UMASS

JOB AID: EPAF — APPROVALS

LOWELL
earning with Purpose

Step | Action
1. | Logon to HR Direct Department Self Service: http://www.uml.edu/hrdirect
LOGIN
2. | For User Account and Password use your complete email address, including @uml.edu, then choose
Lowell Campus
3. | Navigate to Department Self Service > ePAF Home Page>My Worklist
Click My Worklist.
Electronic Personnel Action Form (ePAF) Home Page
My Worklist is———
Work the items that have been routed to you.
Resubmit, Chanage, 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.
Evaluate a ePAF
Review a transaction zent to vou for approval.
View an ePAF
View a recenthy submitted ePAF, including information about its handling so far. ePAFs
submitted in the last month are listed here. This iz a read-only view.
4. | Choose the forms to review and approve using the hyperlink.

Worklist for | |
Detail View Work List Filters: [ [ Feed

i customize | Find [ view a1 [ B0 B First B 130r3 I Last
from bateFrom |Workifem |Worke by Actviy —
Andrea Choate 12/14/2012 \Th?gifi:tt‘on Notification I:E HIRE-Thomas Gordan Mark Worked | Reassign |
Andrea Choate 12/14/2012 \T\?x&iﬁi:ttmn Notification I:E HIRE:Hongwei Zhu Mark Worked | Reassign |
Andrea Choate 12/14/2012 \Pjﬁicﬁ:i:on Notification I:E HIRE-Douglas Cooper Mark Worked | Reassign |
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http://www.uml.edu/hrdirect

Step

Action

Review information within the form. If this is a change form — then anything that has changed will be
highlighted in yellow.

eForm ID: 720

* Personal Info

Personal Data
Name: Thomas Gordan Job Data

Additional Pay

Empl ID: NEW Empl Red#:
Applicant Data
Applicant ID Job Opening 1D

*Effective Date: 01/22/2013  [5) End Date: El End Job Automatically

*Employee Group: | Faculty - Benefit and Salary |Z|

*Is this a Positioned

Job?
*Position Number: 00016454 O Professor

Override Position Fields

Reports To Position Number:

00000406 Professor (Chair)

Department: L620300 Psychology

Job Code: FACP Professor Full/Part Time Full-Time
Location Code: MAHOMNEY Mahoney Hall RegularTemporary Regular
*Academic or Academic |Z|
Calendar?

Standard Hours: 3750 FTE: 1.000000

Mail Drop ID: L33

Business Title |F'r0fessor

| == Previous || Next »=
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Step | Action

6. | Click NEXT and continue to review information.
Step 2 of 4: Compensation o

Review the form data below. If it is comect, choose Next to go to the next page.

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

eFormID: 720

Personal Info

Personal Data
Name: Thomas Gordan Job Data

Additional Pay

Empl 1D: NEW Empl Red#:
Annual Benefit Base Rate: 0.000

“mployee Type: ‘Excepﬂuﬂ Hourly |z|
3i-Weekly Rate: 4615390000 Annual Rate: $120.000.140

Apply FTE

Plan ’_0\ Salary Grade ’7Q

Total Annual Rate $120,000.140

Begin Date p1722i2013 |50 =

Customize | Find | First K1 1.0r1 O Last
GL Combination Code  Fund Code  Department Program Code  Project/Grant ClassField  End Date %‘ﬁ w Percent Commitment Amount  Fund End Date  Seq#

1101812 Q11000 1620300000 |A0D Q@ 100.000 $52,747.314 K =
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Step | Action

7. | Click NEXT and continue to review information.
Step 3 of 4: Finalize Form LiJ
Review the form data below. If it is correct, choose Approve to approve the form and forward it to the next approver, if

any. To send the form back to the originator for correction or clarfication, enter a comment and choose Reprocess
Change.

To save your work and keep the form at your level. choose Save for Later.
eForm ID: 720

* Personal Info

Personal Data
Name: Thomas Gordan Job Data

Additional Pay
Empl ID: NEW Empl Red#:

Actions & Action Reasons

Action Action Description Reason Code Action Reason Description
1 HIR Hire HIR Hire

Empl Rcd Nbr 0

Action Hire Action Overide Flag

*Reason Code Hire |Z|

Message Text

Attach hire documentation i
File customize | Find | 7] ¥ First £ 1 0F
Attachments 1 | Last
Upload View Descrintion ;ﬂa{:hmem
1) Upload | | View | | [=] _ Dekete |
| Add File Attachment
e
Your Comment: | << Previous || Reprocess Chg |
% | Save for Later || Close
. |

Comment History:

8. |
If the form is correct. Click | RN -|

9. | If the form needs changes, fill in Your Comment letting the Form Initiator know what is in question.

Your Comment:
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Action

10.

Click . Reprocess Chg | sending the form back to the Initiator.

11.

END PROCEDURE FOR EPAF APPROVALS.
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