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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. —

| Search:

| | G2

| My Favorites

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

|\ Benefits .&J My Worklist
|[= Campus Community = Work the items that hawve been routed to you.

I Curriculum Management
|l Enterprise Learning

|\[» Organizational Development Start a New ePAR
i[> Payroll for Morth America
[ Records and Enrcliment
|[x Self Service

| Set Up HRMS b Resubmit. Change. or Withdraw an ePAR

|- Set Up SACR Kake changss to an ePAR that has been recycled or neseds to be updated. Only forms
[+ Student Admissions

|[= Student Financials
[ Student Recruiting

| View an ePAR
[ UH2 HRMS Benefits = 4 A o = g T ; = = £
I UHS HRMS Budget “Wiswe a recenthy submitted ePAR, including workflows history and form status. ePARs

I UHS HRMS HR submitted in the last month are listed here. This i a read-onhy view .
= UHE HRMS Payrcll
> UHE HRMS Positions Look Up an Archived ePAR

> Waorkforce Administration Revwiew an archived ePAR. ePARs submitted more than a month ago will be lizted
| Workforce Development here. Thiz iz a read-onhy view.

[ Worklist

[ PeopleTools

\[» Reporting Tools

— PASS (Self Senvice)
\— My Dictionary

|— My Personalizations
\— My System Profile
\—To Poral Hub

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

that hawe not had final approwal or besn processed into the system will be accessible.
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Use the ePAR Home Page to navigate to the “My Worklist” Link

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

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 Fillers:|

Date From Work ltem Worked By Activity

Evaluate Dept
ePAR

LeThaoT 0318/2008 E;ﬂ'\'gate DePt eFgrm Routing [ ~|:DDLPAY:Rafael R Longoria Reassign

LeThacT 03182008 eForm Routing A g i Reassign

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

PeopleSoft.
Monu B

Search: Mew Window | Help | Customize Page | &,
|&- Wy Favorites ' it

b Department Self Service Evaluate Additional Pay
[ Benefits

[ Campus Community

pee el bbb 2 Plaase review the form fislds below Ifthe farm meets your approval, click Approve. If you wantthe inftiatar to
I Enterprise Leamning

make changes and resubmitthe form, enter an explanatary note and click Recycle. Ifthe farm 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 Service

[ SetUp HRMS
[ SetUp SACR Name: Rafael Longaria EmpliD: 0084402

[ Student Admissions Business Unit: HR7320 Empl Red#: 0
[> Student Financials
L RECOrds ang enronment DeptlD: Hooz24 Dean, Architecture

I Self Senvice dob Data
> SetUp HRMS Job Code: 1010 Professor

[> Set Up SACR

[> Student Admissions

[> Student Financials Empl Class: Faculty FTE: 1.00 Std Hrs: 40.00
1> KECOras and ENrcment

[> Self Service

[> SetUp HRMS
[> SetUp SACR Recurring? [] eform ID: 304
[> Student Admissiens

[> Student Financials "
I KECOTOS and ENFOIMment “Earnings Code: 442 @ Communication Allowance/PR
[ Self Service

[ SetUp HRMS Pay Period Amount: 25.00

[> SetUp SACR -
[ Student Admissions Pay Start Date: 01/01/2008 | Pay End Date: |01/31/2008 |[H Click
[» Student Financials Approve

[> Student Recruiting Paid on separate cost center? Ll
[> UHS HRIS Benefits
[» UHS HRMS Budget
[ UHS HRMS HR

[> UHS HRMS Positions ;

[ Waorkforce Administration JYaur Comument: @
[> Workforce Development ‘

Workiist Add to Favorites

Step 1 of 2: Evaluate Additional Pay Request

RegTemp: Regular Position#: (00010285

| Approve I Deny Recycle I

I= Worklist | ] |
v Hola

— Worklist Details Comment HISIOny:
> PeopleTools
> Reporting Tools
— P.AS.S. (Self Senvice]
— My Dictionary
— My Personalizations
— My Svstem Profile

rs

B
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Worklist Add to Favorites

Mew Window | Help ,
Approve this form? (24642 111)

The form will be sent on to the next approver for evaluation, ar, if you are the final approver, the form will be loaded into the system. If you change anything on the form,
please make note in the comments bax

Yes Mo

- Lclikve ]

Ewvaluate Additional Pay

Step 2 of 2: Evaluation Complete

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

~ Current Job Info

Mame: Rafael Longoria

EmpiliD: 0054402

Business Unit: HR720 Empl Roo#F: Lu]

Dreptl O HOooz4
Job Code: 1010

Dean, Architecture Jdob Data
Professar
RegTemp: Regular Position #: 00010285

Empl Class: Faculty Std Hrs: 40.00

Fornm Status
eForm ID: 204

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

(€] o Worklist

Wiew 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

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

record for an employes.
Hire an Emploves

Edit Existing Job

Uze thiz form to edit the job of an employee currenthy
weorking in yvour department.

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

Additonal Pay

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

Eeturn to Electronic Personnel Action Request (ePARYHome 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 ePAR that has been recycled or needs to be updated. COnly forms

that hawve not had final approval or been procez=ed 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,
resubmit or withdraw a request
to hire an employee.

Update a Hire ePAR

Edit Existing Job

U=e thiz link to change,
resubmit or withdraw a
request to edit a job for an
employves.

Update a Job Edit ePAR

Change Employment Status Click here to

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

request to change employment =tatus for an return to the
employvee. home page
Update a Change Employment Status ePAR

Additional Pay

U=e thi= link to change, resubmit or
withdraw a request to add
additional pay for an employves.

Update an Additional Pay ePAR

Return to Electronic Personnel Action Request (ePARYHome 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

3 Wiew a recenthy submitted ePAR, including workflow history and form status. ePAR=
zubmitted in the last month are listed here. Thiz iz a read-only 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
Uze thiz link to view a reguest to hire an employee.
View a Hire eFAR

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

Change Employment Status

Uze thig link to view a reguest to change
employment status for an employee.
View a Change Employment Status ePAR

Click here to
return to the
home page

Additional Pay
U=ze thiz link to view a request to
add additional pay for an

employee.
Wiew an Additional Pay eFAR

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
3 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 thiz link to look up an archived
request to hire an emplovee.
Look Up an Archived Hire ePAR

Edit Existing Job

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

Change Employment Status

U=e thiz link to look up an archived request to change .
P = g Click here to

emplovment =tatus for an employee. return to the

Look Up an Archived Change Employment Status ePAR home page

Additional Pay

Uge thiz link to look up an archived request to
add additicnal pay for an emplovee.
Look Up an Archived Additional Pay ePAR

Eeturn to Electronic Personnel Action Request (ePARI Home Fage
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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
cCalididate 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 yvour searchi{es) does not returm 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 EmplliD.

Saearch Fields

Employee ID:

=First NMame: Plickclle Narme:

“Last Narme: “Date of Birth:
[ | =

Social Security &: Gender:

~—

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.
Zlick Add to create a nevw EmpliD.

Search Fields

Employee ID:

=First Name: PAichcile Mane:
|Sebastian |

*Last Hame: *Date of Birthe:
[Sstrong [Ex]
Social Security &: Sender:

-
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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. Ifyour 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.
Zlick Add to create a new EmplliD.

Search Fields

Employee ID:

*First Name: Middle NHame:
|Sebastian |

*Last Name: *Date of Birth:

[Strong 02141976 |[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.

