Personal Information AS5010IS-R Finance

Electronic Personnel Change Form

EPAF Approver Summary

EPAF Originator Summary
New EPAF

EPAF Proxy Records
Act as a Proxy
RELEASE: 8.18

Personal Information J2uT1LITER Finance

New EPCF Person Selection

7 Enter an ID. Enter the Effective Date in the Query Date Field and select the Approval Category. Select Go.

% - indicates a required field.

ID: # [ygrea- - - | e |[&Q
Query Date: MM/DD/YYYY#
Approval Category: % [Hire Grant Student, HGRANT v

L&)
EPAF Approver Summary | EPAF Qriginatar Summary

Return to EPAF Menu

RELEASE: 8.18

Personal Information Emplwee Finance

New EPCF Job Selection

¥ Enter a new position number and enter the suffix. For College Work Study students, enter 501969 for the position number, Enter '00' for all suffixes. Select Create.

ID: e U0, XOITIT T
Query Date: Apr 25, 2021
Approval Category: Hire Grant Student, HGRANT

Hire Student, HSTUDE
Search|Type |Position Suffix Title Time Sheet Organization|Start Date |[End Date|Last Paid Date|Status|Select
Q New Job ®
Primary 500750 00 |Reqular Student Worker I-V|157, Registrar-Jamaica ~ |lan 27, 2020 Apr 24,2021 |Active | O
‘ Active Jobs ‘
‘ Next Approval Type HE
New EPAE

Return, to. EPAF. Menu

RELEASE: 8.18

*Enter X number with Capital
”X".

*Press tab button to populate
box.

*Query date should equal BEGIN

date of BW pay period (see BW
pay schedule)

*Select (HGRANT)
*Click “GO”

*Click “ALL JOBS”

*Qbtain position number from
Payroll.

*Select position number from list.
(If not found, enter position and

suffix in NEW POSITION box)

*Click “GO”




P Enter the information for the EPCF then press Save followed by Submit.

If you receive an error while processing this EPCF, please contact Human Resources Department at ext. 1471

Name and ID: M
Transaction:

Transaction Status:

Approval Category: Hire Grant Student, HGRANT

Jump to Bettom

#* - indicates a required field.

“ana BT KO3 .-

Query Date: Apr 25, 2021

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History
Mew EPAF | EPAF. Originator Summany

Hire Student| S04039-00 Student Worker Grant

Item

Home COAS: *%(Not Enterable)
Home Organization:

Distribution COA: %(Not Enterable)
Distribution Orgn: =%

Timeshesat Orgn: %

Job Begin Date: MM/DD/YYYY
Current Hire Date: MM/DD/YYYY %
Contract Type: *

Jobs Effective Date: MM/DD/YYYY#
Personnel Date: MM/DD/YYYY%
Step: x(Not Enterable)

Hourly Regular Rate: %

Job Status: (Not Enterable)

Current Value
Employee Class Code: #(MNot Enterable) 44, Regular Students

=]

157, Registrar-Jamaica G,

=]

157, Registrar-Jamaica G,

01/27/2020

Return to EPAFE Menu

MNew Value

I
[

las |
[c_]

Q,

L\

04/25/2021

Primary
04/25/2021
04/25/2021

=

[15.00

i

*Enter:

-ome Organization
[Distribution Orgr
-[Timesheet Orgn|

, = Query Date

(If student was never been paid on
the position number used)

*If paid on position number used,

LEAVE BLANK*

*Enter Salary -

(DO NOT enter “$” or “,”)

| Change Labor D\'stributionl $04039-00 Student Worker Grant

Current
Effective Date: 04/25/2021

‘COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
|Effective Date: MM/DD/YWY|04/25/2021 ||

Encumbrance Override End Date|

COA Index Fund Organization _ A _Program Activity Location Project Cost Percent
N i A o C i Qo || | | | wooo]
al 1] 1 |2 N | | | Ll |
| 13 13 1] 1] | | | [ |
al 1 1 ] ] | | | [ |
el 1] 1] 1 1 | | | [ |
Total: 100.00

v
| Default from Index ‘ ‘ Save and Add New Rows ‘

| Default from Index || Save and Add New Rows |

Item
Job Status: *
Jobs Effective Date: MM/DD/YYYY# 04/27/2021

Personnel Date: MM/DD/YYYY
Job Change Reason: (Not Enterable) GA

Routing Queue

Current Value
Active

05/05/2021

Position, S03279-00 Student Worker - Grant, Last Paid Date: Jun 05, 2021

I Terminated
06/15/2021

GA |

! |
|

| | sared E Littman

|| parren Russell

|| Rose a. costales

|| Adrianna Berlingerio

Approval Level r Name
14 | (GRANT) Grant Approval |
15| (BUDGET) Budget Approval o
20] (APPROV) HR Approval DRUSSELL
50]- (APPLY} HR Applier RCOSTALE
14 -[(GRANT) Grant Approval ~] BERLING
Mot Selected Q|
5 - (FINAID) Financial Aid
10 - (DEPT) Dept. Approval Q
12 - (DEANS) DEANS Q|

12 - (EXEC) Executive Level

14 - (GRANT) Grant Approval

15 - (BUDGET) Budget Approval

20 - (APPROV) HR Approval

21 - (BENE) Benefits

25 - (PROV) Provest Approval

40 - (BANOWN) Banner Owner Acknowledge -
90 - (APPLY) HR Applier

90 - (SALPLN) Salary Planner Job Upload

99 - (SUPER) Superuser

*Enter Grant labor distribution
Effective date will equal Query Date
Enter:

Fund number — (grant number)

| Oré numbea — (3 digit number)

Account Numberi —(Line)

Example:

Fund-0Org Acct
35888C-977-6404

Enter Grant Termination Date on
“Jobs Effective Date”

Required Action

(Approve
Apply

*Enter Routing Queue™
Always selecting using Qf
Select P.I. name (Approve)

Budget (15)|- Select Jared Littman

HR Approver (20) Select Darren Russell

Not Selected v

HR Applier (90) |» Select Rose Costales

Not Selected v

INot Selected‘ — Choose Grant (14)

Not Selected v

Select Adrianna Berlingerio

Not Selected v

Required Action| (FY1)




\Web Timesheet Approver -

| Save |

Approval Types

*Enter Comments*

-Enter name of Web Timesheet
Approver

-Click SAVE

-Once saved, click SUBMIT

At the top of the EPCF, you should see
“Succesfully Submitted”




