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ePAF Automated Forms

Automated Forms

ePAF (electronic personnel action forms) is a module within PeopleSoft that allows for paperless
employment transactions such as hiring an employee, job or pay changes, and end of
employment. The ePAF is initiated by a department initiator, and then it is electronically routed
for appropriate approvals and notifications, and finally entered by HR into the system.

Adding a Person (Initiator)
Upon completion of this section, you will be able to:

e Add an employee into a position

e Add an employee into a job
e Hire a student employee (hon-work study and work study)

Adding an Employee into a Position
Upon completion of this topic, you will be able to add an employee into a position.

Procedure

Consider this scenario:

Your goal is to add an employee into a position.
Key Information:

Employee Group: Faculty
Is this a positioned job?: Yes
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University of
&4

Umass Massachusetts
Personalize Content | Layout

B} View Payslip

Search:
e @ Click link to view your paycheck.
I My Favorites Select Paycheck

[» Department Self Service

“Use the menu on the left for other self servioe aptions.

[> Self Senvice
[> Warklist
— Portal Search Results

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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University of
Utnacs Massachusetts
Personalize Content | Layout Help
B} View Payslip
Search: Click link to view your paycheck.
I My Favorites @ Select Paycheck
7 *Use the menu on the left for other self servioe options.
— ePAF Home Page
> Self Senvice
> Worklist
— Portal Search Resulls
Step Action
2. Click the ePAF Home Page link.
[ePAF Home Page]
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.
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Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

®

@I New Window P Help

Electronic Personnel Action Form (ePAF) Home Page

Worklis!
Work the items that have been routed to you

Start a new ePAF

AProductlvlty

| workiist

Add to Favorites

[q/cuslnmlze Page

Sign out

=

hitp

Start a new ePAF, which willthen be routed to the appropriate approvers.

Resubmit, Change. or Withdraw an ePAF
Make changes to an ePAF thal has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF
View a recently submitted ePAF, including information about its handling so far. ePAFs.
submitted in the last month are listed here. This is a read-only view.

Step

Action

Click the Start a new ePAF link.

Start a new ePA

University o

> My Favorites
[~ Department Self Service
— ePAF Home Page
[» Self Senvice

[ Worklist

|- Portal Search Results

f

. Massachusetts

[

S New Window  ? Help

Start a New electronic Personnel Action Form (ePAF)

.

Hire an Employee

Use this form to hire a new employee into your
department, or to add an additional job for an
employee that already works in your department.
Hire an Employee

Edit Existing Job

Use this form to edit the job of an employee
currently working in your depariment
Edit Existing Job

‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Return to Electronic Personnel Action Form (ePAF) Home Page

Add to Favorites

[,/Cusmmizs Page

Sign out

netp

hitp
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Step Action

5. Depending on your campus practice, you can add employees with positions or jobs.
For this example, you are hiring an employee into position.

Click the Hire an Employee link.
lHire an Emploved]

6. If you know the Employee ID of the person you are hiring (or if you are hiring a
contingent worker or POI); you can enter this information and then search for the
employee's record.

Another way to search would be to use the Applicant ID and the Job Opening ID
of the person you are hiring; you can enter this information and then search for the
employee's record.

University of
iimass Massachusetts

Home | Workist | AddtoFaverites | Sign out

ENew Window 7 Help & Customize Page B hitp

- Authored by
Hire an Employee 5 GIDEON TAYLOR

Search:
®

> My Favorites
[~ Department Self Service

- ePAF Home Page Step 1 of 6: Enter ID L
[ Self Service Ifyou know the SSN of the person you are hiring: Please enter the SSN and search for an
[ Worklist existing employee or start a new employee.

- Porial Search Results
Ifyou know the Employee ID of the person you are hiring: Please enter that information and
search for the employee’s record

If you know the Applicant ID and Job Opening iD of the person you are hiring. Please enter that
information and search for the employee’s record

If you do not know any of this information: Please start a new employee. (Ifthe employee already
exists, they will be tied to the form Iater in the process.)
Employee ID: I

Applicant 1D: Job Opening ID:

Load Employee/Applicant Data Add New Employee

Step Action

7. For this example, you do not have any ID's to search on.

Click the Add New Employee button.
Add Mew Employee
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Step Action

8. If you wanted to clone a previous eForm and use it as a template for multiple hires
of the same type, you would enter the Clone eForm ID here (or you could search
for the Clone eForm ID if you did not know it).

Note: For this example, we will not use the Clone eForm ID.

University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

P New Window 7 Help [ Customize Page 5, htip

i Authored b;
[ My Favorites Hire an Employee 1 GIDEON TYAVLIIR
[~ Department Self Service
— ePAF Home Page
[ Self Service -

> Worklist Please fill in the fields below.

|- Porial Search Results

Step 2 of 6: Employee Name i d

Clone eForm ID Q

Empl ID: NEW Hiring Campus:  Univ of Mass Amherst

“First Name: Middle:
*Last Name: Suffix: v

Step Action

9, Enter the desired information into the First Name field.
For this example, enter "Jane".

10. Enter the desired information into the Middle field.
For this example, enter "B.".

11. Enter the desired information into the Last Name field.
For this example, enter "Doe".

12. Click the Next button.

Mext ==
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UMASS

Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

University of
Utiacs Massachusetts

®

Home | workist |

Training Guide

Add to Favorites |

Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp

N Authored by
Hire an Employee W GIDEON TAYLOR

Step 3 of 6: Job Information i

Indicate the type of employee you are hiring by choosing a value in the Empl Group field
Fill in the remaining fields and choose "Next™

eFormID: 11702
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date: El

*Employee Group:

: << Previous MNext ==
| saveforLater |

Step

Action

13.

Click the Effective Date calendar button.

14.

Choose the Effective Date.

For this example, click the August 6 link.

15.

Click the Employee Group list.
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University of
Utiacs Massachusetts

Search:

®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

@I New Window P Help

Authored by

Hire an Employee 19 GIDEON TAYLOR

Step 3 of 6: Job Information (i)
Indicate the type of employee you are hiring by choosing a value in the Empl Group field
Fill in the remaining fields and choose "Next™
eFormID: 11702
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data

08/0612012 |

“Effective Date:

*Employee Group:

Continuing Ed Faculty
Exempt

Faculty
Non-Benefited
Non-Exempt

Post Doc

<= Previous Mext ==

| saveforLater |

AProductnﬂty

| Workist | Addto Favorites Sign out

& customize Page , hitp

Step Action

16.

Click the Faculty list item.

|| Faculty

17.

Note: Refer to your campus business practices on when to use the End Date.
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Sign out

P New Window 7 Help [# Customize Page ,hnp

@ i Authored by
1y Favorites Hire an Employee I GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 3 of 6: Job Information [}
> Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field,
[ Worklist
|- Portal Search Resulis Fill in the remaining fields and choose "Next"

eFormID: 11702
~ Personal Info

Personal Data
Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date: 0810612012 &) End Date: ]

*Employee Group:
*Is this a Positioned -
Job?

*Academic or

Calendar?

| <<Previous | Next>> |
| saveforLater |

Step Action

18. Click the Is this a Positioned Job? list.

University of
Massachusetts

Sign out

@ ewWindow ? Help & Customize Page B http

@ H Authored by
> My Favorites Hire an Emplovee I8 GIDEON TAYLOR
[~ Department Self Senice .
— ePAF Home Page Step 3 of 6: Job Information 0
- Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field.
(> Worklist
|- Portal Search Results Fillin the remaining fields and choose “Next”.

eFormID: 11702

~ Personal Info

Personal Data
Name: Jane Dog Job Data
Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date:  |08/06/2012 End Date:

“Employee Group:  Faculty h
*Is this a Positioned

Job?
*Academic or A
Calendar?

| ==Previous

MNext ==

 SaveforLater
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Step Action

19. Click the Yes list item.

University of
Uitnass Massachusetts

| workist | AddtoFavorites | Signout

@Newwindow ? Help [,/Cusmmist’aga ,hnpl

Authored by

Hire an Employee 15 GIDEON TAYLOR

> My Favorites
[~ Department Self Serice

— ePAF Home Page Step 3 of 6: Job Information i)
> Self Service Indicate the type of employee you are hiring by choosing a value in the Empl Group field
[ Worklist
- Portal Search Results Fill in the remaining fields and choose "Mext”.

eForm ID: 11702
~ Personal Info

Personal Data

Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data
“Effective Date:  [08/06/2012 [ End Date: &

*Employee Group:  Faculty hd
“Is this a Positioned [N ~
Job?

*Position Number: Q

[Tl override Position Fields

Reports To Position Number:

Department:
Job Code: FulliPart Time
Location Code: ReqularTemporary -

Step Action

20. Click the Position Number look up button.

=
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University of
Umass Massachusetts

®

> My Favorites
[~ Depariment Self Service

> Self Service

> Worklist
|- Porial Search Results

Look Up Position Number

Position Number: begins with |
Description: begins with = |
Short Description: begins with + |

Job Code: begins with
Department: begins with

LookUp || Clear | Cancel |pasicLookup

Search Results
Only the first 300 results can be

First [4] 1-300 of 300 [§] Lasﬂ

Description Description Department
00000002  Dir Of Pint Biology Grad Pram Dir Of Pin A040100
00000008 |Professor U OIM Professor A100500
00000050 | Professor U of M Professor AD40100
NNNNNNAG Chair of Nant Alks=ne Prof 4 NaniChairk a1nnonn

Step Action

21. For this example, click the 00000002 link.

University of
Umass Massachusetts

®

Applicant ID Job Opening ID

> My Favorites
[ R T ]
— ePAF Home Page ehlis
> Self Senvice
- Worklist “Effective Date: 08062012 [ End Date: El
|- Portal Search Results
*Employee Group:  Faculty h
*Is this a Positioned yes -
Job?
Position Number: (00000002 C Dir Of Pint Biology Grad Pram M

Is this a replacement for an incumbent?
[Cloverride Position Fields

Reports To Position Number:

Department: AD40100 Biology

Job Code: 90078 Professor AU of M FullPart Time Full-Time

Location Code: BLDGO0B0 Morrill Science Center North Reqular/Temporary Regular =
*Academic or | |
Calendar?

Standard Hours:

Calendar
Mail Drop 1D: |

<<Previous | Net=
Save for Later
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Step

Action

22.

Click the Academic or Calendar? list.

Note: Not all campuses will see this field.

-

Utiacs Massachusetts

> My Favorites
[~ Department Self Service
— ePAF Home Page

[ Self Service
- Worklist “Effective Date:  [08/06/2012 [ gn pate: ]
|- Porial Search Results
*Employee Group:  Faculty -
*Is this a Positioned yeg -
Job?
“Position Number: 00000002 | & Dir Of Pint Biology Grad Prgm M

University of

=
E]
El
&

Workiist | AddtoFavorites |  Sign out

®

Applicant ID Job Opening ID

[[is this a replacement for an incumbent?
["J override Position Fields

Reports To Position Number:

Department: AD40100 Biology
Job Code: eoors Professor AU of M FulliPart Time FullTime
Location Code: BLDG00S0 Morrill Science Center North RegularTemporary Regular =
*Academic or M
Calendar?
Standard Hours:  falcltllul
Calendar
Mail Drop 1D:

<< Previous Next ==

| SaveforLater |

Step

Action

23.

For this example, click the Academic list item.

Page 12




University of
Massachusetts

Job?

Standard Hours:

Mail Drop 1D:

*Is this a Positioned ygg

*Position Number: (00000002 O

Is this a replacement for an incumbent?

&) | applicantin Job Opening ID
> My Favorites
| Department Self Service e
Ef\,ﬂ;;:m “Effective Date: 09082012 [&  pngpater | |6
|- Porial Search Resulis
+Employee Group: | Faculy -

Dir Of Pint Biology Grad Prgm

[C] override Position Fields

Reports To Position Number:
Department: AD40100 Biology
Job Code: 90078 Professor AU of M FulliPart Time
Location Code: BLDG00&0 Morrill Science Center North Regular’Temporary
“Academic or
Calendar?

40.00 FTE: 1.000000

Save for Later

Training Guide

Full-Time

Regular

Step Action

24,

| Net= |

Click the Next button.

University of
Umass Massachusetts

Search:

®

> My Favorites
[~ Department Self Service

[ Self Service
(> Worklist
|- Portal Search Results

Message

‘With this hire, the number of incumbents in the position will be greater than
the max head count.

Page 13
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Step

Action

25.

You have tried to hire someone into a position that is occupied. To continue, you
may override this message.

Click the OK button.

Umass Massachusetts

- My Favorites

[~ Department Self Sernvice
- ePAF Home Page
[ Self Service

> Worklist “Effective Date: 0810672012 |5 End Date: &
[~ Portal Search Resulls
*Employee Group:  Faculty M
*Is this a Positioned yeg -
Job?
+*Position Number; (00000002 |G Dir Of Pint Biology Grad Prgm B

University of

)

Worklist | AddtoFavorites | Signout

®

Applicant ID Job Opening ID

D Is this a replacement for an incumbent?
[CJ override Position Fields

Reports To Position Number:

—_

Department: A040100 Biology
Job Code: goors Frofessor AU of M FulliPart Time Full-Time
Location Code: BLDGO0BO Marrill Science Center North RegularTemporary Regular E
*Academic or Academic -
Calendar?
Standard Hours: 40.00 FTE: 1.000000
Mail Drop 1D:

<< Previous |

Save for Later

Step

Action

26.

Click the Is this a replacement for an incumbent? option.
| ["]Is this a replacement for an incumhent?l

27.

Note: Refer to your campus business practices on when to use the Override
Position Fields.

28.

Click the Next button.
Mext ==
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University of
Utiacs Massachusetts

| Addto Favorttes

Sign out

Search:

ENew Window 7 Help & Customize Page B, hitp

=

®

> My Favorites

[~ Department Self Service
- ePAF Home Page Step 4 of 7: Faculty Information
> Self Service

> Worklist Please fill in the Faculty Information below
|- Porial Search Results

. ithored by
Hire an Employee 5 GIDEON TAYLOR

eForm ID: 11702
~ Personal Info

Name: Jane Doe

Empl ID: NEW Empl Red#:
Faculty Data

Academic Rank: aQ

Tenure Status: M

Tenure Track Start Date |08/06/2012 [:]

Tenure Home 4040100 a
Mandatory Review Dt m
FTE 1.00
| =<<Previous || New»> |
| saveforLater |

Step Action

29. The Faculty Data section will be completed by campus, where applicable.

University of
Massachusetts

Add to Favorites |

Sign out

& New Window  ? Help [ Customize Page |8 hip

nita
- My Favorites
[~ Department Self Service
— ePAF Home Page Step 4 of 7: Faculty Information
I Self Service

> Worklist Please fill in the Faculty Information below
|- Porial Search Results

- ithored by
Hire an Employee 15 GIDEON TAYLOR

eForm ID: 11702
~ Personal Info

Name: Jane Doe

Empl ID: NEW Empl Red#:
Faculty Data

Academic Rank: Q

Tenure Status: M

Tenure Track StartDate |08/06/2012 [5]

Tenure Home [s040100 @
Mandatory Review Dt T m
FTE [1.00]
[ <<Previous || Next»> |
csnsmi
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Step Action

30. Click the Next bgtton.
Mext ==

University of
Uitnass Massachusetts

Home | Workist | AddtoFaverites |  Sign out

@Newwindow ? Help [,/Cusmmist’aga ,hnpl

. Authored by
Hire an Employee W GIDEON TAYLOR

Search:
®

> My Favorites

[~ Department Self Serice . .
— ePAF Home Page Step § of 7: Compensation o
I Self Service Please enter the employee’s compensation information below.

[ Worklist

|- Portal Search Results

eForm ID: 11702
~ Personal Info

Persenal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: MNEW Empl Red#:
‘Compensation Data
Employee Type:  Exception Hourly -
Bi-Weekly Rate: 0000000 1 ual Rate: $0.000
Plan AS0 Salary Grade (5
Total Annual Rate 0.000000

=
Begin Date 08/06/2012 [H]

GL Combination Code  Fund Code Department  Proaram Code  ProjectiGrant Class Field  End Dale o
1 Q 2
Add Date Range
<= Previous Next >>
Save for Later
4 m v

Step Action

31. Enter the desired information into the Bi-Weekly Rate field.

For this example, enter "500".

32. Note: Notice that the Begin Date defaults to the hire date. You may change this date
if needed.
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University of
Utiacs Massachusetts

Search:

®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

1> Worklist

|- Porial Search Results

Home | Workist | AddtoFavertes |  Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp;

N Authored by
Hire an Employee I GIDEON TAYLOR

Step § of 7: Compensation Li
Please enterthe employee’s compensation information below.

eForm ID: 11702
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
Compensation Data
Employee Type: Exception Hourly -
Bi-Weelkly Rate: 5000000000 5 Rate: $0.000
Plan ASD Salary Grade 05
Total Annual Rate 0.000000

=
Begin Date 08/06/2012 [5]

Earnings
Code

e [

GLC ination Code Fund Code Department Program Code  ProjectiGrant Class Field End Date

Add Date Range

: << Previous Next ==
| saveforLater

m

Training Guide

Step

Action

33.

Click the GL Combination Code look up button.

34.

For this example, click the A103738 link.

Note: You can also use the GL Combination Code search field, and enter the first
letter of your campus to expedite the search.

Page 17
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University of
Utiacs Massachusetts

Workiist | AddtoFavorites |  Sign out

Search:
Step 4 of 7: Compensation Lid

Update the employee’s compensation information as needed

®

> My Favorites
[~ Department Self Service
- ePAF Home Page

- Self Service eForm ID: 11702
> Worklist ~ Personal Info

|- Porial Search Results
Personal Data
Name: Jane Doe Job Data

Additional Pay
Empl ID: NEW Empl Red#:

‘Compensation Data
Employee Type: Exception Hourly -
Bi-Weekly Rate: 500.000000]  ,pnyal Rate: $13,000.000
Plan AS0 Salary Grade (5
Total Annual Rate 13000.000000

il

=
Begin Date 08/06/2012 |[5]

GLC ination Code Fund Code Department Program Code  ProjectiGrant Class Field End Date %ﬁ
1[a103738 |@ 52120 A317000000 B10 -\
Add Date Range
| <=Previous | Next »>
| Save for Later
Step Action
35. Note: The Worcester campus will leave the Earnings Code blank. However, other

campuses may choose to enter information in this field if needed.

36. Click the Earnings Code look up button.

37. For this example, click the A10 link.

Note: You may also select the Description link.

Page 18
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University of
Utiacs Massachusetts

Search:

®
> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service
[ Worklist
|- Porial Search Results

mation as needed.

Personal Data
Job Data
Additional Pay

#*

Annual Rate:

$13,000.000
+ 05

nual Rate 13000.000000

Training Guide

Sign out

| SaveforLater |

=
Customize | Find | TJ First Kl 1071 O Last
Department Program Code  ProjectiGrant Class Field  End Date %ﬁ Distribution ¢,y end pate
Code Type
AB17000000 B10 Al Q -
| Add Date Range
| ==Previous Ne== |

e

Step Action

38.

Click the Distribution Type list.

University of
Massachusetts

®

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

> Worklist

|- Portal Search Results

k]

mation as needed.

Personal Data
Job Data
Additional Pay

Annual Rate: $13,000.000
+ 05
nual Rate 13000.000000
=

Sign out

Customize | Find | 1 First KN 4 of 1 1 Last
) Earninas  Distribution
Department Program Code P Class Field End Date Code T Fund End Date
4817000000 B10 a0 @

m

| Add Date Range |

| ==Previous Nedt== |

| Save for Later |

e

Page 19
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Step Action

39. For this example, click the Percent list item.

University of
iitnass Massachusetts

e | Workist | AddtoFavorites | Sign out

i)
- My Favorites mation as needed
[~ Department Self Service 7
— ePAF Home Page
[» Self Senvice
P Worit I
|- Portal Search Results
Personal Data
JobData
Additional Pay
#
S|
Annual Rate: $13,000.000
05
nual Rate 13000.000000 =
=
Department Program Code  Pr Class Field  End Date ﬁi Type | Percent Commitment Amoun
AB17000000 B10 AD Q@ ~ | oooo 0.00000(
Add Date Range
<= Previous Next ==
Save for Later
4 I m »
Step Action
40. The Percent field amount cannot exceed 100%, but you may have multiple rows

that add up to 100%.

For this example, enter "100".
41. Click the horizontal Scrollbar.
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

Personal Data
Job Data
Additional Pay

$12,000.000

Jooooo

m

Earnings
Code Type

A10 @ Percent + [100.000 900.000000 =

de Project/Grant Class Field End Date

Percent Commitment Amount Fund End Date

Add Date Range

wious Next ==

Save for Later

Step Action
42. The Commitment Amount is a calculated amount, which will be different by
campus.
Note: Amherst will manually enter their amount, however all other campuses will
use an auto calculation.
43. Note: The campus will choose the Fund End Date, if applicable.
44, Click the Fund End Date calendar look up button.
45, For this example, click the August 31 link.
46. Note: To add additional rows, use the plus sign. To delete rows, use the minus sign.
47. The Add Date Range field is not required, but it can be notated if applicable.
48. Click the Next button.
Mext ==
49, The Time and Labor Data page allows human resources to establish a person into

the appropriate groups necessary for reporting time.
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University of
Utiacs Massachusetts

| Add to Favorites Sign out

Search: PNew Window 7 Help [# Customize Page ,hnp:

@ Authored by
i ¥
> My Favorites Hire an Employee B3 GIDEON TAYLOR
[~ Department Self Service . .
— ePAF Home Page Step 6 of 7: HR Information [}

> Self Senvice Enter or change any known information
[ Worklist
|- Porial Search Results

eformID: 11702

~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
*Benefit Status. M A
*Union Code: W & MTANEA MSP Faculty |
*Pay Group: ’mo\ UMass Amherst
*Empl Class ’7 Q

Workgroup: Q

Taskgroup:

Time and Labor Schedule

Schedule different from standard?

| == Previous Next== |

| SaveforLater |

Step Action

50. Click the Benefit Status list.

University of
Massachusetts

UMASS Sign out

@ ewWindow ? Help [ Customize Page B http 4

®

1 Authored by
> My Favorites Hire an Emplovee I3 GIDEON TAYLOR
[~ Department Self Senice .
— ePAF Home Page Step 6 of 7: HR Information [i]

> Self Service Enter or change any known information
> Worklist
|- Portal Search Results

eForm ID: 11702

~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay
Empl ID: NEW Empl Red#:

Time and Labor Data

*Benefit Status.

*Union Code:

*Pay Group: UMass Amherst
*Empl Class
Workgroup:

Taskagroup:

Time and Labor Schedule

Schedule different from standard?

| << Previous Net=> |

| SaveforLater |
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Step

Action

51.

Click the Benefit list item.

|Benefit

University of
. Massachusetts

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results

Home | Workist | AddtoFaverites |

@Newwindow ? Help [,/Cusmmist’aga

- Authored by
Hire an Employee 8 GIDEON TAYLOR

Step 6 of 7: HR Information (i}
Enter or change any known information

eFormiD: 11702

~ Personal Info

Personal Data
Name: Jane Dog Job Data

Additional Pay
Empl ID: NEW Empl Red#:

Time and Labor Data
“Benefit Status -

*Union Code: ,AETQ MTANEA MSP Faculty
*Pay Group: WQ UMass Amherst
“Empl Class [Ca

Workgroup: Q

Taskgroup:

Time and Labor Schedule

[C] Schedule different from standard?

<< Previous Next >>

: Save for Later

Sign out

B hip «

netp

m

Step

Action

52.

=

Click the Empl Class look up button.

53.

i

For this example, click the O link.
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Search:

Utiacs Massachusetts

® N Authored by
- My Favorites Hire an Employee 1 GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 6 of 7: HR Information o
> Self Senvice Enter or change any known information

[ Worklist
|- Porial Search Results

University of

Home | Workist | AddtoFavertes |  Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp;

eForm ID: 11702
~ Personal Info

Personal Data

Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Time and Labor Data
*Benefit Status Benefit e
“Union Code: S0 |Q MTANEA MSP Faculty 3
“*Pay Group: UMA|Q, UMass Amherst
*Empl Class o Q Faculty-Academic Year

Workgroup: Q

Taskgroup:

Time and Labor Schedule

[Z] schedule different from standard?

<= Previous Next ==

| Save for Later

Step

Action

54.

The use of Schedule different from standard?, is by campus choice.

For this example, click the Schedule different from standard? option.
||:| Schedule different from Standard?i

55.

Note: If you decide to use the Schedule different from standard, then you would
enter your Schedule Description here.

56.

Click the Next bt_Jtton.
Mext ==
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Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

1> Worklist

|- Porial Search Results

University of
Umiacs Massachusetts

®

| workist | AddtoFavortes |

Lo v s+ iwep Lo meswriees s sae nep e

Authored by

Hire an Employee 1 GIDEON TAYLOR

Step 7 of 7: Finalize Form Li
Please fill in any necessary fields below. Add attachments andfor comments if necessary and then
click "Submit” to route to the first approver.

eForm ID: 11702
~ Personal Info

Personal Data

Hame: JaneDoe Job Data
Additional Pay
Empl ID: NEW
Actions & Action Reasons
25‘;‘:‘ ewelibe Reason | stion Reason Description
THR Q& HIR |Q |Hire =
“Reason Code Hire -

Message Text Description
Please attach all necessary hire
A Attach hire documentation documentation in the Aftachments section

below. By acknowledging this message, you
are confirming the completion of this task.

Customize | Find | ] First K 1 or1 O (ast

Upload View Deseription
1 Upload | [bliew - Delets
Add File Attachment

Your Comment: == Previous

Training Guide

Sign out

i

Step

Action

57.

Click the Attach hire documentation option.

Whether you are attaching documentation or not, you must always acknowledge
Form Messages and confirm that you have completed attaching any documentation.

58.

Click the Submi_t button.

| Submit
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Search:

> Worklist

University of
Uaacs Massachusetts

> My Favorites
[~ Depariment Self Service

> Self Service

|- Porial Search Results

®

Message

‘Submit this form? (24642 112)

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

Yes \ Mo \

Step

Action

59.

Confirm that you are ready to submit this form, and click the Yes button.

Menu
Search:

- ePAF

[> Worklist
|- Poral S

litnass Massachusetts

> My Favorites
[~ Department Self Service

[ Self Service

earch Results

University of

Add to Fi

Additional Par
Empl ID:

®

Home Page

Form Status

eForm ID: 1702

You have just SUBMITTED this form. This action passed the form to
HCMU_GT_HR_UPDATE for further processing.

Process Visualizer

=3

=

L8 2 3 4 5
(TESTSC10030710) HCMU_GT_DEPT_APRV HCMU_GT_PI HCMA_GT_TEACH_DEPT HCMU_GT_DEAN_DIR HC|

E o 10 1 1z
HCMU_GT_GRAD_SCH HCMU_GT_STU_EMPLOY HCMU_GT_GRANTS HCMU_GT_CE_ADMIN HE|

HCMU_GT_DEAN_GRAD_STDY

15: Integration 18: System
Broker

Go To Worklist

View This Form

Go To ePAF Home Page
Close This Form

< | .
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Step Action
60. The Form Status indicates that you have submitted this form.
Note: The Process Visualizer shows a workflow that is completely customized by
campus.
61.

Congratulations! You have added an employee into a position.
End of Procedure.

Adding an Employee into a Job
Upon completion of this topic, you will be able to add an employee into a job.
Procedure

Consider this scenario:

Your goal is to add an employee into a job.

Key Information:

Employee Group: Classified
Is this a Positioned Job?: No

University of
Uitnass Massachusetts

Personalize Content | Lavout

Menu
Search:

> My Favorites
> Department Self Service

— Porial Search Resulls

®

View Payslip

Click link to view your paycheck.

Select Pavcheck

“Use the menu on the left for other self service options.

Add to Favorites

Help
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Step Action
1.

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l Department Self Service]

University of
Uitnags Massachusetts
Personalize Content | Layout

Help
E |} View Payslip

Click link to view your paycheck.
[ My Favorites
Department Self Service]

“Lise the menu on the left for other seif servie options.
— ePAF Home Page

Select Paycheck

— Portal Search Results

Step Action

2. Click the ePAF Home Page link.
[ePAF Home Page]
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University of
Utiacs Massachusetts

Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice
[ Benefits

[ Time and Labor

> Campus Community
[ Worklist

[ Reporting Tools

[- UMass Custom

> PeopleTools

|- Portal Search Results

Training Guide

Home | Workist | AddtoFavertes |  Sign out

PNew Window 7 Help & Customize Page &, htip

Electronic Personnel Action Form (ePAF) Home Page

7 2y Worklist
@ Work the items that have been routed to you

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

Resubmit, Change. or Withdraw an ePAF
Make changes to an ePAF thal has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

@ View an ePAF
‘ View a recently submitted ePAF, including information about its handiing so far. ePAFs
submitted in the last month are listed here. This is a read-only view.

Step

Action

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the Start a new ePAF link.

Start a new ePAF
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes | Sign out

PNew Window 7 Help [ Customize Page &, htip

> My Favorites
[~ Department Self Service
- ePAF Home Page

Start a New electronic Personnel Action Form (ePAF)

> Self Service \if Hire an Employee
- 2
E g:::ﬁg;r SRESSILEH Use this form to hire a new employee into your

department, or to add an additional job for an
employee that already works in your department
Hire an Employee

[ Time and Labor

> Campus Community

[ Worklist

[ Reporting Tools

[- UMass Custom

> PeopleTools P

| Poral Search Resulis Use this form to edi the job of an employee
Bt currently working in your department.

Edit Existing Job

I
h ‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

:"_‘ Edit Existing Job

Return to Flectronic Personnel Action Form (ePAF) Home Page

Step Action

5. Depending on your campus practice, you can add employees with positions or jobs.
For this example, you are hiring an employee into job.

Click the Hire an Employee link.
[Hire an Emplove]

6. If you know the Employee ID of the person you are hiring (or if you are hiring a
contigent worker or POI); you can enter this information and then search for the
employee's record.

Another way to search would be to use the Applicant ID and the Job Opening ID

of the person you are hiring; you can enter this information and then search for the
employee's record.
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University of
Utiacs Massachusetts

Home | Workist | Add to Favorites Sign out

Search: & New Window ? Help L/GuslumlzePage ,hnp

Authored by

®

[ My Favorites Hire an Employee 8 GIDEON TAYLOR
[~ Department Self Service
— ePAF Home Page Step 1 of 6: Enter ID L
- Self Servica X If you know the SSN of the person you are hiring: Please enter the S3N and search for an
- Manager Self Senice existing employee or start a new employee
[ Benefits
(> Time and Labor Ifyou know the Employee ID of the person you are hiring: Please enter that information and
(> Campus Community search for the employee’s record
[ Worklist
[- Reporting Tools Ifyou know the Applicant ID and Job Opening iD of the persen you are hiring: Please enter that
[ UMass Custom information and search for the employee’s record
> PeopleTools
|- Portal Search Results If you do not know any of this information: Please start a new employee. (Ifthe employee already
exists, they will be tied to the form later in the process.)
Employee ID: ‘

Applicant 1D: Job Opening ID:

Load Employee/Applicant Data Add New Employee

Step Action

7. For this example, you do not have any ID's to search on.

Click the Add New Employee button.
Add Mew Employee
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Search:

[ Benefits

[ Worklist

&
UMASS.