Wy
A Person Record will be created in PeopleZoft HR with a new ID. Do you want to proceed? (24642 854)

Ifthis person 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 1D. Only proceed if you are confident the person does not already have an ID.
— [

L WTJ-N-W\LCIickYes j

3. Enter Contact Information and click next.

Search: 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 Hame: [sebastian
- Payroll for North America
[ Self Service *Last Name: \Slrung
[ Set Up HRMS
[ Student Financials Home Email \sixistrung@vahuo.corn
[> UHS HRMS Benefits Address:

[ UHS HRMS Budget

I LIHS HRMS HR Preferred Name

[- Self Service

- Sat Up HRIS

[> Student Financials
I UHS HRMS Benefits . ]
I UHS HRMS Budget First Hame: |Sebastian Middle: |
> LIHS HRMS HR

[ Self Service Last Hame: \Slrung Suffix: -

I Set Up HRMS

[ HS HRWS Benefis
> UHS HRMS Budget
s i Country: usA United States
I Self Senice
[ Set Up HRMS “Address 1: [2104 16tn street
1> Student Financials )
[> UHS HRMS Benefits Address 2: [
A e ity: [Galena Park ~state: [TX @ “Postal: [T7547
[ UHS HRMS Payroll

[ UHS HRMS Positions
> Workforce Administration - |
[ Worklist

[ PeopleTools
> Reporting Tools ~ Mailing Address (if different from Home Address)

—PASS (Self Seice
— My Dictionary *Country: Q United States
— My Personalizations
— My System Profile Address 1: |
— My System Profile .
— To Portal Hub Address 2: [

City: | | State: | |Q Postﬁl:‘

Prefix: [ ~|

[ ==searcn |

8/28/2008/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

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

Social Security # should be entered. IF this is a new international emplowves without a social securiky #, leawve Field blank and secure a
temporary SSk From Payroll within 30 dawvs of hire.

Hire an Employee

Step 2 of 6: ldentity Information
Enter the identity inforrmation for the individual being hired.

Personal Info

Hame: Sebastian Strong EmpliD:  MEW

Identity Info

~Gender:

Marital Status: [single ~|

*Date of Birth: 08141976 |[H]

Eligible to Work in U.S.7
*Citizenship Status: | LS. Citizen

Social Security #: 452318965

Highest Education Lewvel: | - |
*Military Status: [ Mo Military Service ~|
*Ethnic Group: MNSFEC 2L Mot Specified

[Ivvaive Public Access?

[ pisableda?

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 hnfo

Hame: Sebastian Strong

Selective Service Info

Errective Date: e

Seaelective Service 1D I

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

Paersomnal nfo

Hame: Sebastian Strong

dentty Info

TEermcher: I Male -

rarital Sfatus: | single ~ ﬁAUth Alien Temp is
~Date of Birth: |osmamars |50
Eligible to Work im U.S.2 -SEIeCted HR enters
information
\

*Clitirenship Status: LS. Citizen

_ B Aauth Alien Temp
Social Securnity &: Perm Resident

Highest Education Lewvel:

Military Status: I Mo Military Service

~Ethnic Group: MSPEC L=- rot Specifiec

5. Submit Personal Information by clicking Save & Next.

Hire an Employee

Step 3 of 6: Submit Personal Information

Persomnal hndfo

MHame: Sebastian Strong EmpliD:  pEW

Click here

I ==rFrevious | save & rex ==

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

Ifyou choose Yes, this information will be immediately saved in PeopleSoft HR. If this infarmation is not yet ready to be saved, choose "N
¥es Mo

L clickher ]

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

Mame: Sebastian Strong EmpliD: 0883851

Job Information

*Effective Date: 05/13/2008 |[5] eForm ID: 41

*Empl Class: |

FEnter information

*RegTemp: | Vl

“Position: T

== Search

8/28/2008/S. Nester/S. Medellin
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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

Hame: Sebastian Strong EmpllD: 0832351
Job information
*Effective Date: 05132008 [[EH] eForm ID: 41

*Empl Class: I Frofiadmin vl

*RegTemp: I Regular vl
*Position: O0108063 |y SPWR, OFFICE

Business Unit: HR7TZ20 Departrment: Hoo9g

Joby Cocle: DaHz2 Spwr, Office

Sal Plan: UHE Salary Grade: 056

== Search

7. Enter Compensation Information and click Next.

% Hire an Employee

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

- Personal Info

Mame: Sebastian Strong EmpliD: 0283851

*Officer Code: [rone | eForm ID: 41

Standard Hours: 40.00

FTE: 1.00

Monthly Comp: Z2E66.66

== Previous

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

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

|&- My Favorites B
|~ Depariment Self Senvice Hire an Employee

Step 6 of 6: Finalize Form
'S C;rr\:puss 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
- Self Service
- SetUp HRMS Hame:
> Student Financials
[ UHS HRMS Benefits
PR
B gg'q eRrqué‘Z‘ HR Empl Rcd# Action Reason

[ Set Up HRMS o Hire Hire
I> Student Financials

[ UHS HRMS Benefits Attachments
[ UHS HRMS Budget

[ LUHS HRMS HR 5
£ EeUp RIEME Description [ | Add New Document |
I Student Financials

- UHS HRMS Benefits View Description File size Author Created Date/Time

> UHS HRMS Budget .
L UHS HRMS HR 1 View 05/13/08 2:44:51PM =l I

Sebastian Strong EmplID: 0883851

[ UHS HRMS Payroll CIiCk here

[ UHS HRMS Positions
- Workforce Administration
[ Worklist Your Comment:

> PeopleTools

I> Reporting Tools | I@
— P.A.S.S. (Self Service)

— Wy Dictionary

— My Personalizations
— Ly System Profile

— iy System Profile

— To Portal Hub

[ <<Previous Submit

Comment History:

8/28/2008/S. Nester/S. Medellin
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%lbmit this form? (24642 112)

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

| |
L | 1 Click here

[Hire an Employee

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

- Personal Info

Mame: Sebastian Strong EmpliD: 0883851

Form Status

eForm ID: 41

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

So To Worklist
WMiew This Form
Go 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 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 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 EmpliD.

Search Fields

Employee ID:

*First Name: Middle Hame:
[Michele |Diane

*Last Name: *Date of Birth:
[Messa | [z4]
Social Security #: Gender:

[ &=

__search === Click here

8/28/2008/S. Nester/S. Medellin
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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

L
Hire an Employee

Candidate Search

Search below forthe 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 Name: Middle Name:
[Michele |Diane
*Last Name: *Date of Birth:

[Messa [

Social Security #: Gender:

Search

Person Restits Custornize |Find | 88 First [1] 1 or1 [V Last
HR Job Act EmpllD Rcd# Name Preferred Name Gender Date of Birth National 1D
1 o B4 B [ oossoso0 0 Michele Diane Messa Michele Tellez Female —_— (Not Displayed)

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

LAk Hire an Employee

=~ Department Self Senvice p y

5 EF'H("”E Page Step 1 of 6: Contact Information
enefits

> Campus Community Enter the contact information for the individual being hired.

[» Enterprise Learning

[ Organizational Development

[- Payroll for Morth America Personal Info
[ Self Service

[ Set Up HRMS

[- Student Financials
I UHS HRMS Benefits =First Name: Michele Middle: [D

[ UHS HRMS Budget
EES?S'QRM'-‘EZHR *Last Name: Tellez Suffix:
[ Set Up HRMS 3
[ Student Financials Home Email [
[ UHS HRMS Benefits Address:

[ UHS HRMS Budget

[ UHS HRMS HR Preferred Hame

[ Self Senvice

[> Set Up HRMS

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

[ UHE HRMS Budget
Egg?S'QRM"éEHR Last Name: Tellez Suffix:
[ Set Up HRMS
I UHS HRMS Benefits Home Address and Phone

[ UHS HRMS Budget
b kSRR HR

[ Set Up HRMS *Address 1: |432D Coyle St
[ Student Financials
I UHS HRMS Benefits Address 2: [
[ UHS HRMS Budget
b UHS HRMS HR ~City: [Houston ~State: [Tx @ "Postal: [77023-3547
[ UHS HRMS Payroll .

