Find RAF — Reallocation Action Form

Navigation: UHS HRMS HR> Forms >RAF — Reallocation Action Form

“Find an Existing Value” allows users to search for RAF forms that were created and saved in the system.

Add to Favorites

PeopleSoft.
=]

[z Curriculurm Management
[ Enterprise Components
I» Enterprize Learning RAF - Reallocation Form

¥ MEREGET S EERIE Enter any information you have and click Search. Leave fields blank for a list of all values.
[z Qrganizational Development

[> Payrall for Marth America = e
I» Records and Enrollment Find an Existing Value
[> Self Service

[> Btudent Admissions
[> Btudent Financials

Mew yindow | Help

Search by: |Rea|lucatiun Form ID *| hegins with

[ Student Recruiting I nclude History

[ Tree Manager

[ LIH CB Reparting

> UHCL Custom __seann | agvances Searcn

[» LIHS Custom

[ LIH3 HRMS BENEFITS Find an Existing value | Add a Mew value

[ UH3 HRMS BUDGET
[~ UHS HRMS HR
= LUHS HRMS HR
= Forms
— PAR - Personnel
Action Request
— PRF - Position

Click on arrow
to get drop menu
of search options

_ R
— PAR - Jab Form Print
— PRF - Positian
Eeduest Print
— BEAF - Rz_aallocation
- ;Simarpggtfault Setun
Search by Select the Search criteria. Available options include:
Feallocation Form IDj
EmpllD
Mame
‘Feallocation Form |D
Transaction Date
UzeriD
Reallocation Form ID = System generated number of RAF ID created
and saved.
EmplID = Employee’s identification number
Transaction Date = Date RAF was prepared and saved in the system
User ID =PeopleSoft user identification — Login ID (individual that
created/prepared RAF)
Begins with/= Enter appropriate data into field.
Search Click on __Search




Create RAF - Reallocation Action Form

Navigation: UHS HRMS HR> Forms > RAF — Reallocation Action Form
“Add a New Value” allows users to create a new Reallocation Action form. A RAF ID number is system
generated once the RAF form has been created and saved.

PeopleSoft.

Home Add to F: =5

[ Curticulurmn Management d et \Windowe | Help
[- Enterprise Components
I Enterprige Laaming RAF - Reallocation Form

¥ LETEGET B EErtE Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[+ Organizational Developrment

[ Payrall for Marth Ametrica = — Tab
[> Records and Enraliment Find an Existing Value

[- Self Service L
g g:agg::?irg;s;g:s Search by: |Rea\locati0n Farm ID = | hegins with
[ Student Recruiting [~ Include History

[ Tree Manager

[ UH CB Reporting —— |

[ UHCL Custom Advanced Search

[» UHS Custom ]
I UHS HRMS BENEFITS Find an Existing Walue | Add a Mew Value

[ UHS HRMS BUDGET Link
- UHS HRMS HR
< UHS HRMS HR

= Forms
— PAR - Persannel

Action Reguest
— PEF - Pogition

— PAR - Employee Farm
Erint

— PAR - ok Form Print

- PRE - Position
Request Print

— BEAF - Reallocation
Form Print

— Printer Default Setu

Add a New Value Click on Add a New Value link or tab to create a new RAF.

PeopleSoft.

E

L Curriculurn Managerment il
> Enterprize Components
[> Enterprise Learning RAF - Reallocation Form
[ Manager Self Setvice
> Qrganizational Development
> Payroll for Maorth America
[ Records and Enrallment
[ Sell Service Reallocation Form ID: [NEW
[ Student Admissions
[ Student Financials
> Student Recruiting Add
[ Tree Manager
[+ IUH CB Reporting
5 UHCL Custom Eind an Existing Value | Add a New value
[ LIHE Custam
[» UHS HRMS BEMEFITS
[+ UHS HRMS BUDGET
[~ UHS HRMS HR
= UHS HRMS HR
= Forms
— PAR - Personnel
Action Request

Find an Exis’ alue Add a New Value

Add Button

ul
PAR - Emplayee Form

FPrint

— PAR - Job Form Print

— PRF - Pasition
Reguest Print

— BAF - Reallacation
Faorrm Print

— Printer Default Setup

Add Click on ___Add

Note: When creating a new RAF, the RAF ID field should not be changed
from “NEW.”” System will issue number once the PRF form is saved.




