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	JOB AID:  EPAF – JOB STATUS CHANGE




	Step
	Action

	1.  
	Logon to HR Direct Department Self Service:  http://www.uml.edu/hrdirect [image: HR Direct Login]

	2. 
	For User Account and Password  use your complete email address, including @uml.edu, then choose Lowell Campus

	3. 
	Navigate to Department Self Service > ePAF Home Page>Start new ePAF
Click Change Employment Status.
[image: ]

	4. 
	Update Form Data choosing appropriate Action/Action reason for the change.

[image: ]

	5. 
	Click Submit

	6. 
	END PROCEDURE FOR JOB STATUS CHANGE.  


[bookmark: _GoBack]
Page 1 of 2
ePAF- Status Change
Last Revised:  August 5, 2013
image1.png




image2.png
Start a New electronic Personnel Action Form (ePAF)

Hire an Employee

Use this form o hire a new employee info your
epartment,or o add an addiional ob for an
employee that aready works n your department.
Hire an Emplovee

Edit Existing Job

Use this form o edit e ob of an employee
curtently working in your department
Edit Existing Job

Change Employment Status

Use this form to subrit a terminaton, retremen,
leave of absence of return fromleave.
Change Employment Status

=

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





image3.png
Effective Date: [ —] eForm ID: 12811
Acton: T H

Reason: [Ca

Lostoateworied [ 8
Expected Rewm Date: [ 5

File Attachments

1011

Attachment
Upload View s

1 Uptoad | [view | | = __Dekte |

Yoo Commn T ——
e
Commentiison:

=





image4.tif