I UHS HRMS Positions County: [arris
[ Workforce Administration . .

o Phone: [7131926-3432 |
[ PeopleTools
[» Reporting Tools * Mailing Address (if different from Home Address)

— P.ASS (Self Service
— My Dictionary *Country: Q United States
— My Personalizations
— My System Profile Address 1: |
— My Systerm Profile

— To Portal Hub Address 2: |

City: [ | state: | |2 Postat|

EmpliD: 0085080

Prefix: | o |

Country: Usa United States

| == Bearch | et ==
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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 Sawve & MNext ==

L‘\Eave this individual's personal information? (24642,113)

[f you choose Yes, this information will be immediately saved in PeopleSoft HR. I this information is not yet ready to be 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 EmpliD: ao0s5020
Job information

*Effective Date: 0513402008 |[EH eForm ID: 54

*Empl Class: | Sup. Staff v|

“Reg/Temp: | Regular v|
*Position: oo108727F [T SECRETARY 2

Business Unit: HR720 Department: Hooos Dean, Law

Job Code: D4FS Secretary 2

Sal Plan: LHM Salary Grade: 063 Click here

I == Search

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

Hire an Employee Fz

Step & of 6: Compensation

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

- Persomal nfo
Harme: Michele Tellez EmpliD: ooss080
Soampens-ation

Standard Hours: = |

FTE: . Click here j

Howrly Cormp:

I == FPrevious
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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 and/or comments in the "Your Cormiment” field to be included with this forrr

 Personal Info

Name: Michele Tellez EmpliD: 0085080
Action & Reason

Empl Rod# Action Reason

o} Rehire Rehire

Attachments

Description |

| Add Mew Document |

Wiew Description File sirze Author Created DateTime
1 Wiew

05/M13/08 4:28.20FPM [=1

Click here

Comments

Your Comment:

M=. Telle=z has previous UH experience. @ %

| == Previous
Comment History:

Submit 4 I

%meit this form? (24642 112)

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

——T | Clickhere B

a
Hl

Hire an Employee

Form Finalized

The form will now be forwarded to the appropriate Approver.

* Personal Info

Hame: Michele Tellez

EmpliD: 0085080

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.

‘Bire an Employee

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

Use the arrow icon to select a row. ITyour 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.

Zlick Add to create a new EmpllD.
Search Fields:

Employee ID:

=First Namae: MMicldle Mame:
|arturo |

*Last Name: *Date of Birth:
[Tapia E]
Social Security #: Gender:

Search

2. Select the row.

X 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 notreturn 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 [
Social Security #: Gender:

Search Click here

Person Results Customize | Find First 1] 10of 1 ] Last
= HR Job Act EmpliD Preferred Name Gender Date of Birth National ID

1> o B4 Bl Bl o115743 Arturo Tapia Arturo Tapia Male — (Not Displayed)
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3. Asina 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.

~ Persomnal nfo

Mame: Arturo Tapia

EmpliD: 0115743
b nformmna o

~Effective Date: O5/1 252008 eForm ID: S0

“Empl Class: | Promadmin

=~

~Reg/Temp: [ Reguiar

~
= Positiom: QoOO11516 |3 Spec, Career Development

Business Unit: HR7TZ=0

Drepa rimmenit: Hoo9:=2 Dean. Law

S Cocde: A3R4 Spec, Career Development

Sal Plamn: UHE Salary Grade: o7Fo

I == Search

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

Hire an Employeca

Step 2 of 3: Compensation

Complete the fiselds below with the appropriate job information for the individual beinag hired.

[

~ Persomnal nfo

Harme: Arturo Tapia

Click here
=Ofhicer Codle:

Standard Howurs:

FTE:

PMonthily Cormmp:

== Previous
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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

This employee already has at least one active job with the university. s this employes transferring from another job? If so,
indicate requested job action iz an Update to an Active Job and select job record to be transferred.
Active Job Records

Empl Job

Red Status Unit  DeptiD Department Class Rea/Temp ade Job Title FTE

! Buginess ) 3pec, Customer
0 Active HR?3DH015588MCQS ProfiAdmin Regular D37 Senica ? 1.00

*Undate to an Active Job? Select Adtive Job Record

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

Action & Reason
EmplRcd#  Action Reason
0 Promotion Promotion-With Pay

Attachments

Description ‘ | Add New Document ‘

View Description File size  Author Created Date/Time

1 View 0513008 443:20PN  [<]

Click here
Comments

Your Comment:

F | == Previous | Hold | Submit

Comment Historv.

Subrﬁ this form? (24642,112) Clle here
The form willlbe directed to the T_iT an —__

Yas — T I

[gire an Employee

Form Finalized

The form will now be forwarded to the appropriate Approwver.

- Parsomnal nfo

Marme: Arturo Tapia ErmpliD: 0115743

Fornm Status

eForm ID: 50

You hawve just SUBRMMI ED this form. This action passed the form to UWHM
Dept Business Aadmnstr for further processing.

Go To Waorklist
Wigew This Form
So To ePAR Home Page
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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, enterit, 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 3 new EmpliD.

Search Fields
Employee ID:

0089300

*First Name: Middle Name:

*Last Name: *Date of Birth:

Social Security # Gender:

[ 1]
Search

Person Results Customize | Find | ] First 4] 10f1 [ Last
-~ HR Job Act EmpllD Preferred Name Gender Date of Birth National ID

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

Mame: April Moreno EmpliD: 0089200

Job Information

*Effective Date: 0SM4/2008 |3 eForm ID: 75

*Empl Class: | Sup. Staff vl

*RegTemp: |Temporary' vl

Heed Assignment End Date?

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

Business Unit: HR7T320 Department: Hoogs Dean, Law

Job Code: 5200 Mon-Ben Mon-Exempt Staff

Sal Plam: TPM Salary Grade: 1UMNG

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 nfo

Hame: April Moreno ErmpliDx: 00893200
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.

|
[ My Favorites -
= Department Self Service Hire an Employee

Step 3 of 3: Finalize Form
b Ci::.pugs 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 North America
[- Self Service

[- Set Up HRMS Name: April Morena EmpliD: 0089300
[ Student Financials

I UHS HRMS Benefits .
I UHS HRHS Budget
B gg'fq"s{_éRMS 3033 This employee already has at least one active job with the university. Is this employee transferring from another job? If =0,

nice
indicate requested job action is an Update to an Active Job and select job record to be transferred
> Set Up HRMS = ! P !

[ Student Financials Active Job Records Note: The Update to

I UHS HRMS Benefits Red Status Unit  DeptlD Department EmplClass ReqTemp JobCode JobTile — ETE active job is No and the

[» UHS HRMS Budget 0 Active HR730 H0098 Dean, Law  ProffAdmin  Regular E9AG Dir, Program  1.00 - -

b UHSHRUS HR new record is displayed.
elfse

vice

[ Set Up HRMS
[» Student Financials *Update to an Active Job? /
[- UH3 HRMS Benefits

s

[ REPLERMS Empl Rcd#  Action Reason

plEziLD R 1 Hire Hire

[ Student Financials

[ UHS HRMS Benefits

b UHS HRMS Budget
HR

E gﬂi%?&%s Description | | Add New Document |

I Student Financials

[ UHS HRMS Benefits View Description File size  Author Created Date/Time

L e s Bacoet 1 View 05M4/08 8:23:21A [T

[ UHS HRMS Payroll

[ UHS HRMS Positions

& Workiorce Administration

b Worklist Your Comment:
[ PeopleTools

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

— My Dictionary

— My Personalizations
— My System Profile

— My System Profile
— To Portal Hub

<<Previous | Hoid | supbmit

Comment History:

8/28/2008/S. Nester/S. Medellin 23



Blbmit this form? (24642,112)

The form will be directed to the next approwver, if any
Yes 4|L b o

' \LCick here j

Hire an Employee
Form Finalized

The form will now be forwarded to the appropriate Approwver.

= Persomnal nfo
Harme:

April Moreno

Ermpl ID: ooS9300
Form Status

eForm ID: 5

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

So To Waorklist
Wiew This Farm

So To ePAaR Home Page
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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.

sSelei:.t An Employee

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

J Find an Existing Walue

EmpliD:

| begins with |~ |[Doe37as
Empl Rod Mbr: | =

= |

HMame:

| begins with ||

Last Hame:

[ begins with ~ ||

Drepartmeenit:

| begins with v“ [
[N case sensitive

/FCIlck here
Search Slear | Basic seaTon = ==ve —eareh 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.