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Time and Labor
> Campus Community

[ Reporting Tools
[- UMass Custom
> PeopleTools

|- Portal Search Results Empl ID: NEW Hiring Campus: Univ of Mass Worcester

Guide mpﬂ.‘ldﬁtﬂﬂw

University of
Massachusetts

Home | Workist | AddtoFavertes | Sign out

P New Window 7 Help [ Customize Page &, htip

N Authored by
Hire an Employee 1 GIDEON TAYLOR

®

Step 2 of 6: Employee Name i d

Please fill in the fields below.

Clone e

Form ID Q

JE 0

“First Name: Middle:
*Last Name: Suffix: v

<< Previous Next ==
Save for Later

Step Action

8. If you wanted to clone a previous eform and use it as a template for multiple hires of
the same type, you would enter the Clone eForm ID here (or you could search for
the Clone eForm ID if you did not know it).
Note: For this example, we will not use the Clone eForm ID.

9. Enter the desired information into the First Name field.
Enter "Jane".

10. Enter the desired information into the Middle field.
Enter "B.".

11. Enter the desired information into the Last Name field.
Enter "Doe".

12. Click the Next button.

Mext ==
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes | Sign out

Search: New Window 7 Help [# Customize Page ,hnp

® - Authored by
- My Favorites Hire an Employee 1 GIDEON TAYLOR
[~ Department Self Service . "~
— ePAF Home Page Step 3 of 6: Job Information Eid

I Self Senice Indicate the type of employee you are hiring by choosing a value in the Empl Group field
- Manager Self Senice
[ Benefits Fill in the remaining fields and choose "Next™
[ Time and Labor
[ Campus Community eformID: 11724
[ Worklist ~ Personal Info
[ Reporting Tools
> UMass Custom Personal Data
I PeopleTools Name: Jane Doe Job Data
|- Portal Search Results Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data
“Effective Date: El

*Employee Group:

<< Previous MNext ==
| saveforLater |

Step Action

13. Click the Effective Date calendar button.

14. For this example, click the August 10 link.

15. Click the Employee Group list.
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

Search: PNew Window 7 Help [# Customize Page ,hnp

® - Authored by

- My Favorites Hire an Employee 1 GIDEON TAYLOR
[~ Department Self Service .

— ePAF Home Page Step 3 of 6: Job Information o
[ Self Senvice . Indicate the type of employee you are hiring by choosing a value in the Empl Group field
- Manager Self Senice
(> Benefits Fillin the remaining fields and choose "Next”
[ Time and Labor
> Campus Community eForm ID: Qar#Z Classified (W20) AFSMCE
> Worklist Classified (W21) NEPBA Palice

> Reporting Tools Classified (W22) MNA

> UMass Custom Classified (W23) NEPBA Sargent Personal Data

I PeopleTools Name: Jane|Classified (W25) NonUnit Class Job Data

|- Portal Search Results Classified (W28) SHARE Additional P
EmpliD: NEW|Classified (W50) NAGE fhonal Fay

Classified (W70} UMCH-AFSCME

Ciopicantvaia 0 I
Grad Students

Post Doc

Professional (W50) Prof NAGE

Professional (W60) Non Unit

T e ——
Students

 Temprite

“Effective Date: UMCH Classified

UMCH Professional

Applicant ID

*Employee Group:

: << Previous MNext ==
| saveforLater |

E
®

Step Action

16. For this example, click the Classified (W20) AFSMCE list item.
Classified (W20) AFSMCE

17. Click the Is this a Positioned Job? list.

18. Click the No list item.
Mo

19. Enter the desired information into the Supervisor 1D field.
For this example, enter "88888".

Note: You can also use the Supervisor ID look up button to search for this value.

20. Click the Department look up button.

=
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Search: i

®

> My Favorites
[~ Depariment Self Service

> Self Service

> Worklist
|- Porial Search Results

Look Up Department

SetiD: UMWOR
Department: begins with - ‘
Description: begins with v‘

LockUp | Clear || Gancel Basiclookup

Search Results

Only the first 300 results of a possible 742 can be displayed.
ﬁe'w 100 First [4] 1-300 of 300 [}] Lasq

Department Description

100000 UMass-Worcester Campus
W400000 |Chancellor

MW400010  Chancellor Emeritus
W400011 |Community Activity
1400012 | Academic Recruitment

W400013 |University Expenses
W400015 Government Relations
W400100 Development Executive Office

javascript:submitAction_wind(decument.wind, #ICSortCol2');

Step Action

21. For this example, click the W100000 link.

Note: You can also click on the Description link next to the Department link.

22. Click the Job Code look up button.
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University of
Uags Massachusetts

Search:

> My Favorites
[~ Depariment Self Service

> Self Service
[ Worklist
|- Porial Search Results

Look Up Job Code

Job Code:  begins with v‘

Description: begins with ~ |

LookUp || Clear || Ganeel |Basiclookup

Search Results

ew 100 First [4] 1-74of74 [3] Last

Job Code Description
1AQ048 |Public Safety Asst
MEO039 |Eng Build Sys Oper
MEO044 Technician, Safety Sys Lead
MEDD53 Console Operator
Coord, Faciliies Materials
Technician, Safety Systems
Console Operator, Lead
Facililies Material Coord.Lead
Mechanic
Security Officer-Jp

74

Step Action

23. For this example, click the MEQO85 link.

MEDOZS

Note: You can also click the Description link next to the Job Code link.

24, Click the

Full/Part Time list.

[ -]

25. For this example, click the Full-Time list item.
Full-Time

26. Click the Regular/Temporary list.

217. For this example, click the Regular list item.
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University of
Utiacs Massachusetts

Sign out

Add to Favorites

NewWindow 7 Help [ Customize Page &) htip *|

Search:

@ H Authored by
> My Favorites Hire an Employee 13 GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 3 of 6: Job Information [}

I Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field

[ Worklist
|- Portal Search Results Fillin the remaining fields and choose "Next™
eForm ID: 11726

~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date:  |08/10/2012 |5

“Employee Group:  Classified (W20) AFSMCE -
*Is this a Positioned g -
Job?

Supervisor ID: 88888 S jonn pos

*Department: |W100000 | Upiass-waorcester Campus

. MEODES T —
Job Code: Q Coord, Facilities Materials FulliPart Time Full-Time =
“Location Code: ~ MED SCHOOLQ,  agical Schoal RegularTemporary ~ Regular  ~

*Standard Hours: 40.00 <fTE: | 1.000000

Mail Drop 1D: |

Step Action

28. The Mail Drop ID is not a required field, however you may enter it if you know it.

29. Click the vertical Scrollbar to scroll down the page.

University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

o g e G e

Search:

eForm ID: 11726

~ Personal Info

Personal Data

®

> My Favorites
[~ Department Self Service

- ePAF Home Page Name: Jane Doe Job Data
> Self Service
Pl EmpliD:  NEW Empl Red#: Additional Pay
|- Portal Search Resulis ’ ’ [
Applicant Data
Applicant ID Job Opening ID

Job Data
*Effective Date: 08/10/2012

“Employee Group:  Classified (W20) AFSMCE -
*Is this a Positioned g -
Job?

Supervisor ID: 88888 Q John Doe

*Department: (W100000 /& Upass-Worcester Campus

i

*Job Code: ME00SS [ Coord, Facilities Materials FulliPart Time FullTime =
“Location Code:  [MED SCHOOLQL  agical School RegularTemporary ~ Regular  ~
*Standard Hours: 40.00 *FTE: | 1.000000

Mail Drop 1D: |

| ==Previous | MNext==

| saveforlLater |
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Step Action

30. Click the Next bl_Jtton.
Mext ==

University of
{nags Massachusetts

Home | Worklist | AddtoFavortes | Signout

I New Window  ? Help D/CuslumlzeF’age ,hnp;

i Authored by

> My Favorites Hire an Employee IH GIDEON TAYLOR

[~ Department Self Sernvice B ;
— 6PAF Home Page Step 4 of 7: Compensation [

1> Self Service Please enter the employee’s compensation information below.

[ Worklist

|- Porial Search Results

eForm ID: 11726
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
‘Compensation Data
Employee Type: Exception Hourly -
Bi-WeeKly Rate: 0000000 s pnual Rate: $0.000
Plan Waa Salary Grade 15
Total Annual Rate 0.000000

=
Begin Date 08/10/2012 5]

GLC ion Code Fund Code  Department Program Code  ProjectiGrant ClassField  End Date u‘ﬂ'gg‘e =
! = &
Add Date Range
: << Previous Next >>
| saveforLater
« i G

Step Action

31. The Employee Type will default. You may change this field if needed.

Click the Employee Type list.
| Exception Hourly - |

32. For this example, click the Exception Hourly list item.

Exception Hourly

33. Enter the desired information into the Bi-Weekly Rate field.

For this example, enter "500".

34. Note: Notice that the Begin Date defaults to the hire date. You may change this date
if needed.

35. Click the GL Combination Code look up button.
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University of
Utags Massachusetts

Search:

> My Favorites
[~ Depariment Self Service

> Self Service
[ Worklist
|- Porial Search Results

Look Up GL Combination Code

GL Combination Code: begins with + ‘
Description: begins with ~ |
Short Description: begins with ‘

LookUp || Clear || Canesl |gasiclookup

Search Results

Only the first 300 results of 3 pessible 31458 can be displayed.
ew 100 First [4] 1-300 of 300 [§] Las

GL Combination Code Description Short Description
Bi03738 A103738
A102740 A102740
A103741 A103741
A103744 A103744

A103746 A103746
A103747 A103747
A103749 A103749
4101752 101750

Step Action

36. You can enter the first letter of your campus to expedite the search within this field.
Enter the desired information into the GL Combination Code field.

For this example, enter "W".

37. Click the Look Up button.
LookUp

38. For this example, click the W100025 link.

Note: You may also click on the Description link or the Short Description link.
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University of
Usiacs Massachusetts

|  Add to Favorites

Sign out
Search:

®

P New Window 7 Help [# Customize Page

s D 2|
: Authored by
- My Favorites Hire an Employee B GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 4 of 7: Compensation [}
> Self Senice Please enterthe employee’s compensation information below.
1> Worklist
|- Porial Search Results
eForm ID: 11726
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Compensation Data
Employee Type:  Exception Hourly -
Bi-Weekly Rate: 500.0000000 oyl Rate: $13,000.000
Plan W2A Salary Grade 15
Total Annual Rate 13000.000000
=
Begin Date 0810/2012 5]
GL C ination Code Fund Code Department Program Code  ProjectiGrant Class Field End Date
1 MHUUUZS Q52030 W100000000 FOO
| Add Date Range |
| ==<Previous | Mest== |
| saveforLater |

Step Action

39. Click the horizontal Scrollbar.

University of
Massachusetts

ENewwindow ? Help [5f Customize Page B htp 4
Authored by

> My Favorites W GIDEON TAYLOR

[~ Department Self Service
— ePAF Home Page
[ Self Service

[ Worklist

|- Porial Search Results

1information below.

Personal Data
Job Data
Additional Pay

#

Annual Rate: $13,000.000
15
nual Rate 13000.000000
=
customize | Find | P11 3% First K1 4 011 I Last
Department Proaram Code Class Field  End Date Earnings  Distrl

Code

[a -~ =

Fund End Date

W100000000 Fo0

| Add Date Range |

| ==Previous | Net==> |

| saveforLater |

e
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Step Action

40. Note: The Worcester campus will leave the Earnings Code field blank. However,
other campuses may choose to enter information in this field if needed.

41. Click the Distribution Type list.

42. For this example, click the Percent list item.

43. The Percent field amount cannot exceed 100%, but you have multiple rows that add
up to 100%.
For this example, enter "100".

44, The Commitment Amount is a calculated amount, which will be different by

campus.

Note: Amherst will manually enter their amount, however all other campuses will
use an auto calculation.

J

Search:

Umass Massachusetts

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

> Worklist

|- Portal Search Results

University of

Home | Workist | AddtoFaverites | Sign out

®

Personal Data
Job Data
Additional Pay

$13,000.000

Jooooo

m

Earnings  Distril

de Project/Grant Class Field End Date Percent Commitment Amount Fund End Date

Code Type

@ | Percent ~ [100.000 900.000000] | B =

Add Date Range

wious Next ==

Save for Later

n ] » s

Step

Action

45.

Note: The campus will choose the Fund End Date, if applicable.
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Step Action
46. Click the Fund End Date calendar look up button.
47. For this example, click the August 17 link.
48. Note: To add additional rows, use the plus sign. To delete rows, use the minus sign.
49. The Add Date Range field is not required, but it can be notated if applicable.
50. Click the Next button.

Mext ==

University of
litnass Massachusetts

Home | Workist | AddtoFaverites |  Sign out

& New Window ? Help [,/CusmmizeF’age Ephnp

1 Authored by

> My Favorites Hire an Employee IE GIDEON TAYLOR

[~ Department Self Service . -
— ePAF Home Page Step § of 7: Additional Pay i

> Self Senvice Ifthe employee will have additional pay, please enter that information below.

[ Worklist
|- Portal Search Results
eForm ID: 11726
Personal Data

Job Data
Additional Pay

Name: Jane Doe

Empl ID: NEW Empl Red#:
[T Has Additional Pay

<= Previous Next ==

Save for Later

Step

Action

51.

If the employee will have additional pay, you will enter the information here.

For this exmple, click the Has Additional Pay option.
| [ Has Additional Pay|
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University of
Uags Massachusetts

P New Window 7 Help [& Customize Page ,hnp

® : Authored by
DU D Hire an Employee 1 GIDEON TAYLOR
[~ Depariment Self Service
P Step 5 of 7: Additional Pay o
> Self Senice Ifthe employee will have additional pay, please enter that information below.
> Worklist
|- Porial Search Results

eFormID: 11726
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay
Empl ID: NEW Empl Red#:

Additional Pay

Additional Pay

Earnings Account Code Effective Date  End Date Hourly Rate Hours Earnings Goal Amount  Add Col
L g Save for Later |
1 Q| Q081312012 5 o

uide

Step

Action

52.

Click the Earnings Code look up button.

University of
Umass Massachusetts

®

> My Favorites
[~ Department Self Service

t
|- Portal Search Results

Look Up Earnings Code

Earnings Code: begins with - ‘
Description: begins with ~ ‘

@\@| Cancel Basic Lookup

Search Results
Only the first 300 results of a possible 355 can be displayed.

ode Description
T ‘Add Comp Faculty

A2 Add Comp Faculty

A25 Add Comp Faculty

A28 Add Comp Faculty NSF 2/9
Add Comp Faculty

Add Comp Prof Staff 12%
Add Comp Prof Staff 12%
Add Comp Prof Staff 12%
Add Comp Prof Staff 12%

BREREE
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Step Action

53. Enter the desired information into the Earnings Code field.
Enter "W".

54. Click the Look Up button.

o
Umass Massachusetts

®
> My Favorites
[~ Depariment Self Service
— ePAF Home Page
> Self Senvice
> Worklist
|- Porial Search Results

University of

Sign out

Look Up Earnings Code

Earnings Code: begins with « ‘W
Description:  begins with ~ |

LookUp | Clear || Caneel |Basiclookup

Search Results

ew 100 First [4] 1-30of2 [i] Last

Earnings Code Description

WEE Weekend Program
WSA Worcester Suppl Sick Adjust
Worcester Supplemental Sck Pay

Step

Action

55.

For this example, click the WEP link.

Note: You may also click on the Description link, next to the Earnings Code link.
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Search:

1> Worklist

&
UMASS.

@ i Authored by
- My Favorites Hire an Employee 1 GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step § of 7: Additional Pay [}
[ Self Senvice Ifthe employee will have additional pay, please enter that information below.

|- Porial Search Results

University of
Massachusetts

Home | Workist | AddtoFavertes |  Sign out

P New Window 7 Help [# Customize Page ,hnp

eForm ID: 11726
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay
Empl ID: NEW Empl Red#:

Has Additional Pay

T Cusiorize | Find | 51 2
anr:;n = Account Code Effective Date End Date Hourly Rate Hours Earnings Goal Amount  Add Col
1/[wepP Q| Q08132012 5 | = 0.000000 0 0.00/ | 0.00] Add Co
== Previous Next ==
‘Bave for Later

Step Action
56. Enter the desired information into the Account Code field.
Enter "W100025".
Note: You can also use the Account Code look up button to search within this field.
57. Notice that the Effective Date will default to the Hire Date.
58. Click the End Date Calendar look up button.
Note: This is usually the pay period end date.
59. For this example, click the August 17 link.
60. Enter the desired information into the Hourly Rate field.
Enter "500".
61. Click the Next bt_Jtton.
Mext ==
62. The Time and Labor Data page allows human resources to establish a person into

the appropriate groups necessary for reporting time.
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University of
Utiass Massachusetts

Home | Workist | AddtoFavertes |  Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp;

N Authored by
Hire an Employee I GIDEON TAYLOR

Search:
®

> My Favorites

[~ Department Self Service .
— ePAF Home Page Step 6 of 7: HR Information o
> Self Senvice Enter or change any known information

[ Worklist

|- Porial Search Results

eForm ID: 11726
~ Personal Info

Personal Data
Name: Jane Doe Job Data

Additional Pay

Empl ID: NEW Empl Red#:
“Union Code: ,WQ AFSCME Trades and Building Svc
*Pay Group: WQ UMass Worcester i
“Empl Class ’TQ Classified
Workgroup: WAFSCME |G, srscue
Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

[Z] schedule different from standard?

<= Previous Next ==

| Save for Later

Step Action

63. The use of Schedule different from standard?, is by campus choice.

For this example, click the Schedule different from standard? option.
||:| Schedule different from Standard?i

64. Note: If you decide to use the Schedule different from standard, then you could
also enter your Schedule Description here.

65. Click the vertical Scrollbar.
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University of

Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

Utags Massachusetts

®

eFormID: 11728
~ Personal Info

Personal Data
Job Data
Additional Pay

Name: Jane Doe

Empl ID: NEW Empl Red#:
Time and Labor Data

*Union Code: ,WQ AFSCME Trades and Building Svc
“Pay Group: W Q UMass Waorcester

“Empl Class [l Classified

Workgroup: [W_AFSCME |Q,  arscME

Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

Kchedule different from standard?

Schedule Description:

| ==Previous | Mest=> |
| SaveforLater |

Training Guide

Sign out

i

Step Action

66. Click the Next button.

| Net== |

University of
Umass Massachusetts

®

> My Favorites

[~ Department Self Senice
— ePAF Home Page
[ Self Service

> Worklist

|- Portal Search Results

[ R L T R RV RIS

1 Authored by
Hire an Employee W GIDEON TAYLOR

Step 7 of 7: Finalize Form Li]
Please fill in any necessary fields below. Add attachments andior comments if necessary and then
click "Submit” to route to the first approver.

eForm ID: 11726

~ Personal Info

Personal Data
Job Data
Additional Pay

Name: Jane Doe

Empl ID: NEW

Actions & Action Reasons

Action Reason
ode ode Action Reason Description
c Description c Action Reason Description

1HR @ I%Q Hire

*Reason Code Hire e

Message Text
Please attach all necessary hire

documentation in the Attachments section
-
IR (R ITETE G below. By acknowledging this message, you

are confirming the completion of this task.

File Attachments customize | Find | 1| 25 First K1 4 014 2 Last
Attachment
id

Upload View Description
1 Upload | [ —r— - _ Delete |
| AddFile Atachment |

Your Comment: | <<Previous [ Submit |

Sign out

hktp 1
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Step Action

67. Whether you are attaching documentation or not, you must always acknowledge
Form Messages and confirm that you have completed attaching any documentation.
Click the Attach hire documentation option.

68. Click the vertical Scrollbar.

69. Note: You may enter comments in the Your Comment field if you choose to do so.

70. Click the Submit button.

| Submit |

University of
ina%s Massachusetts

Search:

> My Favorites
[~ Department Self Service
> Self Senvice

[ Worklist
|- Portal Search Results

Message

Submit this form? (24642,112)

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

Step

Action

71.
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UMASS

Search:

Utiacs Massachusetts

University of

®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

1> Worklist

|- Porial Search Results

Home | Workist | AddtoFavortes |

A New Window 7 Help L/CuslnmlzePage ,hnp;

- Authored by
Hire an Employee 18 GIDEON TAYLOR

Step 7 of 7: Form Finalized

Sign out

Training Guide

Congratulations, you have successfully submitted this form!

eForm ID: 11726

4
z
i
g

Personal Data
Name: Jane Doe

Job Data
Additional Pay
Empl ID: NEW
Form Status
eForm ID: 11726

You have just SUBMITTED this form. This action passed the form to
HCMU_GT_DEPT_APRV for further processing.

oo | o e o

: 3 4 5: [
HCMW_GT_EMPLYMT HCMU_GT_DEPT_APRV HCMW_GT_FUND_INIT HCMU_GT_PI HCMW_GT_FIN_DEPT_HD

1

(TESTSC10016533)

i

11: Integration 12: System

8 E: 10
HCMU_GT_GRANTS HCMU_GT_VC HCMU_GT_HR_UPDATE Broker

« T

Step

Action

72.

The Form Status indicates that you have submitted this form.

Note: The Process Visualizer shows a workflow that is completely customized by

campus.

73.

Congratulations! You have added an employee into a job.
End of Procedure.

Hiring Student Employees
Upon completion of this topic, you will be able to hire a Student for either work study or non-

work study.
Procedure

Consider this scenario:

Your goal is to hire a student.

Key Information:

Employee Group: Student
Is this a Positioned Job?: No
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UMASS

University of
Uass Massachusetts wiorkist | _Add to Favortes | _Sian out
Personalize Content | Layout Help
Menu View Payslip
Search:
rel @ Click link to view your paycheck.
I My Favorites Select Paycheck
[> Department Sell Service “Use the menu on the left for other self servioe opfions.
[> Self Senvice

[» Manager Self Service

[> Warkforce Administration
[> Bengfits

[» Time and Labor

[ Payroll for North America
> Workforce Development
[ Organizational Development
[ Campus Community

[> Set Up HRMS.

[> Warklist

> Reporting Tools

[ UMass Custom

> PeopleTools

— Porial Search Resulls

hitps://hcm- 1190, erp.umass cs.nety psp/ hilti90/EMPLOYEE/ HRMS/s/WEBLIE.. |

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[ Department Self Service|
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UMASS

University of
th Massachusetts
Personalize Content | Layout

Search:

[ My Favorites

2
[> Self Senvice
> Manager Self Service

[» Warkforce Administration

[+ Bengfits

[> Time and Labor

> Payroll for North America

[» Workforce Development

[ Organizational Development
[» Campus Community

[ Set Up HRMS

[ Warklist

> Reporting Tools

[ UMass Custom

> PeopleTools

— Porial Search Resulls

Productivi
T Kit

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

hittps://hcm- 190, erp.umasscs.net/psp/ hritt90/EMPLOYEE/HRMS/¢/G_EPAF ... |

Training Guide

Step

Action

Click the ePAF Home Page link.

ePAF Home Page

University of
. Massachusetts

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results

Worklist
S New Window 7 Help

Electronic Personnel Action Form (ePAF) Home Page
My Worklist

Vork the items that have been routed to you

Start a new ePAF
Start a new ePAF, which willthen be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF
Views a recently submited ePAF, including information about its handiing so far. ePAFs
‘submitied in the last month are listed here. This is a read-only view.

Add to Favorites

[,-/Cusmmizs Page

Sign out

netp

hitp
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Step

Action

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the Start a new ePAF link.
Start a new ePAF

[~ Department Self Service

University of
iinass Massachusetts

Home | Workist | AddtoFaverites | Sign out

Search: ENew Window 7 Help & Customize Page B hitp

®
> My Favorites Start a New electronic Personnel Action Form (ePAF)
— ePAF Home Page
[+ Self Service - Hire an Employee
> Worklist ‘ic

b e mes Use this form to hire a new employes into your

department, o to add an additional job for an
employee that already works in your department
Hire an Employee

%, EditExisting Job
" Usethis form to edit the job of an employes

currently working in your department.
Edit Existing Job

ﬁ ‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Retum to Elecironic Personnel Action Form (ePAF) Home Page

Step

Action

Depending on your campus practice, you can add employees with positions or jobs.
For this example, you are hiring an employee into position.

Click the Hire an Employee link.
lHire an Employee]
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University of
Utiacs Massachusetts

> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

& New Window

: Authored by
Hire an Employee W5 GIDEON TAYLOR

Step 1 of 6: Enter ID [i]
If you know the SSN of the person you are hiring: Please enter the SSN and search for an
existing employee or start a new employee.

If you know the Employee ID of the person you are hiring: Please enter that information and
search for the employee’s record

Ifyou know the Applicant ID and Job Opening iD of the person you are hiring: Please enter that
information and search for the employee’s record

If you do not know any of this information: Please start a new employee. (Ifthe employee already
exists, they will be tied to the form later in the process.)

Employee ID: I

Applicant 1D: Job Opening ID:

Load Employee/Applicant Data Add New Employee

Home | Workist | AddtoFavortes |

Training Guide

Sign out

? Help [ Customize Page &, hitp

Step

Action

If you know the Employee ID of the person you are hiring (or if you are hiring a
contingent worker or POI); you can enter this information and then search for the
employee's record.

Another way to search would be to use the Applicant ID and the Job Opening ID
of the person you are hiring; you can enter this information and then search for the
employee's record.

For this example, you do not have any ID's to search on.

Click the Add New Employee button.

Add Mew Employee
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Search:

[ Worklist

University of
Utiacs Massachusetts

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

|- Porial Search Results

UMASS

Home |  Workiist

@I New Window P Help

N Authored by
Hire an Employee 1 GIDEON TAYLOR

®

Step 2 of 6: Employee Name i d

Please fill in the fields below.

Clone eForm ID Q

Empl ID: NEW Hiring Campus: Univ of Mass Boston
“First Name: Middle:
*Last Name: Suffix: v
: =< Previous Next==

| saveforLater |

Productivity
ImKit

| AddtoFavorites | Sign out

B customize Page , hitp

Step

Action

Enter the desired information into the First Name field.

Enter "Jane".

Enter the desired information into the Middle field.

Enter "B.".

10.

Enter the desired information into the Last Name field.

Enter "Doe".

11.

Click the Next button.
Mext ==
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University of
Utiacs Massachusetts

Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[» Workforce Administration

[ Benefits

[ Time and Labor

> Payroll for North America

[ Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

1> Worklist

[ Reporting Tools

> UMass Custom

[ PeopleTools

- Porial Search Results

Home | Workist | AddtoFavortes |

Training Guide

Sign out

P New Window 7 Help [# Customize Page ,hnp

Authored by

Hire an Employee 15 GIDEON TAYLOR

Step 3 of 6: Job Information (i)
Indicate the type of employee you are hiring by choosing a value in the Empl Group field

Fill in the remaining fields and choose "Next™

eForm ID: 12780
~ Personal Info

Personal Dala

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:

Applicant ID

“Effective Date:

“Employee Group: | I -

Job Opening ID

| <<Previous | Mext ==

| saveforLater |

Step

Action

12.

Click the Effective Date calendar look up button.

13.

For this example, click the August 17 link.

14.

Click the Employee Group list.

v |

15.

Click the Student list item.

[Student

16.

Note: Refer to your campus business practices on when to use the End Date.

17.

You are hiring for a work study job.

For this example, click the Workstudy? option.

Note: The Workstudy option is specific only to Boston. If you are hiring a student
for a non-work study job, then you would leave this option unchecked.

[ workstu dy?
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N=N

) |_@ https://hcm-11190.erp.umasscs.net/psp/ hrtio0/EMPLOYEE/HRMS/c/G_EPAF.G_FORM_EPAF_HOME GBL?FolderPath=PORTAL ROOT_OBJECT.G O ~ @ C X | {af ¥y &2

Home - Change Services | & ePaF Home Page x|
File FEdit View Favorites Tools Help
x (B Snagit B B

3% [ Google [ Inbox (4051) i) SignIn B HR Direct 1% YouTube to mp3 Converter G Worcester Groupon £ ] Delicious & My Vouchers - LivingSocial £ Suggested Sites +

? University of
Uimass Massachusetts

@New‘.’\'mduw ? Help [,fcuslnmlzePage ,nnp;

Search:

@ i Authored by
1» Wy Favorites Hire an Employee 11 GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 3 of 6: Job Information [}
> Self Senvice. Indicate the type of employee you are hiring by choosing a value in the Empl Group field,
[ Worklist
|- Portal Search Results Fillinthe remaining fields and choose "Next"

eFormID: 12269
~ Personal Info

Personal Data
Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date:  |08/17/2012 |5 End Date: ]

*Employee Group: Student -

iifaristudy3 Job Number

*Is this a Positioned -

Step Action

18. Click the vertical Scrollbar.

University of
Massachusetts

Sign out

UMASS.

@ NewWindow ? Help [ Customize Page B, hitp
- Authored by
1 My Favorites Hire an Employee 13 GIDEON TAYLOR
[~ Department Self Service .
— 6PAF Home Page Step 3 of 6: Job Information [

> Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field.
[ Worklist
|- Portal Search Results Fillin the remaining fields and choose "Next”

eForm ID: 12269
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Reazt:
Applicant Data
Applicant ID Job Opening ID

Job Data
“Effective Date:  |08/17/2012 |5 End Date: 2]

“Employee Group: -

? Job Number
“Is this a Positioned -
Job?

| saveforLater |

<= Previous Mext ==

Page 56



MProdllctmty Training Guide

Step Action

19. Click the Is this a Positioned Job? list.

20. Click the No list item.
o]

21. Enter the desired information into the Supervisor 1D field.
For this example, enter "888888".

Note: You may also use the Supervisor 1D look up button.

22. Click the Department look up button.

University of
itnags Massachusetts

Search: 2

®

1> My Favorites
[~ Department Self Service

[ Self Service

- Manager Self Senice
[» Workforce Administration

(> Benefits

[ Time and Labor

(> Payroll for North America

[- Workforce Development

> Organizational Development
- Campus Community

> SetUp HRMS

[ Worklist

[ Reporting Tools

Look Up Department

SetiD: UMBOS
Department: begins with + ‘
Description: begins with = |

Lookun] Clear || Cancel |pasic Laokup

Search Results

ew 100 First [ 1-2290f229 [] Lasﬂ

Department Description
i |Chancellors Office

> UMass Custom
> PeopleTools
|- Portal Search Results

Ofc of Diversity & Inclusion
Merit Scholarship Office
Enrollmt Warketing & Info Serv
WC-Enrollment Management
Financial Aid Office
Undergraduate Admissions
Reqistrars Office

IT Client Services

javascript:ptCommonObj updatePrompt(documentwin, #ICRow3');

Step Action

23. For this example, click the B0O00100 link.

Note: You may also click the Description link.