PeopleSoft.
Menu &

Enter paycheck number

[ Campus Community B Mew ‘Windowr | Help | Custornize Page | ]
[» Compensation

[> Curriculurm Management [P rTE————

[ Enterptise Compaonents

[» Enterprise Leaming

[» Manager Self Service Payroll Reallocation Form

[» Organizational Development

> Payroll far Morth America Realloc ID: HEW PRINT THE RAF FORM
> Records and Enraliment paycheck Number: | 9998989

[> Self Service ’—

[> Btudent Admissions EmpliD: Business Unit:

[ Student Financials

[ Student Recruiting Name: Department:

[ Tree Manager

[» LIH CB Reporting Pay Run ID: Pay End Date: E

[» UHCL Custom

b UHS Gustom Dept Contact Empii: 0108008 /@ Poriin, Carla 7137434275

[ UHE HRMS BEMEFITS
[» UHE HRMS BUDGET
I~ UHS HRMS HR
= LUHS HRME HR
= Farms
— PAR - Personnel
Action Request
— PRF - Position
ReguestForm

GROSS LABOR  |DIFF AMOUNT
DEBIT ACCOUNT CODE CHECK# SHORT DESCR LEFT ON ORIG
CATE ACCT
il Q| Q| | | |

TOTALS Re-Order |

|
El

— PAR - Emplovee Form

Print
— PAR - Job Fortn Print Justification:
— PRF - Pasition

Reguest Print
— RAF - Reallocation

Eorrm Print Ponzio,Carla PS Dir 71307434275 [11720/2008

— Printer Default Gety Prepared by:
[» Phone Dir Mame Title Phns bate
[ Process

I Reports Signature 1 | Q| ‘

I Use a
[ UHS HRMS PATROLL signature 2 | I
Q| ‘
Q| ‘

& UHS HRMS POSITIONS Signature 3 |
[> Warkforce Administration
[ Workforce Development Signature 4 \

e e Ernplid Name Title Date
[ Benefits

> Financial g PRINT THE RAF FORM
[> Set Up HRMS

I Set Up SACR B save | =] Matity Eeaeld | | FEUpeiateDisplay | J] Include Hie

I Reporting Toals

— Change by Password | -
— My System Profile ~|4] | vl

Reallocation form will appear as shown above.

Paycheck Number Type the check number to be reallocated and press Enter key.




PeopleSoft. Save form and system will assign 1D #.

Add to Favarites

[» Campus Community :I

b Compensation Reallocation Form

[> Curriculum Managerment
[> Enterprise Components - - .
I Entetptise Learning Payroll Reallocatig CI ICk on thIS I Ink tO
[» Manager Self Service - PRINT THE RAF FORM .
[> Organizational Development Realloc 1D: MEW e, prl nt form Only_
&> Payralils North America Paycheck Number; | 9999333
[> Record-and Enroliment 1 1
I Self Sewice Emplin: 89898983 Business Unit: HR730 Save befO re prl ntl ng .
> Student Admissions Z
e e e b Name: Emplay ee's Name Department: HO756
[> Student Recruiting
[» Tree Manager Pay Run Ilx hi31 Pay End Date: 0373142004
[» UH CB Repording
e -4
I UHCL Custom Dept Contact Emplid: 0106008 T Ponzio,Carla lbe L

[ UHS Custom
[ UHS HRMS BENEFITS

[ LIHS HRMS BUDGET
cnnss LABOR |DIFF AMOUNT
[~ UHS HRMS HR DEB” POSITION |57 ACCOUNT CODE  |CHECKE | SHORT DESCR Gmss LABOR LEFT ON ORIG c"'EmT POSITION |-y acCOUNT CODE
= UHS HRMS HR R.EALLOCATE JACCT

= Farms =
— PAE - Persannel 5338303 Reaular aesoo0| 3650.00 00400219 00730-31399-50104 [=]

customize |Find | B mrst W ore M Laat

Action Reguest
~ PRF - Position 2| Q ‘

3] Q|
4 Q |
5 Q|

6338303 Blat goa[ | 233 00400218 00730-12913-51100  [#] [=]
6338303 HS/BT 28804 298.04 00400219 00730-12013-51104 [=]
6338303 TRS 2e00[ 219,00 00400219 00730-19036-51111 =
6338303 OASDIER 22257 | 222,57 00400219 00730-19038-51109 =
6338303 MEDIER 5208 52.05 00400219 00730-18038-51109 =

444389 444359 Re-Order |

— PAR - Emplaves Form

LR L L L P

Erint
— PAR - Job Form Print 5| Q, ‘

— ERF - Position
Reguest Print
— RAF - Reallocation TOTALS
Eorm Print
— Frinter Default Setup Justification: =]
[ Phone Dir
[ Process ;l
[> Reports
[ Use A A
> UHS HRMS PAYROLL Prepared by: Fonzio,Carla P Dir 713/743-4275 11428/2006 [
> UHS HRMS POSITIONS Narne Title Phone Date
[ Workforce Administration
[ Workforce Development Signature 1 [

Q|

E;zﬁs:’ﬁznms SignatureZl Q |
Q|

Q|

[> Financial Aid ) |
[> SetlUp HRMS Signature 2

[> Setlp SACR ) |
[> Reporing Tools Signature 4 -
— Change My Passward Emplid Mame itle Date =
— My System Profile 1| I .