Fistep 1 of 3: Enter Job Change Details
Complete the fields below vwith the appropriate job

iNnformation that is being changed.

rdarme: Judy Clark ErmpiiD: oO0E3Tas
Business Wnit: HR7=O0 Ermpil ool o
(n® END:
= Hooos3 Cieamn, Laww Job Diata
Job Code: Eaca Coord, Program
ReaTermp: Regular

Position #: oo0102106
Empl Class:

St Hrs: 40 00
Mok bnformmmatiors
B ——

Empl Class:

FProfisdmin FTE: .00

eFormm ID: 29

| Frofsaamin ~ |

ReguTernmmp:

| Regular
Position Mumiber:s 00109106 |

HR7ZO

=l

Coord, Frogram

Departrmenit: Hooos

Eacs Coord, Progranm

UHE Salary Grache: oOsa
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“Effective Date:

Empl Class:

RegiTemp:

06/01s2008 |[[FH] eForm ID: S9

[ Profaamin

| Regular vl

Position Humber: 00011543 |y Spec, Career Development

Business Unit:

Job Code:

Sal Plamn:

HR¥F20 Crepartment: Hoogs Dean, Law
J2R4 Spec, Career Development

LHE Salary Gracde: o7F0

== Search

3. Enter Compensation Information and click Next.

I> My Favorites

[~ Department Self Service
— ePAR Home Page

[- Benefits

- Campus Community

> Enterprise Learning

I> Organizational Development

> Payroll for Morth America

I> Self Service

- Set Up HRMS

I> Student Financials

- UHS HRMS Benefits

I UHS HRMS Budget

b HEIPLIRIE iR

I> Set Up HRMS

[ Student Financials

I UHS HRMS Benefits

> UHS HRMS Budget

k HEPLIRME PR

- Set Up HRMS

I> Student Financials

I UHS HRMS Benefits

I UHS HRMS Budget

- UHS HRMS HR

I> Student Financials

I UHS HRMS Benefits

> UHS HRMS Budget

- UHS HRMS HR

> UHS HRMS Payroll

[ UHS HRMS Positions

I> Workforce Administration

I Worklist

> PeopleTools

> Reporting Tools

— P.A.S.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

MName: Judy Clark EmpliD: 0083745
Business Unit: HR730 Empl Rcd#&: 0
DeptiD: HoDgs Dean, Law

Job Code: EQC9 Coord, Program

Reg/Temp: Regular Position#: 00109106

Empl Class: FrofiAdmin FTE: Std Hrs: 40.00

Job Data

Compensation

-omcer code:

Standard Hours: 40.00
FTE: 1.00

Monthly Comp Rate: 3681.60

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.

2
[> My Favarites

<= Department Self Service

- Benefits

> Campus Community

[» Enterprise Learning

[ Organizational Development
[ Payroll for Morth America

[- Self Service

[ Set Up HRMS

> Student Financials

[ UHS HRMS Benefits

[ UHS HRMS Budget

b EEPLRIE R

[ Set Up HRMS

> Student Financials
[ UHS HRMS Benefits
[ UHS HRMS Budget
b HEPLERIE R

[ Set Up HRMS

[- Student Financials
> UHS HRMS Benefits
[ UHS HRMS Budget
b HEPLERIE R

[ Set Up HRMS

[- Student Financials
[ UHS HRMS Benefits
[ UHS HRMS Budget

b SEPRME HR

[ Set Up HRMS

> Student Financials
[ UHS HRMS Benefits
[ UHS HRMS Budget

£ HHE HRME Bfuger
 UHS HRMS HR

[ UHS HRMS Payroll

[ UHS HRMS Positions

[- Workforce Administration
L Worklist

[ PeopleTools

[» Reporting Tools

— P.A.S.S. (Self Service

— My Dictionary

— My Personalizations
P

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: Judy Clark EmpliD: 0083745
Business Unit: HR730 Empl Rcd#: 0
DeptiD: Hooga Dean, Law Job Data
Job Code: E9Co Coord, Program

Reg/Temp: Regular Position # 00109106

Empl Class: ProfiAdmin H K 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
Demotion, indicate the Reason for the action.

Promotion, Transfer, Demotion? Reason: Promotion-With Pay

Action(s) & Reason(s)
Action Reason
1 Promotion Promotion-With Pay

Attachments

Description | | Add Mew Document |

View Description File size Created Date/Time
1 View 05/M14/08 9:59:40AM =

Comments

Your Comment:

== Previous | Submit

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

The form wme directed to the next approver, if any.

|
Yes | ‘NH\LCIickhere j

l%han!:_:]e Job Data

Form Finalized

The form will now be forwarded to the appropriate Approver.

 Current Job Info

Hame: Judy Clark EmpliD: 0083745
Business Unit: HR7T20 Empl Rod#: n]
DreptiDy: Hooas Dean, Law Job Data
Job Code: Eg9Cga Coord, Program

RegTemp: Regular Position &: 00109106

Empl Class: Profiadmin FTE: 5 Std Hrs: 4000
Form Status

eForm |0 a3

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

So To 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 infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

EmplID: | begins with v (0393424

Empl Red Nbr:| = v |

Hame: |begins with v||

Last Hame: |begins with v||

Department: |begins with v”

[l 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 that is being changed

= Current Job Info

Name: Andrew Meissen EmpliD: 0398424
Business Unit: HR730 Empl Red#: 0

DeptiD: Hoogs Dean, Law Job Data
Job Code: 5200 Mon-Ben Non-Exempt Staff

Reg/Temp: Temporary Position # 01003403
Empl Class: Support Staff FTE: 0.38 Std Hrs: 15.00

“EffectiveDate: | | eForm ID: 118
——

Need Assignment End Date? []

Position Number: Q Nen-Ben Non-Exempt Staff
Business Unit: HR720 Department: Hooag Dean, Law
Job Code: 5200 Mon-Ben MNon-Exempt Staff

Sal Plan: TPM Salary Grade: UNG

| =< Search |

opwmiSmoton ]

~Effective Date: os/soMsZ008 |[F

Empl Class:

[ sup. stam ~ |

Reag/Termp: | Temporary ~ |

Heed Assignment End Date? [

Position Number: O 1002726 ([T rMHMon-Ben MHMon-Exempt Staff

Business Unit: HR730 Drepartrment: Hoogs Cean, Laww
Job Cocde: 5200 rMon-Ben Mon-Exempt Staff

Sal Plar: T Salary Grade: (W] o =1

I == Search

3. Enter Compensation Information if necessary and click Next.

II‘_lﬁ'lange Job Data

Step 2 of 3: Compensation

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

~ Current Job Info

MHame: Andrew Meissen EmpliD:
Business Umnit: HR720 Empl Rodss: o
Drep il D Hoogs Dean, Law

Job Data
Joby Cocle: 5200

MHNon-Ben MRMon-Exempt Staff
Reog/Termp: Temporary Position #: 010032493

Empl Class: Support Staff : o.2= Std Hrs: 1500

Compensation

Standard Howrs: R
FTE: o.03 Click here

Howrly Comp Rate: |

Change Aamt: Change Percent:

== 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: 0308424
Business Unit: HR730 Empl Red# 0
DeptiD: HO098 Dean, Law Joh Data
Job Code: 5200 MNon-Ben Mon-Exempt Staff
RegTemp: Temporary Position# 01003493
Empl Class: Support Staff FTE: 038 Std Hrs: 15.00
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 10:49:06AM  [=]

Comments

Your Comment:

| == Previous | Submit

Comment History:

@Submit this form? (24642 112)

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

Yes
Click here j

Q:hange Job Data

Form Finalized

The form will now be forwarded to the appropriate Approver.

~ Current Job Info

HName: Andrew Meissen EmpllD: 0398424
Business Unit: HR7T20 Empl Rocd&: 0
DeptiD: HOoos8 Dean, Law

Job Code: 5200 Mon-Ben Mon-Exempt Staff

Reg/Temp: Temporary Position #: 010034932

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.