24, Click the Job Code look up button.
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Search:

(> Benefits

1> Worklist

/]
Umass Massachusetts

> My Favorites
[~ Depariment Self Service

> Self Service
- Manager Self Senice
[» Workforce Administration

[ Time and Labor

(> Payroll for North America

[» Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

[ Reporting Tools

> UMass Custom

[ PeopleTools

- Porial Search Results

Guide

University of

®

Look Up Job Code

Job Code:  begins with v‘
Description: begins with ~ |

LookUp || Clear || Ganeel |Basiclookup

Search Results

ew 100 First [ 1of1 [i] Last

Job Code |Description
57095 Student Employee

7/gProductivity

Step Action
25. For this example, click the ST9999 link.
Note You may also click the Description link.
26. Click the Full/Part Time list.
27. Click the Part-Time list item.
28. Click the Regular/Temporary list.
29. For this example, click the Temporary list item.
30. Click the vertical Scrollbar.
31. Click the Next button.
| Net== |
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Search:

— ePAF
- Manager

[ Benefits
> Time an

Utiacs Massachusetts

> My Favorites
[~ Department Self Service

I Self Servica Please enter the employee’s compensation information below.
[» Workforce Administration
1> Payroll for North America ~ Personal Info

> Workforce Development
- Organizational Development Name:

[ Campus Community Jane Doe Job Data
> SetUp HRMS Additional Pa
1> Worklist Empl ID: NEW Empl Red#:
[» Reporting Tools Compensation Data
(> UMass Custom
[ PeopleTools . Hourly -
|- Portal Search Results Employee Type: L
Hourly Rate: 0000000 ppnyal Rate: $0.000
Plan Salary Grade
Total Annual Rate 0.000000

University of

Home | Workist | AddtoFavertes |  Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp;

N Authored by
Hire an Employee  GIDEON TAYLOR

®

Home Page Step 4 of 6: Compensation o

r Self Senvice

oL eForm ID: 12780

Personal Data

Begin Date 08/17/2012 |

Earnings
Code

(I [

GL Combination Code  Fund Code Program Code  Pr Class Field  End Date

Add Date Range

<<Previous | Mext ==

‘Save for Later

Step

Action

32.

The Employee Type defaults.

Click the Employee Type list.
| Haurly vl

33.

For this example, click the Hourly list item.
Hourly

34.

Enter the desired information into the Hourly Rate field.

For this example, enter "15".

35.

Note: Notice that the Begin Date defaults to the hire date. You may change this date
if needed.

36.

Click the GL Combination Code look up button.
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University of
Utags Massachusetts

Search:
®

> My Favorites
[~ Depariment Self Service

> Self Service

- Manager Self Senice
[» Workforce Administration
(> Benefits

[ Time and Labor

> Payroll for North America - -
[ Workforce Development Look Up GL Combination Code
|- Organizational Development
> Campus Community

- SetUp HRMS o
> Worklist GL Combination Code: begins with + ‘
© Reporting Tools Description: begins with ~ |

(> UMass Custom
Short Description: begins with ‘

[ PeopleTools
LookUp | Clear | Caneal .‘Eas\chkug

|- Porial Search Resulis
Search Results

Only the first 300 results of 3 pessible 31459 can be displayed.
ew 100 First [4] 1-300 of 300 [§] Las

GL Combination Code Description Short Description
Bi03738 A103738

A103740 A103740
A103741 A103741
A103744 A103744

A103746 A103746
A103747 A103747
A103749 A103749
4101752 101750

Step

Action

37.

You can enter the first letter of your campus to expedite the search within this field.
Enter the desired information into the GL Combination Code field.

For this example, enter "B".

38.

Click the Look Up button.

39.

For work-study funding, these are some common choices:
B100000 (blank erncd)
100% seq 1
B100000 (erncd = SYW)
500 seq 2
B200000 (erncd = SYW)
1500 seq 2
Note: Some campuses also use seq 3. In the case above, it would be B100000
(erncd = SYW) 100% seq 3.
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University of
Utags Massachusetts

Search:

®

> My Favorites
[~ Depariment Self Service

> Self Service

- Manager Self Senice
[» Workforce Administration
(> Benefits

[ Time and Labor

> Payroll for North America .
> Workforce Development Look Up GL Combination Code
(> Organizational Development
> Campus Community

> SetUp HRMS

b w.,.-mp| GL Combination Code: begins with + ‘EI
> Reporting Tools Description: begins with ~ |

(> UMass Custom
Short Description: begins with ‘

[ PeopleTools
LockUp || Clear || Cancel Basiclookup

|- Porial Search Resulis
Search Results

Only the first 300 results of a possible 3974 can be displayed.
ew 100 First [4] 1-300 of 300 [§] Las

ation Code Description Short Description

B100012 B100012
B100014 B100014 | B100014
B100020 B100020 B100020
B100021 B100021 |B100021
B100023 B100023 B100023
B100025 B100025 |B100025
B100026 B100026 B100026
R1NNNan R1NNN4A/ RANNNAR

Step Action

40. For this example, click the B100012 link.

Note: You may also use the Description or Short Description links to select this
choice.
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|  Add to Favorites

Sign out

INewWindow 7 Help [ Customize Page &) htip *|
@ i Authored by
- My Favorites Hire an Employee T GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 4 of 6: Compensation Li
> Self Senvice Please enter the employee’s compensation information below.
- Manager Self Senice
[» Workforce Administration
[ Benefits .
(> Time and Labor eformiD: 12780
(> Payroll for North America ~ Personal info
[ Workforce Development Eersonal Data
- Organizational Development N . —
> Gampus Community ame: Jane Doe Job Data
> SetUp HRMS Additional Pay
1 Worklist Empl ID: NEW Empl Red#:
(> Reporting Tools Compensation Data
(> UMass Custom
> PeopleTools . Hourly -
|- Portal Search Resulis Employee Type: A
Hourly Rate: 15000000 b nyal Rate: 531,200.000
Plan Salary Grade
Total Annual Rate 31200.000000
Begin Date 08/17/2012 |5
GLC Code Fund Code Program Code Class Field  End Date %‘5
1|B100012 Q53402 B000100000 ADD §70052024700000 123111999 Q
| Add Date Range
| <<Previous |
| saveforLater
« . 3
m|@ hitps://hem-it.. O ~ @ & X H & ePAFHome Page x | | 3 3¢ ic3 ==

7% B Google 2 Inbox (4051)

[ SignIn ] HR Direct %% YouTube to mp3 Converter G Worcester Groupen £ Delicious #° My Vouchers - LivingSocial £ Suggested Sites

Search:

®

[ My Favorites

[ Depariment Self Service
- ePAF Home

> Self Service

- Manager Self Senice

[» Workforce Administration

[ Benefits

[ Time and Labor

> Payroll for North America

[ Workforce Development

|- Organizational Development

> Campus Community

> SetUp HRMS

1> Worklist

[ Reporting Tools

(> UMass Custom

[ PeopleTools

- Porial Search Results

(]

information below.

Personal Data

Job Data
Additional Pa
#
Annual Rate: $21,200.000
nual Rate 31200.000000

i

Department Program Code  Project/Grant Class Field End Date
E000100000 ADD S70052024700000 12/311999
| Add Date Range:
. <<Pravious | Next==
 SaveforLater

i
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Step Action
43. Note: The Worcester campus will leave the Earnings Code blank. However, other

campuses may choose to enter information in this field if needed.

44, Click the Distribution Type list.

45, The campus will choose which Distribution Type they desire.
For this example, click the Amount list item.

46. Enter the desired information into the Dollar Amount field.
For this example, enter "500".

47. Note: The campus will use the Allow Overspend if applicable.

48. For this example, click the Allow Overspend? option.

49. Click the horizontal Scrollbar.

University of

litnass Massachusetts Home | Workist | AddtoFavorites | Signout

> My Favorites
[~ Department Self Service
— ePAF Home Page
[» Self Senvice

[ Manager Self Senice | ]
(> Workforce Administration
[ Benefits Personal Data
(> Time and Labor JobData

(> Payroll for North America

[ Workforce Development

> Organizational Development
> Campus Community SO ——
[ SetUp HRMS

[ Worklist

- Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

Additional Pay

$31,200.000

31200.000000

n

ram Code Class Field  End Date S e Allow g en Date
— Code Type Amount Overspend?
S70052024700000 12/311999 @ amount ~ [ 50000 [ ENEE]

Add Date Range

<= Previous Next ==

Save for Later

Step Action
50. Note: The campus will choose the Fund End Date, if applicable.
51.

Note: To add additional rows, use the plus sign. To delete rows, use the minus sign.
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Step Action

52. Click the Next bgtton.
Mext ==

University of
. Massachusetts

Home | Workist | AddtoFavorites | Sign out

@Newwindow ? Help [,/Cusmmist’aga ,hnpl

- Authored by
Hire an Employee 8 GIDEON TAYLOR

Search:

> My Favorites

[~ Department Self Serice .
— ePAF Home Page Step 5 of 6: HR Information i)
> Self Senvice Enter or change any known information,

- Manager Self Senice

(> Workforce Administration

[ Benefits :
> Time and Labor eform ID: 12780
+ Payroll for North America. - Personal Info

[ Workforce Development

Personal Data

> Organizational Development Name: Jane Doe

> Campus Community Job Data

[ SetUp HRWS Additional Pay
> Worklist Empl ID: MEW Empl Redé#:

> Reporting Tools Time and Labor Data

> UMass Custom

- PeopleTools
|- Portal Search Results “Union Code: B0 [ Mon-Benefited

*Pay Group: WO\ UMass Boston 3
*Empl Class IS_O\ Student

Workgroup: Q

Taskgroup:

Time and Labor Schedule

[7] schedule different from standard?

<= Previous Next>>

| Save for Later

Step Action

53. The Time and Labor Data page allows human resources to establish a person into
the appropriate groups necessary for reporting time.

54. Click the Workgroup look up button.
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University of
Uaags Massachusetts

Search:

®

> My Favorites
[~ Depariment Self Service

> Self Senvice

- Manager Self Senice

(> Workforce Administration

(> Benefits

[> Time and Labor

> Payroll for North America

" Workforce Development Look Up Workgrou,

(> Organizational Development P g p

> Campus Community

> SetUp HRMS

E :’:m' Tools SetiD: UMBOS
eporting

 UMass Custom Employee Group: 3TUDT

> PeopleTools Workgroup: begins with - |

|- Porial Search Resulis
LookUp || Clear || Cancel |Basiclookup

Search Results

ew 100 First [4] 122 [§] Last

Description

B STUDHRLY Student Hourly Fiscal Year
B STUDWS \On-Campus Student WorkStudy FY)

Step

Action

55.

For this example, click the B_STUDWS link.

Note: You may also use the Description link.
B STUDWS
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University of
Utiacs Massachusetts

Home | Workist | Add to Favorites Sign out

I New Window 7 Help [q/cuslnmlzePage ,hnp;

: Authored by
Hire an Employee I GIDEON TAYLOR

Search:
®

> My Favorites

[~ Department Self Service .
— ePAF Home Page Step 5§ of 6: HR Information o
> Self Senvice Enter or change any known information

- Manager Self Senice

[» Workforce Administration
[ Benefits .
[ Time and Labor sformID: 12780

> Payroll for North America ~ Personal Info

[ Workforce Development
> Organizational Development Name:

Personal Data

5 Ji D
- Campus Community ane Lo Job Data
> SetUp HRMS Additional Pay
> Worklist Empl ID: NEW Empl Red#:

[ Reporiing Tools Time and Labor Data

> UMass Custom

v Eiﬁg:?:;lfh Resulis *Union Code: [Boo | Non-Benefited
*Pay Group: WQ UMass Boston i
“Empl Class ’rq Student
Workgroup: B_STUDWS |@,  gncampus Student WorkStudy FY
Taskgroup: UM_POS Positive Taskgroup

Time and Labor Schedule

[C] schedule different from standard?

<= Previous Next ==

| Save for Later

Step Action

56. The use of Schedule different from standard?, is by campus choice.

For this example, click the Schedule different from standard? option.
||:| Schedule different from Standard?i
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University of
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Search:

®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[» Workforce Administration

[ Benefits

[ Time and Labor

> Payroll for North America

[ Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

1> Worklist

[ Reporting Tools

> UMass Custom

[ PeopleTools

- Porial Search Results

|  Add to Favorites

@I New Window P Help

Authored by

Hire an Employee 15 GIDEON TAYLOR

Step § of 6: HR Information (i)
Enter or change any known information
eForm ID: 12780
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pa
Empl ID: NEW Empl Red#:
Time and Labor Data
*Union Code: BO0 [Q Non-Benefited
*Pay Group: CULENSS UMass Boston
*Empl Class 8 aQ Student
Workgroup: B_STUDWS | opcampus Student WorkStudy FY
Taskgroup: UM_POS Positive Taskgroup

Time and Labor Schedule

&

ule different from standard#

Schedule Description:

[q/cuslnmlze Page

Sign out

=

http * |

m

Training Guide

Step

Action

57.

Note: If you decide to use the Schedule different from standard, then you could
also enter your Schedule Description here.

58.

Click the Next bl_Jtton.

Mext ==
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Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[» Workforce Administration

[ Benefits

[ Time and Labor

> Payroll for North America

[ Workforce Development

- Organizational Development
> Campus Community

> SetUp HRMS

1> Worklist

[ Reporting Tools

> UMass Custom

[ PeopleTools

- Porial Search Results

Productivity

UMASS

2 New Window ? Help L/GuslumlzePage ,hnp;

N Authored by
Hire an Employee W GIDEON TAYLOR

Step 6 of 6: Finalize Form (i)
Please fill in any necessary fields below. Add attachments and/or comments if necessary and then
click "Submit” to route to the first approver.

eForm ID: 12780
~ Personal Info

Personal Data

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW
Actions & Action Reasons
Action Action Description ReasonCode Action Reason Description
1HR Hire HIR Hire
*Reason Code Hire e

Message Text Description
Please aftach all necessary hire
documentation in the Attachments section
& Rt e S e below. By acknowledging this message, you

are confirming the completion of this task.

Customize | Find | 0] #5 First =0 4 of 4 L Last

Upload View Description ":““"7"'5“

1 Upload | [iiew - Delete

Add File Aftachment

Your Comment: | <=<Previous || Submit

o e ——

Home | Workist | AddtoFavortes |

Sign out

n

Step Action

59. Whether you are attaching documentation or not, you must always acknowledge

Click the Attach hire documentation option.

Form Messages and confirm that you have completed attaching any documentation.

60. Click the Submi_t button.

| Submit

61.

you are ready to submit this form and click Yes.

62. The Form Status indicates that you have submitted this form.

campus.

Note: The Process Visualizer shows a workflow that is completely customized by

63. Congratulations! You have hired a student employee.

End of Procedure.

Processing Emp
Upon completion of thi

e Enter arehire

loyee Job Change

s section, you will be able to:

o Enter a department transfer
e Enter a funding swap
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Entering a Rehire
Upon completion of this topic, you will be able to enter a rehire.

Procedure
Consider this Scenario:

Your goal is to enter a rehire.

Key Information:

Name: Jane Doe

University of

Umass Massachusetts Worklst Aidd to Favorites
Personalize Content | Lavout Help

B} View Payslip
Click link to view your paycheck.

[: My Favorites Select Paycheck

[ Department Self Service “Use the menu on the left for other seif servioe options

— Portal Search Results

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l Department Self Service]
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University of

Utiacs Massachusetts

Workiist | AddtoFavorites |  Sign out

Search:

@ ) Self Service
> My Favorites

W e paiment Self Servicel Navigate to your self service information and activites.
— ePAF Home Page Time Reporting Personal Information Payroll and Compensation
1> Self Service Report and review your time, schedules, Review and update your personal information D Review your pay and compensation history.
> Recruiting request absences and more, e a— Update your direct deposit and other deduction
> SetUp HRMS. £ Report Time I Home and Maling Address. or contribution information.
Pt £ View Time = Phone Numbers ] View Paycheck
|- Porial Search Results 3 More. [E Direct Deposit
=) W-4 (Federal) Tax Information
2 More.
| Learning and Development j Recruiting Activities Manage Delegation
Add or review information about profiles of Recruiting Activities Delegate authority for self-service

skils and competencies, interest fists, training
and development

=] Training Summary

I Careers transactions, and review and revoke
delegation requests.

= s-net/psp/hritt90/EMPLOYEE/HRMS/c/G_EPAF....

Step Action

2. Click the ePAF Home Page link.
[ePAF Home Page]

University of
. Massachusetts

Home | Workist | Add to Favorites

Sign out

@Newwindow ? Help [,-/Cusmmizs Page , hitp
> My Favorites
[~ Department Self Serice
— ePAF Home Page

Electronic Personnel Action Form (ePAF) Home Page
My Worklist

> Self Service Work the items that have been routed to you
> Recruiting

PElLLE Starta new ePAF

> Worklist

Start a new ePAF, which willthen be routed to the appropriate approvers.
|- Portal Search Results

@ View an ePAF
‘ View a recently submitted ePAF, including information about its handiing so far. ePAFs
b submitted in the last month are listed here. This is a read-only view.
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Step Action
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.
4, Click the Start a new ePAF link.

Start a new ePAF

University of
iinass Massachusetts

Search:
®

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

> Worklist

|- Portal Search Results

Start a New electronic Personnel Action Form (ePAF)

Y.

Hire an Employee

Use this form to hire a new employes into your
department, or to add an addtional job for an
employee that already works in your department

Home | Workist | AddtoFaverites | Sign out

ENew Window 7 Help & Customize Page B hitp

Hire an Employee

%, EditExisting Job

Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

o
h ‘Change Employment Status
Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Retum to Elecironic Personnel Action Form (ePAF) Home Page

Step

Action

Before you can begin a rehire, you will need to refer to your campus business
practices. Some campuses use the Job Change form and others use the Hire form.

For this example, you have access to the person you are trying to rehire and your
campus uses the Job Change form for rehires.

Note: If your campus uses the Hire form for rehires, please refer to the online
training topics: Adding a Person into a Job, and Adding a Person into a Position.

Click the Edit Existing Job link.
Edit Existing Job
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University of

> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

Utiacs Massachusetts

Select An Employee

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

Find an Existing Value

Home | Workist | AddtoFavortes |

7// Productivity

Sign out

Mew Window | Help | &,

Limit the number of results to (up to 300) |200

Empl ID: = - Q
EmpIRcd Nbr: = -
Name: begins with + Q,

Last Name: begins with Q
Department: begins with ~ Q
Employee Group: begins with -

[Ccase Sensitive

Search | Clear |Ba5|cSearch B save Search Criteria

.

Step

Action

Enter the

desired information into the Last Name field.

Enter "d".

Note: You may also search by using the Empl ID.

Click the

Search button.

Search
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| AddtoFavorites | Sign out

Mew Window | Help | /B

®

[ My Favorites Select An Employee
[~ Department Self Service
- ePAF Home Page

> Self Service

[ Worklist
|- Portal Search Resulis o B tEls

Limit the number of results to (up to 300) |200

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

m

EmplID: = - e
EmpIRcd Nbr: = -

Name: begins with v| Q,
Last Name: begins with |D Q
Department: begins with -| Q

Employee Group: begins with - |
[CIcase sensitive

Search | Clear |Ba5|cSearch B save Search Criteria

Search Results
Only the first 300 results of a possible 407 can be displayed.

Name Department|(Employee Group | Payroll Status

99999 0 Jane Doe DOE B000200  STUDT Terminated

uide

Step

Action

Click the Jane Doe link.

University of
. Massachusetts

|  AddtoFavorites | Sign out

@Newwindow ? Help [,-/Cusmmist’aga ,hnpl

Authored b
(> My Favorites Cha nge Job Data n EIDEDI:TA‘I'UIR

[~ Department Self Serice

— ePAF Home Page Step 1 of &: Enter Job Change Details

- Self Service Please enter the date the change should go into effect, and identify the Employee Group that the employee should be
(> Worklist in after the change, if applicable.
|- Portal Search Results

~ Current Job Info

Name: Jane Doe Empl ID: 99999

Empl Group:  Student Empl Rcd#: 0

Personal Data
Job Data
Additional Pay

m

Empl Status: Terminated

Position:

General Deductions
Department:  B000300 Undergraduate Admissions
eForm ID: 12630

View Original Job Data

Job Data
*Effective Date: [{ End Date: [T]1End Job Automatically

*Employee Group:  Student -

[Cworkstudy? Job Number
“Is this a Positioned g -

2

Supervisor ID: 1009 Q. John Smith
*Department: | Q u

Job Code: 570999 |, UMass Student FulliPart Time Part-Time =
< n, »
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Step

Action

10.

The Change Job Data form is used to edit the information of an existing employee.

11.

Click the Effective Date look up button.

12.

For this example, click the August 28 link.

13.

Note: Refer to your campus business practice for when to use End Date.

14.

Click the vertical Scrollbar.

University of
Uitnass Massachusetts

Home | Workist | AddtoFaverites |  Sign out

General Deductions I
Department:  B000S00 Undergraduate Admissions
> My Favorites
[~ Department Self Service eForm ID: 12630
— ePAF Home Page
- Self Service View Original Job Data
> Worklist ob Dala
- Portal Search Results S S
*Effective Date: 08/28/2012 [ End Date: @ [F1End Job Automatically
*Employee Group:  Student -
[F Workstudy? Job Humber
*Is this a Positioned pg -
Job?
Supenvisor ID: 1009 @ John Smith
*Department: B000800 Q Undergraduate Admissions
*Job Code: 819999 [Q UMass Student FulliPart Time PartTime =
“Location Code:  [CAMPUSCTRQ  Campus Center RegularTemporary ~ Temporar =
*Standard Hours: 20.00 =FTE: | 0.500000 =
Mail Drop ID: [c11
Next ==
<< Search Save for Later Close
5 Refresh
. I v

15.

For this example, except for the Effective Date, you are accepting the previous Job
Data with no changes for the rehire.

Click the Next button.
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University of

Utiacs Massachusetts Sign out

INewWindow 7 Help [ Customize Page &) htip *|

Search:

® sutharss by
[+ My Favorites Change Job Data W GIDEON TAYLOR
[~ Department Self Service . .
— ePAF Home Page Step 2 of 5: Compensation [}

Please update compensation data here as needed.

> Self Service
[ Worklist
|- Porial Search Results
~ Current Job Info
Name: Jane Doe Empl ID: 99999
Empl Group: Student Empl Red# 0
Empl Status:  Terminated EesonalDala £
Job Data
Additional Pay
Position:
General Deductions
Department:  B000S00 Undergraduate Admissions
eForm ID: 12630

View Original Comp Data

‘Compensation Data

Employee Type:  Hourly -
Hourly Rate: 8.000000 Annual Rate: $8,320.000
Plan Salary Grade
Compensation Rate $8,320.000

Begin Date 0911272010 |5

GL Combination Code  Fund Code Program Code Class Field  End Date & L

< in | :|'

Training Guide

Step

Action

16.

Click the vertical Scrollbar.

University of
Massachusetts

Sign out

General Deductions

Department.  B000S00 Undergraduate Admissions
- My Favorites .
[~ Department Self Service eForm ID: 12630

— ePAF Home Page

> Self Service View Original Comp Data
e | compensationata |
|- Porial Search Results Compensation Data

Employee Type:  Hourly -

Hourly Rate: 8.000000 Annual Rate: $8,320.000

Plan Salary Grade b
Compensation Rate $8,320.000

Begin Date 0911272010 |5

GL Combination Code  Fund Code Program Code Class Field  End Date E"(:Mi

1|B100430 Q51076 B000S00000 EOD Q

| Add Date Range |

| ==Previous | Next==
| saveforlLater |

< m
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Step

Action

17.

For this example, you are accepting the previous Compensation Data for rehire.

Click the Next button.
Mext ==

University of
ss Massachusetts

Workist |  Add to Favorites Sign out

@ NewWindow ? Help [ Customize Page B http +)

Search:

® Authored by
- My Favorites Change Job Data 18 GIDEON TAYLOR
= Department Self Service .
— ePAF Home Page Step 3 of 5: HR Information [}
> Self Service Please update Time and Labor information here as needed
[ Worklist
- Porial Search Results
~ Current Job Info
Name: Jane Doe Empl ID: 99999
Empl Group: Student Empl Red#: 0

Personal Data
Job Data
Additional Pay

Empl Status: Terminated

n

Position:

General Deductions
Department:  B000S00 Undergraduate Admissions
eForm ID: 12630

View Original TL Data

Time and Labor Data

“Union Code: [Boo @ Non-Benefited

*Pay Group: WQ UMass Boston Bl
“Empl Class [ la Student

Workgroup: B_STUDHRLYQ,  Student Hourly Fiscal Year

Taskgroup: UM_POS Pasitive Taskaroup

Time and Labor Schedule

Step

Action

18.

Click the vertical Scrollbar.

Page 7
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Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

University of
Utiacs Massachusetts

®

|  Add to Favorites

Job Data
Additional Pay

Position:

General Deduclions
Department:  B000S00 Undergraduate Admissions
eForm ID: 12630

View Original TL Data

Time and Labor Data

“Union Code: [Boo o Non-Benefited
*Pay Group: WQ UMass Boston
*Empl Class <Y Student
Workgroup: lmq Student Hourly Fiscal Year
Taskgroup: UM_POS Pasitive Taskgroup

Time and Labor Schedule

[T schedule different from standard?

<= Previous Next ==

| Save for Later

% Refresh

e

Sign out

i

Training Guide

Step Action

19. For this example, you are accepting the previous Time and Labor Data for rehire.

Click the Next bgtton.

Mext ==
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Search:

1> Worklist

&
UMASS.

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

|- Porial Search Results

University of
Massachusetts

Home | Workist | Add to Favorites Sign out

I New Window 7 Help [q/cuslnmlzePage ,hnp;

®

Authored by
Change Job Data I GIDEON TAYLOR
Step 4 of §: Finalize Form L

Before submitting the eForm, please acknowledge any form messages, altach necessary
documentation, and add any appropriate explanatory comment

~ Current Job Info

Name: Jane Doe Empl ID: 99999

Empl Group: Student Empl Red#: 0

Personal Data
Job Data
Additional Pay

Empl Status:  Terminated

m

Position:
General Deductions
Department:  B000200 Undergraduate Admissions

efForm ID: 12630
Actions & Action Reasons
Action _ Reason ~
Action Reason
= Action Descript Code  Action Reason Des
1[REH  |@ Rehire Q =

File Attachments Customize | Find | P01 ¥ First K 1010 1 Last
Upload View Description Attachment Id

1| Upload View: Q Delete

Add File Attachment [

Your Comment: << Previous |} Submit
@ Save for Later |

‘Comment History: i

Step

Action

20.

Notice that the Action & Action Reasons section is notated as Rehire.

21.

Click the Submit button.
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Search:

®

> My Favorites
[~ Depariment Self Service

> Self Service
> Worklist
|- Porial Search Results

Message

‘Submit this form? (24642 112)

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

Yes \ Mo \

Training Guide

Step Action

22.

Confirm that you are ready to submit this form and click the Yes button.

University of
litnags Massachusetts

Search:

®

> My Favorites
[~ Department Self Service

[ Self Service
(> Worklist
|- Portal Search Results

@ new Window 7 Help [ Customize Page

Change Job Data
Step 5 of 5: Form Finalized

hetp

Authored by
I GIDEON TAYLOR

Bhtp «

Congratulations, you did it!

~ Current Job Info

HName: Jane Doe

Empl Group: Student

Empl Status: Terminated

Position:

Department: B000200 Undergraduate Admissions
eForm ID: 12630

Form Status

You have just SUBMITTED this form. This action passed the form to
HCMU_GT_DEPT_APRV for further processing.

Process Visualizer

3 4
HCMU_GT_DEAN_DIR HCMU_GT_DEAN_GRAD_STDY

TESTSC100
(6 days

Empl 1D:

Empl Rcd#:

5
HCMU_GT_CE_ADMIN

99999

0
Personal Data
Job Data

Additional Pay
Leave Plans

General Deduc|
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Step Action

23. The Form Status indicates that you have submitted this form.

24, Congratulations! You have entered a rehire.
End of Procedure.

Entering a Department Transfer
Upon completion of this topic, you will be able to enter a department transfer.
Procedure

Consider this scenario:
Your goal is to enter a department transfer.
Key Information:

Last Name: Doe

University of
Uthags Massachusetts
Personalize Content | Layout

Add to Favorites

Help
Menu View Payslip
Search:
"“7 ® Click link to view your paycheck.
- Wy Favorites Select Paycheck
[ Department Self Senvice “Use the menu on the left for other self servioe options
[> Self Senice

> Manager Self Service

[» Warkforce Administration
[+ Bengfits

[» Time and Labor

> Payroll for North America
[» Workforce Development
[ Organizational Development
[> Campus Community

[ Set Up HRMS

[ Warklist

> Reporting Tools

[ UMass Custom

> PeopleTools

— Porial Search Resulls

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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University of
th Massachusetts

Personalize Content | Layout

Search:

[ My Favorites

ol
[> Self Senvice
> Manager Self Service

[» Warkforce Administration

[+ Bengfits

[> Time and Labor

> Payroll for North America

[» Workforce Development

[ Organizational Development
[» Campus Community

[ Set Up HRMS

[ Warklist

> Reporting Tools

[ UMass Custom

> PeopleTools

— Porial Search Resulls

Productivi
T Kit

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

Training Guide

Step

Action

Click the ePAF Home Page link.

[ePAF Home Pagel

University of
. Massachusetts

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results

Worklist
S New Window 7 Help

Electronic Personnel Action Form (ePAF) Home Page
My Worklist

Vork the items that have been routed to you

Start a new ePAF
Start a new ePAF, which willthen be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF
Views a recently submited ePAF, including information about its handiing so far. ePAFs
‘submitied in the last month are listed here. This is a read-only view.

Add to Favorites

[,-/Cusmmizs Page

Sign out

netp

hitp
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Step Action

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

4, Click the Start a new ePAF link.
Start a new ePAF

University of
iinass Massachusetts

Home | Workist | AddtoFaverites | Sign out

Search: ENew Window 7 Help & Customize Page B hitp

®
> My Favorites Start a New electronic Personnel Action Form (ePAF)
[~ Department Self Service
— ePAF Home Page
> Self Service - Hire an Employee
> Worklist ‘ic

b e mes Use this form to hire a new employes into your

department, o to add an additional job for an
employee that already works in your department
Hire an Employee

%, EditExisting Job

Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

ﬁ ‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Retum to Elecironic Personnel Action Form (ePAF) Home Page

Step Action

5. Before you can enter a Department Transfer, you will need to refer to your
campus business practices. Some campuses use the Job Change form (if they have
access to this person) and others use the Hire form (if they don't have access to this
person).

For this example, you have access to this person and will be using the Job Change
form.

Click the Edit Existing Job link.

Note: If your campus uses the Hire form for department transfers, please refer to the
online training topics: Adding a Person into a Job, and Adding a Person into a
Position.

Edit Existing Joh
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes | Sign out

Mew Window | Help | /B

> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Portal Search Results Find an Existing Value

Limit the number of results to (up to 300) |200

Select An Employee

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

Empl ID: = - | Q
EmpIRcd Nbr: = -
Name: begins with + Q,

Last Name: begins with Q
Department: begins with ~ Q
Employee Group: begins with - Q.

[Ccase Sensitive

Search | Clear |Ba5|cSearch B save Search Criteria

.

Step Action

6. Enter the desired information into the Last Name field.

Enter "D".

Note: You may also search on the Empl ID field.

7. Click the Search button.
Search
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®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

| AddtoFavorites | Sign out

Mew Window | Help |

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

Fin

n Existil

Limit the number of results to (up to 300) |200

Empl ID: = - Q

EmpIRcd Nbr: = -
Name: begins with + | Q,
Last Name: begins with |D Q
Department: begins with ~ | Q
Employee Group: begins with - | Q.
[CIcase sensitive

Search | Clear |Ba5|c search [E) Save Search Criteria

Search Results

Only the first 300 results of a possible 409 can be displayed.