<1

The Reallocation form will then be populated as shown above.

Debit Position NBR Enter debit position number where expenditures will be reallocated.
Debit Account Code Enter debit account code where expenditures will be reallocated.
Gross Labor Dollars Enter Dollars to be reallocated.

Reallocate

Click on [*+]to add a row.

[=] Click on [=] to delete row.

Justification Type in reason/description justifying reallocation.

Signature Enter employee id number of the individual(s) authorized/required to sign.
Name and title will automatically populate based on Emplid.

Date Click on *' to select appropriate date.

PRINT THE RAF FORM Click on link to print form on default printer. Save before printing.

Save Button Click on EI to save form. System will assign a Realloc. ID number
to form once saved. Be sure to save form after completion and before
printing.

Notify Click on % to send email to appropriate personnel.

Add Add

Click on = to create a new RAF.
Include History Click on A Include History |t0 update RAF page




Print RAF - Reallocation Action Form

Navigation: UHS HRMS HR> Forms > RAF — Reallocation Form Print

The Reallocation Form Print link in the menu allows end-users to print existing or newly created PAR forms
that have been saved. Forms are printed in PDF format. Adobe Acrobat Reader is required in order to fully
utilize this feature.

PeopleSoft.

- Curriculum Managerment
(- Enterprise Compaonents
> Enterprise Leaming
- Manager Self Service
- Qrganizational Development
> Payroll for Morth America
[ Records and Enrollment
[+ Self Service
(> Student Admissions
[ Student Financials
> Student Recruiting
> Tree Manager
- UH CB Reporting
[ UHCL Custom
[ UHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
< UHS HRMS HR
= UHS HRMS HR
= Forms
— PAR - Personnel
Action Reguest
— ERF - Position
Request Form
— BAF - Reallocation
Earmn

Print
— PAR - Job Forrn Print
— PRF - Position
Request Print
— RAF - Reallocation

Form Print
— Printer Defaull Setu,

— PAR - Employes Form

=i

RAF - Reallocation Form Print

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

Find an Existing Value

I” case Sensitive

Search | advanced Search

Find an Existing Value | Add a New YWalue

Hew windaw | Helg | |

J Enter Control ID

Search by: Run Control ID segins with|.c| \I

Run Control

ID

Enter Run Control ID in field.*

Search

Click on __S&arch |

*Note: Click on Add a New Value link to create a Control ID if one does not exist.

PeopleSoft.

[ Curriculumn Managerment
[ Entetprise Components
[ Enterprise Learning
[ Manager Self Sewvice

[» Payroll for Morth America
[ Records and Enroliment
[ Gelf Setvice
[ Student Adrigsions
[ Student Financials
[ Btudent Recruiting
[» Tree Manager
[> UH CB Reporting
[ UHCL Custom
[ UHE Custom
[ UHS HRMS BEMEFITS
[» UHS HRMS BLUIDGET
= UHE HRME HR
 UHE HRMS HR

= Farms
— BPAR - Personnel

Action Request
— PRF - Position

Request Farm
— RAF - Reallocation
Eorm

Frint

— Printer Default Sefup

[» Organizational Development

— BAR - Employee Form

Uhs Rc Pay Prt

Mew Window | Help | Customize Page

Run Control ID:  JC

Reallocation Form ID: 10028 G,

B save | LRetunto Search | [ naity | Emuul Upuaeoisp\ay|

Report Manager Process Monitor Run

Reallocation Form ID

Enter Reallocation form identification number. System generated number.