Go To Worklist

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 |

Mame: | begins with v||

Last Hame: |beginswith v”

Department: |begins with v”

[Jcase sensitive

Search | Clear |Elasi|:Search Save Search Criteria

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

l%tep A of 3: Enter Job Change Details

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

— Current Job Info

Marme: Rosemarie Castano ErmpilD: OEZSOTF A
Business Wnit: HR7=0 Ermpd ook o
DD e =l=1=1-1 DCiean, Laww

dob Data
Mo Coche: EaoBs

rMgr, Frogram
ReoTernmp: Regular Position #: oloosTE6
Ermpl Class: Frofadrmin FTE: Std Hrs: 4o .00

ol BnFormation

~errectve pare: [ |=w

Empl Class:

| Profiadmin ~ |

RegrTernmp: | Regular -~

Position Murmiberr: O1008FT36 [T rMgr, Program

Business Wnit: HR720

D pa e mits: Hoogas

B Coche: EaBs rMgr, Program

Sal Plar: UHE Salary Grade: o=

I == Search

% Job Information

*Effective Date: 06/01/2008 |[5] eForm ID: 126

Empl Class: [ Profiadmin ~|

RegTemp: | Regular vl
Position Number: (010087326 |y Mar, Program

Business Unit: HR7T20 Dreparoment: HooDaa

Dean, Law
Job Code: EgBG Mgr, Frogram

Sal Plan: UHE Salary Grade: ngs

== 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

~ Depariment Self Senvice
[> Benefits

[» Campus Community

[ Enterprise Learning

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

[ Set Up HRMS

[> Student Financials

[» UHS HRMS Benefits

[ UHS HRMS Budget

b HeldeRies =

[» Set Up HRMS

[> Student Financials

[ UHS HRMS Benefits

[ UHS HRMS Budget

b HeldeRies =

[ Set Up HRMS

[> Student Financials

[ UHS HRMS Benefits

[» UHS HRMS Budget

b HelrdeRies =

[ Set Up HRMS

[ Student Financials

[ UHS HRMS Benefits

[» UHS HRMS Budget

b SHTRRER

[> Student Financials

[» UHS HRMS Benefits

[ UHS HRMS Budget

[» UHS HRMS HR.

[ UHS HRMS Payroll

[ UHS HRMS Positions

[> Workforce 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 that is being changed.

~ Current Job Info

Name: Rosemarie Castano EmpliD: 0328074
Business Unit: HR730 Empl Red#: 0
DeptiD: HO098 Dean, Law

Job Code: E9B& Mar, Program

RegTemp: Regular Position# 01008736

Job Data

Empl Class: Profisdmin FTE: 1.00 Std Hrs: 40.00

*Officer Code: eForm ID: 126

Standard Hours:  40.00

Find

F -2 of 2 [ t
*Reason Code: 0D Redassification | smonthly Comp Rate: 3g00.00] [

Change Amt: 466.67 Change Percent: 14.00 %

*Reason Code: State Mandated Increa v | «ponthly Comp Rate: 3876.00] [(#][=]

Change Amt: 76.00 Change Percent: 200 %

| == Previous | MNext ==

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

Search:

®

[> My Favorites

~ Department Self Senvice
[ Benefits

[ Campus Community

[> Enterprise Learning

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

[ Set Up HRMS

[» Student Financials

[ UHS HRMS Benefits

[ UH3 HRMS Budget

b BEPLERIE R

[ Set Up HRMS

[ Student Financials

[ UHS HRMS Benefits

[» UHS HRMS Budget

[ BEPLERIEE R

[» Set Up HRMS

[> Student Financials

[ UH3 HRMS Benefits

[- UHS HRMS Budget

b HEPdERIE R

[» Set Up HRMS

[» Student Financials

[- UHS HRMS Benefits

[» UHS HRMS Budget

[» UHS HRMS HR

[ UHS HRMS Payroll

[ UHS HRMS Paositions

[» Workforce Administration
[ Worklist

[> PeopleTools

[> Reporting Tools

— P.AS.S. (Self Senvice

— 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

Mame: Rosemarie Castano EmpliD: 0328074
Business Unit: HR730 Empl Red#: 0
DeptiD: HOoa9s Dean, Law

Job Code: E9BG Mgr, Program

Reg/Temp: Reaqular Position # 01008736

Job Data

Empl Class: Profiddmin FTE: .00 Std Hrs: 40.00

Action(s) & Reason(s)

Action Reason
1 Pay Rate Change Job Reclassification
2 Pay Rate Change State Mandated Increase

Attachments

Description | | Add Mew Document |

View Description File size Author Created Date/Time

1 View 0514108 11:38:35AM  [<]

Your Comment:
’@ == Previous | Submit T

Comment History:

Click here
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¥
Submit this form? (24642 112)

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

Yes [ l R
N‘KLCIlck here

£hange Job Data

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

* Current Job Info

Name: Rosemarie Castano EmpliD: 0328074
Business Unit: HR7T20 Empl Rod#&: 0
DeptiD: Hoo9e DCean, Law

Job Code: EQBG Mgr, Program

Job Data

RegTemp: Regular Position#: 01008736
Empl Class: FProffAdmin FTE: 41.00 Std Hrs: 40.00

Form Status

eForm ID: 126

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

Go To Woarklist

Wiew This Form

SoTo ePAR Home Fage
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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

leave.

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

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.

[z My Favorites
= Department Self Service
- Add Role Request
— Evaluate Role Reguest
- Update Role Request
Vi hived Role

) Role Reguest

— Evaluate Hire - Tax
Senvices

— Personal Data Add/Edit
[» HR Self Semvice
[> Benefits
[» Campus Community
I: Compensation
[> Curriculum KManagement
I Enterprise Components
[ Enterprise Learning

|- ePAR Home Page

Add to Favorites

Mew Window | Help | B

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

{ Find an Existing Value
__——— Select employee

EmpliD: | begins with vH —
Empl Red Hbr:| = v | L
Name: |neg|n5wwth v“

|
|
LastName: | begins with |+ | |
|

Department: |hegins with vH

Q

[Jcase Sensitive

Search | Clear JBasicSearch B zave Search Criteria
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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
with this form.

2. Enter Term/Leave/Retire Information

b My Favorites Change Employment Status

= Department Self Senice

3 EF' SR PETE Step 1 of 1: Enter Term/Leave/Retire Information
enefits

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

[ Curriculum Management

[- Enterprise Learning Please select from the actions and reasons provided. Enter any relevant comments in the "Your Comment” field to be

[> Organizational Development included with this form.

[ Self Service
[ Set Up HRMS Hame:
[> Set Up SACR ]
[ Student Admissions Business Unit:
[> Payroll for Morth America DeptiD:

[ Records and Enroliment :
[- Self Service Job Code:
[- Set Up HRMS
I Set Up SACR Reg/Temp:
[ Student Admissions .
[ Payroll for Morth America Empl Class:
[» Records and Enroliment

[ Set Up HRMS

> Student Admissinns

[> Payroll for Morth America
[ Records and Enrollment
[ Self Senvice

[» Set Up HRMS *Reason:
[» Set Up SACR

[> Student Admissions

*Action:

[- Self Service o
[ Set Up HRMS Description
[ Set Up SACR
[» Studept Admissions View
[» Student Admissions ;

I Student Financials U e
[ Student Recruiting
[ UHS HRMS Benefits

[ Set Up SACR *Effective Date:

e [~ current oowto |
[ Records and Enrollment ~ CurrentJob Info

Kimberly Paul EmpliD: 0156928
HR730 Empl Red#: 0
HO024 Dean, Architecture

DEXT Asst, Financial 2

Regular Position# 01003974

Support Staff FTE: 1.00 Std Hrs: 40.00

Job Data

b Seff Senice

|:||§;| eform ID: 0583

| ]

[+ Payroll for Morth America -
I Records and Enroliment Attachments

| | Add Mew Document |

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

1 UHS HRWS Budget

[ UHS HRMS HR Your Comment:

[» UHS HRMS Payroll
[ UHS HRMS Positions
[ Workforce Administration

F == Search Submit

[ Workforce Development
[ Worklist

Comment History:

[ PeopleTools

[ Reporiing Tools

— PASS. (Self Service
— My Dictionary

— My Personalizations

— My System Profile

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.

