Job Transfer — Staff/Faculty (Non Grant Employee)

After clicking the New EPAF link, key in the J# for the employee record you want to update and hit
the Tab button to populate the employee name. From the Approval Category dropdown menu,
select the Job Transfer — Staff/Faculty (Non Grant Employee) EPAF.

Note: If the change takes effect immediately, leave the query date as the current date. If

the change takes place in the future, change the query date to the future date that the
transfer will take effect.

New EPAF Person Selection

TEnter an 10, select the link to search for an 10, or generate an 1D, Enter the Query Date and selack the Approval Category. Seleck Go,
# - indicates a required field.
ID: * J00766845 ilicia K. Arlum ¥ Q

Query Date: MM/DD/YYYY#% p7/01/2014 | €—

Approval Category: % Jab Transfer - Staff/Faculty (Non Grant Employee), 100016 v 44—
Go| H——
Employee Job Assignments
Type Position|Suffix[Title [Time Sheet Organization|Start Date [End DatelLast Paid Date|Status| <4+—
Secondary(004021 |00 [nterim Director of Payroll402400, Payroll Pan 01, 2014 Active
Primary 004111 |00 Payroll Specialist 402400, Payroll Sep 16, 2013 Active 4—
All Jobs

EPAF approver Summary | EPAF Originator Summary

Click .s2] to access the EPAF Job Selection screen.

New EPAF Job Selection

JEnter or search for 3 new position number and enter the suffik, or select the link under Title,

ID: Alicia K. arlum, JOOTEEE45
Query Date: Jul 01, 2014
Approval Category:Job Transfer- Staff/Faculty, J00016
[_Terminate Job, 300001
ISearchTyne Position _SuffixTitle Time Sheet Organizatinnjgtart Date |[End Date|Last Paid Date|Status[Select
o New Job
Secondary|004021 oo Interim Director of Payroll402400, Payroll Pan 01, 2014 active
[ Primary 004111 oo Payroll Specialist 402400, Payroll Sep 16, 2013 active ]
Al Jobs

Mext Approval Type | | Go

Mew EP&F

At the Job Selection Screen, the system defaults to the Terminate Job Prompt. Select the
Radio Button - to the active position the employee will be "transferring from™.
Once you have selected the current position radio button, click the “Next Approval Type”
button to prompt the “Add New Salaried Job” action within the Job Selection process.
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Notice the “Add New Salaried Job” heading change above the New Job block of the New EPAF Job

Selection screen.

New EPAF Job Selection

JEnter or search for 2 new position number and enter the suffix, or select the link under Title,

1D: Alicia K. Arlum, J007662845
Query Date: Jul 01, 2014
Approval Category:lob Transfer- Staff/Faculty, J00016

Add New Saiaried Job - Staff/Facuity, 100011
SearchType Position  |Suffix[Title Time Sheet Organization Start Date [End Date|Last Paid Date|Status|Select
&N Mew Job  |on4040 oo E-MAIL ADMINISTRATOR (501010, Computing & Commrunications Ctr

Secondary|004021 oo Interim Director of Payroll402400, Payroll Pan 01, 2014 lactive

Primary 004111 oo Payroll Specialist 402400, Payroll Sep 16, 2013 Ictive

All Jobs
MNext Approval Type | | Go

Mew EPAF

Return to EPAF Menu

On the New Job row, you can key in the position # of the new job the employee will be
"transferring to". Use “00” for the suffix, and then click[se] .

Review the Employee and Approval Category information for accuracy before proceeding to the
“Terminate Job” and “Add Salaried Job” section of the EPAF

Electronic Personnel Action Form

7 Enter the information for the EPAF and aeither Save or Submit.

Name and ID: Alicia K. arlum, J00766245

Transaction: Query Date: Jul 01, 2014 REVI EW

Transaction Status:
Approval Category: Job Transfer - StafffFaculty (Mon Grant Employee), J00016
Save

approval Types | Account Distribution | Routing Queue | Comments | Transackion Histary
New EPAF | EPAF Originator Summary

Return to EPAF Menu
Jump to Bottom

#* - indicates 3 required field.