Run

Click M to start the process



PeopleSoft.
[ET—

[> Curriculum Managerment
[» Enterprise Components
I Enterprise Learning Process Scheduler Request
I> Manager Self Senvice
[> Organizational Development User ID: UHSPARTT Run Control ID: JC:
[z Payrall for Maorth America

[ Records and Enrollment

[> Self Sernice Server Name: Run Date: 1112172008 el

E gmgg:{??ﬂrgﬁ?g:s Recurrence: I 'I Run Time: 12:30:27PM Resetto Current DatefTime |
[ Student Recruiting Time Zone: Q
b Tree Manager Process List

E 8:5?5;;3:4”9 Description Process Name Process Type “Type *Format Distribution

[» UHE Custom ¥ LIPAYDGTP LIPAYOG7P Cpystal IWeb 'I IPDF ~ | Distribution

[» UHS HRMS BEMEFITS
[» LIHS HRMS BUDGET
-7 UHS HREMS HR:

= UHS HRMS HR

Add to Favorites

Server Name is
PSNT

Mew Window | Help | Customize Page

= Forms
— PAR - Persannel
Action Request Ok Cancel |
— ERF - Position
Request Form
— RAF - Reallocation

Format
is PDF

Type is

= EEE:—EFHEW!EE Form PrOCQSS Type Web
- AR dob Fom P determines
RequestPrint Server Name

— Printer Default Setup
Server Name* Enter PSNT in field or click on =l and select from drop down menu.
Type Enter Web or click on =l and select from drop down menu.
Format Enter PDF or click on =] and select from drop down menu.
OK Click OK button

*Note: A Server Name must be selected when printing reports. The Process Type determines which server
to use. There are two types, (1) Crystal Report, and (2) SQR Report. For SQR reports use PSUNX and

Crystal reports use PSNT. Click on =l next to field(s) and make selection from drop down menu.

PeopleSoft.
FETw—

[+ Curriculum Management
[ Enterprise Components

Add to Favorites

Process Monitor

Mew iindow | Help | Customize Page

[ Enterprise Learning Uhs Rc Pay Prt

[> Manager Self Service

[> Organizational Development ) Run

[ Payroll for Morth America Run ControlID:  JC Eeport Manager Process konitor

[» Records and Enrallment .

b Gelf Service Process Instance:1072217

[> Student Admissions
[ Student Financials
[ Student Recruiting

ELrlj%“;aS:goe;ting Reallocation Form ID: |10028 &
b UHCL Custorn Process Instance number

[ UHS Custam
[- UHZ HRMS BENEFITS
[ UHZ HRMS BUDGET
- UHS HRMS HR
= LIHS HRMS HR
= Farms
— PAR - Personnel
Action Request
— PRF - Position
Request Form
— RAF - Reallocation
Form
— PAR - Emplovee Form Bl Save | SiReturnto Search | [Z] Notify Eeadd | | EUpdateDisplay
Erint
— PAR - .Jab Farm Print
— PRF - Position

— Printer Default Setu

Process Instance Number This number identifies RAF form
Process Monitor Click on Process Monitor link.




PeopleSoft.

[ Curriculum Managerment
I» Enterptise Components
[z Enterprise Learning
[ Manager Self Service
[» Organizational Development
[> Payroll for Morth America
[» Records and Enrollment
[> Self Service
[ Student Admissions
[» Student Financials
[> Student Recruiting
[z Tree Manager
[ UH ©B Reporing
[» UHCL Custam
[ UHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
[~ LIHS HRMS HR
= LUHE HRME HR
= Forms
- PAR - Persannel
Action Request
— PRF - Position
Request Farm
— BAF - Reallocation
Form
- PAR - Emplayee Farm

Frirt
— PAR - Job Form Print
— PRF - Pasition
Request Print

— Printer Default Setun

Process List| Server List

Home

Mew Window | Help | Custornize Page |

Process List

View Process Request For

User ID: JJHSPARTT QL Type: I 'lLast 1 IDays 'I Refresh |
Server: |PSNT 'I Name: Q Instam:e:‘ to |
Run -l Distribution I -l ¥ Save On Refresh

Status: Status
Process List . 2 | Find | Il |

Refresh
button

r 1072217 Crystal UPAYO97P UHSPARTT 11/21/2006 12:30:27PM PST, Success Fosted Details
[l 1072170 Crystal UPOS008P UHSPARTT 1172072006 3:59:08PM PSY | Success Posted Deetails
I 1072181 stal UPERDSSP UHSPARTT 11/2002006 2:32:52FM P Success FPosted Details
] 1072158 UPEROSER UHSPARTT 11/2002006 1:56:23PM Success Fosted Details

Details link

Process Instance number

Run Status
should be
Success

Go backto RAF - Reallacation Farm Print

B save | [E] Matify

User ID

Your user id should be in this field. User id match PS login id.

Server

Enter PSNT in field or click on =] and select from drop down menu.

Refresh

Click on Refresh button to refresh screen. Click this button until Run Status
shows Success.

Details

Click on Details link to view the report/form after Success appears in Run Status
column.

PeopleSoft.