=EfTfective Date:

oz 2008 |[EH

=Actiorn: | Termination

*Raeasorn: | Woluntary

Your Comment:

Subkmit

=

Comment History:

Search:

| | &

[ My Favorites
= Department Self Service
— Add Role Request
— Evaluate Role Request
— Update Role Reguest
— Wiew Archived Role
Reguest
— VWiew Hole Hequest
— Evaluate Hire - Tax
Senvices
— Personal Data Add/Edit

Submit this form? (24642, 112)

The form will be directed to the next approver, if any.
Ves Mo
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I
[ My Favorites
= Department Self Senice

[ Benefits

[ Campus Community

[» Curriculumn Management
[» Enterprise Learning

[» Organizational Development
[> Payroll for North America
[ Records and Enrollment
[ 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 Payroll

[» UHS HRMS Positions

[» Workforce Administration
[» Waorkforce Development
[ Worklist

[ PeopleTools

[- Reporting Tools

— P.ASS. (Self Service

— My Dictionary

— My Personalizations

— My System Profile

— To Portal Hub

Change Employment Status

Form Finalized

The form will now be forwarded to the appropriate Approver.

~ Current Job Info

Name: Kimberly Paul EmpliD: 0156928
Business Unit: HR720 Empl Red#: 0
DeptlD: Hoo24 Dean, Architecture Job Data
Job Code: DEXT Asst, Financial 2

RegTemp: Regular Position # 01003974

Empl Class: Support Staff FTE: 1.00 Std Hrs: 40.00

Form Status

eForm ID: a58

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

Go To Worklist

View This Form

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.
e B

| search: - Mew Window | Help | B

|

b My Faverites Select An Employee
l= Department Self Senice Enter any information you have and click Search. Leave flelds blank for a list of all values.
— Add Role Request

— Evaluate Role Request { Find an Existing Value
- Update Role Request /
=X hived Role
R Empin:  [segine i ] Select employee

e Request

|

e Empl Red Hbr:| = ¥ | |
:

— Evaluate Hire - Tax Name: | begins with w ‘| ‘

|

|

Add to Favorites Sign out

Senices
— Personal Data Add/Edit Lasthiame: | begins with v |

[» HR Self Semvice Department: | begins with H
[> Benefits

Q

[* Campus Community [Jcase Sensitive
[ Compensation

[» Curriculum KManagement Saarch | Clear J Basics B saes o
b Enterprise Components asic Search Save Search Criteria

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

| |
[» My Favorites
[ Department Self Senice

[ Benefits

[ Campus Community

[> Curriculum Management
[ Enterprise Learning

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

[> Set Up HRMS

[> Set Up SACR

[ tudent Admissinns

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

[> Set Up HRMS

[> Set Up SACR

[ Student Admissions

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

[- Set Up HRMS

[- Set Up SACR

[ Btudent Admissinns

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

[ Set Up HRMS

[- Set Up SACR

[ Student Admissions

[» Payroll for Morth America
[ Records and Enrollment
[> Self Senvice

[» Set Up HRMS

[» Set Up SACR

[ Student Admissinons
[ Student Admissions

[ Student Financials

[ Student Recruiting

[» UHS HRMS Benefits

[» UHS HRMS Budget

[» UHS HRMS HR.

[» UHS HRMS Payroll

[ UHS HRMS Positions

[» Worlforce Administration
[» Workforce Development
[ Worklist

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 Lachan EmpliD: 0088545
Business Unit:  HR730 Empl Red#: 0
DeptiD: HOO024 Dean, Architecture

Job Code: DEHE Asst, Administrative

Reg/Temp: Regular Position # 00010294

Empl Class: Profiddmin Staff  FTE: 1.00 Std Hrs: 40.00

Recurring? [] eForm ID: 959

*Earnings Code: I:IQ
Pay Period Amount:

Paid on separate cost center? [

Attachments

Description | | Add New Document |

Job Data

View Description File size Author Created Date/Time

1 View 0414/08 9:13:478M  [5]

Comments

’@ == Search Submit

Your Comment:

Comment History:

[» PeopleToals

[» Reporting Tools

— P.ASS. (Self Service
— My Dictionary

— My Personalizations
— My System Profile

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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[oWyFavories Add Additional Pay

<~ Depariment Self Senice
= EHE G PANE Step 1 of 1: Enter Additional Pay Details

[- Benefits

[ Campus Community Complete the Additional Pay form below. Enter any relevant comments in the “Your Comment” field o be included with this

[ Curriculum Management farm

[- Enterprise Learning

[> Organizational Development

b Payrollfor North America
[ Records and Enrollment
[ Self Service

[» Set Up HRMS

[» Set Up SACR Business Unit:  HR730 Empl Red#: 0
> Student Admissinns
[> Payroll for Marth America DeptiD: Hoo24 Dean, Architecture
[ Records and Enrollment .

b Self Senice Job Code: D5HE
[> Set Up HRMS Reg/Temp: Regular Position # 00010294 ClICk |f recurring
g gﬁ}ﬂii?:dﬁmmm Empl Class: Profiddmin Staff  FTE: 1.00 Std Hrs: 40.00
[+ Payroll for Morth America
[ Records and Enrollment
[- Self Senvice

g g:} B;‘: Hs;{g: Recurring? eForm ID: 953

[ Btudent Admissinns - . .
4 lelifrglrllfor Mot America *Earnings Code: Q Communication Allowance/PR Enter start date

[ Records and Enrollment . .
b Self Senice Pay Period Amount: 50.00

I Set Up HRMS . . —
b SetUp SACR Pay Start Date: Pay End Date: [06/20/2008 |5 _ Enter end date

[ tudent Admissinns
[ Payroll for Morth America Paid on separate cost center? [
[ Records and Enrollment

[ Self Service Attachments
[ Set Up HRMS

[ Set Up SACR - Add New Document
I Student Admissions Description | | - |

[» Set Up HRMS
[ Set Up SACR View Description File size  Author Created Date/Time

I Student Ad
TSR 1 View 0414/03 9:13:47AM [

Name: Kathleen Lechon EmpliD: 0088545

Job Data
Asst, Administrative

[ Student Financials
[ Student Recruiting
[ UHS HRMS Benefits
b UHS HRHS Budget
> UHS HRMS HR Your Comment:

[» UHS HRMS Payroll F

[ UHS HRMS Positions

[ Workforce Administration
[> Workforce Development
[ Worklist

[ PeopleTools

[» Reporting Tools

— P.AS.S. (Sell Service

— My Dictionary

— My Personalizations

— Mv Svstem Profile

== Search Submit

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.

-~ Depariment Soff Senice
— ePAR Home Page

> Benefits Recurring? eForm ID: 050

[ Campus Community

[> Curriculum Management *Earnings Code: Q Communication Allowance/PR

[ Enterprise Learning

[ Organizational Development

[ Payroll for Morth America

I» Records and Enrollment *Pay Start Date: Pay End Date:

[> Self Service

[» 3et Up HRMS Paid on separate cost center?

