools

[ Reporting Tools

— P.AS.S. (Self Senice

— My Dictionary

— My Personalizations

— My Systemn Profile

— To Portal Hub

Worklist

Add to Favorites

Sign out
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You can reassign your worklist items by clicking on “Reassign”.

Detail View Work List Filters:|

First E 1 of 1 kE Last
Date From Work ltem Worked By Activity Priority Link v

LeThao T 03102008 Evaluate Dept

R eForm Routing ADDLPAY: Rafael R Longoria Reassign

User ID: (=% //Note: You will enter new User
Comment: | ID and select OK. The task
ull be routed to new user.

oK |  cancer | refresh |

You can view the form and work it by clicking on the link.

Detail View Work List Filters:| Click here

Customize | Find | View A First A 1 of 1 [M Last
Date From Work ltem Worked By Activity Eriority

LeThao T 03102008 Evaluate Dept

o eForm Rauting ADDLPAY: Rafael R Longoria Reassign

Evaluate Additiomnal Pay

Step 1 of 1: Evaluate Additiconal Pay Reguest

FPleasae review the form fislds baelow. If the form mests yvour approval, click Approve. If you want the initistor to maks
changes and resubmit tThe farnm, antar an explanatary Nate and click Recyclae. IfF the Tarmm should not be eaxacuted, Slick Demy,
e vl StoEn procsessing of the formm .

— s el Bk raior

Pl Rarael Longaria

Business Unit: HR 730 =]
[ L= HOooO=a Ciean, Architecturs

By CCorcher: U= =} Frofes=or

Sdok Crata
e Termp: Regular ocoo1ozas
Emp Class: Facuitye FTE: . a0 oo
Forrm Cheatea
Recurring?z [l eForm ID: =23
TEarming s Cocle: [1=2s5 |<= Emplayas savardssFayroll
Pay Pertod Ao | =w-T-1|
Pay Start Dete: |oaroqar=co0s |[F60 Bay End Date: |O01s3 11,2008 |[F

FPald o Semarate cost cerber 2 1

O W TR VS

Note: You should make sure that your Workflow Attributes are checked off in your “My System
Profile”

PeopleSoft.

Worklist Add to Favorites

General Profile Information

[ My Favarites
[» Department Self Service

Password
[> Campus Community ‘

[» Curriculum Management Chanae password
[- Enterprise Learning

[> Organizational Development Change or setup forgotten password hel

e s
[ Records and Enroliment

[ Self Senvice
[ Set Up HRMS
[» SetUp SACR My preferred language for reports and email is:
[ Btudent Admissions
> Student Financials Currency Code: |:|Q

[> Student Recruiting ) .
b UHS HRWIS Benfits Default Hiobile Page: | o

b UHS HRUS Budget
[ UHS HRMS HR

[ UHS HRMS Payroll

[ UHS HRMS Positions
[> Worlforce Administration Alternate User ID: | |Q
[» Workforce Development

b Worklist From Date: [ = (example:12/31/2000) Both should be

> PeopleTool :
b Rigﬂﬁmglﬁms To Date: [ s (example:12/31/2000) selected to receive

B : email notifications and
— My Dictionary Workflow Attributes .

— My Personalizations to see your Work list

— My System Profile Email User [#] worklist User \

— To Portal Hub

Benham,Mary

Your current language preference is: English

If you will be temporarily unavaiable, you can select an alternate user to receive your routings.

Miscellaneous User Links

B save

You can select an alternate user if you will be unavailable by entering information in the Alternate User
section.
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Alternate User

If vou will be temporarily unavailable, you can =2elect an alternate uger to receive yvour routings.

Alternate User ID: | |Q

From Date: |:|IE1'J {example:12/31/2000)
To Date: |:|E1'J {example:12/21/2000)

E-mail Notifications

Note: E-mail notifications will be sent out to Initiators and Evaluators when a work list item is
generated. There will be a link asking you to log on or if you already logged on it will take you to the
form in ePAR. Please note that you should check on the “Email User” box in My System Profile to

receive the emails.

PeopleSoft-
Menu &

Search:

Viorklist £dd to Favorites

] General Profile Information

L My Favorites
> Department Self Service
- Benefits

> Campus Community

- Curriculum Management
> Enterprise Learning

- Organizational Development Change or set up forgotten passward hel

Benham,Mary
Password

Change password
> Payroll for Morth America
> Records and Enroliment

[~ Self Service
L Set Up HRMS

Personalizations
¥our current language preference is English

My preferred language for reports and email is: English -
- Student Financials Currency Code: [ e

[ Student Recruiting -

Borieri=r ol Default Mobile Page: | (S8
I UHS HRMS Budget

L UHS HRMS HR

& UHS HRMS Payroll

[ UHS HRMS Positions
> Workforce Administration Alternate User ID: [ =
[ Workforce Development

- Worklist From Date: [ = (example:12/31/2000)

> PeopleTools
- Reporting Tools To Date: [ = (example:12/21/2000)
— P.ASS (Self Service)
— My Dictionary Workflow Attributes

ly Personalizations
— e ] Email User =1 VIOTRNSL USer .
= To Porial Hub Miscelansous User Links Click here

= save

If you will be temporarity unavailable, ¥ou can select an alternate user to receive your routings.

From: [}S" satst@central, uh.edu Sent:  Sun 3/23/2008 10:38 AM
To: smedelin@uh, edu

Ce:

Subject:  [eForms] Worklist Ikem: Evaluate request ko CHANGE J0OE Jose Crlando Yazquez,

o o o o o o o o o
This email was generated by a
DEVELOPMENT system. Its contents

do not reflect real business.
o o o o o o o o o

Tou hawve a pending worklist item to ewvaluate the following reguest. Tou mway follow the link bhelow to work this item.

Form ID: 4085 Status: PENDING
Request: CHANGE JOB Jose Orlando Vazgue=z, EwmplID 0128828 Reguested by Trevino, Tommie C on Sun, Mar 23 08, 09:51:24 AM

Last Action: This form was RESUBNITTED by Trewvino, Tommie C.

Here are the
links

Last Comwent:

Previous Comments:

Link To Ewvaluate Job Change
http:/fcolunba. fast.uh.edu: 8510/ psp/ 5a89cst /ENPLOYEE/ HRNS/ o/ G FORMS.G FORM JOBC E.GBL?FPage=G FORM JOEC E CHRL&Action=U?&G FORN ID=408

Link To View Job Change
http://colunba. fast.uh.edu:8510/ psp/ 5a89cst /ENPLOYEE/HRNS/ o/ G FORMS.G FORM JOBC V.GBL?FPage=G FORM JOEC W CHREL&Action=U?&G FORNM ID=408

Note: Disclaimer

Notice to Recipient: Unless otherwise specifically indicated, the information contained in this e-mail message is confidential and is
only intended for the review and use of the above-named person(s). If the reader of this message is not the intended recipient, you are
hereby notified that the recipient is strictly prohibited from any use, storage, dissemination, distribution, or copying of this
comrunication, If you have received this e-mwail message in error, please delete this message immediately. Thank you.
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Comments
Note: Comments in ePAR will be part of an electronic personnel file. All comments should be as
accurate and concise as possible.
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