Empl 1D  [Empl Rcd Nbr|
;99998 ¢ Jane Doe DOE B000200  3TUDT Active

-
=

Step

Action

Click the Jane Doe link.

University of
. Massachusetts

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results

| AddtoFavorites | Sign out

@Newwindow ? Help [,-/Cusmmist’aga ,

Change Job Data :%:fmﬂnn

Step 1 of §: Enter Job Change Details 4
Please enter the date the change should go into effect, and identify the Employee Group that the employee should be
in after the change, if applicable.

~ Curren nfo
Hame: Jane Doe Empi ID: 99999
Empl Group:  Non-Benefited Classified Empl Rcd#: 1

Personal Data
Job Data
Additional Pay

Empl Status:  Active

Position:

General Deductions
Department:  B004100 Procurement
eForm ID: 12659

View Original Job Data

Job Data
*Effective Date: [ *End Date: |12/14/2012 [T]1End Job Automatically

*Employee Group:  Non-Benefited Classified -
*Is this a Positioned g -
Job?

Supervisor ID: 88888 Q@ John Smith
*Department: B004100 Q Procurement

“Job Cods: 05754 |Q Dapartmantal Assistant “FullPart Time Part-Time +
*Location Code:  |QUINN Q Quinn Administration Building *ReqgularTemporary Temporar v

< 1

http * |

m

Page 84




MProdllctmty Training Guide

Step Action

9. The Change Job Data form is used to edit the job of a current employee.
10. Click the Effective Date look up button.

11. For this example, click the August 30 link.

12. ck the Department look up button.

University of
litags Massachusetts

Search:

> My Favorites

[ Self Service
[ Worklist
- Porial Search Results

Department: begins with = ‘
Description: begins with v‘

LookUp || Clear | Cancel |pasicLookup

Search Results

First [ 1-2310f231 [§] Lasq

it Description
Chancellors Office

Ofcc of Diversity & Inclusion
Merit Scholarship Office
Enrollmt Marketing & Info Serv
WC-Enrollment Management
Financial Aid Office
Undergraduate Admissions

Reqisirars Office
IT Client Services

Step Action

13. For this example, click the BO00500 link.
Note: You may also click the Description link.
BO00S00

14. Click the vertical Scrollbar.
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| AddtoFavorites | Sign out

Additional Pay

) Position:
» My Favorites General Deductions
[~ Department Self Service Department:  B004100 Procurement
— ePAF Home Page
1> Self Service eForm ID: 12659

[ Worklist
|- Portal Search Results View Original Job Data

lob Data

*Effective Date: 08/30/2012 [ *End Date: |12/14/2012 [C]End Job Automatically Pl

*Employee Group:  Non-Benefited Classified -
“Is this a Positioned 1y, -
Job?

Supervisor ID: 58888 @ John Smith

*Department: B000500 Q Enrolimt Marketing & Info Senv

“Job Code: 05754 |Q Departmental Assistant “FullPart Time. PartTime -

“Location Code:  [CAWPUSCTRIQ,  Campus Center “RegularTemporary  Temporar ~.

“Standard Hours: | 37.50  =FTE: [0.937500] 3
Mail Drop ID: [c27

[msssbrevious; Next=>

. =<<Search | Saveforlater || Close

<[ [ v

Step Action

15. Click the Next bt_Jtton.
Mext ==

University of
Massachusetts

UMASS. Sign out

@ ewWindow ? Help [ Customize Page B http 4

® Authored by
> My Favorites Change Job Data W GIDEON TAYLOR
= Department Self Service .
— ePAF Home Page Step 2 of 5: Compensation [
> Self Service Please update compensation data here as needed

> Worklist
|- Portal Search Results

~ Current Job Info
Name: Jane Doe Empl ID: 99999

Empl Group: MNon-Benefited Classified Empl Rcd#: 1

Empl Status:  Active Personal Data

Job Data
Additional Pay

Position:

General Deductions
Department:  B004100 Procurement
efForm ID: 12659

View Original Comp Data

Compensation Data

Employee Type:  Exception Hourly -
Bi-Weekly Rate: 1628.250000 Annual Rate: $42,334.500 =
Plan Salary Grade
‘Compensation Rate $42 334 500

Begin Date 08/30/2012 E] =

GLC ination Code Fund Code Program Code  Project/Grant Class fField End Date

off
&2

4| m ] r
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Step

Action

16.

Enter the desired information into the Bi-Weekly Rate field, if applicable.
For this example, enter "1800.00".

Note: You may also need to enter a new Job Code, if applicable.

University of
ss Massachusetts

| Workist | AddtoFaverites | Sign out

Home

Empl Group: Mon-Benefited Classified Empl Rcd#: 1

Personal Data
Job Data
Additional Pay

> My Favorites
[~ Department Self Service
— ePAF Home Page

Empl Status:  Active

[ Self Service Position:

[ Worklist )

|- Porial Search Resulis General Deduclions
Department:  B004100 Procurement T
eForm ID: 12659

View Original Comp Data

Employee Type:  Exception Hourly v
Bi-Weekly Rate: 1800.00 Annual Rate: $42,334.500
Plan Salary Grade
‘Compensation Rate $42,334.500

Begin Date 08/30/2012 5 =

GL Combination Code  Fund Code Proaram Code  Project/Grant Class Field  End Date uc'g:‘e =
] a a
Add Date Range
== Previous Next ==

Save for Later |

Step

Action

17.

Enter the desired information into the GL Combination Code field.

Enter "B".

18.

Click the GL Combination Code look up button.
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Search:

> Worklist

/)
Umass Massachusetts

> My Favorites
[~ Depariment Self Service

> Self Service

|- Porial Search Results

Guide MProdllctmty

University of

®

Look Up GL Combination Code

GL Combination Code: begins with + ‘EI
Description: begins with ~ |
Short Description: begins with ‘

LookUp || Clear || Canesl |gasiclookup

Search Results

Only the first 300 results of a possible 4010 can be displayed.
ew 100 First [4] 1-300 of 300 [§] Las

GL Combination Code Description Short Description
510001 B100012 B100012
B100014 B100014 | B100014
B100020 B100020 B100020
B100021 B100021 |B100021
B100023 B100023 B100023
B100025 B100025 |B100025
B100026 B100026 B100026
R1NNNan R1NNN4A/ RANNNAR

Step

Action

19.

For this example, click the B100021 link.
B100021

20.

Click the horizontal Scrollbar.

21.

Note: For Distribution Type, refer to your campus business processes for direction
on whether to use Percent or Amount.
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University of
Utiacs Massachusetts

Search:

> My Favorites
[~ Department Self Service
- ePAF Home Page

sonal Data
1Data
ditional Pay

> Self Service
[ Worklist

|- Portal Search Results neral Deducions

800.000

200

Earnings Distribution

ProjectiGrant Class Field  End Date Percent Commit

Home | Workist | AddtoFavortes |

Customize | Find | & | % Fist 1 4074 1 Lost

Amount Fund End Date

Training Guide

Sign out

(i

Code Type

@, Percent v | 0.000
Add Date Range

) Next ==
: Save for Later

$0.000 el =1

Step

Action

22.

Enter the desired information into the Percent field.

For this example, enter "100".

23.

Click in the Fund End Date field.
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University of
Utiacs Massachusetts

Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

7// Productivity

Home | Workist | AddtoFavortes |

sonal Data
1Data
ditional Pay

neral Deductions

Sign out

800.000
200
=
customize | Find | BV F First W 1074 1 Lost
ProjectiGrant Class Field  End Date Earnings  DIStribUtion pyroent commitment Amount Fund Enc Date
Code Type

@ Percent ~ [100.000 $13,757.143 | el =1

Add Date Range

) Next ==
: Save for Later

Step Action

24,

Notice that the Commitment Amount has updated.

Note: The Fund End Date is used by the campus where applicable.

25. Click the

Next button.

Mext ==
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University of
Utiacs Massachusetts

|  Add to Favorites

Sign out

I New Window 7 Help [q/cuslnmlzePage ,hnp;

Search:

® Authored by
- My Favorites Change Job Data W GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 3 of 5: HR Information L]

> Self Senice Please update Time and Labor information here as needed.
[ Worklist
- Poral Search Results

~ Current Job Info

Name: Jane Doe Empl ID: 99999

Empl Group: Non-Benefited Classified Empl Red#: 1

m

Personal Data
Job Data
Additional Pay

Empl Status:  Active

Position:

General Deduclions
Department: 8004100 Procurement
eForm ID: 12659

View Original TL Data

Time and Labor Data

*Union Code: [Boo | Mon-Benefited b |
*Pay Group: ’mo\ UMass Boston
*Empl Class ,4_Q Classified
Workgroup: [BZNBCLA @ non Benefited Salaried NEx
Taskgroup: UM_EXP Exception Taskgroup
17
< (= . r i

Step Action

26. Click the vertical Scrollbar.

27. Click the Next bt_Jtton.
e
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University of
Umacs Massachusetts

Home | Workist | AddtoFavortes | Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp;

Search:

® Authored by
- My Favorites Change Job Data 1 GIDEON TAYLOR
[~ Department Self Service . .
— ePAF Home Page Step 4 of 5: Finalize Form L]

I Self Senice Before submitting the eForm, please acknowledge any form messages, altach necessary
> Worklist documentation, and add any appropriate explanatory comment
|- Porial Search Results

~ Current Job Info

Name: Jane Doe Empl ID: 99999

Empl Group: MNon-Benefited Classified Empl Red#: 1

Personal Data
Job Data
Additional Pay

Empl Status:  Active

m

Position:
General Deductions
Department:  B004100 Procurement
eForm ID: 12659
Actions & Action Reasons
Action . - Reason . N
Code Action Description Code  Action Reason Description
= Action Description Code  Action Reason Description
1|DTA (@, Data Change FCG |@, Funding Change =

File Attachments Customize | Find | P01 ¥ First K 1010 1 Last
Upload View Description Attachment Id

1| Upload View: Q Delete

Add File Attachment [

Your Comment: <<Previous ] Submit
@ Save for Later |

‘Comment History: i

Step

Action

28.

Notice that the Actions & Action Reasons section has updated.

29.

Enter the desired information into the Your Comment field.

For this example, enter "Dept transfer"

30.

Click the Submi_t button.
Submit
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> My Favorites
[~ Depariment Self Service

> Self Service
> Worklist
|- Porial Search Results

Message

‘Submit this form? (24642 112)

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

Training Guide

Step

Action

3L

Confirm that you are ready to submit this form.
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University of
Utiacs Massachusetts

Search: I New Window 7 Help

® Change Job Data

Step 5 of 5: Form Finalized

> My Favorites
[~ Department Self Service
- ePAF Home Page

Home | Workist | AddtoFavortes |

7// Productivity

Sign out

[ Customize Page B} hiip ~ |

Authored by
I GIDEON TAYLOR

> Self Service
[ Worklist
|- Porial Search Results

Congratulations, you did it!

~ Current Job Info

Name: Jane Doe

You have just SUBMITTED this form. This action passed the form to
HCMU_GT_DEPT_APRYV for further processing.

Process Visualizer

1

2 3 e
HCMU_GT_DEPT_APRV HGMU_GT_DEAN_DIR HCMU_GT_DEAN_GRAD_STDY

6

TESTSC100

Empl ID: 99999

Empl Group: MNon-Benefited Classified Empl Red#: bl

Empl Status: Active Personal Data
Job Data L

. Additional Pay |~

Position: Leave Plans
General Deduc|

Department: B004100 Procurement

eForm ID: 12659

5:
HGMU_GT_CE_ADMIN

L

6
HOMU_C

Step Action

32. The Form Status indicates that you have submitted this form.

33. Congratulations! You have entered a department transfer.

End of Procedure.

Entering a Funding Swap
Upon completion of this topic, you will be able to enter a funding swap.
Procedure

Consider this Scenario:

Your goal is to enter a funding swap.

Key Information:

Name: Jane Doe
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Umass Massachusetts
Personalize Content | Layout

B} View Payslip
Search:
rel @ Click link to view your paycheck.

[> My Favorites Select Paycheck
[> Department Self Service
[> Self Senvice

[> Manager Self Service

“Use the menu on the left for other self servioe aptions.

[> Time and Labor

[ Warklist
[» UMass Custom

— Porial Search Resulls

Training Guide

Step

Action

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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University of
th Massachusetts
Personalize Content | Layout

View Payslip

Click link to view your paycheck.
Select Paycheck

“Use the menu on the left for ofther self service of

— Porial Search Resulls

Step Action

2. Click the ePAF Home Page link.
[EPAF Home Page]

University of
. Massachusetts

Home | Workist | Add to Favorites

Sign out
@Newwindow ? Help [,-/Cusmmizs Page , hitp

Electronic Personnel Action Form (ePAF) Home Page

My Worklist

Vork the items that have been routed to you

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results Start a new ePAF

Start a new ePAF, which willthen be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF

View a recently submited ePAF, including information about its handiing so far. ePAFs.
submitted in the last month are listed here. This is a read-only view.
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Step

Action

3.

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the Start a new ePAF link.

Start a new ePAF

University of
iinass Massachusetts

Search:
®

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

> Worklist

|- Portal Search Results

Start a New electronic Personnel Action Form (ePAF)

Y.

Hire an Employee

Use this form to hire a new employee info your
department, o to add an additional job for an
employee that already works in your department
Hire an Employee

%, EditExisting Job

Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.

Change Employment Status

Retum to Elecironic Personnel Action Form (ePAF) Home Page

Home

| Workist | AddioFavorites |

Sign out

ENew Window 7 Help & Customize Page B hitp

Step

Action

Click the Edit Existing Job link.
Edit Existing Job
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University of

> My Favorites
[~ Department Self Service
- ePAF Home Page
> Self Service

[ Worklist

|- Porial Search Results

Utiacs Massachusetts

Select An Employee

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

Find an Existing Value

Home | Workist | AddtoFavortes |

7// Productivity

Sign out

Mew Window | Help | &,

Limit the number of results to (up to 300) |200

Empl ID: = - Q
EmpIRcd Nbr: = -
Name: begins with + Q,

Last Name: begins with Q
Department: begins with ~ Q
Employee Group: begins with -

[Ccase Sensitive

Search | Clear |Ba5|cSearch B save Search Criteria

.

Step

Action

Enter the

desired information into the Last Name field.

For this example, enter "Doe".

Note: You may also search by using the Empl ID.

Click the

Search button.

Search
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[ My Favorites Select An Employee
[~ Department Self Service
- ePAF Home Page

> Self Service

[ Worklist
|- Portal Search Resulis [loEmi tils

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

Add to Favorites |

Limit the number of results to (up to 300) |200

EmplID: = - e
EmpIRcd Nbr: = -
Name: begins with v| Q,
Last Name: begins with |Dne Q
Department: begins with -| Q
Employee Group: begins with - | Q
[CIcase sensitive

Search | Clear |Ba5|c search [E) Save Search Criteria

Search Results

Only the first 300 results of a possible 624 can be displayed.

Sign out

Help |

Training Guide

n

199999 ¢ Jane Doe DOE 1690300  HRLYS Active
Step Action
8. Click the Jane Doe link.
[ Jane Doe |

University of
. Massachusetts

S New Window  ? Help

Change Job Data :%:fmﬂnn

> My Favorites
[~ Department Self Serice

— ePAF Home Page Step 1 of &: Enter Job Change Details

Please enter the date the change should go into effect, and identify the Employee Group that the employee should be

> Self Senvice

> Worklist in after the change, if applicable.

|- Portal Search Results
~ Current Job Info
Name: Jane Doe Empl 1D: 99999
Empl Group:  Student Hourly Empl Rcd#: 0

Empl Status:  Active

Position:
Department: 1630300 Residence Life
eForm ID: 12652

View Original Job Data

*Effective Date: [ *End Date: |05/19/2013 [T]1End Job Automatically

*Employee Group:  Student Hourly -
*Is this a Positioned g -
Job?

Supervisor ID: 88888 Q@ John Smith
*Department: L690300 Q Residence Life

Add to Faverites |

[,-/Cusmmizs Page

Job Data

"Job Code: £T9999 |Q UMass Student “FullPart Time Par-Time +

*Location Code:  [FOXHALLTFL | FOXHALL1FL *RegularTemporary ~ Temporar v

< 1

Sign out

netp

http * |
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Step Action

9. The Change Job Data form is used to edit the information of an existing employee.

For this example, you are going to enter a funding swap for Jane Doe.

10. Click the Effective Date button.

11. For this example, click the August 31 link.

12. Click the vertical Scrollbar.

University of
ss Massachusetts

Home | Workist | AddtoFaverites | Sign out

Empl Group:  Hourly Staff EmplRcdit: 0

> My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service Position:
- Manager Self Senvice

- Workforce Administration

Empl Status: Active

[ Benefits Department: 630300 Residence Life
[ Time and Labor
(> Payroll for North America eForm ID: 12652

[ Workforce Development
[ Organizational Development
- Campus Community View Original Comp Data

R [ Compensationata
(> Worklist TN

[ Reporting Tools
[- UMass Custom

> PeopleTools
|- Portal Search Results Hourly Rate: 24.000000 AnnualRate:  $9,984.000

Plan ’_Q Sa\aryGrade,iO\

Employee Type:  Hourly -

m

‘Compensation Rate $9,984.000
0700172012 5] =
Begin Date
GL Combination Code  Fund Code Proaram Code  Project/Grant Class Field  End Date u‘éz:‘g s

1|L102463 Q11000 L100300000 Foo Q

Add Date Range

== Previous Next >>

‘Save for Later

‘ m ] v

Step Action

13. Click the GL Combination Code look up button.
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University of
Uags Massachusetts

Search:
> My Favorites
[~ Depariment Self Service
> Self Service
- Manager Self Senice
[ Workforce Administration
(> Benefits
[ Time and Labor
> Payroll for North America
[» Workforce Development
(> Organizational Development
> Campus Community
> SetUp HRMS
(> Worklist
[ Reporting Tools N _
[ UMass Custom Look Up GL Combination Code
[ PeopleTools
- Porial Search Results
GL Combination Code: begins with + ‘L
Description: Degins with |
Short Description: begins with ‘
Look Up ‘E|@\ Basic Lookup
Search Results
Only the first 300 results of 3 possible 31543 can be displayed.
iew 100 First [4] 1-200 of 200 [§] Las
GL Combination Code Description Short Description
A103738 A103738
A103740 A103740
A103741 A103741
A103744 A103744
A103746 A103746
A103747 A103747
A103749 A103749
A103757 A1M37R7

14.

You can use the GL Combination Code search field, and enter the first letter of
your campus to expedite the search.

Enter the desired information into the GL Combination Code field.

For this example, enter "L".

15.

Click the Look Up button.
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> My Favorites
[~ Depariment Self Service

> Self Senvice

- Manager Self Senice
(> Workforce Administration

(> Benefits

[ Time and Labor

(> Payroll for North America

[» Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

> Worklist

(> Reporting Tools . N
[ UMass Custom Look Up GL Combination Code
[ PeopleTools

- Porial Search Results

GL Combination Code: begins with + ‘L
Description: pegins with ~ |
Short Description: begins with ‘

LookUp || Clear | Cancel |Basiclookup

Search Results

Only the first 300 results of 3 possible 3388 can be displayed.
Lasf

L100001 |L100001
L100011 |L100011
L100012 |L100012
L100015 |L100015
L100012 |L100018
L100027 |L100027
L100036 |L100036
1 1nnnx7 11nnna7 1nnnay

Step Action

16. For this example, click the L100001 link.

University of
Umass Massachusetts

®

Empl Group: Hourly Staff EmplRcd#: 0

> My Favorites
[~ Department Self Service Empl Status:  Active
— ePAF Home Page
> Self Senice Position:
- Manager Self Senice
1> Workforce Administration
> Benefits Department: 1630300 Residence Life M
[ Time and Labor
> Payroll for North America eForm ID: 12652
[ Workforce Development
> Organizational Development .
> Campus Community View Original Comp Data
E aﬂuﬂ :“"S Compensation Data
> Reporting Tools . -
- UMass Custom Employee Type:  Hourly
[ PeopleTools
. Porlz.: S S Resnits Hourly Rate: 24.000000 Annual Rate: $9,984.000

Plan ’_0\ SalaryGradel_Q

‘Compensation Rate $9,984.000
Begin Date 0710172012 [ =
GL Combination Code  Fund Code Proaram Code i Class Field  End Date Earnings

1 [L100001 Q11000 1100300000 FoO a

Add Date Range |
=< Previous | Next == |

Save for Later |
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Step Action

17. Click the Next bl_Jtton.
Mext ==

University of
Massachusetts

Add to Favorites Sign out

D NewWindow ? Help [ Customize Page & http *|

Authored by
- Wy Favorties Change Job Data W GIDEON TAYLOR
[~ Department Self Service .
— 6PAF Home Page Step 3 of 5: HR Information (1]
> Self Senvice Please update Time and Labor information here as needed.

[ Worklist
|- Porial Search Results

~ Current Job Info

Name: Jane Doe Empl ID: 99999

Empl Group: Student Hourly Empl Red#:

Empl Status:  Active

m

Position:
Department: | 690300 Residence Life
eForm ID: 12652

View Original TL Data

Time and Labor Data

“Union Code: [roo 1@ Non-Benefted

“Pay Group: ]y Uliass Lowell L
*Empl Class e Student

Workgroup: [C_STUDHRLY @, student Hourly FY

Taskgroup: UM_POS Positive Taskgroup

Time and Labor Schedule

Step Action

18. Click the vertical Scrollbar.
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| AddtoFavorites | Sign out

®

Position:
> My Favorites
[~ Department Self Service
— ePAF Home Page Department: 630300 Residence Life
> Self Service
> Worklist eForm ID: 12652

|- Porial Search Results
View Original TL Data

Time and Labor Data

*Union Code: W Q Mon-Benefited
*Pay Group: ’m Q UMass Lowell
“Empl Class. B la Student
Workgroup: m @ student Hourly FY
Taskgroup: UM_POS Pasitive Taskgroup

Time and Labor Schedule

i

Schedule different from standard?

| ==Previous Net=> |

| SaveforLater |

< . r

Step Action

19. Click the Next bt_Jtton.
Mext ==

University of
Massachusetts

UMASS. Sign out

@ NewWindow ? Help [ Customize Page B http 4

®

Authored by
> My Favorites Cha nge Job Data [ 1] EIDEDI: TAYLOR
" mem Step 4 of 5: Finalize Form (i)
 Self Senvice Before submitting the eForm, please acknowledge any form messages, atach necessary
[> Manager Self Service documentation, and add any appropriate explanatory comment.
- Workforce Administration
[ Benefits

[ Time and Labor ~ Current Job Info

- Payroll for North America

1> Workforce Development Name: Jane Doe :

> Organizational Development Empl ID: 99999
(> Campus Community Empl Group:  Student Hourly Empl Red#: 0

> SetUp HRMS

> Worklist

- Reporting Tools Empl Status:  Active

[> UMass Custom
(> PeopleTools Position:
|- Portal Search Results

Department: | 690300 Residence Life

Reason
Code

FCG @ Funding Change

A

n Reason Des:

n

File Attachments: Find 1af1 L Last
Upload View Attachment Id

1 [wipioads|  [meMiewss| || [s% Delete
| AddFile Atachment |

Your Comment: | ==Previous

&

| SaveforLater |

‘Comment History:
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Step Action
20. Notice that the Actions & Action Reasons section has been updated.
21. Click the Submit button.

[ submit |

University of
litnags Massachusetts

- Workforce Development

> Organizational Development
- Campus Community

> Set Up HRMS

> Worklist ‘Submit this form? (24642,112)

> Reporting Tools
> UMass Custom The form will be directed to the next approver, if any.
I PeopleTools

|- Portal Search Results

Step Action

22, Confirm that you are ready to submit this form.

C|ICk the Yes button.
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

Search: new Window ? Help [# Customize Page Bhhip

Authored by
Change Job Data 1 GIDEON TAYLOR

®

> My Favorites

I Depariment Self Service - el
— ePAF Home Page Step 5 of 5: Form Finalized F
> Self Senvice Congratulations, you did it!
1> Worklist

|- Porial Search Results

~ Current Job Info

Name: Jane Doe Empl ID: 99999
Empl Group: Student Hourly Empl Red#: 0
Empl Status: Active Personal Data
Job Data L
) Additional Pay 1
Position: Leave Plans
General Deductions
Department: LE90300 Residence Life
eForm ID: 12652
Form Status

You have just SUBMITTED this form. This action passed the form to
HCMU_GT_HR_UPDATE for further processing.

Process Visualizer

ACECECEC IR

2 3: e 5: 6
HGMU_GT_DEFT_APRYV HGMU_GT_DEAN_DIR HCMU_GT_VC HCMU_GT_PROVOST HCML_GT_EXEC_VC
TESTSC100

L AL

m I - L3

Step Action

23. The Form Status indicates that you have submitted this form.

24, Congratulations! You have entered a funding swap.
End of Procedure.

Updating Employee Status (Initiator)
Upon completion of this section, you will be able to:

e Enter a leave of absence
e Enter terminations and retirements
e Enter areturn from leave

Entering Terminations, Retirements, Leave of Absence, and Return from
Leave

Upon completion of this topic, you will be able to enter a termination, retirement, leave of
absence or a return from leave.

Procedure
Consider this scenario:

Your goal is to enter a termination, retirement, leave of absence, or return from leave.
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Personalize Content | Layout

Menu
Search:

[ ®
[ My Favorites

[» Department Self Service

[> Self Senvice

[» Manager Self Service

[> Warkforce Administration

[> Bengfits

[» Time and Labor

[ Payroll for North America

> Workforce Development

[ Organizational Development
[ Campus Community

[> Set Up HRMS.

[> Warklist

> Reporting Tools

[ UMass Custom

> PeopleTools

— Porial Search Resulls

View Payslip

Select Paycheck

Click link to view your paycheck.

“Use the menu on the left for other self servioe aptions.

Worklist

Training Guide

Sign out
Help

Step

Action

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.

[l- Department Self Senice|

Page 107




Training Guide

University of
&£ 4

Umass Massachusetts
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[Depariment Self Senvicel
— ePAF Home Page
[> Self Senvice
> Manager Self Service
[» Warkforce Administration
[+ Bengfits
[> Time and Labor
> Payroll for North America
[» Workforce Development
[ Organizational Development
[» Campus Community
[ Set Up HRMS
[ Warklist
> Reporting Tools
[ UMass Custom
> PeopleTools
— Porial Search Resulls

28

View Payslip

Click link to view your paycheck.
Select Paycheck

“Use the menu on the left for other self servioe aptions.

Worklist

Add to Favorites

Step Action

2. Click the ePAF Home Page link.

[ePAF Home Pagel

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see

links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

4, Click the Start a new ePAF link.

Start a new ePAF
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University of
Utiacs Massachusetts

Home | Workist | Add to Faverites Sign out

New Window 7 Help [# Customize Page ,hnp

Search:

®
> My Favorites Start a New electronic Personnel Action Form (ePAF)
[~ Department Self Service
- ePAF Home Page
> Self Serice \if Hire an Employee
- Manager Self Senice L
[» Workforce Administration

Use this form to hire a new employee into your
department, or to add an addtional job for an

- Benefits employee that already works in your department
[> Time and Labor Hire an Employee

> Payroll for North America

[ Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

1> Worklist

[ Reporting Tools

> UMass Custom

o
[ PeopleTools Change Employment Status
- Porial Search Results

Edit Existing Job

Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Return to Flectronic Personnel Action Form (ePAF) Home Page

Step Action

5. To submit a termination, retirement, leave of absence, or return from leave, click
the Change Employment Status link.
[Change Employment Status]
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes | Sign out

HNew Windaw | Help | &

®

> My Favorites
[~ Department Self Service
- ePAF Home Page

Add Search Component

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

> Self Service
(> Manager Self Senice » _—n
[+ Workforce Administration Find an Existing Value
[ Benefits
> Time and Labor Limit the number of results to (up to 300) |200
[ Payroll for North America Empl ID: begins with + ,7
[ Workforce Development
[ Organizational Development Empl Rcd NDr: = -
- Campus Community . N - ,7
- SetUp HRMS Hame: begins with
1> Worklist Last Name: begins with -
> Reporting Tools . . . ,7
> UMass Custom Department: begins with Q
[ PeopleTools Employee Group: begins with - Q
|- Poral § h Result
S e [Ccase Sensitive
Search ‘ Clear ‘BaslcSearch 1B save Search Criteria
« I 0

For this example, we will search by Last Name.

For this example, enter "S".

7. Click the Search button.
Search

8. Click the Jane Smith link.
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavortes |  Sign out

Search: @ New Window ? Help [ Customize Page B, htip +

Change Employment Status e o i

®

> My Favorites

=
mem:e Step 1 of 2: Enter Status Change Infermation [
- Self Senvice Please fill outthe form below.

- Manager Self Senice

[» Workforce Administration
P EEED O
[ Time and Labor

> Payroll for North America

[ Workforce Development Name: Jane Smith EmpliD: 99999

|- Organizational Development | '

- Campus Community Empl Group:  Student EmplRed#: 0

> SetUp HRMS

> Worklist Empl Status:  Active JP_eiﬁsnta\ Data

> Reporting Tools ﬁ::}t'aalF )

> UMass Custom Position: udditional Pay L
> PeopleTools : Leave Plans

|- Porial Search Resulls General Deductions

Department:  B008300 Biology

*Effective Date: El eForm ID: 12272
*Reason: ,70\
1 Upload | | Delete |
Step Action
9. The Change Employment Status form is used for terminations, retirements, leave
of absence, or return from leave.
10. Click the Effective Date look up button.
11. For this example, click the August 20 link.
12. Click the Action list.
13. The Action choices are Leave of Absence, Retirement, Return from Leave, and

Termination.

Note: Your campus procedures will dictate the Action choices available for your
selection.

14. For this example, click the Termination list item.

Note: Your choice of Action will determine the choices you will see for Reason.
[Termination |

15. Click the Reason look up button.

=
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Search:
> My Favorites
[~ Depariment Self Service

> Self Service

- Manager Self Senice
[» Workforce Administration
(> Benefits

[ Time and Labor

(> Payroll for North America
[» Workforce Development

et o S Look Up Reason
> Campus Community

> SetUp HRMS

(> Worklist UMBOS
[ Reporting Tools

(> UMass Custom 1T
> PeopleTools TER

|- Portal Search Resulis ) begins with ~ |

LookUp || Clear || Ganeel |Basiclookup

Search Results

ew 100 First [{] 1-110f11 [i] Last

Reason Code Description
1ni Aftendance

Contract Completion
Death

Expiration of Visa
Family Reasons

Job Abandanment
Lack Of Funds
Resignation

Step Action

16. For this example, click the Contract Completion link.

Note: Your choices for Reason are determined by your previous Action selection.

|Cnntra|:t Completion

17. Note: Once the action of Termination is selected, the system will calculate the Last
Date Worked based on the Effective Date of the transaction.
18. Click the vertical Scrollbar.
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University of
Utiacs Massachusetts

Home | Workist | AddtoFavortes |  Sign out

Search:

) | Emplstatus:  Active Personal Data
Jdob Data

[ My Favorites p——
[~ Depariment Self Service Position: Additional Pay

— ePAF Home Page Leave Plans
- Self Service General Deductions
- Manager Self Senice Department:  B008300 Biology
[» Workforce Administration
[ Benefits eForm ID: 12272

[ Time and Labor

5 Payrall for North America Al

[ Workforce Development

(> Organizational Development . . ,—UWMU12 eFormID: 19272
[ Campus Community Effective Date: el
> SetUp HRMS .
> Worklist Action: Termination -
[ Reporting Tools
(> UMass Custom ,_
I PeopleTools *Reason: CCojQ Contract Completion
|- Poral Search Resulis
Last Date Worked (0811972012 &)
File Attachments Customize | Find | B rst K1 1071 O Last
Upload View Description :’ﬂachimm

- Delete

1| Upload

i

Add File Attachment

Your Comment: s=Rrevious Submit
@ == Search Close

Comment History:

Step Action

19. It is important to notate actions with applicable comments.
Enter the desired information into the Your Comment field.