[ Set Up SACR

[ Student Admissions *Cost Center: ‘00730—32955

[» Student Financials

[ Student Recruiting

[» UHS HRMS Benefits

> UHS HRIS Budget Description | | Add New Document |

[ UHS HRMS HR Enter cost center
> UHS HRMS Payroll

I UHS HRMS Positions View Description file size  Author Created Date/Time string
I Workforce Administration 1 View 04/14/08 9:13:47AM  [=]
[ Workforce Development
[> Waorklist

[- Reporting Tools
- P.AS.S. (Self Service) Your Comment:

— My Dictionary ’@

— My Personalizations <= §earch Submit

— Mv Svstem Profile
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3. Click Submit and the form will be sent to the Approver in Work Flow.

b UHS HRHS Payrol

[ LIHS HRMS Positions . .
[> Workforce Administration Your Comment: ’@

[ Waorklist Submit

[» PeopleTools

[ Reporting Tools )
[> Financial Aid Comment History:

— P.A.S.S. (Self Service) Click Submit
— My Dictionary

— My Personalizations
— My Systermn Profile

— My Systemn Profile

— To Portal Hub

Menu &

Search:

| | ®

[= My Favorites
- Department Self Service Submit this farm? (24642,112)

| — ePAR Home Page

[+ Benefits The form will be directed to the next approver, if any.
[ Campus Community

[ Enterprise Learning Yek-t 2
[ Crganizatiocnal Development
I> Payroll for Morth America Click yes
[+ Self Service
[ Set Up HRMS

r Qatllm LD

> My Favorites Add Additional Pay

~ Department 3elf Senice

— ePAR Home Page Form Finalized

[ Benefits
> Campus Community The farm will now be forwarded to the appropriate Approver.
> Curriculum Management
[» Enterprise Learning
[ Organizational Develapment .
[» Payroll for Morth America ~ Current.Job Info
[» Records and Enrollment
[» Self Sevice . .

Name: Kathl Lech EmpliD: 0088545
b Set Up HRS alieen Lechon P
[- Set Up SACR Business Unit: HR730 Empl Red#: 0
[» Student Admissions ) :
b e e DeptiD: Hoo24 Dean, Architecture

[» Student Recruiting Job Code: DEHS Asst, Administrative
[» UHS HRMS Benefits )
[ UHS HRMS Budget RegiTemp: Regular Position# 00010294

[ UHS HRMS HR . ; - .
Empl Class: Profiadmin Staff  FTE:  1.00 Std Hrs: 40.00
[ UHS HRMS Payroll .

[ UHS HRMS Positions P stat

[> Workforce Administration RISl

> Warkforce Development .
b Workist eForm ID: 950

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

- P.A.S.S. (Self Service
— My Dictionary Go To Workdist
— My Personalizations View This Form

— My System Profile
- To Portal Hub Go To ePAR Home Page

Job Data
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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 be forvwarded to the appropriate Approver.

~ Cusrment Job ndfo

Marmme: Stepheaen Fox ErmpliD: 004955

Business Wnit: HRF=0 Empl RoclE: (0]

Drepell: HOoOO=Z4 Dean, Architecture Jab Data
Job Codes: 1070 Lecturernrlon-Ben
Reg'Taemp: Temporary Position &: o10085932

Empl Class: Faculty H R Std Hrs: S.00

Formnm Stabus

eForm 10 295

ou hawvwe just RESUBMITTED this form. This action passed the Torm o
UHPA Human Resources Dept for further processing.

Lo To Worklist Click on the link
Wieww This Form —L

S0 To ePAR Home Page

Detail View Work List Filters:|

Customize | Find | view All | 8 First [4] 12072 [M Last
Date From WWork ltem Worked By Activity Eriority Link

Le,Thao T 031872008 E;&l‘lgate T eForm Routing ADDLPAY: Rafael R Longoria | Reassign |
Le Thac T 03M19/2008 E;&:\Igate Dept eForm Routing ADDLPAY: Rafael R Longoria | Reassign |

User IO |Q

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

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

Update Change Employment Status
Step 2 of 2: Update Complete

The form will now be forvwarded to the appropriate Approver.

~ Cusrment Job ndfo

Marmme: Stepheaen Fox ErmpliD: 004955

Business Wnit: HRF=0 Empl RoclE: (0]

Drepell: HOoOO=Z4 Dean, Architecture Jab Data
Job Codes: 1070 Lecturernrlon-Ben
Reg'Taemp: Temporary Position &: o10085932

Empl Class: Faculty FTE: o.z20 Std Hrs: =S 00
Formnm Stabus

eForm 10 295

ou hawvwe just RESUBMITTED this form. This action passed the Torm o
UHPA Human Resources Dept for further processing.

Lo To Worklist Click on the link
Wieww This Form

S0 To ePAR 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: 0054965
Business Unit: HR720 Empl Rcd® 0
DeptiD: HO0z24 Cean, Architecture

Job Code: 1070 LecturerMoen-Ben

Job Data

RegTemp: Temparary Position# 01008593
Empl Class: Faculty FTE: 0.20 St Hrs: 8.00

Form Data
Effective Date: 041872008 efForm ID: 296
Action: Termination

Reason: Yaoluntary

Comment History:
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Step Z of 4. Form History

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

eForm ID: 296 Workflow Form Pending
Status:
Workflow Form Type: TERLLVRET

Original Operator: 0166276 LeThao T N(_)tez You can click
Original DateTime: 03/18/2008 10°48 564 this link to see who can
work the form

Last Operator: 0039155 Benham,Mary
Last By Alternate Operator:
Last DateTime: 03/19/2008 10:45:48AM

Next Approving RoleUser:

Mext Approving RoleName: GT_UHNM_HC_HR_DEPT Wha can wark this form 2]

Customize | Find First 1] 1-2 0f 2 ] Last

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

03M18/2008
10:45:56AM

03M9/2008
10:46:4940

GT_UHM_HC_INITIATOR 0166275 LeThao T Submit Pending =l

GT_UHM_HC_COLLEGE/DIVISION 0089155 Benham, Mary Resubmit Fending =1

I =z Bravinne

0080755 Clay,Deborah R anielsenccentral.uh.edu
0087804 Chelette, Sara B cponzioi@uh.edu
0090407 Wirgin.Juanita ShMesterm@uh.edu
00954085 Srlesteri@uh.edu
0106008 Fonzio,Carla Yzabella cponzZio@uh.edu

0813207 Oliver.Mandisa Clair anielsen@central.uh.edu
SV Moon, Steve-ePAR Consultant steve@agideontavior.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 noww be forwarded to the appropriate Approwver.

 Cusrment Job ndfo

Marme: Stephen Fox Erm D oos4955
Business Unit: HRF20 Empl RoolE: n ]

Cre il HOOZ4 Crean, Architecture

Joky Cocles: 1070 Lecturern™lon-Ben

Reg'Taemp: Temporary Position &: oO1008592=2

Aol Data

Empl Class: Faculty FTE: o.z20 Stcd Hrs: S.00

Fornm Stabus

eForm 10 295

You hawve just RESUBPMITTED this form. This action passed the form to
UHMA Human Resources Dept for Turther processing.

_ Click on the link
So To Worklist  ¥
Vigw This Form

So To ePAR Home Paae ———————
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PeopleSoft. RN

Search:
[
[ My Favarites

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

— ePAR Home Page

[+ Benefits I My Worklist

I Campus Community ' Véork the items that have been routed to yvou.
[ Curriculum Management
[ Enterprise Learning

[» Organizaticnal Development E Start a Hew ePAR
[ Payroll for Morth America )
[» Records and Enrcliment
[> Self Semnice

[ SetUp HRMS :  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
[ Btudent Admissions

[ Student Financials
[ Btudent Recruiting
[» UHS HEMS Benefits
[ UHS HRMS Budget

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

that have not had final approval or been processed into the system wil be accessible,

View an ePAR
View a recently submitted ePAR, including workflow history and form status. ePARS

i UHS HRMS HR zubmitted in the last month are lizted here. Thiz i a read-only view.

[z UHS HRMS Payroll
[ UHS HEMS Fositions Look Up an Archived ePAR
[ Warkforce Administration Review an archived ePAR. sPARs submitted more than a month ago will be listed

[ Waorlforce Development here. Thiz iz a read-only view.
= Worklist

[ PeopleTools

[» Reporting Tools
—PASS (Self Semvice)
— My Dictionary

— My Personalizations

— My System Profile
— 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
Empd ity 0555942 sara simmons
eForm 1D 25

Drescrption MMew Hire Packet
Return to ePAR form

Click here

Instructions:
1. Select an image file for this transaction by cliclking the browse batton
2. TUUpload the selected file bv clicking the mpload immace buttom.