[> Curriculum Management
[ Enterprise Components
[ Enterprise Learning
[> Manager Self Service
[> Organizational Development
[> Payraoll for Morth America
[» Records and Enrallment
[> Belf Service
[ Btudent Admissions
[» Gtudent Financials
[ Btudent Recruiting
[ Tree Manager
[> UH ©B Reporing
[ UHCL Custam
[ UHE Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
= UHS HRMS HR
« UHS HRMS HR
= Farms
- PAR - Personnel
Action Reguest
— PRF - Pasition
Request Form
— BEAF - Reallocation
Form
- PAR - Employee Form
Erint
— PAR - Job Form Print
— PRF - Pasition
Request Print

— Printer Default Setup

L Phono D

-

Process Detail

0K | Cancel

Mew Window | Help | Custarmize Page

Instance: 10722117 Type: Crystal
Name: UPAYOITP Description: UPAYOS7P .
Run Status:  Success Distribution Status: Posted VIeW I—Og/Trace

Run ______________________________ QupdaeProcess

Run Control ID; JC

link

' Hold Request
 Queue Request

Location: Server
-
Server: PSNT Cancel Request
" Delete Request
Recurrence: * Restart Request

Request Created On: 11/21/2006 12:32:27PM PST
Run Anytime After:

Parameters Transfer

112172008 12:30:27PM PST Messade Log

Began Process At:  11/21/2006 12:33:08PM PST Batch Timings

Ended Process At:  11/21/2006 12:33:25PM PST Wiews LogiTrace

View Log/Trace

Click on link to get RAF form.




View LogiTrace

Report ID: 31361 Process Instance: 1072217 Messadge Log
Name: LIPAYDSTP Process Type: Crystal
Fun Status: Success

Filename link

LIPAYOYTF
Distribution Details

Distribution Node: PSHT Expiration Date: 1202102006

File Size ES I]nt:tim: Created

Messade Log 1102172006 12:33:25.000000P M PST
UPAYOSTR 1072217 POF 52,048 1102172006 12:33:25.000000P M PST
PeopleSoft Trace File 623 1102172006 12:33:25.000000P M PST

Distribute To

Distribution ID Type *Distribution 1D

Liser LUHSPARTT

UPAYO097P 1072217.PDF | This is the filename. Click on this link to view/print RAF form. File can only
be saved in PDF format.

Note: Notice that the Process Instance number is part of filename.
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University of Houston A

Loading 8 Certifying XF&.api... 1118-1307-9136-6521-7157  Adobe

Adobe Acrobat Reader The Adobe Acrobat page will appear as shown. The Reallocation form
(RAF) will appear immediately afterward.

Note: Adobe Acrobat Reader must be on computer.
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University of Houston System Payroll Reallocation Form

RAFID: 10028
Name/Emplid: Teng,Haiyan #0091842 Bus Unit: HR730
Pay Per End Dt: 212812005 Dept: HO246
Pay Run: MO22805 Dept Contact: Ext:
DEBIT CREDIT
GROSS GROSS LABOR DIFF AMOUNT
POSITION PS ACCT CODE CHECK # SHORT DESCR LABOR DOLLARS LEFT ON ORIG POSITION PS ACCT CODE
DOLLARS REALLOCATE ACCT
00106632 00730-55421-50105 GaTEEAT Regular 1.250.00 1250.00 000 00108632 00730-32023-50105
00106632 00730-35421-50105 64TR84T INS 150.00 150.00 0.00 00106632 00730-32023-50105
1,400.00 1,400.00 0.00
Justification Reallocate to proper year LACSI grant receiving benefit from GO88617 to G090430
Certification: | cerfify that the percentages of activity, as indicated, are correct representations fo the best of my knowledge and helief.
Van Akin-Patten Jennifer R / 10/31/2005
Employee: Employee Signature Prep By:

I certify that the percentages of activity, as indicated, are correct representations to the best of my knowledge and belief. | further certify that 1) | have
firsthand knowledge of the work activities of the employee and have sufficient technical knowledge to identify the employe&’s efforts to specific activities and
projects, or 2) that previous to my signature this certification has heen signed by the employee, and 3) that costs are allowable and adequate funds are

Supervisor: Johnsson,Lennart / Professcr Date
Approvals:
Dept. Head: |
Honeyman,Robert Trevor { Ao Dir Res Date Send:  oniginal Payroll
copy OCG (Ledger 5)
QCG (Ledger 5): | copy Personnel
copy Dept.
OIS JUaY J | TReS AGm DED o Orininatnr

11x85in 4]

Reallocation Form

As shown above the Reallocation Form page appears.

Note: User can view, print and/or save this form. Form can only be saved in
PDF format.