For this example, enter "End of Contract.".

20. Click the Submi_t button.
Submit
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University of
Umass Massachusetts

Search:
®

> My Favorites
[~ Depariment Self Service

> Self Senvice

- Manager Self Senice
(> Workforce Administration

(> Benefits

[ Time and Labor

(> Payroll for North America

[» Workforce Development

> Organizational Development
> Campus Community

> SetUp HRMS

(> Worklist

[ Reporting Tools

(> UMass Custom

[ PeopleTools

- Portal Search Results Yes | No |

Message

‘Submit this form? (24642 112)

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

Step Action

21. Confirm that you are ready to submit this form and click the Yes button.

University of
Umass Massachusetts
Menu

@Nawwindow ? Help gcusmmizsPaga E,mtp_‘

@ Authored by
'+ My Favarites Change Employment Status 19 GIDEON TAYLOR
[~ Department Self Service P
— ePAF Home Page Step 2 of 2: Form Finalized

> Self Senvice
- Manager Self Senice
1> Workforce Administration
e
- Time and Labor ‘Current Job Info
[ Payroll for North America
- Workforce Development Name: Jane Smith Empl 1D: 39999
> Organizational Development
[ Campus Community Empl Group: Student Empl Red#: 0
> SetUp HRMS
- Workiist Empl Status: Active EersonzlData
| Reporting Tools Job Data
> UMass Custom ~ Additional Pay =
1 PeopleTools Position: Leave Plans
[~ Portal Search Results General Deducti

Department: B008300 Biolagy

eForm ID: 12272

Form Status

You have just SUBMITTED this form. This action passed the form to

HCMU_GT_DEPT_APRV for further processing.

Process Visualizer

z

1 3 4 5
HCMU_GT_DEAN_DIR HCMU_GT_DEAN_GRAD_STDY HCMU_GT_STU_EMPLGY

(TESTSC10009208)
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Step Action
22, The Form Status indicates that you have submitted this form.
Note: Refer to your campus business practices for any additional tasks that may be
required for completion, outside of ePAF.
23. Congratulations! You have successfully submitted a termination.

End of Procedure.

Managing ePAF Workflow (Initiators, Approvers, & HR Office)

Upon completion of this section, you will be able to:

Open your worklist

Approve an ePAF form
Reprocess an ePAF form

Close an ePAF form

Add attachments to an ePAF form
Add comments to an EPAF form
Create and clone an eform

Opening your Worklist
Upon completion of this topic, you will be able to open your worklist.

Procedure

Consider this Scenario:

Your goal is to open your ePAF worklist.
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Umass Massachusetts
Personalize Content | Layout

> My Favorites Select Paycheck
[> Department Self Service
[> Self Senvice

— Porial Search Resulls

umass I Kit

University of

Add to Favorites

B} View Payslip

Click link to view your paycheck.

“Use the menu on the left for other self servioe aptions.

Step

Action

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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Search:

®

> My Favorites
[ epariment Self Senvicel

— ePAF Home Page
[ Self Service
> Recruiting
> SetUp HRMS
[ Worklist
|- Porial Search Results

Workiist | AddtoFavorites |  Sign out

%’ - Self Service

Navigate to your self service information and activities.
Time Reporting

Report and review your time, schedules,

request absences and more.

[ Report Time:

[ View Time

Learning and Development

Add or review information about profies of
skils and competencies, interest fists, training
and development

=] Training Summary

4

hitps:/fhom=It00.erp.umasscs.net/psp/hiltt90/EMPLOYEE/HRMS/c/G_EPAF ... |

ersonal Information
eview and update your personal information
= Personal nformation Summary
= Home and Wailing Address
[E Phone Numbers
3 More.

Recruiting Activities
Recruiting Activities

= Careers

&

=

Payroll and Compensation
Review your pay and compensation history.
Update your direct depostt and other deduction
or contribution information.
[E View Paycheck
[= Direct Deposit
[E] W-4 (Federal) Tax Information
2 More.

Manage Delegation

Delegate authority for self-service
transactions, and review and revoke
delegation requests

Action

Click the ePAF Home Page link.

[ePAF Home Pagel

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see

links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.
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Home | Workist | Add to Favorites

Sign out

®

I New Window 7 Help [q/cuslnmlze Page , hitp
Electronic Personnel Action Form (ePAF) Home Page

> My Favorites
[~ Department Self Service

- ePAF Home Page Ay Worklist

- Self Senice Viork the fems that havs besn routsd to you
I Recruiting

> SetUn HRMS Start 2 new ePAF

[ Worklist Cotart A new cDAF

Start a new ePAF, which will then be routed to the appropriate approvers.
|- Porial Search Results

Q View an ePAF
* View a recently submitted ePAF, including information about its handiing s far. ePAFs
submitted in the last month are listed here. This is a read-only view

Step Action
4. Click the My Worklist link.

University of
. Massachusetts

Home | Workist | AddtoFaverites | Sign out

®

New Window | Help | Customize Page | B,

> My Favorites

- Department Self Service
[ Self Service

[~ Worklist

Worklist for TESTSC10: Test

Detail View
Worklist

Work List Filters:

— Worklist Details
|- Portal Search Results

Date From |Work ltem Worked By Activity
Notification
Worklist Notification

Test 08/02/2012 ~ HIRE.Jane Doe

Refresh

mn
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Step

Action

5.

This is your Worklist page. You currently have one item in your Worklist.

6.

HIRE:lane Doe

If you want to open and view this item, click the HIRE:Jane Doe link.

University of
Uimass Massachusetts

Home

Search:

@ = Authored by
> My Favorites Evaluate Hire 5 GIDEON TAYLOR
(> Department Self Service
> Se\?SeMcs Step 1 of 4: Job Information Fid
[~ Worklist

Review the form data below. Ifitis correct, choose Nextto go to the next page.

— Waorklist Details To save your work and keep the form at your level, choose Save for Later.
- Portal Search Results

eFormiD: 11698
~ Personal Info

Personal Data

Name: Jane Dog Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data

Effective Date: 08/02i2012

Employee Group:  Non-Ben Part-Time Lecturers

Is this a Positioned Mo

Job?

Supervisor ID:

Department: D101000 Chancellor's Office

Job Code: DA2109 Fart-Time Lecturer FulliPart Time
Location Code: ADMIN Foster Administration RegularTemporary
Standard Hours: 20.00 FTE: 0500000

Mail Drop ID:

| Workist | AddioFavorites |

@ ewWindow ? Help [ Customize Page B http «

Sign out

n

Step

Action

You are now viewing the hire ePAF form for Jane Doe.

If you want to return to your worklist, click the Worklist link.

Note: You may also use the side bar menu to navigate back to your Worklist.
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Search:

> My Favorites
[ Department Self Service
(> Self Senvice

Detail View Work List Filters: - Feed
o Customize | Find | View All| &
— Worklist Details
| Portal Search Resulls Test 08022012 wﬂ‘mﬁ:}'“” Natification + HIRE.Jane Doe
Refresh

umass I Kit

University of

| workist | AddtoFavertes | Sign out

®

New Window | Help | Customize Page | [,

Worklist for TESTSC10: Test

L,

Step Action
9. You are now back to your Worklist page.
Note: For the most current view, you will use the Refresh button to update your
Worklist view.
10.

Congratulations! You have opened your Worklist.
End of Procedure.

Approving an ePAF Form
Upon completion of this topic, you will be able to approve ePAF Forms.

Procedure

Consider this Scenario:

Your goal is to approve an ePAF Form.

Key Information:

Link: HIRE:Jane Doe
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University of
&£ 4

Umass Massachusetts
Personalize Content | Layout

Add to Favorites

B} View Payslip
Click link to view your paycheck.

> My Favorites Select Paycheck
[> Department Self Service
[> Self Senvice

“Use the menu on the left for other self servioe aptions.

— Porial Search Resulls

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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UMASS

University of

unmass Massachusetts tome | workist | _Addto Favores | Signout
Search:
@ ‘Wit Self Service
> My Favorites
5 e pariment Self Service Navigate to your self service information and activites.
— ePAF Home Page E‘ Time Reporting ersonal Information 2 - | Payroll and Compensation
> Self Service Report and review your time, schedules, eview and update your personal information Review your pay and compensation history.
> Recruiting request absences and more. e a— Update your direct deposit and other deduction
> SetUp HRMS. £ Report Time I Home and Maling Address. or contribution information.
Pt £ View Time = Phone Numbers ] View Paycheck
|- Porial Search Results 3 More. [E Direct Deposit
=) W-4 (Federal) Tax Information
2 More.

| Learning and Development 2 | Recruiting Activities Manage Delegation

Add or review information about profiles of Recruiting Activities Delegate authority for self-service

skils and competencies, interest fists, training | Caresrs transactions, and review and revoke

and development, delegation requests.

=] Training Summary

hitps:/fhom=It00.erp.umasscs.net/psp/hiltt90/EMPLOYEE/HRMS/c/G_EPAF ... |

Step Action

2. Click the ePAF Home Page link.
[ePAF Home Page]

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.
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®

> My Favorites
[~ Department Self Service

- ePAF Home Page Ay Worklist
> Self Serice Work the items that have besn routsd to you
I Recruiting
I SetUp HRMS Start a new ePAF
> Worklist “Starta new ePAF. v

|- Porial Search Results

Start a new ePAF, which willthen be routed to the appropriate approvers.

Q View an ePAF
* View a recently submitted ePAF, including information about its handiing s far. ePAFs
submitted in the last month are listed here. This is a read-only view

Home | Workiist

P New Window 7 Help [# Customize Page
Electronic Personnel Action Form (ePAF) Home Page

Training Guide

| Add to Favorites

Sign out

ks http

Step Action

4. Click the My Worklist link.

University of
. Massachusetts

o . Worklist for TESTSC100 : Test
ly Favorites

[~ Department Self Serice

Cora T HetaiVisw Work List Filters:

> Self Service B ‘Worklist

E E;CLT;“:%MS [pate From [Workem  [WorkeaByAcwity |
1> Worklist

Test a7n2izp12 Notification

|- Portal Search Results Worklist Nofification

Home | Wordist |

New Window | Help

Add to Faverites |

Sign out

Ip | Customize Page \ oo

~ HIRE.Jane Doe

Refresh

mn
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Step Action

5. You have one item in your worklist. You want to review and approve Jane Doe's
hire form.

Click the HIRE:Jane Doe link.

6. The Evaluate Hire page contains personal info, applicant data, job data, and
compensation data.

University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

INewWindow 7 Help [ Customize Page B htip
= Authored by
[ My Favorites Evaluate Hire W8 GIDEON TAYLOR
[~ Department Self Service . .
= ePAF Home Page Step 1 of 4: Job Information Eid
I Self Senice - Review the form data below. Ifitis comrect, choose Next to go to the next page.
> Recruiting
[ SetUp HRMS To save your work and keep the form at your level, choose Save for Later.
[ Worklist
|- Portal Search Resulis eformID: 11340
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Applicant Data A
Applicant ID Job Opening ID
Job Data
Effective Date: 07i12/2012
Employee Group:  Benefited Employees
Is this a Positioned No
Job?
Supervisor ID:
Department: 0101000 Chancellor's Office
Job Code: 08X06 Clerk Il FulliPart Time b |
Location Code: ADMIN Foster Administration RegularTemporary
Standard Hours: 37.50 FTE: 1.000000
« m r Mail Drop 1D:

Step Action

7. Click the Vertical Scrollbar.

8. Click the Next b_utton.
Mext ==
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University of
Uaags Massachusetts

Sign out

INewWindow 7 Help [ Customize Page &) htip *|

Search:
Authored by

Evaluate Hire B2 GIDEON TAYLOR

®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Recruiting

> SetUp HRMS To save your work and keep the form at your level, choose Save for Later.

[ Worklist .
|- Portal Search Resulis sformD: 11340
~ Personal Info

Personal Data
Job Data
Additional Pay

Step 2 of 4: Compensation
Review the form data below. Ifitis comrect, choose Next to go to the next page.

Name: Jane Doe
Empl ID: NEW Empl Red#:
Compensation Data

Employee Type: Exception Hourly

Bi-Weekly Rate: 850.000000  Apnual Rate: $22,100.000

Plan Daz Salary Grade 08

[ Add Additional Components of Pay?

Total Annual Rate 22100.000000

Begin Date 07112/2012

ProjectiGrant Class Field  End Date E‘g%.:‘f

GL Combination Code Fund Code Department Program Code

1/A103738 52129 AZ17000000 B10

| \dd DateRange:

<<Previous | Mext== |

[
| SaveforLater |

Step Action
9. Click the Next button.
| Net== |

Sign out

University of
Massachusetts

UMASS.

@ NewWindow ? Help [ Customize Page B http 4

= Authored by
Evaluate Hire B GIDEON TAYLOR

®

> My Favorites
[~ Department Self Senice

— ePAF Home Page Step 3 of 4: Finalize Form o

Review the form data below. Ifitis correct, choose Approve to approve the form and forward it to the

[+ Self Service ' N
[ Recruiting next approver, if any. To send the form back to the originator for correction or clarification, enter a
> SetUp HRMS comment and choose Reprocess Change
[ Worklist

To save your work and keep the form at your level, choose Save for Later.

|- Portal Search Results
eForm ID: 11340
~ Personal Info
Personal Data
Job Data

Name: Jane Doe
Additional Pay

Empl ID: NEW

Reason Code  Action Reason Description

HR Hire

Reason Code Hire
Form Messages
Message Text
il Attach hire documentation [i]
File Attachments Customize | Find | G| First & 4 of 4 Ld [ ast
Upload View Description w b
1 [=Upload.| |[=View| - _ Dekete |

| AddFile Atachment |

Your Comment: [
€

Reprocess Chg |

4 1 v
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Step

Action

10.

Review the Evaluate Hire data. As an approver, you cannot make any changes to
the data, but you can add comments and attachments.

If it is correct, click the Approve button.
Note: To send the form back to the originator for correction or clarification, enter a

Comment and choose Reprocess Change.
| Approve

11.

Confirm that you want to approve this form.

Click the Yes button.

12.

> My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service

> Recruiting

> Set Up HRMS

[ Worklist

|- Porial Search Results

Home | Workist | AddtoFavertes |  Sign out
Personal Data -
Job Data

Additional Pay

Name: Jane Doe

Empl ID: NEW

eForm ID: 11340
You have just APPROVED this form. This action passed the form to

@ o

@ ¢

e
4
TESTSC100

2 3 E 5
HCMU_GT_DEAN_DIR HCMU_GT_EEQ HCMU_GT_DEAN_GRAD_STDY HCMU_GT_STU_EMFLOY HoML
8 9 10 LAl 12 Integration 13:
HGMU_GT_CE_ADMIN HCMU_GT_GRANTS HCMU_GT_BUDGET_OFG HCMU_GT_HR_UPDATE Broker

Go To Worklist

View This Form

Go To ePAF Home Page
Close This Form

£ Retum to Search

0 v

ol it

Step

Action

13.

You want to return to your Worklist page.

Click the Go To Worklist link.
G0 To Worklist
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Step Action
14. You are back at your Worklist page. You currently have no items in your Worklist.

Note: You can use the Refresh button at the bottom left of the page, to make sure
you are viewing the most current information.

15. Congratulations! You have approved an ePAF Form.
End of Procedure.

Reprocessing an ePAF

Upon completion of this topic, you will be able to reprocess an ePAF form and send it back to the
initiator for changes.

Procedure

Consider this Scenario:

Your goal is to reprocess an ePAF Form.
Key Information:

Link: HIRE:Jane Doe

University of
&£ 4

Umass Massachusetts

Personalize Content | Layout Help

Worklist Add to Favorites

View Payslip

Menu
Search:
[ My Favorites

[» Department Self Service
[> Self Senvice

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

— Porial Search Resulls
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Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l Department Self Service]

University of

ss Massachusetts

Search:

®

[ My Favumes
[E0epartment Self Servicel

— ePAF Home Page
[ Self Service
> Recruiting
[- SetUp HRMS
1> Worklist
|- Portal Search Results

Worklist | Addto Favorites |  Sign out

E% Self Service

Navigate to your self service information and activities.
E‘ Time Reporting

@ Report and review your ime, schedules,
request absences and more.
[ Report Time
£ Wiew Time

ersonal Information
eview and update your personal information.
= Personal Information Summary
= Home and Mailing Address
= Phone Numbers
3 More..

= | Payroll and Compensation
@' Review your pay and compensation history.
Update your direct deposit and other deduction
or contributien information.
=] View Paycheck
[E Direct Deposit

[E] W-4 (Federal) Tax Information
2 More.

@T‘ Learning and Development

Add or review information about profiles. of
skils and competencies, interest lists, training
and development

= Training Summary

éﬂ Recruiting Activities

Recruiting Activiies
= Careers

Manaqe Deleqation

Delegate authority for seli-service
transactions, and review and revoke
delegation requests

5

httperfhem-iti00.2rp umassce net/ psp/hritt80/EMPLOYEE/HRMS/c/G_EPAF.... |

Step Action

Click the ePAF Home Page link.
[ePAF Home Page]
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University of
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Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Recruiting

> SetUp HRMS

[ Worklist
|- Porial Search Results

& New Window

Electronic Personnel Action Form (ePAF) Home Page

Worklis
Work the items that have been routed to you

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

View an ePAF
View a recently submitted ePAF, including information about its handiing s far. ePAFs
submitted in the last month are listed here. This is a read-only view

Home | Workist | AddtoFavortes |

Training Guide

Sign out

? Help [ Customize Page &, hitp

Step

Action

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the My Worklist link.
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Search:

&
UMASS.

> My Favorites
[~ Department Self Service
- ePAF Home Page

E fa?ﬁﬁﬁ%m Customize | Find | View All| B
> SetUp HgMS Date From |Work ltem Worked By Activif Priority =
(> Worklist Notification

- Inark
| Portal Search Results et 0722012 \wyo it Notification HIRE-Jane Doe

Guide

7// Productivity

University of
Massachusetts

Home | Workist | AddtoFavertes | Sign out

New Window | Help | Customize Page | [,

®

Worklist for TESTSC100: Test

Work List Filters: - Feed

Detail View

Refresh

I r

. *

Step

Action

You have one item in your worklist. You want to review and reprocess Jane Doe's
hire form.

Click the HIRE:Jane Doe link.

The Evaluate Hire pages contain personal, job data, and compensation data.
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®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

1> Workforce Administration

[ Benefits

- Compensation

> Payroll for North America

> Workforce Development

[ Qrganizational Development
> Campus Community

> SetUp HRMS

1> Worklist

| Reporting Tools

(> UMass Custom

- PeopleTools

|- Porial Search Results

Productivi
I Kit

~ Personal Info

Personal Data

Name: Jane Doe Job Data
Empl ID: NEW Empl Rcd#: Addiional Fav
Applicant Data
Applicant ID Job Opening ID

Job Data

Effective Date: 08i02/2012
Employee Group:  Non-Ben Part-Time Lecturers
Is this a Positioned Mo
Job?
Supervisor ID:
Department: D101000 Chancellors Office
Job Code: DAZ2109 Part-Time Lecturer FulliPart Time
Location Code:  ADMIN Foster Administration Regular/Temporary
Standard Hours: 20.00 FTE: 0500000
Mail Drop 1D:

| ==Previous | MNext==

| SaveforLater |

| &4 Return to Searcn

Sign out

Training Guide

Step

Action

Click the Next bt_Jtton.

Mext ==

University of
Massachusetts

®

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

> Workforce Administration

(> Benefits

[- Compensation

> Payroll for North America

- Workforce Development

[ Organizational Development
> Campus Community

> Set Up HRMS

[ Worklist

> Reporting Tools

[- UMass Custom

I PeopleTools

|- Portal Search Results

@ new Window  ? Help [ Customize Page

Authored by
I8 GIDEON TAYLOR

Bnto
Evaluate Hire

Step 2 of 4: Compensation
Review the form data below. Ifitis correct, choose Nextto go to the next page.

To save your work and keep the form at your level, choose Save for Later.
eForm ID: 11698

~ Personal Info

Persenal Data

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Rea#:

Compensation Data

Employee Type:  Exception Hourly

Bi-Weekly Rate: 500.000000

Sign out

i

Annual Rate: $13,000.000
Plan Salary Grade
Total Annual Rate 13000.000000
=
Begin Date 08102/2012
GL Combination Cede  Fund Code  Department Program Code  ProjectiGrant Class Field  End Date ==
1|A103738 52129 A817000000 B10
I AddDateRange. |
. <<Previous |  Next>» |
| | Il

4 n L3
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Step

Action

Click the Next bl_Jtton.
Mext ==

University of
Massachusetts

Home | Workist | AddtoFavortes | Sign out

I New Window  ? Help D/CuslumlzeF’age ,hnp;

N Authored by

> My Favorites Evaluate Hire W GIDEON TAYLOR
[~ Department Self Sernvice -

— ePAF Home Page Step 3 of 4: Finalize Form ]
> Self Service - Review the form data below. Ifitis correct, choose Approve to approve the form and forward it to the
> Workforce Administration next approver, if any. To send the form back te the originater for correction or clarification, entera
> Benefits comment and choose Reprocess Change.
> Compensation
1> Payroll for North America To save your work and keep the form at your level, choose Save for Later.
[ Workforce Development eFormID: 11698
- Organizational Development ~ Personal Info
> Campus Community
> SetUp HRMS Personal Data
> Worklist Name: Jane Doe JobData
EE;‘;Z:’;?UE?:J,? Additional Pay
I PeopleTools Empl ID: NEW =

- Porial Search Results

Actions & Action Reasons

Acistul:n Description Reason Code  Action Reason Description
1HR HIR Hire
Reason Code Hire

Message Text
Aftach hire documentation (i}

Customize | Find | B 28 First K0 4 04 O Last
Attachment |
id

Upload View Description
1| Upload iew - Delete
Add File Aftachment

Your Comment:

@ == Previous Reprocess Chg

Step

Action

You realize that this hire form should have a resume attached. You decide to
reprocess this form and send it back to the initiator for changes. Always be sure to
give the initiator guidance on what changes you are looking for, by entering
instructions into the Your Comments field.

For this example, enter "Please attach her resume.".

10.

Click the Reprocess Chg button.
Reprocess Chg |
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Search:

> My Favorites
[~ Depariment Self Service

> Self Senvice

> Workforce Administration
(> Benefits

- Compensation

(> Payroll for North America
> Workforce Development

> Campus Community
> SetUp HRMS

> Worklist

| Reporting Tools

(> UMass Custom

- PeopleTools

|- Porial Search Results

o
Umass Massachusetts

®

- Organizational Development

Training Guide

Message

Reprocess this form? (24642,110)

Reprocessing a form sends it back to its originator for changes. When
reprocessing, you should give directions in the Comments section that will
help the originator make acceptable changes.

Step

Action

11. Confirm that you have given acceptable directions for the changes you desire, then
cI|ck the Yes button.
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University of
Utiacs Massachusetts

Home |

Workiist | AddtoFavorites |  Sign out

Search:

®

NewWindow 7 Help [ Customize Page &) htip *|

Evaluate Hire Authored by

> My Favorites I8 GIDEON TAYLOR

[~ Department Self Service . .
— ePAF Home Page Step 4 of 4: Form Finalized

> Self Senice - Congratulations! You have successfully evaluated this form.
1> Workforce Administration
[ Benefits

- Compensation .
[ Payroll for North America eform ID: 11698

[ Workforce Development - Personal Info

I Qrganizational Development
[ Campus Community

Personal Data
Name: Jane Doe

(> Set Up HRIS Job Data
1> Worklist Additional Pay
(> Reporting Tools Empl ID: NEW

(> UMass Custom
- PeopleTools
|- Porial Search Results

(i

eForm ID: 11698

You have just RECYCLED this form. This action passed the form to Test
Leslie Mercure for further processing.

Process Visualizer
1 a: o 5
HCMU_GT_DEAN_DIR HCMU_GT_EEG HCMU_GT_DEAN_GRAD_STDV HCMU_GT_STU_EMPLOY  HCML
TESTSC100 —
B a 10. 12: Integration 13
HCMU_GT_CE_ADMIN HCMU_GT_GRANTS HCMU_GT_BUDGET_CFC HCMU_GT_HR_UPDATE Broker
« . v

Step Action

12. The Form Status indicates that you have recycled/reprocessed this form and sent it
back to the initiator for changes.

13. Congratulations! You have reprocessed an ePAF Form.
End of Procedure.

Closing an ePAF
Upon completion of this topic, you will be able to close an ePAF form.
Procedure

Consider this Scenario:
Your goal is to close an ePAF Form.
Key Information:

Name: Jane Doe
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University of
&4

Umass Massachusetts
Personalize Content | Layout

Menu
Search:

[ ®
[ My Favorites

[» Department Self Service
[> Self Senvice

[» Manager Self Service

> Recruiting

[ Warkforce Administration
[+ Bengfits

> Compensation

[> Time and Labor

> Payroll for North America
[ Workforce Development
[> Organizational Development
> Enterprise Learning

> Campus Community

[> Contributor Relations

[> Set Up HRMS

[ Warklist

> Reporting Tools

[> UMass Custom

I PeopleTools

- Portal Search Results

View Payslip

Select Paycheck

Click link to view your paycheck.

“Use the menu on the left for other self servioe aptions.

Training Guide

Worklist Add to Favorites Sign out

Help

Step

Action

Click the Department Self Service link.

[l- Department Self Senice|

Begin by navigating to the ePAF Home Page.
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University of
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Personalize Content | Layout

Help
View Paysiip
Search:
= @ Click link to view your paycheck.
> My Favorites Select Paycheck
[~ ep riment Self

“Use the menu on the left for ofther self service of

ome Page
DSeIfSeMce

> Manager Self Service

> Recruiting

[» Warkforce Administration
[> Benefits

[» Compensation

[> Time and Labor

[> Payroll for North America
> Workforce Development
[> Organizational Development
- Enterprise Learning

[» Campus Community

[» Contributor Relations

[> Set Up HRMS

[> Warklist

1> Reporting Tools

[» UMass Custom

> PeopleTools

— Portal Search Results

Step Action

2. Click the ePAF Home Page link.
[EPAF Home Page]

University of
. Massachusetts

Home | Workist | Add to Favorites

Sign out

@Newwindow ? Help [,-/Cusmmizs Page , hitp
[ My Favorites
[~ Department Self Service
— ePAF Home Page

Electronic Personnel Action Form (ePAF) Home Page
My Worklist

- Self Service ‘Work the items that have been routed to you.

[> Manager Self Senice

P e ) Start a new ePAF

E ‘é‘v“”‘fﬁ“é“ e Start a new ePAF, which willthen be routed to the appropriate approvers.
ene

- Compensation

(> Time and Labor

> Payroll for North America

> Workforce Development

(> Qrganizational Development
[ Enterprise Learning View an ePAF

> Campus Community Viewr a recently submited ePAF, including information about its handiing so far. ePAFs
I Contributor Relations “ submitted in the last month are listed here. This is a read-only view.

> SetUp HRMS

[ Worklist

[ Reporting Tools

> UMass Custom

> PeopleTools

- Porial Search Results

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.
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Step

Action

3.

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the Resubmit, Change, or Withdraw an ePAF link.
Resubmit. Change, or Withdraw an e PAF

You want to close (withdraw) an ePAF form that has already been submitted.

University of
Utiacs Massachusetts

> My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service

- Manager Self Senice

I Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[ Time and Labor

- Payroll for North America

[- Workforce Development

> Organizational Development
> Enterprise Learning

- Campus Community

(> Contributor Relations

> Set Up HRMS

[ Worklist

> Reporting Tools

[- UMass Custom

I PeopleTools

|- Portal Search Results

ePAF Update All

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

Find an Existing Value

Home | Workist | AddtoFavortes |

Mew Window | Help | &,

Limit the number of results to (up to 300). |200

eform ID: begins with + ,7
Empl ID: begins with + ,7
Workflow Form Type:  begins with ~ ’70\
Workflow Form Status: = -

Empl Red Hbr: = -
Hame: begins with + ,7
Last Name: begins with ,7
Original Operator: begins with + ,7
Originated Date From: == - ,7
Originated Date Thru: <= -l
Last Operator: begins with + ,7

[Ccase Sensitive

Search ‘ Clear ‘Baslcsear:n B save search Criteria

Sign out

Step

Action

For this example, enter "Doe".

You want to find an existing eForm by searching on the Last Name.

Enter the desired information into the Last Name field.

Click the Search button.

Search

Page 137




Train

ing Guide A Pl'Odllcthty

UMASS

University of
Utiacs Massachusetts

Workiist Add to Favortes |  Sign out

P New Window 7 Help [# Customize Page ,hnp

Search:

®

Authored by

[ My Favorites Update Hire 8 GIDEON TAYLOR
[~ Department Self Service -
— ePAF Home Page Step 1 of 6: Employee Name Ei

| Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field. For

- Manager Self Senice employee groups where Position Number is required, it will appear. Fill out the rest of the fields,
> Recruiting and choose Next

[» Workforce Administration

[ Benefits Clone eForm ID ,70‘

> Compensation

[ Time and Labor Personal Info

(> Payroll for North America
> Workforce Development

> Organizational Development | Empl ID: NEW “Hiring Campus:  Univ of Mass Dartmouth h
> Enterprise Learning

[» Campus Community - . lJane . B

(> Contributor Relations First Hame: Middle:

> SetUp HRMS

[ Worklist *Last Name: Doe Suffix: M

[ Reporting Tools
[- UMass Custom
[ PeopleTools = —r
|- Portal Search Results | V0S| MNext == |
<< Search Save for Later

Step

Action

The Update Hire page will allow you to update the form and close it.

Note: Only forms that have not had final approval or been processed into the system
will be available for update.

Click the Next button.
Mext ==
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Search:

®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[> Time and Labor

(> Payroll for North America

> Workforce Development

> Organizational Development
> Enterprise Learning

- Campus Community

(> Contributor Relations

> SetUp HRMS

> Worklist

[ Reporting Tools

[> UMass Custom

> PeopleTools

|- Portal Search Results

@I New Window P Help

Authored by

Update Hire W8 GIDEON TAYLOR

Step 2 of 6: Job Information
Enter the employee’s compensation as an hourly rate

efFormID: 11693
~ Personal Info

Personal Dala

Name: Jane Doe Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data
0810212012 |

*Effective Date:
*Employee Group: Non-Ben Part-Time Lecturers -
*Is this a Positioned g -
Job?
Supervisor ID: Q
*Department: D101000 /& chanceliors Office
- DA2109
Job Code: Q Part-Time Lecturer FulliPart Time T
“Location Code:  [ADMIN A Foster Administration Regular/Temporary v

“FTE: [0.500000

*Standard Hours: 20.00

Mail Drop 1D: |

Training Guide

| Workist | Addto Favorites Sign out

[ Customize Page B} hiip * |

n

Step Action

Informati

on.