Select an IMmage

[ [ Browse... ]/

[ Upload lmage ]
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3. This will open up a window that will allow you to search for the file

Choose file ? §| OME  GELYFolderPath=PORTAL_ROOT
Look t% I L Attachments ;I =] &5 ER-
New Hire: Form, doc

ck w %y Autolink w o autoril

tdy Recent ———
Documents E x ]

by Metwork File narne: I ;I &I
FPlaces
Files of tupe: [ Files 7] = _ cancel |
7 |
[+ Set Up HRMS

L SetUp SACR 1. Select an image file for this transaction by clicking the browse button belos
> Student Admissions 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. ]
= UHS HRMS HR
I UHS HRIMS Payroll [ Upload Image |
[ UHS HRMS Positions

[= Warkforce Administration
[= Woarkforce Development
[ Waorklist

[ = e T

4. Select your file and click “ Upload Image”

ePAR[Documeaents Upload
EmpliDy 055942 Sara simmons
eForm I 25

Description Few Hire Facket
Return to ePAR form

Instractions:
1. Select an mmage file for this transaction by clickkng the browse button bel “C"Ck here
2. Upload the selected file by clicking the npload image button.

Select an Image

|C::‘I.D|:|Cur‘ner‘|ts and Settingsismedeallithiy Dncumentgmrowse,,, |

[ Upload lmage ]

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

ePAR Documents Upload

ErmpliDy o0ns9132s8 Fredric Fleshman
eForm 1D 850

Dres.criptiom Mew Hire Form
Return to eFPAR 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
Farm

Click here to
view

Created Date/Time

04/09/08 11:01:394M

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 %2 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:
¢ 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.

¢ 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

Workflow
Forwards
to next

Evaluator

Worklist E-mail Notification
Posted on | Yes

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

Form Status
Pending

On Hold Removed
from
Workflow
Forwards
to next

Evaluator

Hold Add**,

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 | Ldhout

Menu
Search:

|®
[» My Favorites
[ Department Self Service
[* Benefits
[ Campus Community
[> Curriculum Management
[ Enterprise Learning
{» Organizational Development
[> Payroll for Morth America
[ Records and Enrollment
[ Self Senvice
[» Set Up 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
[» Workforce Development
{> Worklist
[» PeopleTools
[» Reporting Tools
— P.ASS. {Self Service)
— My Dictionary
— My Personalizations
— My System Profile
— To Portal Hub

Add to Favorites
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You can reassign your worklist items by clicking on “Reassign”.

Detail View Work List Filters:|

Date From Work [tem Worked By Activity Priority Link
LeThao T 0302008 EValuate Dept

ePAR eForm Routing ADDLPAY: Rafael R Longoria Reassign

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

(o] o | Cancel | Refresh |

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

Detail View Work List Filters:|

Customize | Find | View A irst Al 1 o1 [H Last
Date From Work [tem Worked By Activity Priority

LeThaoT 03r19/2008 Evaluate Dept

ePAR eForm Routing ADDLPAY: Rafael R Longoria Reassign

Ewvaluate Additiornal Pay

Step 1 of 1: Evaluate Additional Pay Reguest

Flease review the form fields below. ITthe form meests vour approval, click Approve. IT wou want the initiator to make
chanmnges and resubMmit the form, enter an explanatory Note and click FRecycle. IT the form should Not be executed, click Deny,
wehich will Stop processing of the Tormm .

— et lok o

Marme: Rafael Longoria
Busimness Wkt HRR =20
Dl HOOZ=2<a Dean., Aarchitecture
Ao Coche: Moo FProfessor
Regu T ermps:s Regular
Empl Class: Faculty FTE:
Form. Data
Recurring® [ SForm ID: =25
TEarninas Code: (125 <= Emplove s Savardss e ayrroll
Pawy Period Srmoueryi: S0 .00
Py Stert Doee: [oaroismons |F1 mew Ena Doe: [0issaszoos |50

Paid on separate cost center? [

o

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 Favorites

[ Department Self Senice
[ Campus Community

I> Curriculum Management Change password

[» Enterprise Learning
[> Organizational Development Change or set up forgotten password help

S
[» Records and Enrollment

[» Self Service
[» Set Up HRMS
I SetUp SACR My preferred language for reports and email is: English %
[ Student Admissions — —————
I Student Financials Currency Code: | Q

[» Student Recruiting 2 . ]

& UHS HRMS Benefits s 12

[ UHS HRMS Budget

[* UHS HRMS HR

[ UHS HRMS Payroll

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

> Worklist From Date: | E (exampie:12/31/2000) Both should be

& PeopleTool .
ek To Date: i (example:12/31/2000) selected to receive
CELis SRS ’ email notifications and
— My Dictionary Workflow Attributes R

— My Personalizations to see your Work list
Email User Worklist User \

Benham Mary

Your current language preference is: English

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

— To Portal Hub

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, vou can =2elect an alternate uzer to receive yvour routings.

Alternate User ID: | |Q

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

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  H|

Search: _
il |® General Profile Information

Viorklist Add to Favorites

> My Favorites

- Department Self Service
> Benefits

- Campus Community

> Curriculum Management Change passward
- Enterprise Learning
> Organizational Development Chanage or set up fargotten passward help
& Payroll for Morth America
> Records and Enroliment
- Self Service

> Set Up HRMS

[ Set Up SACR My preferred language for reports and email is: English ~
- Student Admissions { il

> Student Financials Currency Code: | =
> Student Recruiting i . 1
Al S e Default Mobile Page: | =
> UHS HRMS Budget

> UHS HRMS HR

& UHS HRMS Payroll

> UHS HRMS Positions
> Workforce Administration Alternate User ID: <=
> Workforce Development
& Waorklist From Date: (example: 12/21/2000)
- PeopleTools
> Reporting Tools To Date: (exampie:12/21/2000)
— PASS (Selfl Service)
— My Dictionary Workflow Attributes

— My Personalizations
Email User  [ZIVIoTRISt User -
IR Miscellansous User Links CIICk here

) Save

Benham, Mary

Personalizations

¥our current lIanguage preference is English

If you will be temporarily unavailable, you can seiect an alternate user to receive your routings.

@ satst@central.uh.edu Sent:  Sun 3[23(2008 10:38 AM
smedellin@uh.edu

Subject:  [eForms] Warklist Ikem: Evaluate request ko CHAMGE JOB Jose Crlando Yazquez,

o o o o o o o o o o o
Thiz ewmail was generated by a
DEVELOPMEMNT system. Its contents

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

Fou hawve s pending worklist item to ewvaluate the following reguest. Tou way follow the link below to work this item.

Form ID: 408 Status: PENDING
Request: CHANGE JOB Jose Orlando Vazcguez, EmplID 0128328 Requested by Trevino, Tommie C on Sun, Mar 23 05, 09:51:24 AM

Last Action: This form was RESUBMITTED by Trevino, Tommie C.

Here are the
links

Last Cormment:

Frevious Comments:

Link To Ewvaluate Job Change
http://colunba. fast.uh.edu: 8510/ psps s3a89tst/EMPLOYEE/ HRMS/o/G FORNS.G FORM JOBC E.GEL?Page=G FORM JOEC E CHRL&Action=U?&G FORM ID=408

Link To View Jokb Change
http://ocolunba. fast..uh.edu:§510/ pap/ 5a89tst/EMPLOYEE/ HRMS/ o/ G FORNS. G FOBRM JOEC V.GEL?Page=G FORM JOEC ¥ CHRLLAction=U?&£G FORM ID=408

Note: Disclaimer

B L L L o 2 B e e B A
Notice to Recipient: TUnless 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 reecipient is strictly prohibited from any use, storage, dissemination, distribution, or copying of this
comunication. If you have received this e-wail message in error, please delete this message imwediately. 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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