Terminate Job, 004111-00 Payroll Specialist

Item Current Yalue New Value

Jobs Effective Date: MM/DD/YYYY* 09/16/2013 08/30/2014 <4+— Current Value NeW Value
Job Status: (Mot Enterable)} Active T B

Job Change Reason: (Mot Enterable}0001s oooo4 \]Ob EffeCtlve Date 02/28/2014

Add New Salaried Job - Staff/Faculty, 004040-00 E-MAIL ADMINISTRATOR

Item Current Yalue New Value

Job Begin Date: MM/DDAYYYY& 07/01/2014 \ Current Value New Value
Jobs Effective Date: MM/DD/Y ¥ YV 07f01/2014 H

Personnel Date: MM/DD/ YV Y Y% 07/01/2014 ’JOb Begln Date 1St day at NeW JOb
o + o 2200000 Jobs Effective Date | 1 day at New Job
Step: #(Not Enterable) o \ Personnel Date 15t day at New Job
Factor: # 24.0

Paye: = — Salary Enter New Job Salary
Contract Typs: (Mot Entersble) P Timesheet Orgn Enter new department Org #
Job Change Reason: (Mot Enterable) oooo4

J0b Status: (Nat Enterable) A ) Factors & Pays Match Current Value
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Once you have completed the “Terminate Job” and “Add Salaried Job” Section of the EPAF, Review
the Labor Distribution for the new job and make any updates needed.

After a quick review of the Labor Distribution move to the “Update Staff/Faculty Employment
Information” section and make any required changes to the employee information (below the Labor
Distribution Section).

Labor Distribution Changes, 004040-00 E-MAIL ADMINISTRATOR

Current
Effective Date: 07/01/2014
COa Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MM/DD/YYYY 07/01/2014
COA  Index Fund Qrganization Account Program Activity  Location Project Cost Percent Encumbrance Override End Date
Qp Q Q [1ooo00 |2 501040 | feio015 |9 [10 100,00
ar|a Q
ar & Q Q Q Q
Qrja Q Q Q Q
a |a Q Q Q Q
Total:
100,00
v
Default from Index | | Save and Add New Rows
Update Staff/Faculty Employment Information
Item Gurrent Value New Value
Home Organization: # 402400, Payroll A, 5ooo0o
Distribution Orgn: #* 402400, Payroll Q, 5no000
Employee Class Code: * 03, Professional Non Faculty (MS)Q, 13
Employee Group Code: #(Not Enterable) PF, Permanent Full Time PF
Employee Status: #{Not Enterable) Active ia
Home COAS: #{Not Enterable) hl i)
Routing Queue
Approval Level User Name Required Action
70 - (BUDGET) Budget Q poo4~" Chavin Johnson Approve
80 - (HR) Human Resources Approver Q Jo04 ) kKeunta D McPhearson Approve
85 - (HR2) Human Resources Applisr 4 hooo ) Linda Wilson Apply
30 - (DEAN) Dean_Director v | hong 3 Robin Michele Spann-Pack Approve v
50 - (WP} Vice President + % hooo ! Michael Thomas Approve v
Mot Selected v Mot Selected v
Mot Selected v|Q Mot Selected v

Save and Add Mew Rows
Comment

Employee is transferring to the Division of Information Management as the
Mew Email sdministrator

Once complete, ensure that the routing queue is populated with the correct Approvers and
Required Actions.

After completing the routing queue, add any comments applicable to the transaction to the
Comment block below the routing queue. Click SAVE and review your work for accuracy.
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Electronic Pe

v Your change was saved successfully,
JEnter the information for the EPAF and either Save or Submit
Name and ID? fetartetrharr &
Transaction: 21598 Query Date: Jul 01, 2014
Transaction Status: \Waiting

Approval Category: Job Transfer - Staff/Faculty (Non Grant Employee), J00016

Save | | Submit | | Delete >

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

Mew EPAF | EPAF Originator Summary

Once saved and no errors appear, you should see the “saved successfully” message at the top of the
EPAF screen along with the new transaction number.

After reviewing your work for accuracy, click the Submit button to execute the personnel action by
forwarding the transaction for approval to each employee defined in the manually populated Routing
Queue.

Electronic Personnel Action Form

v The transaction has been successfully submitted.
Y Enter the infarmation for the ERAF and either Save or Subm

Mame and ID: Alicia K. arlurm, J00766245
Transaction: 21598 Query Date: Jul 01, 2014

Transaction Status: Pending
Approval Category: Job Transfer - Staff/Faculty (Non Grant Employes), 100016

Approval Types | Account Distribution | Errors | Routing Queue | Comments | Transaction History

Mew EPAF | EPAF Originator Surnmary
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