Click the vertical Scrollbar button.

Verify that this is the person you were searching for by viewing their Personal
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eForm ID:

®

> My Favorites
[~ Department Self Service

11698
~ Personal Info

Add to Favorites |

Sign out

- ePAF Home Page
> Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[ Time and Labor

(> Payroll for North America

> Workforce Development

> Organizational Development
> Enterprise Learning

- Campus Community

(> Contributor Relations

> SetUp HRMS

> Worklist

[ Reporting Tools

[> UMass Custom

> PeopleTools

|- Portal Search Results

Personal Dala

i

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID
Job Data
“Effective Date: ~ 08/02/2012
*Employee Group:  Non-Ben Part-Time Lecturers A
*Is this a Positioned g -
Job?
pervisor ID: Q
“Department: D101000  |&  chancellors Office
* . DAZ109
Job Code: Q Part-Time Lecturer FulliPart Time -
*Location Code:  |ADMIN Q Foster Administration Regular/Temporary -
*Standard Hours: 20.00 *FTE: |0.500000
Mail Drop 1D: |
| <<Previous | Next»» |
| saveforlLater |

Step Action

Click the

Next bt_Jtton.

Mext ==

University of
Massachusetts

®
> My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service
> Manager Self Senvice
[ Recruiting
[- Workforce Administration
[ Benefits
- Compensation
[ Time and Labor
(> Payroll for North America
[ Workforce Development
> Organizational Development
> Enterprise Learning
[- Campus Community
[- Contributor Relations
> SetUp HRMS
[ Worklist
| Reporting Tools
(> UMass Custom
[ PeopleTools
|- Porial Search Results

Sign out

I New Window 7 Help =
Authored by

IH GIDEON TAYLOR

[ customize Page http * |

Update Hire

Step 3 of 6: Compensation
Update the employee’s compensation information as needed.

eForm ID: 11698
~ Personal Info

Persenal Data

Name: Jane Doe Job Data
Ad nal Pay
Empl ID: NEW Empl Rea#:

Compensation Data

Employee Type: Exception Hourly -
Bi-Weskly Rate: 500.0000000  pyat Rate: $13,000.000
Plan [ @ salaryGrade Q
Total Annual Rate 13000.000000
=
Begin Date 08/02/2012 5]

GL C Code Fund Code Department Program Code Class Field End Date
1|[a103738 Q 52129 AB17000000 B10
| Add Date Range ]
| =<Previous | Next== |
| SaveforLater |
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Step Action

11. Click the Next bl_Jtton.

Me:

University of
Massachusetts

> My Favorites Update Hire
[~ Department Self Service

— ePAF Home Page Step 4 of 6: Time and Labor

Add to Favorites Sign out

@ NewWindow ? Help [ Customize Page B, hiip ~|

ntte
Authored by
5 GIDEON TAYLOR

[ Self Service

[ Manager Self Senice

[ Recruiting

> Workforce Administration
[ Benefits

[- Compensation

[ Time and Labor

> Payroll for North America

eFormID: 11693

- Campus Community

[ Contributor Relations

(> SetUp HRMS

> Worklist “Union Code: D80 |Q

[- Reporting Tools

> UMass Custom *Pay Group: UMD | Q

- PeopleTools

|- Portal Search Results “Empl Class [IeY
Workgroup: D_NBFAC  |Q
Taskgroup: UWM_EXP

[T schedule different from standard?

Update the employee’s Time and Labor and additional information as needed

~ Personal Info

Name: J D
- Workforce Development aneboe
> Organizational Development
> Enterprise Leaming Empl ID: NEW Empl Red#:

Time and Labor Data

Time and Labor Schedule

Personal Dala
Job Data
Additional Pay

AFT Faculty Federation

i

UMass Dartmouth
Faculty-Calendar Year

Mon Benefited Faculty

Exception Taskgroup

<= Previous Next ==

Save for Later T

Step Action

12. Click the Next bl_Jtton.

Me:
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Home | Workist | Add to Favorites Sign out

Search: P New Window 7 Help [& Customize Page ,hnp;

@ § Authored by

> My Favorites update Hire 15 GIDEON TAYLOR
=

memce Step 5 of 6: Finalize Form L)
> Self Semice Enter a comment if desired, and choose Submit to begin routing for this form
- Manager Self Senice
[ Recruiting
[» Workforce Administration
(> Benefits eForm ID: 11698

> Compensation ~ Personal Info

> Time and Labor
[ Payroll for Morth America Personal Data
[ Workforce Development Name: Jane Doe Job Data

> Organizational Development Additional Pa
. - Iy
> Enterprise Learning

> Campus Community Empl ID: NEW
(> Contributor Relations = =

T —
- SetUp HRMS Ac&Acmn Reasons 5 4
> Worklist Lo Description foasol  action Reason Description
[ Reporting Tools — —
> UMass Custom 1HR HIR |@ Hire =
> PeopleTools
|- Portal Search Results

*Reason Code Hire e

Message Text
Altach hire documentation Li}

Customize | Find | (5

Upload View Description Attachment Id
o TESTSC100
1| melpload View Other 08-07-07 56 57 Delete

Add File Aftachment

Resubmit | Withdraw
Your Comment: << Previous | Mexts>

[ €

‘Save for Later

Step Action

13. It is important to document why you are closing this ePAF. You will enter your
reason in the Your Comment field.

For this example, enter "Applicant has withdrawn her application."

14, Click the Withd_raw button.
Withdraw

Page 142




7/jProductivity

University of
Unacs Massachusetts

Search:

> My Favorites
[~ Depariment Self Service

> Workforce Development
> Organizational Development
> Enterprise Learning

> PeopleTools
|- Portal Search Results

Training Guide

Message

Are you sure you want to withdraw this form? (24642,107)

‘Withdrawing a form permanently ends form processing. The form will be

archived.
[

Step

Action

15.

If you are sure that you want to end processing and withdraw this form permanently,
click the Yes button.

Page 143



Training

> My Favol

> Worklist

Utiacs Massachusetts

Search:

[~ Department Self Service

- ePAF Home Page
> Self Senvice Congratulations, you have successfully updated this form!
- Manager Self Senice
[ Recruiting
[ Workforce Administration .
- Bensfits eform ID: 11698
> Gompensation
E‘;me ﬁ“;: I_Nanrgcm Personal Data
ayroll for Mol erica . T
[> Workforce Development Name: Jane Doe Job Data
> Organizational Development Additional Pay
> Enterprise Leamning Empl ID: NEW

> Campus Community
(> Contributor Relations
> SetUp HRMS

> Reporting Tools
[> UMass Custom

eForm ID: 11698
> PeopleTools
|- Portal Search Results ‘You have just WITI this form. This ends

processing for this form.

Process Visualizer

1 2 a: o 5
HCMU_GT_DEAN_DIR HCMU_GT_EEG HCMU_GT_DEAN_GRAD_STDV HCMU_GT_STU_EMPLOY  HCML
TESTSC100 |

Guide ZAmProﬁtli(ﬂty

University of

Home | Workist | AddtoFavertes |  Sign out

INewWindow 7 Help [ Customize Page B htip *|

N Authored by
Update Hire 1 GIDEON TAYLOR

®

lites

Step 6 of 6: Form Finalized

i

11 minutes)

12: Integration 12:

8 9 10
HGMU_GT_CE_ADMIN HGMU_GT_GRANTS HCMU_GT_BUDGET_OFG HCMU_GT_HR_UPDATE Broker -

< e v

Step

Action

16.

The Form Status indicates that you have withdrawn this form.

17.

Congratulations! You have closed an ePAF form.
End of Procedure.

Adding Attachments to an ePAF Form
Upon completion of this topic, you will be able to add attachments to an ePAF form.

Procedure

Consider this scenario:

Your goal is to add an attachment to an ePAF form.
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University of
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Personalize Content | Layout

Menu =
Search:

®
[ My Favorites
[» Department Self Service
[> Self Senvice
[» Manager Self Service
> Recruiting
[ Warkforce Administration
[+ Bengfits
> Compensation
[> Time and Labor

> Payroll for North America
[ Workforce Development
[> Organizational Development
> Enterprise Learning

> Campus Community

[> Contributor Relations

[> Set Up HRMS

[ Warklist

> Reporting Tools

[> UMass Custom

I PeopleTools

- Portal Search Results

View Payslip

Click link to view your paycheck.
Select Paycheck

“Use the menu on the left for other self servioe aptions.

Worklist

Training Guide

Add to Favorites

Step

Action

Begin by navigating to your ePAF Home Page.

Click the Department Self Service link.

[l- Department Self Senice|

[ePAF Home Pagel

Click the ePAF Home Page link.

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.
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®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[ Time and Labor

(> Payroll for North America

> Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community

(> Contributor Relations

> SetUp HRMS

> Worklist

[ Reporting Tools

[> UMass Custom

> PeopleTools

|- Portal Search Results

Electronic Personnel Action Form (ePAF) Home Page

2y Worklist
Work the items that have been routed to you

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

Resubmit, Change. or Withdraw an ePAF
Make changes to an ePAF thal has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF

View a recently submitted ePAF, including information about its handling so far. ePAFs.
submitted in the last menth are listed here. This is a read-only view

7A

VWorklist

@I New Window P Help

Productivi

| Add to Favorites

Sign out

& customize Page , hitp

Action

Click the My Worklist link.

University of
Massachusetts

- My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service

[ Manager Self Senice

[ Recruiting

> Workforce Administration

[ Benefits

[- Compensation

[ Time and Labor

> Payroll for North America

- Workforce Development

> Organizational Development
> Enterprise Learning

- Campus Community

[ Contributor Relations

(> SetUp HRMS

(> Worklist

[- Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

Worklist for TESTSG100 : Test

Detail View

Work List Filters:

Date From |Work ltem Worked By Activity

0810212012 Notification

Workist Notification

Mew Window | Help | Customize Page | /&

~ HIRE:Jane Doe

Add to Favorites

Sign out

Refresh

.
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Step

Action

5.

You want to add an attachment to this eForm.

Click the HIRE:Jane Doe link.

The Update Hire page will allow you to update the form and add an attachment.

Note: Only forms that have not had final approval or been processed into the system
will be available for update.

University of
litnass Massachusetts

> My Favorites
[~ Department Self Service
— ePAF Home Page
[» Self Senvice

[ Manager Self Senice

> Recruiting

1> Workforce Administration

[ Benefits

- Compensation

[ Time and Labor

> Payroll for North America

> Workforce Development

[ Qrganizational Development
(> Enterprise Learning

> Campus Community

1> Contributor Relations

> SetUp HRMS

[ Worklist

[ Reporting Tools

> UMass Custom

> PeopleTools

- Porial Search Results

@r-lewt".‘incaw ? Help [,/CusmmizeF’age ,hnp

= Authored by
Update Hire 18 GIDEON TAYLOR

Step 1 of 6: Employee Name i d

Indicate the type of employee you are hiring by choosing a value in the Empl Group field. For
employee groups where Position Number is required, it will appear. Fill out the rest of the fields,
and choose Next

Clone eForm ID Q

Empl ID: NEW *Hiring Campus: Univ of Mass Darimouth -
*First Hame: HJane Middle: B
“Last Name: Doe Suffix: e
==Frevious Next >>=
== Search Save for Later

Home | Workist | AddtoFavorites |

Sign out

Step

Action

Click the Next button.

Mext ==
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|  Add to Favorites

Sign out

A NewWindow 7 Help [ Customize Page B hiip +|

M Authored by
Update Hire W8 GIDEON TAYLOR

> My Favorites
[~ Department Self Service
- ePAF Home Page

Step 2 of 6: Job Information

> Self Senvice Enter the employee’s compensation as an hourly rate

- Manager Self Senice

[ Recruiting

[» Workforce Administration

© Benefits efFormID: 11693

- Compensaton
[> Time and Labor

1> Payroll for North America Personal Data

[ Workforce Development Name: Jane Doe Job Data

(> Organizational Development Additional Pa

(> Enterprise Learming Empl ID: NEW Empl Rcd#:

- Campus Community

 Conlnoutor Relaons
> SetUp HRMS =
Ptz Applicant ID Job Opening ID

> Reporting Tools
[> UMass Custom

> PeopleTools Job Data

|- Portal Search Resutts
“Effective Date:  [08/02/2012 [

*Employee Group:  Non-Ben Part-Time Lecturers -

*Is this a Positioned g -
Job?

Supervisor ID: Q
*Department: D101000 /& chanceliors Office

*Job Code: DA2108 |

Par-Time Lecturer FulliPart Time -
“Location Code:  [ADMIN A Foster Administration RegularTemporary -
*Standard Hours: 20.00 <fTE: | 0.500000

Mail Drop 1D: |

Step Action

8. Click the vertical Scrollbar.

9. Click the Next bl_Jtton.
Mext ==
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Search:

®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[> Time and Labor

(> Payroll for North America

> Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community

(> Contributor Relations

> SetUp HRMS

> Worklist

[ Reporting Tools

[- UMass Custom

> PeopleTools

|- Portal Search Results

Training Guide

Sign out
I New Window ? Help [ Customize Page Bl htip |
- Authored by

Update Hire 11 GIDEON TAYLOR

Step 3 of 6: Compensation i3

Update the employee’s compensation information as needed.

eForm ID: 11698

~ Personal Info

Persanal Data
Name: Jane Doe Job Data
Additional Pa

Empl ID: NEW Empl Red#:

Compensation Data
Employee Type: Exception Hourly -
Bi-Weekly Rate: 500.0000000  ppnya) Rate: $13,000.000

Plan [ @ saaryGrade Q
Total Annual Rate 13000.000000
=
Begin Date 08/02/2012 [5]
GL Combinstion Code Fund Code  Department Program Code ProjectiGrant Class Field  End Date %ﬁ
1/|A103738 Q52129 AZ17000000 B10 Q
| Add Date Range |
| <<Previous Next=> |
| SaveforLater | .

< . ] r

Step

Action

Click the Next bt_Jtton.
Mext ==

University of
Massachusetts

®

> My Favorites

[~ Department Self Service
— ePAF Home Page
[ Self Service

- Manager Self Senvice

[ Recruiting

[- Workforce Administration

[ Benefits

- Compensation

[ Time and Labor

(> Payroll for North America

[ Workforce Development

> Organizational Development
> Enterprise Learning

[ Campus Community

[- Contributor Relations

> SetUp HRMS

[ Worklist

| Reporting Tools

(> UMass Custom

[ PeopleTools

|- Porial Search Results

I New Window 7 Help

Authored by

Update Hire 18 GIDEON TAYLOR

Step 4 of 6: Time and Labor i}
Update the employee’s Time and Labor and additional information as needed.

eForm ID: 11698
~ Personal Info

Personal Data

Name: Jane Doe Job Data
Additional Pa

Empl ID: NEW Empl Red#:

Time and Labor Data

+*Union Code: D80 & AFT Faculty Federation

*Pay Group: UMD|Q UMass Dartmouth

“Empl Class LEIEY Faculty-Calendar Year

Workgroup: D_MEFAC Q@ Non Benefited Faculty

Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

Schedule different from standard?

| ==Previous | Mest=> |

| SaveforLater |

[# Customize Page

Sign out

B tp 4
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Step

Action

11.

Click the Next bl_Jtton.

Mext ==

University of
Massachusetts

- My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

[- Compensation

[ Time and Labor

> Payroll for North America

- Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community

[ Contributor Relations

(> SetUp HRMS

> Worklist

[- Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

Worklist

Authored by
I8 GIDEON TAYLOR

Update Hire

Step 5 of 6: Finalize Form
Enter a comment if desired, and choose Submit to begin routing for this form

eForm ID: 11698

~ Personal Info

Personal Data

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW
Actions & Action Reasons
Action Reason
Action Reason Description
Code Description Code Action Reason Des:

WQ Hire =

*Reason Code Hire e

Message Text

Attach hire documentation Li}

File Attachments

Customize | Find | T

Uplaad View Description Amiﬂachmant
1] Upload - Delete Bl
Add File Attachment
"""" Resupmit ] Witharaw
Your Comment: == Previous eyt
Save for Later -

Add to Favorites

I NewWindow ? Help [ Customize Page & htip *|

Sign out

i

Step

Action

12.

Click the vertical Scrollbar.

13.

This is the File Attachments section.

Click the Upload button.
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Search:

> My Favorites
[~ Department Self Service

File Attachment

> Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community |

[ Contributor Relations
b Coniuor

> PeopleTools
|- Portal Search Results

Step

Action

14.

To search for the desired file to upload, click the Browse button.

v [ 4 |[ s=arch pAF

w-w <« Documents » Documents » PAF »

Organize MNew folder = - @
‘A'.mes PDﬁ‘?cuments library Amangeby: Folder =
Desktop
|8 Downloads Name Py
“5] Recent Places E
5 40-9(3)
Libraries oeiell
Documents 503 11_president's office mtg
'E| My Document 7_20_11 Boston mtg summary notes
L0 Public Docume A—H (28
o Music
) |i CM Assessment
=] Pictures
N L from GT
B videos == 5
Enhancement Medeling 4_062112
04D it it ad
% Computer - i ] v

File name: 8_03_11_president's office mtg ~ | AllFiles (%) -
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Step Action

15. Select the document you wish to attach and upload.

Click the 8 03_11 file.

@ @ nitps//ncm-tt.. O ~ @ & X || Home - Change Services |M<:unm Home - UMass Con... |'Q ePAF Home Page < ‘ {0 v f5 =
=

5 *§ Google £Inbox (4051) £17.0ld Orchard Beach-7 ... Gy Worcester Groupon £ Delicious #° My Vouchers - LivingSocial [ Signln £ canoe, kayak, rentals, lunc...
Search:

> My Favorites
[~ Department Self Serice
— ePAl FH ome Page

File Attachment

> Workforce Development

(> Organizational Development
> Enterprise Learning
(> Campus Community CUsers\Documents\Documents\PAFS_03_11_3_11_pr¢| Browse...

> Contributor Relations
» SetUp Upload | Cancel |

> PeopleTools
- Portal Search Results

Step Action

16. Click the Upload button.
Upload
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Search:

eForm ID: 11698

®

~ Personal Info
> My Favorites
[~ Department Self Service Personal Data
- ePAF Home Page Name: Jane Doe Job Data
1> Self Senvice Additional Pay
- Manager Self Senice Empl ID: NEW
[ Recruiting
> Workforce Administration Actions & Action Reasons
e Action Reason
[> Compensation Code Description Action Reason Description
[> Time and Labor
1> Payroll for North America 1HR HIR |Q |Hire =
> Workforce Development
> Organizational Development -
I Enterprise Learning *Reason Code Hire hd
> Campus Community
(> Contributor Relations
> SetUp HRMS
> Worklist Message Text
[ Reporting Tools
- UMass Custom Attach hire documentation Li}
> PeopleTools
|- Portal Search Results File Attachments
Upload View Description Attachment Id
= = TESTSC100
1|[=bdpload View g _ Delete |

Offer Letter

Add File Attachment

Resubmit Withdraw
Your Comment: @ =< Previous Nexte=
Save for Later

‘Comment History:

* Test
 Thy, Aug 2 12, 03:13:59 PM
Please attach her resume.

|  Add to Favorites

Training Guide

Sign out

n

Step

Action

17.

Click the Description list box.

18.

For this example, click the Other list item.
|Other |
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Home | Workist | AddtoFavertes |  Sign out

Search:

@ eForm ID: 11698
~ Personal Info

> My Favorites
I Depariment Self Service Personal Data

- ePAF Home Page Name: Jane Doe Job Data
> Self Service Additional Pay
- Manager Self Senice Empl ID: NEW
> Recruiting i T
[ Workforce Administration Actions & Action Reasons
PAEELD Action Description BEason 4 ction Reason Description
E?umvendsih;" Code L= Coge  “eHenfieasoniescription

ime and Labor
> Payroll for North America 1HR & HIR |Q | Hire =

> Workforce Development

> Organizational Development
[ Enterprise Learning *Reason Code Hire hd
- Campus Community
(> Contributor Relations

b Setup HRMS
- Worklist Message Text

[ Reporting Tools

> UMass Custom Attach hire documentation [ ]

> PeopleTools
|- Portal Search Results

Customize | Find | 0] #5 First =0 4 of 4 1 Last

Upload View Description Attachment Id
S — . ~ TESTSC100 3
1||peldpload View 0B-07-07 56 57 Delete
Add File Aftachment
[ Comments | R Withdraw
Your Comment: & == Previous M ext

Save for Later
‘Comment History:
** Test

 Thy, Aug 2 12, 03:13:59 PM
Please attach her resume.

Step Action

19. To resubmit this _eForm with the new attachment, click the Resubmit button.
Resubmit

20. If

21. The Form Status indicates that you have resubmitted this form.

22. Congratulations! You have added an attachment to an ePAF form.
End of Procedure.

Adding Comments to an ePAF Form
Upon completion of this topic, you will be able to add comments to an ePAF form.

Procedure
Consider this scenario:

Your goal is to add comments to an ePAF form.
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University of
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Umass Massachusetts
Personalize Content | Layout

Menu
Search:

[ ®
[ My Favorites

[» Department Self Service
[> Self Senvice

[» Manager Self Service

> Recruiting

[ Warkforce Administration
[+ Bengfits

> Compensation

[> Time and Labor

> Payroll for North America
[ Workforce Development
[> Organizational Development
> Enterprise Learning

> Campus Community

[> Contributor Relations

[> Set Up HRMS

[ Warklist

> Reporting Tools

[> UMass Custom

I PeopleTools

- Portal Search Results

Add to Favorites

Sign out
Help

View Payslip

Click link to view your paycheck.
Select Paycheck

“Use the menu on the left for other self servioe aptions.

Step

Action

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.

[l- Department Self Senice|

Click the ePAF Home Page link.

ePAF Home Page
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Search:

> My Favol

> Worklist

|- Portal &

[~ Department Self Service

- ePAF Home Page Worklist
> Self Senvice Work the items that have been routed to you
- Manager Self Senice
> Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[ Time and Labor Resubmit, Change. or Withdraw an ePAF

(> Payroll for North America Make changes to an ePAF that has been recycled or needs to be updated. Only forms

> Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community

(> Contributor Relations

> SetUp HRMS

[ Reporting Tools
[- UMass Custom
> PeopleTools
earch Results

Guide roductivi

7/ Productivil

VWorklist

Add to Favorites

Sign out

=

P New Window 7 Help [# Customize Page http

®

rites

Electronic Personnel Action Form (ePAF) Home Page

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

that have not had final approval o been processed into the system will be accessible.

View an ePAF
View a recently submitted ePAF, including information about its handling so far. ePAFs.
submitted in the last month are listed here. This is a read-only view.

Step

Action

Click the Resubmit, Change, or Withdraw an ePAF link.
|[Resubmit, Change, or Withdraw an ePAF |

. Massachusetts

1> My Favorif

[~ Department Self Service
— ePAF Home Page Enter any information you have and click Search. Leave fields blank for a list of all values

[» Self Senvice

- Manager Self Senice

> Recruiting an Existing Value

1> Workforce Administration

[ Benefits Limit the number of results to (up to 300): |300

(> Compensation eForm ID: begins with -

[ Time and Labor

> Payroll for North America Empl ID: begins with =

> Workforce Development Workflow Form Type:  beains with = ,7

[ Qrganizational Development ype: E &

(> Enterprise Learning Workflow Form Status: = - -

> Campus Community ~ - ,7

1> Contributor Relations Empt Red Nor: -

- SetUp HRMS Name: begins with ~

(> Worklist . ,7

- Reporting Tools Last Name: begins with

> UMass Custom Original Operator: begins with «

[ PeopleTools . I

|- Portal Search Resulls Oniginated Date From: - e B
Originated Date Thru: <= -
Last Operator: begins with -
[CIcase Sensitive

University of

Worklist | Addto Favorites |  Sign out

New Window | Help | B

ites ePAF Update All

Search | Clear |Bas|:Sear:h B save Search Criteria

i
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Step Action

4, Enter the desired information into the Last Name field.

Enter "Doe".

5. Click the Search button.
Search

6. The Update Hire page will allow you to update the form and add additional
comments.

Note: Only forms that have not had final approval or been processed into the system
will be available for update.

University of
Utiacs Massachusetts

Home | Workist | AddtoFavertes |  Sign out

P New Window 7 Help & Customize Page 5, htip

= Authored by
Update Hire W GIDEON TAYLOR

Search:
®

> My Favorites

[~ Department Self Service .
— ePAF Home Page Step 1 of 6: Employee Name *

I Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field. For

[ Manager Self Senice employee groups where Position Number is required, it will appear. Fill out the rest of the fields,
> Recruiting and choose Next

[» Workforce Administration

P EEELD Clone eForm ID Q

> Compensation
[ Time and Labor
- Payroll for North America
[- Workforce Development

(> Organizational Development Empl ID: NEW *Hiring Campus: Univ of Mass Dartmouth -
> Enterprise Learning

- Campus Community - ) lJane . B

(> Contributor Relations First Hame: Middle:

(> Set Up HRMS

> Worklist *Last Name: Doe Suffix: M

> Reporting Tools
[- UMass Custom
[ PeopleTools

|- Portal Search Results. MNext»=

== Search Save for Later

Step Action

7. Click the Next button.
Mext ==
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Search:
®

[ My Favorites

[ Depariment Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

> Compensation

[> Time and Labor

(> Payroll for North America

> Workforce Development

> Organizational Development
> Enterprise Learning

- Campus Community

(> Contributor Relations

> SetUp HRMS

> Worklist

[ Reporting Tools

[> UMass Custom

> PeopleTools

|- Portal Search Results

@I New Window P Help

Authored by

Update Hire W8 GIDEON TAYLOR

Step 2 of 6: Job Information
Enter the employee’s compensation as an hourly rate

eFormID: 11693
~ Personal Info

Personal Dala

Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data
0810212012 |

Non-Ben Part-Time Lecturers

“Effective Date:

*Employee Group:

*Is this a Positioned g

Job?

Supervisor ID: Q
*Department: D101000 2 Chancellal
“Job Code: pA2102 [Q Part-Time

ADMIN Q Foster Administration
g | 0.500000

*Location Code: Requ

*Standard Hours: 20.00

Mail Drop 1D: |

AProductlvlty

| workist | Add to Favorites Sign out

[ Customize Page B} hiip * |

n

Step

Action

Informati

on.

Click the vertical Scrollbar button.

Verify that this is the person you were searching for by viewing their Personal

Click the Next button.

Mext ==
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Search: New Window 7 Help [# Customize Page ,

@ Authored by
i ¥
> My Favorites Update Hire 3 GIDEON TAYLOR
Department Self St
| BT Trr—r— Step 3 of 6: Compensation i

- ePAF Home Page

I Self Servica Update the employee’s compensation information as needed.
- Manager Self Senice

[ Recruiting

[ Workforce Administration .

© Benefits eForm ID: 11698

[» Compensation ~ Personal Info

[ Time and Labor Personal Data

(> Payroll for North America Name:

[ Workforce Development . Jane Doe Job Data

> Organizational Development . . Additional Pa
> Enterprise Leaming Empl ID: NEW Empl Red#:

(> Campus Community Compensation Data

(> Contributor Relations

[ SetUp HRMS oyee . Exception Hourly -

[ Worklist Empl Type:

[ Reporting Tools N . 500.000000

> UMass Custom Bi-Weekly Rate: Annual Rate: 5$13,000.000
[P RS Plan [ @ salaryGrade Q

|- Portal Search Results

Total Annual Rate 13000.000000

Sign out

Guide

http * |

m

Begin Date 080212012 [

GL Combination Code  Fund Code  Department Program Code  ProjectiGrant Class Field  End Date EOEs

1/|A103738 Q52129 AZ17000000 B10 Q

| Add Date Range

Step

Action

Click the Next button.

Next ==L~

University of
Massachusetts

@ ewWindow ? Help & Customize Page 8

= Authored by
Update Hire 18 GIDEON TAYLOR

®

> My Favorites

= Department Self Service .
— ePAF Home Page Step 4 of 6: Time and Labor o
> Self Service Update the employee’s Time and Labor and additional information as needed.

- Manager Self Senvice
[ Recruiting

[- Workforce Administration eFormID: 11698

[ Benefits
> Compensation ~ Personal Info

[ Time and Labor

Personal Data

[ Payroll for North America Name: 1 D
(> Workforce Development aneboe Job Data
> Organizational Development Additional Pay

[ Enterprise Leamning Empl ID: NEW Empl Red#:

[- Campus Community Time and Labor Data

[- Contributor Relations

> SetUp HRMS

' Worklist +*Union Code: D80 & AFT Faculty Federation

| Reporting Tools

> UMass Custom *Pay Group: UMD|Q UMass Dartmouth

[ PeopleTools

|- Portal Search Results “Empl Class LEIEY Faculty-Calendar Year
Workgroup: D_MEFAC Q@ Non Benefited Faculty
Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

Schedule different from standard?

| ==Previous | Mest=> |

| SaveforLater |

Sign out

http +
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Step

Action

11.

Click the Next bl_Jtton.

Mext ==

University of
Massachusetts

- My Favorites
[~ Department Self Service
— ePAF Home Page
[ Self Service

- Manager Self Senice

[ Recruiting

[» Workforce Administration

[ Benefits

[- Compensation

[ Time and Labor

> Payroll for North America

- Workforce Development

> Organizational Development
> Enterprise Learning

> Campus Community

[ Contributor Relations

(> SetUp HRMS

> Worklist

[- Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

Worklist

Authored by
I8 GIDEON TAYLOR

Update Hire

Step 5 of 6: Finalize Form
Enter a comment if desired, and choose Submit to begin routing for this form

eForm ID: 11698

~ Personal Info

Personal Data

Name: Jane Doe oo Daa
Additional Pa

Empl ID: MEW
Actions & Action Reasons

Action Reason

[ L-0de Action Reason Description

Code e Code Action Reason Des
1[HR Q HIR | Hire =
“Reason Code Hire -

Message Text

Altach hire documentation Li}
File Attachments Customize | Find | (&)
Upload View Description Attachment Id
1 ||uldpload View Other gg_su.;?g‘gg 57 Delete
Add File Aftachment
e Wihdraw
‘Your Comment: @ << Previous el
‘Save for Later

Add to Favorites

@ NewWindow ? Help [ Customize Page & htip *|

Sign out

m

Step

Action

12.

This is the Comments Section.
Enter the desired information into the Your Comment field.

For this example, enter "Jane Doe has an internal referral."”.

13.

Click the Resubr_nit button.
Resubmit
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Search:

> My Favorites
[~ Depariment Self Service

> Self Service

- Manager Self Senice
[ Recruiting

[» Workforce Administration
(> Benefits

> Compensation

(> Time and Labor

[ Payroll for North America
> Workforce Development
> Organizational Development

(> Enterprise Leaming Resubmit this form? (24642 108)
- Campus Community

(> Contributor Relations The form will be sent to the next approver with any changes and/or comments
> SetUp HRMS you may have made.

> Worklist

> Reporting Tools c " .
[- UMass Custom @‘[I‘
> PeopleTools

|- Portal Search Results

Message

Customize | Find | (2] 3
Attachment

TESTSC100

08-07-07 56 57

Training Guide

Step Action
14. Confirm that you are ready to resubmit this form.
C|ICk the Yes button.
15. The Form Status indicates that you have Resubmitted this form.
16. Congratulations! You have added comments to an ePAF.

End of Procedure.

Creating and Cloning an eForm
Upon completion of this topic, you will be able to create and clone an eForm.

Procedure

Consider this Scenario:

Your goal is to create and clone an eForm.

Key Information:

eForm ID: 12683
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Personalize Content | Layout

B} View Payslip

Click link to view your paycheck.

[> My Favorites Select Paycheck
[> Department Self Service
[> Self Senvice

[> Manager Self Service

“Use the menu on the left for other self servioe aptions.

[> Time and Labor
[ Warklist
[» UMass Custom

— Porial Search Resulls

Step Action

1. Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.
[l- Department Self Senice|
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University of
th Massachusetts
Personalize Content | Layout

View Payslip

Click link to view your paycheck.
Select Paycheck

“Use the menu on the left for other self servioe aptions.

— Porial Search Resulls

Step Action

2. Click the ePAF Home Page link.
[EPAF Home Page]

University of
. Massachusetts

Worklist |  Add to Favorites

Sign out

@Newwindow ? Help [,-/Cusmmizs Page , hitp
Electronic Personnel Action Form (ePAF) Home Page
My Worklist

Vork the items that have been routed to you

> My Favorites
[~ Department Self Serice
— ePAF Home Page
> Self Senvice

[ Worklist

|- Portal Search Results Start a new ePAF

Start a new ePAF, which willthen be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an ePAF

Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF

View a recently submited ePAF, including information about its handiing so far. ePAFs.
submitted in the last month are listed here. This is a read-only view.
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Step

Action

This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

Click the Start a new ePAF link.
Start a new ePAF

University of
iinass Massachusetts

Home | Workist | AddtoFaverites | Sign out

Search: @ NewWindow  ? Help [ Customize Page [, http

®
' My Favorttes Start a New electronic Personnel Action Form (ePAF)
[~ Department Self Service
— ePAF Home Page
> Self Service ‘\i” Hire an Employee
[- Manager Self Senice L
> Time and Labor

Use this form to hire a new employee into your
department, or to add an additional job for an

> Worklist employee that already works in your department.
[ UMass Custom Hire an Employee

|- Portal Search Results

%, EditExisting Job

Use this form to edit the job of an employee
currently working in your department.
Edit Existing Job

o
h ‘Change Employment Status
Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

Retum to Electronic Personnel Action Form (ePAF) Home Page

Step

Action

Click the Hire an Employee link.
lHire an Employee]
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Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice
[ Time and Labor

[ Worklist

> UMass Custom

|- Porial Search Results

University of
Utiacs Massachusetts

®

Home | Workist | Add to Favorites

I New Window 7 Help D/Guslumlze Page ,
: Authored by
Hire an Employee HE GIDEON TAYLOR

Step 1 of 6: Enter ID i
If you know the SSN of the person you are hiring: Please enter the SSN and search for an
existing employee or start a new employee.

If you know the Employee ID of the person you are hiring: Please enter that information and
search for the employee’s record

If you know the Applicant ID and Job Opening iD of the person you are hiring: Please enter that
information and search for the employee’s record

If you do not know any of this information: Please start a new employee. (If the employee already
exists, they will be tied to the form later in the process.)

Employee ID:
Applicant 1D: Job Opening ID:

Load Employee/Applicant Data I Add New Employee

Sign out

hitp

Training Guide

Action

You will use the Hire an Employee form to create an eForm for cloning.

Click the Add New Employee button.

Add Mew Employee
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Home | Workist | AddtoFavortes |

Sign out

Search: P New Window 7 Help [# Customize Page , http
® - Authored by
[ My Favorites Hire an Employee 1 GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 2 of 6: Employee Name [
> Self Service -
> Manager Self Senice Please fill in the fields below.
[ Time and Labor
[ Worklist
[ UMass Custom ,7
|- Porial Search Results Clone eForm ID Q
Empl ID: NEW Hiring Campus:  Univ of Mass Lowell
“First Name: Middle:
*Last Name: Suffix: v
: =< Previous Next==
Step Action
8. Enter the desired information into the First Name field.

For this example, enter "Clone".

9. Enter the desired information into the Last Name field.

For this example, enter "eForm".

10. Click the Next bt_Jtton.
Mext ==
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University of
Utiacs Massachusetts

Workiist | AddtoFavorites |  Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp

Search:

@ Authored b
i ¥
> My Favorites Hire an Employee 13 GIDEON TAYLOR
[~ Depariment Self Service . . e
— ePAF Home Page Step 3 of 6: Job Information o

I Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field

- Manager Self Senice
(> Time and Labor Fill in the remaining fields and choose "Next™

[ Worklist
 UMass Custom eForm ID: 12683
|- Porial Search Results ~ Personal Info
Personal Data
Name: Clone eForm Job Data
Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data
*Effective Date: [

*Employee Group:

Business Title

== Previous Next ==

Step Action

11. Click the Effective Date look up button.

12. For this example, click the September 6 link.

13. Click the Employee Group list.
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Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice
[ Time and Labor

[ Worklist

> UMass Custom

|- Porial Search Results

AProductnﬂty

Workiist |

Home

@I New Window P Help

: Authored by
Hire an Employee H1 GIDEON TAYLOR
Step 3 of 6: Job Information
Indicate the type of employee you are hiring by choosing a value in the Empl Group field

Fill in the remaining fields and choose "Next™

efFormID: 12683

~ Personal Info

Personal Data

Name: Clone eForm Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data

Applicant ID Job Opening ID

Job Data

09/0612012 |

*Effective Date:

*Employee Group:

ClericaliTechnical
Faculty - Benefit and Salary
Graduate Assistant
Hourly Staff

Business Title

Librarian == Previous MNext ==
Police

Professional

Salaried Temp Staff

Student Hourly

 Temporary Instruction

Trades/Maintenance

Add to Favorites

[q/cuslnmlze Page

Sign out

=

hitp

Step Action

14.

For this example, click the Clerical/Technical list item.

|Clerical/Technical |

15.

Click the Is this a Positioned Job? list.
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Sign out

New Window 7 Help [# Customize Page ,hnp

: Authored by
Hire an Employee W GIDEON TAYLOR

®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice
(> Time and Labor Fillin the remaining fields and choose "Next™

[ Worklist
 UMass Custom eFormID: 12683
|- Porial Search Results ~ Personal Info

Personal Data
Name: Clone eForm Job Data

Additional Pay

Step 3 of 6: Job Information
Indicate the type of employee you are hiring by choosing a value in the Empl Group field.

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening ID

Job Data

*Effective Date: 09/06/2012 |[H End Date: [& End Job Automatically

*Employee Group:  ClericaliTechnical -
“Is this a Positioned -
Job?

Business Title Mo
Yes

| <sPrevious | Next==

Step Action

16. For this example, click the No list item.

University of
Massachusetts

| Add to Favorites Sign out

@Newwindow ? Help E,/Cusmmist’aga ,hnp;

1 Authored by
Hire an Employee 8 GIDEON TAYLOR

> My Favorites
[~ Department Self Serice

 ePAF Home Page Step 3 of 6: Job Information [i]
> Self Service Indicate the type of employee you are hiring by choosing a value in the Empl Group field.
- Manager Self Senice
[ Time and Labor Fill in the remaining fields and choose "Mext”.
1> Worklist
> UMass Custom eFormID: 12683
|- Porial Search Results ~ Personal Info
Personal Data
Name: Clone eForm Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Applicant Data L
Applicant ID Job Opening ID

Job Data

*Effective Date: 09/06/2012 Eﬂ End Date: @ End Job Automatically
*Employee Group:  ClericaliTechnical -
*Is this a Positioned -
Job?
Supervisor ID: Q
*Department: (e}
Job Code: a “FulliPart Time -
*Location Code: (¢} *RegularTemporary A

*Standard Hours: 0.00 *FTE: | 0.000000

Mail Drop ID: [
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Step

Action

17.

Enter the desired information into the Supervisor 1D field.
For this example, enter "88888".

Note: You can also use the Supervisor ID look up button to search for this value.

18.

Click the Department look up button.

Search:

[ Worklist

/]
Umass Massachusetts

> My Favorites
[~ Depariment Self Service

[ Self Service
- Manager Self Senice
[ Time and Labor

[» UMass Custom
|- Porial Search Results

University of

®

LookUp || Clear || Ganeel |gasic Lookup

Search Results
ew 100 First [§] 11147 o147 [3] Lasl{

Department Description
1100108  Office of Chancellor
L100110  |Office Exec Vice Chancellor

L100111 |Venue & Event Enterprises
L200100 Office of VC ASF

L220100 |Controllers Office
L220101 |Admin Systems Integration
L220200  Accounts Payable
L220300 Student Financial Semvices
L220400 |Bursars Office

javascript:submitAction_win(document.wind, £ICSortCol5');

Step

Action

19.

For this example, click the Office of Chancellor link.

|Dfﬁ|:e nfChancellud

20.

Click the Job Code look up button.
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Search:

®

> My Favorites
[~ Depariment Self Service

> Self Senvice

- Manager Self Senice
[ Time and Labor

(> Worklist

> UMass Custom

|- Porial Search Results

Job Code:  begins with v‘
Description: begins with ~ |

LookUp || Clear || Cancel Basiclookup

Search Results

ew 100 First [4] 1-41of41 [3] Last

Job Code Description
EDP Entry Operator |

Stenographer |
Telephone Operator|
Typist|

Grade 8

Bookkeeper |

Typist il

EDP Eniry Operator Il
Telephone Operator Il
Statistical Machine Opratr |

Step Action

21. For this example, click the C07X04 link.

22. Click the Full/Part Time list.
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|  Add to Favorites

Sign out

INewWindow 7 Help [ Customize Page B htip *|

: Authored by
Hire an Employee W GIDEON TAYLOR

®

> My Favorites
[~ Department Self Service
- ePAF Home Page

Step 3 of 6: Job Information
Indicate the type of employee you are hiring by choosing a value in the Empl Group field.

> Self Service

- Manager Self Senice

(> Time and Labor Fill in the remaining fields and choose "Next™
[ Worklist

> UMass Custom eformID: 12683

|- Porial Search Results ~ Personal Info

Personal Data
Name: Clone eForm Job Data

Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data -
Applicant ID Job Opening ID

Job Data

*Effective Date: 09/06/2012 |[H End Date: [& End Job Automatically

*Employee Group:  ClericalTechnical -
“Is this a Positioned g~ =
Job?

SupervisoriD:  |88888 @ John Smith
*Department: L100100 Q Office of Chancellor

*Job Code: Co7X04 |Q EDP Entry Operator | “FullPart Time ml
“Location Code:  |ALLEN /@ Allen House “RegularTemporary
“Standard Hours: | 37.50  “FTE: |1.000000]

Mail Drop ID: [

Step Action

23. For this example, click the Part-Time list item.

University of
Massachusetts

| Add to Favorites Sign out

@Newwindow ? Help E,/Cusmmist’aga ,hnp;

1 Authored by
Hire an Employee 8 GIDEON TAYLOR

> My Favorites
[~ Department Self Serice

— ePAF Home Page Step 3 of 6: Job Information [}
- Self Senvice Indicate the type of employee you are hiring by choosing a value in the Empl Group field,
- Manager Self Senice
[ Time and Labor Fill in the remaining fields and choose "Mext”.
1> Worklist
- UMass Custom eFormID: 12583
|- Porial Search Results ~ Personal Info
Personal Data
Name: Clone eForm Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Applicant Data L
Applicant ID Job Opening ID

Job Data

*Effective Date: 09/06/2012 Eﬂ End Date: @ End Job Automatically

*Employee Group:  ClericaliTechnical -
*Is this a Positioned pp -
Job?

Supervisor ID: 38838 @ John Smith
*Department: L100100 Q Office of Chancellor

"Job Code: CO7X04 |Q EDP Entry Operator | *FullPart Time - i
*Location Code:  |ALLEN Q. Allen House *RegulariTemporary -
*Standard Hours: 37.50 *FTE: | 1.000000

Mail Drop ID: [
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Step

Action

24.

Click the Regular/Temporary list.

University of
Massachusetts

Worklist

Add to Favorites

Sign out

I NewWindow ? Help [ Customize Page & http *|
- Authored by
- Wy Favorties Hire an Employee W GIDEON TAYLOR
[~ Department Self Service .
— ePAF Home Page Step 3 of 6: Job Information [i]
I Self Senvice - Indicate the type of employee you are hiring by choosing a value in the Empl Group field.
[ Manager Self Senice
> Time and Labor Fillin the remaining fields and choose "Next™
> Worklist
> UMass Custom eForm ID: 12683
|- Portal Search Results ~ Personal Info
Personal Data
Name: Clone eForm Job Data
Additional Pay

Empl ID: NEW Empl Red#:

Applicant Data L

Applicant ID Job Opening ID

Job Data

*Effective Date: 09/06/2012 |5 End Date: [  [ClEnd Job Automatically

*Employee Group:  ClericaliTechnical -

*Is this a Positioned pg -

Job?

Supervisor ID: 88888 @, John Smith

“*Department: L100100 Q Office of Chancellor

Job Cote: coms (G, EDP Entry Operator | “FullPart Time FatTime -

*Location Code:  |ALLEN Q Allen House *RegulariTemporary

*Standard Hours: 37.50 =FTE: | 1.000000

Mail Drop ID: [

25.

For this example, click the Temporary list item.

26.

Click the vertical Scrollbar.
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| AddtoFavorites | Sign out

~ Personal Info -
Personal Data
> My Favorites Name: Clone eForm Job Data

[~ Department Self Service Additional Pay

— ePAF Home Page Empl ID: NEW Empl Red#:
> Self Service
| Manager Setf Senice
[ Time and Labor
(> Worklist Applicant ID Job Opening ID W

> UMass Custom
|- Porial Search Results

Job Data
“Effective Date:  [09/06/2012 (5] End Date: [s1) End Job Automatically

*Employee Group:  ClericaliTechnical -
*Is this a Positioned 1y~ +
Job?

Supervisor ID: 38838 @ John Smith
*Department: L100100 Q Office of Chancellor

“Job Code: [comxos | EDP Entry Operator | “FullPart Time Part-Time + _
“Location Code:  [ALLEN  |Q Allen House *RegularTemporary 1
“Standard Hours: | 37.50]  *FTE: |1.000000]
Mail Drop ID: [
Business Title |

| <<Previous | MNext=>

Step Action

27. Click the Next button.
| Net== |

University of
Umass Massachusetts

Sign out
@ ewWindow ? Help [ Customize Page B http 4

1 Authored by
Hire an Employee W GIDEON TAYLOR

®
> My Favorites
[~ Department Self Service
— ePAF Home Page
> Self Service Please enter the employee’s compensation information below.
- Manager Self Senvice
[ Time and Labor
[ Worklist
> UMass Custom

Step 4 of 6: Compensation i}

eForm ID: 12683

|- Portal Search Results - Personal Info
Personal Data
Name: Clone eForm Job Data
Additional Pay
Empl ID: NEW Empl Red#:
‘Compensation Data
Employee Type:  Exception Hourly -
Bi-Weekly Rate: 1044700000 Annual Rate: $27,162.200
Plan Le2 |q SalaryGrade[07 @ Step [1a
Total Annual Rate $27,162.200
Begin Date 09/06/2012 =
GL Combination Code  Fund Code Proaram Code  Project/Grant Class Field  End Date %ﬁ
1 a C a
| Add Date Range ]
| ==Previous | Next== |
. SaveforLater | -
« I v
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Step

Action

28.

ID when you search for the eForm to clone.

Note: Notice that your new eForm ID is 12683. You will need to know this eForm

29.

Click the Save fc_)r Later button.
Save for Later

University of
titnass Massachusetts

Home

> My Favorites oyee
[~ Department Self Serice

— ePAF Home Page Finalized

| Workist | AddtoFavorites |

@Nsw‘.’\'mdnw ? Help [/,Custom\zeF'ags hﬂp

Authored by
I8 GIDEON TAYLOR

> Self Senvice ve successfully submitted this form!
[ Manager Self Senice
[ Time and Labor

[ Worklist

1> UMass Custom 12683
|- Porial Search Results
Clone eFarm
NEW Empl Red#:
683

N HOLD this form.

M M W W

2 4 5:
4CMU_GT_STU_EMPLOY HCMU_GT_PI HGMU_GT_DEAN_DIR

% "

4CML_GT_FINAID

3:
HCMU_GT_DEPT_APRV

HCML_GT_RESEARGH_ADMIN HCMU_GT_HR_REVIEWER HGMU_GT_HR_UFDATE

Personal Data
Job Data
Additional Pay

o

6
HCMU_GT_FROVOST HE|

P

Sign out

m

13:
HCMU_GT_HR_UPDATE_2

Step

Action

30.

You will now go back and use this eForm as your clone.

Click the ePAF Home Page link.

— ePAF Home Page
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Search:

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice
[ Time and Labor

[ Worklist

> UMass Custom

|- Porial Search Results

Home | Workist | Add to Favorites Sign out

I New Window 7 Help [q/cuslnmlzePage ,hnp

®

Electronic Personnel Action Form (ePAF) Home Page

Worklis!
Work the items that have been routed to you

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

Resubmit, Change. or Withdraw an ePAF
Make changes to an ePAF thal has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF
View a recently submitted ePAF, including information about its handling so far. ePAFs.
submitted in the last month are listed here. This is a read-only view.

Step

Action

31.

Click the Start a new ePAF link.
Start a new ePA

. Massachusetts

> My Favorites
[~ Department Self Service
— ePAF Home Page
> Self Service Y Hire an Employee
[ Manager Self Senice

[ Time and Labor

1> Worklist

> UMass Custom

|- Porial Search Results

University of

Home | Workist | Add to Favorites

Sign out

@Newwindow ? Help [,/Cusmmist’aga ,http

Start a New electronic Personnel Action Form (ePAF)

Use this form to hire a new employee into your
department, or to add an additional job for an
employee that already works in your department.
Hire an Employee

Edit Existing Job

Use this form to edit the job of an employee
currently working in your depariment
Edit Existing Job

h ‘Change Employment Status

Use this form to submit a termination, retirement,
leave of absence or return from leave.
Change Employment Status

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

32. Click the Hire an Employee link.
lHire an Employee]

University of
litnass Massachusetts

Home | Workist | Add to Favorites

Sign out

®

@r-lewt".‘incaw ? Help [,/CusmmizeF’age ,hnp

> My Favorites
[~ Department Self Service
— ePAF Home Page

1 Authored by
Hire an Employee 15 GIDEON TAYLOR
Step 1 of 6: Enter ID

(i)
[ Self Service Ifyou know the SSN of the person you are hiring: Please enter the SSN and search for an
I Manager Self Senice existing employee or start a new employee
[ Time and Labor
1> Worklist

If you know the Employee ID of the person you are hiring: Please enter that information and

I UMass Custom search for the employee’s record

|- Porial Search Results
If you know the Applicant ID and Job Opening iD of the person you are hiring: Please enter that

information and search for the employee’s record.

If you do not know any of this information: Please start a new employee. (Ifthe employee already
exists, they will e tied 1o the form later in the process.)

Employee ID:
Applicant 1D: Job Opening ID:

Load Employee/Applicant Data ) & Add New Employee

Step Action

33. Click the Add New Employee button.
Add Mew Employee
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Search:
®

> My Favorites

[~ Department Self Service
- ePAF Home Page
> Self Service

- Manager Self Senice

[ Time and Labor

[ Worklist

> UMass Custom

|- Porial Search Results

& New Window

N Authored by
Hire an Employee 1 GIDEON TAYLOR

Step 2 of 6: Employee Name

Please fill in the fields below.

Clone eForm ID Q

Empl ID: NEW Hiring Campus:  Univ of Mass Lowell

“First Name: Middle:
*Last Name: Suffix: v

<<Previous | Next ==

Home | workist |

Add to Favortes |  Sign out

? Help [ Customize Page ,hnp

Step Action

34. You want to search for the eForm you just created.

=

Click the Clone eForm ID look up button.
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Search:

®

> My Favorites
[~ Depariment Self Service

> Self Senvice

- Manager Self Senice
[ Time and Labor

(> Worklist

> UMass Custom

|- Porial Search Results

Look Up Clone eForm ID

eform ID: begins with ‘
Empl Rcd Nbr: = - ‘
Effective Date: = - [

Tenure Home QOrganization: begins with + ‘

Lookun] Clear || Cancel BasicLookup

Search Results

iew 100 First [@] 15af5 [3] Lasﬂ

eForm ID Empl Red Nbr Empl ID  Effective Date Tenure Home Organization

q3EE3 |0 10157448 07/01/2012  (blank)
12665 |0 NEW  08/31/2012 (blank)
12669 |0 NEW  08/31)2012 (blank)
J2679 o NEW 09/06/2012 |(blank)
12683 0 NEW 09/06/2012  |(blank)

Step Action

35. For this example, click the eForm ID 12683 link.

/ University of
Umass Massachusetts

Home | Workist | Addto Fave

Search: Fnew Window P Help [& Customize Page ) hitp

e @ i Authored by
P s Hire an Employee 15 GIDEON TAYLOR
[~ Department Self Service
— ePAF Home Page Step 2 of 6: Employee Name o
> Self Senvice -
> Manager Self Senvice Please fill in the fields below.
> Time and Labor -
> Worklist
> UMass Custom 12683
|- Potal Search Results Clone eForm ID Q
Personal Info
Empl ID: NEW Hiring Campus:  Univ of Mass Lowell

*First Name: Middle:
*Last Name: Suffix: e

<< Previous | Next == |
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Step

Action

36.

Enter the desired information into the First Name field.
For this example, enter "Jane™.

Note: This will be the information for the new employee you are hiring.

37.

Enter the desired information into the Last Name field.

For this example, enter "Doe".

38.

Click the Next button.
Mext ==

Umass Massachusetts

Search:

> My Favorites
[~ Department Self Semnvice
— ePAF Home Page

> Self Service Indicate the type of employee you are hiring by choosing a value in the Empl Group field.
- Manager Self Senice
(> Time and Labor Fillin the remaining fields and choose "Next”
[ Worklist
> UMass Custom eForm ID: 12687
Personal Info

- Portal Search Results

University of

Home | Worklist | AddtoFavertes | Signout

@ NewWindow ? Help [ Customize Page B, htip +

Authored by
IH GIDEON TAYLOR

< Hire an Employee

Step 3 of 6: Job Information Fi]

Personal Data
Job Data
Additional Pay

Name: Jane Doe

Empl ID: NEW Empl Reds:

m

Applicant ID Job Opening ID

*Effective Date: 09/06/2012 |5 End Date: [  [ClEnd Job Automatically

*Employee Group:  ClericaliTechnical -
*Is this a Positioned pg -
Job?

Supervisor ID: 28888 Q@ John Smith
“*Department: L100100 Q Office of Chancellor

*Job Code: CO7x04 | & EDP Entry Operator | I

“Full/Part Time Part-Time -
*Location Code:  |ALLEN Q Allen House *RegulariTemporary ~ Temporar +
*Standard Hours: 37.50 =FTE: | 1.000000
Mail Drop ID: [

Step

Action

39.

Notice your Job Data is populated from your cloned eform ID that you previously
selected.

Note: You may continue to complete this eForm for Jane Doe.

40.

Note: If you had previously entered a bi-weekly rate on the original eForm, when
you clone this eForm the bi-weekly rate will be zeroed out and will need to be re-
entered for subsequent eForms.

41.

Congratulations! You have created and cloned an eForm.
End of Procedure.
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Upon completion of this section, you will be able to submit an HR approval.

Submitting an HR Approval

Upon completion of this topic, you will be able to submit an HR approval.

Procedure

Consider this scenario:

Your goal is to submit an HR approval.

University of
&4

Umass Massachusetts
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[» Department Self Service
[ Security Self Service
[» Manage GT eForms
[> Self Senice
> Manager Self Service
[» Warkforce Administration
[+ Bengfits
> Compensation
[> Time and Labor
[ Payroll for North America
[ Workforce Development
[> Organizational Development
> Enterprise Learning
> Campus Community
[> Set Up HRMS
[ Warklist
> Reporting Tools
[ UMass Custom
[» PeopleTools

28

- Portal Search Results

View Payslip

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

Worklist

Training Guide

Add to Favorites

Step

Action

Begin by navigating to the ePAF Home Page.

Click the Department Self Service link.

|l Department Self Service|
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University of
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ul
Personalize Content | Layout Hel

elp
View Paysiip
Search:
= @ Click link to view your paycheck.
> My Favorites Select Paycheck

“Use the menu on the left for ofther self service of

> Security Self Service

> Manage GT eForms

[> Self Senvice

> Manager Self Service

[> Warkforce Administration
[» Benefits

[» Compensation

[> Time and Labor

> Payroll for North America
> Workforce Development
[ Organizational Development
[ Enterprise Learning

[» Campus Community

[> Set Up HRMS

[> Warklist

1> Reporting Tools

[» UMass Custom

> PeopleTools

— Portal Search Results

Step Action

2. Click the ePAF Home Page link.
[EPAF Home Page]

University of
. Massachusetts

Home | Workist | Add to Favorites

Sign out

@Newwindow ? Help [,-/Cusmmist’aga ,http
> My Favorites
[~ Department Self Service

Electronic Personnel Action Form (ePAF) Home Page

— ePAF Home Page My Worklist
> Self Service Work the items that have been routed to you

- Manager Self Senice

(> Workforce Administration
[ Benefits

[ Time and Labor

(> Payroll for North America
[ Workforce Development
> Organizational Development
> Campus Community

> SetUp HRMS

[ Worklist

> Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

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

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

View an ePAF
Views a recently submited ePAF, including information about its handiing so far. ePAFs
‘submitted in the last month are listed here. This is a read-only view.
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Step Action

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see
links to open your worklist, start a new ePAF, resubmit, change or withdraw an
ePAF, or view an ePAF.

4, Click the Worklist link.

University of
litnass Massachusetts

Search: New Window | Help | Customize Page | /&,

o M - @ Worklist for TESTSC100: Test
ly Favorites

(> Depariment Self Service . .
[ Security Self Service Detail View Work List Filters: M Feed

Home | Workist | AddtoFaverites |  Sign out

- Manage GT eForms
[ Self Service

> Manager Self Serice From Date From |Work ltem Worked By Activity Priority Link
[- Workforce Administration Notification

I Benefits Test 08/14/2012 Worklist Notification ~ TERMLVRET:Jane Doe

- Compensation
[ Time and Labor Test 08/20/2012
(> Payroll for North America

[ Workforce Development

> Organizational Development
> Enterprise Learning

[ Campus Community

[ SetUp HRMS

[~ Worklist

— Warklist

— Worklist Details

Customize | Find | View All] ]

Notification "
Workiist Nofification ~ TERMLVRETTest T

I Reporting Tools

> UMass Custom

> PeopleTools

- Portal Search Results

Refresh

Step Action

5. You have several items in your worklist.

For this example, click the TERMLVRET:Jane Doe link.

TERMLYEET . Jane Daoe |

6. The Evaluate Employment Status Change page contains current job info, form
data, file attachments and comments sections.

7. As the HR Approver, you will have access to update all of the fields on each page.

Note: If you are approving for a job change or a hire, and you choose to change the
employee group, it will reset many of the other fields in the subsequent pages.
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Home | Workist | Add to Favorites

Sign out

Search:

®

> My Favorites
[ Department Self Service

[ Security Self Service Name: Jane Doe Empl ID: 999999
[ Manage GT eForms i
> Self Senice Empl Group: Departmental Assistants Empl Rcd#: 1

- Manager Self Senice
1> Workforce Administration
[ Benefits

Personal Data

Empl Status:  Active
Job Data

[» Compensation Additional Pay
E;‘me ﬁ";d Iglabrir:»\m Position: Leave Plans
ayroll for Mol erica
> Workforce Development ) General Deduclions
> Organi D Tt AD90700 Polymer Science & Engineering
> Enterprise Learning
- Campus Community eForm ID: 12279
> SetUp HRMS
I+ Workiist
~ Waorkdist Details Action: Termination -
[- Reporting Tools
b IS “Reason: CCO R Contract Completion 7

- PeopleTools
|- Porial Search Results

*Effective Date: 08i1712012 [H
Last Date Worked ~ |08/16/2012

Customize | Find | 7] 88 First £ 1010 [0 Last

Upload View Description Attachment Id
1| Upload ew Q Delete
oo
Your Comment: Reprocess Chg

Save for Later

Comment History:

Step Action

8. As the HR Approver, you will review the Form Data information on this page.

Note: If you wanted to upload an attachment to this form, you would use the File
Attachments section. If you wanted to add a comment, you would do so in the
Your Comment box.

9. If you are ready to approve, click the Approve button.
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Search:

®
> My Favorites
(> Depariment Self Service
[» Security Self Service
[ Manage GT eForms
> Self Senvice
- Manager Self Senice
(> Workforce Administration
(> Benefits
- Compensation
[ Time and Labor
> Payroll for North America Message
[» Workforce Development
[ Organizational Development
> Enterprise Learning Approve this form? (24642,111)
- Campus Community
> SetUp HRMS

The form will be sent on to the next approver for evaluation, or, if you are the
[+ Worklist

final approver, the form will be loaded into the system. If you change anything
on the form, please make note in the comments box.

Warklist Details

[ Reporting Tools

> UMass Custom

- PeopleTools

|- Porial Search Results

Step Action

10. Confirm that you are approving this form and click the Yes button.

University of

Uinass Massachusetts

Search: @ NewWindow ? Help [ Customize Page & http
@ Authored by
> My Favortes Evaluate Employment Status Change M
[- Department Self Service "
> Security Self Service Step2of2: E Complete
- Manage GT eForms
[ Self Service
[ Manager Self Senice
(> Workforce Administration
> Benefits ~ Current Job Info
- Compensation
> Time and Labor Name: Jane Doe Empl ID: 990999
[ Payroll for Morth America
(- Workforce Development Empl Group: Deparimental Assistants Empl Red#: 1
- Organizational Development P Dt
> Enterprise Leaming Empl Status: Active ersonalData
[ Campus Community Job Data -
> SetUp HRMS " Additional Pay
f= Worklist Pasition: Leave Plans
Workliol Detal General Deductions
orklist Details
i Reporting Tools | Department: A090700 Polymer Science & Engineering
1> UMass Custom
- PeapleTools eForm ID: 12279
|- Porial Search Results
Form Status
You have just AUTHORIZED this form. This action passed the form to the
SYSTEM for further processing.

Process Visualizer

B % o e

1 2 kS 4 -
HCMU_GT_DEPT_APRV ~ HCMU_GT_DEAN DIR  HCMU_GT_PROVOST  HCMU_GT_VC  HCMU_GT_GRAD_SCH

TESTSC100
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Step Action

11. The Form Status indicates that you have authorized this form, and this action has
passed the form to the system for further processing.

12. Congratulations! You have successfully submitted an HR approval.
End of Procedure.

Managing Security (Data Custodian)

After completion of this section, you will be able to update funneled security by using ePAF Dept
Security Override.

Updating Funneled Security

Department Security at an employee level is maintained by your Security Admin through IDM.
Funneled Security is used to limit Department Security. The Data Custodian will use ePAF Dept
Security Override to update funneled security and give access permissions by department.
Funneled security is used to give a user access rights for a specific department. The user may
have access to many different departments, but you want to "funnel” or limit their department
access permissions.

Upon completion of this topic, you will be able to update funneled security.

Procedure

Consider this scenario:

Your goal is to update funneled security using ePAF Dept Security Override.
Key Information:

USERID: TESTSC100
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University of
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Umass Massachusetts
Personalize Content | Layout

Menu
Search:

[ ®
[ My Favorites

[» Department Self Service
I Security Self Service

[» Manage GT eForms

[> Self Senvice

> Manager Self Service

[ Recruiting

[» Warkforce Administration
[> Benefits

[» Compensation

[> Stock

[> Time and Labor

> Payroll for North America
> Global Payroll & Absence Mgmt
[ Payroll Interface

> Workforce Development
[ Organizational Development
[ Enterprise Learning

> Workforce Monitoring

I Pension

[» Campus Community

> Student Recruiting

[> Student Admissions

[ Records and Enrollment
[ Curriculum Management
[» Financial Aid

[» Student Financials

[> Academic Advisement

[> Contributor Relations

[> Set Up HRMS.

[ Set Up SACR.

> Enterprise Components
[ Warklist

[ Application Diagnostics
[ Tree Manager

> Reporting Tools

[ UMass Custom

[ PeopleTools

> Packaging

— Portal Search Results

— Careers

ange My Password

View Payslip

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

Worklist

Training Guide

Add to Favorites Sign out

Help

m

Action

Click the Manage GT eForms link.

[l> Manage GT eForms|

Begin by navigating to the ePAF Dept Security Override page.
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University of
th Massachusetts
Personalize Content | Layout Help
Search:
rel @ Click link to view your paycheck.
I My Favorites Select Paycheck
[ Department Self Service “Use the menu on the left for other self servioe o
I Security Self Service

GT eForm
[ Security eForm Setup
> ePAF Setup
[- Homepage Management
[ Workflow
> Reporting
[ GT Utilities
— Form Type Table
— Form Task Table
— Form Condition Table
— Page Navigation Setup
— E-mail Hyperlink Setup
— Skip Empty Roles Table
— Form Installation Table
— Copy/Rename/Delete Form Type
— Form Email Table
— Form Email Edit Text
— ePAF Altachment Administration
— Manage eForm Queues
[> Self Senvice
> Manager Self Service
[ Recruiting
[> Warkforce Administration
[> Benefits
[ Compensation
[> Stock
[> Time and Labor
[ Payroll for North America
[ Global Payroll & Absence Mgmt
[ Payroll Interface
> Workforce Development
[ Organizational Development
[ Enterprise Learning
- Workforce Monitoring
[> Pension
> Campus Community
[ Student Recruiting
[» Student Admissions
[» Records and Enrollment -

n

Step Action

2. Click the ePAF Setup link.

University of

Umass Massachusetts
Personalize Content | Lavout Help
Search:

rel @ Click link to view your paycheck.

I My Favorites Select Paycheck
[» Department Self Service “Use the meny on the left for ther seif service opfisns.
[ Security Self Service
f~Manage GT eForms

[ Security eForm Setup

etup|
ction Reasons
— Load PeopleAdmin File
— EeopleAdmin Setup Table
— ePAF Emplovee Group Table
— Super User Roles
— ePAF Dept Security Override
— ePAF Location Table
— ePAF Installation Table
[> Homepage Management
[ Workflow
- Reporting
[> GT Utilities
— Form Type Table
— Form Task Table
— Form Condition Table
— Page Navigation Setup
— E-mail Hyperlink Setup
— Skip Empty Roles Table
— Form Installation Table
— Copy/Rename/Delete Form Type
— Form Email Table
— Form Email Edit Text
— ePAF Allachment Administration
— Manage eForm Queues
[> Self Senvice
[ Manager Self Service
[> Time and Labor
[> Warklist
[ UMass Custom
— Porial Search Resulls
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Step Action
3. Click the ePAF Dept Security Override link.

ePAF Dept Security Override

University of
litnass Massachusetts

> Workflow

- Reporting

[ GT Utilities

|- Form Type Table
|- Eorm Task Table
|- Eorm Condition Table 3
- Page Mavigation Setup

- E-mail Hyperlink Setup

- Skip Emply Roles Table

- Form Installation Table

|- Copy/RenameiDelete Form
Tipe

- Form Email Table

|- Eorm Email Edit Text

|- ePAF Attachment
Administration

- Manage eForm Queues
[Self Service

Manager Self Service

[Workiorce Administration
Benefits

[Stock

[Time and Labor

Payroll for Morth America
(Global Payroll & Absence
Mgmt

Payroll Interface

Workforce Development
[Organizational Development
Enterprise Leaming

< n J »

ePAF Dept Security Override

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

Find an Existing Value

Home | Workist | AddtoFaverites |

MNew Window | Help | »&

Limit the number of results to (up to 300): [300

UserID: begins with

[C] case Sensitive

Search ‘ Clear ‘Basicsaarch B save Search Criteria

< i

Sign out

Step

Action

A user must have department security (access) before you can implement funneled
security. For funneled security to be effective, the ePAF workflow role assigned

must be also be governed by Department Security. Knowledge of that relationship
resides with Data Custodians/Campus Leads. Department Security at an employee
level is maintained by your Security Admin through IDM.

Funneled security is used to give a user access rights for a specific department. The
user may have access to many different departments, but you want to "funnel™ or
limit their department access permissions. This is done by using ePAF Dept
Security Override.

For this example, enter "TESTSC100".

Begin by entering the desired information into the User ID field.
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Step Action

6. Click the Search button.
Search

University of
Uinass Massachusetts

Worklist | AddtoFavorites | Signout

Home

> ePAF Sefup. New Window | Help | &, *

— Action Reasons

— Load PeopleAdmin File - .

— PeopleAdmin Setup Tabl ePAF Dept Security Override

— ePAF Employee Group
Table || Enter any information you have and click Search. Leave fields blank for a list of all values

— Super User Role

'AF Dept S "

— ePAF Location Table

— ePAF Installation Table Limit the number of results to (up to 300): |300
[ Homepage Management UserID: begins with ~ [TESTSC100
> Workflow " |
> Reporting [Clcase sensitive J
> GT Utilities
|- Form Type Table Search Clear " "
| Eorm TaskTabia | Basic Search [E Save Search Criteria
|- Form Condition Table 3
|- Page Navigation Setuj Search Results

- E-mail Hyperlink Setup

[~ Skip Emply Roles Table

I~ Eorm Installation Table

- Copv/RenameiDelete Form

Type

|- Form Email Table

|- Form Email Edit Text =

|- ePAF Attachment

Adminisiration

|- Manage eForm Queues
elf Service

Manager Self Service

Recruiting

[Workforce Administration

Benefits

[Compensation

[Stock

[Time and Labor

Payroll for Merth America

(Global Payroll & Absence

IMgmt

Payroll Interface

Workforce Development

[Organizational Development

Enterprise Leaming

Minrkfarra Manitarinn

First [f] 1-47 of47 |} Last]

JjavascriptsubmitAction_winO{document.winy, ZILsortLolu'J; | M r

Step Action

7. For this example, click the TESTSC210000000 link.
TESTSC10000000)

Page 190




7// Productivity

UMASS

University of
Utiacs Massachusetts

[~ ePAF Setup

— Action Reasons

— Load PeopleAdmin File

— PeopleAdmin Setup Table

— ePAF Employee Group
Table

— Super User Roles

— ePAF Dept Security
Override

— ePAF Localion Table
— ePAF Installation Table
- Homepage Management
[» Workflow
- Reporting
[ GT Utilities
- Eorm Type Table
|- Eorm Task Table
|- Eorm Condition Table
I- Page Mavigation Setup
- E-mail Hyperlink Setup
|- Skip Empty Roles Table
|- Form Installation Table
|- CopvRenameiDelete Form
Tipe
I~ Eorm Email Table
- Eorm Email Edit Text
|- ePAF Atachment
Administration

|- Manage eForm Queues
elf Service

IManager Self Service

Recruiting

[Workiorce Administration

[Benefits

[Stock

[Time and Labor

IPayroll for North America
(Global Payroll & Absence
Mgmt

Payroll Interface

Workforce Development
[Organizational Development
Enterprise Learning

<« | . ] »

Home | Workist | AddtoFavortes |

Sign out

I New Window 7 Help L/CuslnmlzePage ,hnp

eForm Security Override

User ID:

TESTSC10000000 TESTSC10000000

Define eForm Security Overrides Customize | Find | B9 3 rirst T 1011 O Last
SetiD “DeptiD *Access Code
unLow @ Q ReadiWrite - =
Role Overrides Find First B0 1011 O Last
=
Role Name: [ Q [T] Turn Off Emails

Define eForm Security Overrides customize | Find | &) % First 1 gof1 O (5t
SetlD Deptid Access Code
UMLOW aQ - =

[ save £\ ReturntoSearch = Frevious st 45 Nextinlist | [=] Nofify

Training Guide

Step

Action

The Data Custodian will use eForm Security Override to update funneled security
and give access permissions by department.

The SetID is the Campus Business Unit.
Note: Campus Business Unit values are:

UMAMH — Amherst
UMBOS - Boston

UMCEN - President’s office
UMDAR - Dartmouth
UMLOW - Lowell
UMWOR - Worcester

10.

Enter the desired information into the DeptID field.
For this example, Enter "A".

Note: The campus will determine the values for this field.

The DeptID will determine the Dept/Dept Node that you want to give the user
access to.

11.

The Access Code should be Read/Write.
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Home | Workist | AddtoFavortes |  Sign out

[~ ePAF Setup P New Window 7 Help [& Customize Page , hitp

— Action Reasons i

eForm Security Override

— Load PeopleAdmin File

— PeopleAdmin Setup Table

— Te—LV—E:bA\FeEm loyee Grou i User ID: TESTSC10000000 TESTSC10000000

— Super User Roles Define eForm Security Overrides Customize | Find | 7] 38 First K 1071 D Last

- ?D';"\F SEF’T EEELL “SetiD “DeptiD *Access Code

erride

— ePAF L ocalion Table unLow (@ 4 a ReadiWrite M =

— ePAF Table
- Homepage Management " ] o
> Workflow Role Overrides Find First &1 1 of 1 14 Last
- Reporting #F[=
[ GT Utilities Role Name ‘ Q [F1Turn Off Emails
- Eorm Type Table - - -
- Form TaskTable | Define eForm Security Overrides customize | Find | 1] 7 Frst F 4074 I Last
|- Eorm Condition Table 0 SetiD Deptid Access Code
I- Page Mavigation Setup
|- E-mail Hyperlink Setu UHLOW Q - =

|- Skip Empty Roles Table

|- Form nstallation Table 1 ——

|- CopvRenameiDelete Form

Tipe

—72% Em:”;zﬁlieﬂ I8 save | | & ReturntoSearch | [+ Previousinlist | 4 Nextinlist| [5] Notify |

|- ePAF Atachment

Administration

|- Manage eForm Queues
elf Service

IManager Self Service

Recruiting

[Workiorce Administration

[Benefits

[Compensation

[Stock

[Time and Labor

IPayroll for North America

(Global Payroll & Absence

Mgmt

Payroll Interface

Workforce Development

[Organizational Development
Enterprise Learning

Minrltarea Manitarinn
< . r

Step Action

12. Note: The Role Overrides section is NOT included in the UMass design and until
this feature is deployed, no instruction will be demonstrated.
13. Note: You will need to use the Save button, before entering another eForm Security

Overrides row.

14. You may add as many rows as you need. Be sure to Save each row.

Note: To use funneled security the role assigned to the user must have been
configured to use Department Security. Some examples are: department Initiator,
Approver, etc.

15. Congratulations, you have successfully updated funneled security.
End of Procedure.

Managing Administration (Admin Tool)

Upon completion of this section, you will be able to use the Admin Tool to assist the functional
user in managing eForms.

Using the Admin Tool
Upon completion of this topic, you will be able to use the Admin Tool.

Procedure
Consider this scenario:

Your goal is to be able to use the Admin Tool.
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Personalize Content | Layout

[ My Favorites

[» Department Self Service
I Security Self Service

[» Manage GT eForms

[> Self Senvice

> Manager Self Service

[ Recruiting

[» Warkforce Administration
[> Benefits

[» Compensation

[> Stock

[> Time and Labor

> Payroll for North America
> Global Payroll & Absence Mgmt
[ Payroll Interface

> Workforce Development
[ Organizational Development
[ Enterprise Learning

> Workforce Monitoring

I Pension

[» Campus Community

> Student Recruiting

[> Student Admissions

[ Records and Enrollment
[ Curriculum Management
[» Financial Aid

[» Student Financials

[> Academic Advisement
[> Contributor Relations

[> Set Up HRMS.

[ Set Up SACR.

> Enterprise Components
[ Warklist

[ Application Diagnostics
[ Tree Manager

> Reporting Tools

[ UMass Custom

[ PeopleTools

> Packaging

— Portal Search Results

— Careers

— Change My Password

Worklist Add to Favorites

View Payslip

Click link to view your paycheck.

Select Paycheck

“Use the menu on the left for other self servioe aptions.

Sign out
Help

Training Guide

n

Step

Action

Begin by navigating to the eForm Administration page.

Click the Manage GT eForms link.

[l> Manage GT eForms|
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[ -
[- Security eForm Setup
> ePAF Setup
> Homepage Management
[ Workflow
[» Reporting
[ GT Utilities
— Form Type Table
— Form Task Table -
— Form Condition Table
— Page Navigation Setup
— E-mail Hyperlink Setup
— Skip Empty Roles Table
— Form Installation Table
— Copy/Rename/Delete Form Type
— Form Email Table
— Form Email Edit Text
— ePAF Altachment Administration
— Wanage eForm Queues
[» Self Senvice
[» Manager Self Service
[» Recruiting
[ Workforce Administration
[> Benefits
> Compensation
[> Stack
[> Time and Labor
[ Payroll for North America
[ Global Payroll & Absence Mgmt
> Payroll Interface
[» Workforce Development
[ Organizational Development
> Enterprise Learning
> Workforce Monitoring
[> Pension
[» Campus Community
[ Student Recruiting
[> Student Admissions
[» Records and Enrollment
[ Gurriculum Management
[> Financial Aid
[> Student Financials
[> Academic Advisement
[> Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[> Worklist
[ Application Diagnostics
[> Tree Manager
> Reporting Tools hd

m

Step Action

2. Click the GT Utilities link.
| b GT Utilities |

University of
Umass Massachusetts Home | Workist | AddtoFavorites |  Sign out
Menu
Utiliti > Manag Forms >
— Ad Hoc PeopleCode and s
saL GT Utilities Edit "GT Utilties™ Folder

— Quick Launch

— SOL Object Tool
— PeopleCode Test = Ad Hoc PeopleCode and SQL = Quick Launch 5 SQL Object Tool
— PeopleCode Trace On -Aﬂ Hoc PeopleCode and SOL -uulck Launch -suL Object Tool
- PeopleCode Trace Off
— SQL Trace On

Utilties helpful in the development and maintenance of GT eForms.

— S0L Trace Off PeopleCode Test PeopleCode Trace On PeopleCode Trace Off
— View Loq Files PeopleCode Test Turns on a standard trace of PeopleCode for Turn off PeopleCode trace for this session.
— eForm Adminisiration this session.
Tool
— GT Environment Tools
— Tools Analtics = SQL Trace On = SQL Trace Off 9 View Log Files
|- Form Type Table -Turns on a standard trace of SQL for this -Tum off SQL trace for this session E View Log Files
|- Form Task Table EEEE
orm Condition Table
- Page Navigation Setup
I~ E-mail Hyperlink Setup =l eForm Administration Tool =l GT Environment Tools Tools Analytics
- Skip Empty Roles Table eForm Administration Tool GT Envirenment Tools Tools Analytics

- Eorm Installation Table

|- Copy/RenameiDelete Form
Tipe

- Form Email Table

|- Form Email Edit Text

|- ePAF Attachment
Administration

|- Manage eForm Queues
elf Service

Manager Self Service

Recruiting

[Workforce Administration

Benefits

[Compensation

[Stock

[Time and Labor

IPayroll for Morth America

(Global Payroll & Absence

Mamt

Payroll Interface

Workforce Development

[Organizational Development

Enterprise Leaming

Waorkfarce Monitarina

« | n v
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Step

Action

3.

Click the eForm Administration Tool link.

University of

Utnass Massachusetts

[~ GT Utilities -

saL
— Quick Launch

sople
— 5Q0L Trace On
— 5QL Trace Off
— View Log Files

— eForm Adminisiration
Tool

— GT Environment Tools

— Tools Analytics

Find an Existing Value

Home | Workist | AddtoFavertes | Sign out

New Window | Help | &,

eForm Administration

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

Limit the number of results to (up to 300): [300

|- Eorm Type Table
|- Form Task Table
|- Form Condition Table

m

|- Page Mavigation Setup
- E-mail Hyperlink Setup
|- Skip Emply Roles Table
|- Eorm Installation Table
|- Copy/RenameiDelete Form

Tvpe

- Eorm Email Table

|- Form Email Edit Text

|- ePAF Atachment
Administration

|- Manage eForm Queues

[Self Service

IManager Self Service

Workforce Administration
Benefits

[Stock

[Time and Labor

IPayroll for North America
(Global Payroll & Absence
Mgmt

IPayroll Interface

Workforce Development
(Organizational Development
Enterprise Learning

rurres I

« | T ] v

eform ID: begins with ,|7
Workflow Form Type:  begins with ~ liq
Form Status: = - -
Empl ID: veginswin ~[
Empl Red Nbr:

Form Condition: begins with - Q
Approval Rule Set: begins with ~ aQ
= -

Originated Date From:

Originated Date Thru: <= - A
Last Date From: »= - [ m
Last Date Thru: <= - _

[Ccase Sensitive

Search ‘ Clear ‘Basi:Sear:h B save Search Criteria

Step

Action

The eForm Administrator tool is used to help manage eForms that need to have their
routing changed after being submitted. Or maybe the form is in error and once the

error is resolved, the form needs to be reprocessed. eForm Administration is used
to help manage the eForm process without technical assistance.

fields.

search.

Click the Search button.

Search

The search area provides the ability to search on eforms by many different types of

For this example you want to see all the forms and you choose not to filter the

ID 10071.

For this example, click the 10071 link.

Note: You may also click on any of the other hyperlinks, in this line, to open eForm
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University of

Utiacs Massachusetts Home | Workist | AddtoFavorites | Signout

[~ GT Utilities - & New Window 7 Help D/ Customize Page , hitp *
- g‘ér”c PeopleCode and Manage Worklist || ApprovalLog || GFormWrk || GFormlist | G Admin Pagerec
— Quick Launch «eForm Data
— SQOL Object Tool A
— PeopleCode Test eForm ID: 10071 Workflow Form Type:  HIRE Le
= Een :ego:e ;race g; _ Form Condition: LOWELL Workflow Form Status:  Part Apprv
— PeopleCode Trace .
Sal T 0n Approval Rule Set:  HCML_GT_HR
— SQL Trace Off ‘Custom Routing
— View Log Files

— eForm Administration
Tool

= GT Environment Tools

— Tools Analytics

|- Eorm Type Table 1 2 3. & 5: 8
|- Eorm Task Table HCMU_GT_DEFT_AFRV HCMU_GT_DEAN_DIR HCMU_GT_VC HCMU_GT_PROVOST HCML_GT_EXEC_VC
- Form Condition Table Test
I- Page Mavigation Setup

- E-mail Hyperlink Setup
|- Skip Empty Roles Table
|- Form Installation Table
- CopvRenameiDelete Form
3 B 10

Tipe
I~ Eorm Email Table
- Eorm Email Edit Text
|- ePAF Atachment
Administration
’J—rﬂi‘:a e eForm Queues View Who can work this form? Recycle Deny Setto Pending
elf Service L4
Manager Self Semvice Update Form Messages Authorize Withdraw Set to Executed
Recruiting
[Workforce Administration Comment History
[Benefits

m

I

: 11: Integration 12: System
HCMU_GT_FI HCMU_GT_HR_REVIEWER HCMU_GT_HR_UPDATE Broker

‘eForm Links Actions

[Compensation ‘Comment History: Your Comment: @

[Stock

[Time and Labor

IPayroll for North America
(Global Payroll & Absence
Mamt

Payroll Interface

Workforce Development
[Organizational Development

Emf;a’:ffhff@:gﬂ | & ReturntoSearch | 15 frevous e | 4E NextinList| [5] Notify
«

. b P

 AddComment

ol i v

Step

Action

The eForm Administration tab has four sections.

The first section is eForm Data, which displays only the key fields that assist you in
identifying that you have accessed the correct eForm.

The Custom Routing section is where you can change routing. It shows the
workflow routing of the eForm and the step that the form has completed.

Note: By double clicking on one of the routing steps, sends the approval back to that
step in the review process workflow. Simply double click the role you wish to
repeat/reassign. This is helpful when there has been a disconnect with workflow
assignments due to terminations or transfers.

The eForm Links section allows you to link to the form view and perform actions.

10.

The Actions section has links that perform actions on the eForm.

Note: The availability of functions would be tied to the user's security.

11.

The Comment History section displays the comment history of the form and
provides a section for you to add your comment.

Note: To add your comment, use the Your Comment field and then select the Add
Comment button to save it.
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Error Timestamp
061462011
10:13:34.715586AM
061512011
101334 BETE23AM
0B/192011
10:13:34.8694 38AM
0152011
10:13:34 BTENBTAM
06152011
10:13:34 87781 1AM

06152011
10:13:34 84011 4AM

06152011
10:13:34.840114AM

0B 22011
10:13:35.104268AM

£

Msq Parm

BB (0,00

Return from Disability Action i valid only if employee status is on Disability. (1000,188)
G_JOB_DATA_CLIOBM)ACTION

Irvalid value - press the prompt button or hvperlink for a list of valid values (15,113

G_JOB_DATA_GLIOB(1) ACTION_REASON

Error inserting JobData Component, EmplStatusChange Action (&XFCI (0,00
G_FORM_TERM_CLIENT TermHandler.OnExecute Mame:OnNotifyfHook PCPC1544
Staterment:27 Called from:G_FRAME IntegrationBroker. GTHandler.OnExecute
Mame:OnMotify Staternent:23 (0,0) G_

FRAME IntegrationBroker. GTHandler.OnExecute Name:OnMotify PCPCI1712 Statement:29
Integration Synchronous Handler: Mo destination node can be determined for the request on

node PSHRTS1. {158 963) G_FRAME.IntegrationBroker GTHandler.OnExecute
MName:OnError PCPCT31 Slatement13

Step

Action

12.

Note: If the workflow status of the form is "In Error" the Message Status section
will display. The Error Timestamp will display the error(s) on the form.

Error messages are from PeopleSoft and can be generated by a variety of reasons.
Normally, the error is a data issue and the message will identify the problematic
record and field.

Once the errors have been researched and resolved you can either Cancel or
Resubmit the message to reprocess the system update.
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Home | i | Add to Favorites

Sign out

[~ GT Utilities & New Window ? Help E/CuslnmlzePage hnp:

GTutites e
SEE“CP"“ leCode and T e tuBl  Manage Worklist || ApprovalLog || GFormWrk || GFormlist || G Admin Pagerec

Quick Launch
— SQOL Object Tool
— PeopleCode Test eForm ID: 10071 Workflow Form Type:  HIRE

— PeopleCode Trace On n Form Condition: LOWELL Workflow Form Status:  Part Apprv
— PeopleCode Trace Off
PeopleCode Trace Oft Approval Rule Set:  HCML_GT_HR

— SQL Trace On
SQL Trace Off ‘Custom Routing

View Log Files

GT Environment Tools
— Tools Analitics
|- Eorm Type Table 1
Eorm Task Table
- Eorm Condition Table
I- Page Mavigation Setup
- E-mail Hyperlink Setup
- Skip Emply Roles Table
|- Form Installation Table
|- Copw/RenameiDelete Form|
Tipe
|- Eorm Email Table
Eorm Email Edit Text
ePAF Atachment
Administration
[~ Manage eForm Queues View Who can work this farm? Recycle Deny Set to Pending
[Self Service
Manager Self Service Update Form Messages Authorize Withdraw Sel to Executed
IRecruiting
[Workforce Administration Comment History
gi:::‘:nsaﬁon Comment History: Your Comment:
[Stock

3 [
HGMU_GT_DEAN_DIR HCML_GT_EXEC_VGC

9 : 11: Integration 12: System
HCMU_GT_HR_REVIEWER HCMU_GT_HR_UPDATE Broker

[Time and Labor

IPayroll for Morth America
(Global Payroll & Absence
Mgmt T
Payroll Interface ‘.M‘
[Workiorce D
[Organizational Development 'l

Enterprise Leamning -| & RetuntoSsarch |+ frevous i 4E Nextinlist | [Z] Nofify |
< | m ] v )
‘ | . g

Step Action

13. Click the Manage Worklist tab.
' Manage Worklist

ity of
1 usetts

(LOWINIT10021878) m

Sign out

I New Window  ? Help & Customize Page B hitp

_EOTUAM eForm Administration ManageWorkhst Approval Lag || G FormWrk [ G Formlist G Admin Pagerec

~ Quick Launch

- i - 5
- gg&&%ﬁg -?—2‘5' User D Hame Role NextTask  Short Description Action
— PeopleCode Trace On TESTSC10122668 TEST HCMU_GT_DEAN_DIR EVL Evaluate

— PeopleCode Trace Off
—SQL Trace On TESTSC10084878  Test HCMU_GT_DEAN_DIR EVL Evaluate
SQL Trace Off
— View Log Files

TESTSC10001525 |TEST HCMU_GT_DEAN_DIR EVL Evaluate

[ 0] 0 [

LOWAPRV10123668 Test HCMU_GT_DEAN_DIR EVL Evaluate

Tools Analytics © *NextTask View v Add | Cancel | Save |
|- Form Type Table
|- Form Task Table
|- Form Condition Table
|- Page Navigation Setup
- E-mail Hyperlink Setup
- Skip Emply Roles Table
|- Eorm Installation Table
- CopwRenameiDelete Form

|£¢ Returnto Search | [+F “revous o List | 4E) NextinList| [ Notify |

eForm Administration | Manage Worklist | Approval Loqg | G Form Wrk | G Formlist | G Admin Pagerec

Tvpe
|- Form Email Table
Form Email Edit Text
ePAF Attachment
Adminisiration
|- Manage eForm Queues
[Self Service
IManager Self Service
Recruiting
\Workforce Administration
Benefits
[Compensation
[Stock
[Time and Labor
IPayroll for Merth America
(Global Payroll & Absence
Mgmt
Payroll Interface
Workforce Development
[Organizational Development
Enterprise Learning
Minridnrra Manitaring.

< m v
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Step Action

14. The Manage Worklist tab will allow you to custom route the form.

15. For example, if you want to delete this transaction from the TESTSC10123668
user's worklist, you would use the "-".

16. Select the radio button to add a role or user to the form.

University of

Uimass Massachusetts Home | Workist | AddtoFavorites | Signout

[+ GT Utities A I New Window ? Help & Customize Page %, hitp
- id Hoc PeopleCode and eForm Administration [ SISl | Approval Log GFormWrk | GFormlist | G Admin Pagerec

— Quick Launch
— 5QL Objedt Tool
— PeopleCode Test
— PeopleCode Trace On TESTSC10123668 | TEST HCMU_GT_DEAN_DIR EVL Evaluate
— PeopleCode Trace Off [ ]
_ SQL Trace On TESTSC10084878 |Test HCMU_GT_DEAN_DIR EVL Evaluate
— SQL Trace Off
— View Log Files
— eForm Administration LOWAPRV10123668 Test HCMU_GT_DEAN_DIR EVL Evaluate
Tool
— GT Environment Tools @ Role

— Tools Analitics au Q *NextTask View ] Add  Cancel || Save
|- Form Type Table - User Evaluate
|- Form Task Table Update
View

|- Form Condition Table

|- Page Navigation Setup

- E-mail Hyperlink Setup

- Skip Emply Roles Table

I~ Eorm Installation Table

- CopvRenameiDelete Form
Type

- Form Email Table

|- Form Email Edit Text

|- ePAF Attachment
Administration

UseriD Name Role Next Task Short Description Action

TESTSC10001525 |TEST HCMU_GT_DEAN_DIR EVL Evaluate

[0 [ [0l [

n

£\ Returnto Search 1[5 E NextinList| [] Notify

eForm Administration | Manage Worklist| Approval Log | G Form Wrk | G Formlist | G Admin Pagerec

|- Manage eForm Queues
[Self Service

Manager Self Service
Recruiting

[Workforce Administration
Benefits

[Stock

[Time and Labor

IPayroll for Merth America

(Global Payroll & Absence

IMgmt

Payroll Interface

Workforce Development
ional Development

Enterprise Leaming

< n ]+

Step Action

17. Select the Next Task list if you want give the user View, Update or Evaluate options
on the form.

18. Select the Add button and the Worklist display will add the users you have
identified.

19. If the added list is not correct, use the Cancel button to revert back to the original
list.
20. If your list is correct and you have added the correct role/user, then you will use the

Save button and the worklist item will be added to the identified users.

21. Click the Approval Log tab.
Approval Log
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[ GT Utilities A

— Ad Hoc PeopleCode and
saL

— Quick Launch

— SQOL Object Tool

— PeopleCode Test

— PeopleCode Trace On

— PeopleCode Trace Off

— SQL Trace On

— SQL Trace Off

— View Log Files

= GT Environment Tools
— Tools Analytics
- Eorm Type Table

m

I- Page Mavigation Setup
- E-mail Hyperlink Setup
|- Skip Empty Roles Table
|- Form Installation Table
- CopvRenameiDelete Form
Tipe
I~ Eorm Email Table
'm Email Edit Text
|- ePAF Atachment
Administration
|- Manage eForm Queues
elf Service
IManager Self Service
Recruiting
[Workiorce Administration
[Benefits
[Compensation
[Stock
[Time and Labor
IPayroll for North America
(Global Payroll & Absence
Mgmt
IPayroll Interface
Workforce Development
[Organizational Development
Enterprise Learning

Minritarea Manitarinn
<

. 3

eForm Administration

Manage Worklist Approval Log G Form Wrk

[P New Window 7 Help [ Customize Page &, htip

G Formlist G Admin Pagerec

Transaction Log
customize | Find | 7] # st £ 12012 I Last
Current DateTime ~ Role Hame UserID User Form Action ~ Werkflow Form
Status

03/08/2012
P HCMU_GT_INITIATOR Test - Test Hold on Hold
04/12/2012
s HCMU_GT_INITIATOR CustmRoute  On Hold

£\ RetumtoSearch | |15 Previous in List | [4E) NextinList| [=] Netify

eForm Administration | Manage Worklist | Approval Log | G Form Wrk | G Formlist | G Admin Pagerec

Step Action

22.

The Approval Log tab displays a view of the approval log for the transaction.

23.

Congratulations! You have successfuly used the eForm Administration Tool.
End of Procedure.
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