A University of Creating an ePAF for a Funding Change

Massachusetts Job Aid
UMASS Medical School

Overview
This job aid outlines how to create a funding change ePAF (electronic personnel action form). Make sure

to only update the fields outlined in the training materials. If any additional changes are needed, a

paper PA form will be required.

Create a Funding Change ePAF
1. Loginto HR Direct and navigate to the ePAF Home Page.
a. Access NavBar by selecting the Compass and choose Department Self Service and then

the ePAF Home Page.
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2. Click on the link to Start a new ePAF

< earch Results ectronic Fersonnel Action Fo

Electronic Personnel Action Form (ePAF) Home Page

Ngr My 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. 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

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




3. Choose the Edit Existing Job link

Start a New electronic Personnel Action Form (ePAF)

Hire an Employee

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

Edit Existing Job

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

Edii Existing Job

Change Employment Status

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

4. Search for the employee using one of the various options. For example, enter the Last name or
Employee ID and click Search. Select the employee from the search results.

Select An Employee

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

Find an Existing Value

Search Criteria

Empl Record

Last Mame| begins with w
Depariment| begins with
Employee Group| begins with W

Empl ID[= V|

pLLL P

Mame| begins with w

[l case Sensitive

Search Clear Basic Search @.['2] Save Search Criteria

Search Results

View All
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Empl I Empl Record Name Last Name Department Employee Group Payroll Status



5. Inthe Job Data section, enter the Effective Date and tab out of the field. Note the eForm ID #
appears at the top of the page. Click Next at the bottom of the page.

“Effective Date: [o115:2020 i

*Employee Group: Professional (W60) Non Unit
*|s this a Positioned Mo
Job?

Supervisor ID: 1 _
*Department: W521900 Pathology
“Job Code: MED255 Education Program Specialist *Full/Part Time Full-Time
*Location Code: ASHERMAN Albert Sherman Building *Regular/Temporary  Regular
*Standard Hours: 40.00 *FTE: | 1.000000

Mail Drop 1D: 156

<< Previous Next>> |
<<Search | | SaveforLater  Close

6. Next update the Compensation Data by clicking the Add Date Range button.

ompensation Data

Employee Type:  Excepfion Hourly
Bi-Weekly Rate: 2091.061200 Annual Rate:  $54,367 591
Plan We0 Salary Grade 41

Add Additional Components of Pay?

Change Amount:  (.000000 Change Percent: 0.000
Compensation Rate $54,367.591
Begin Date 07/01/2019

Pemonalize | Find | | #  First K 1011 D Last
Changed  GL Combination Code  Fund Code Program Code  Project/Grant ClassField  End Date Earings | DISOOUNON | percent Commitment Amount  Fund End Date  Key Value
1| & W103658 51453 W821900000  A01 Percent | 100.000. 30.000 1
Add Date Range

Begin Date 01152020 i

Personalize |Find | B | 35 First Kl 1074 D Last
Changed  GL Combination Code  Fund Code Program Code  Proiect/Grant Class Field  End Date mc' “"{ih"""’“ Percent Commitment Amount  Fund End Date %E
1 & Q aQ 0.000 $0.000 [ ==
| <<Previous | Next ==
Save for Laler

7. Anew grid appears below. Enter the Begin date and GL Combination Codes. Once the code is
entered, the fund department and program code will populate. Leave the Earnings Code blank.
Update the Percent and include a Fund End Date (defaults to end of FY if blank). Click Next.

8. Review the Time and Labor Data and click Next.



10.

Time and Labor Data

Union Code: WE0 Non-Unit Professional
*Pay Group: UMW UMass Worcester
*Empl Class 2 Professional

Workgroup: W_PROF Professional

Taskgroup: UM_EXP Exception Taskgroup

Time and Labor Schedule

|| Schedule different from standard?

| =<Previous ||  Next=>
| Save for Later |

The Action & Action Reasons should include the DTA and FCG codes. Add any Comments if
needed and choose one of the following actions.
a. If the formis for non-grant funding and does not require any Principal Investigator
signatures, choose the Submit button and skip ahead to step #25a.
b. If the funding change requires Principal Investigator signature, click Save for Later and
continue following the steps below to obtain the required approvals.

eForm 1D: 320810

Actions & Action Reasons

Reason

Action Code Action Description Code Action Reason Description
1|DTA | & Data Change FCG @ Funding Change =
RIS ATatimens Personalize | Find | B | ¥ First T 1071 I Lt
Upload View Description Attachment Id
1| upload | | View | | Q Delete_|
. Add File Attachment
| |
Your Comment: . | ==<Previous |$|
Comment History:
£ Refresn |

Next you will see the Form Finalized screen with a note in the Form Status that “You have just
PLACED ON HOLD this form.”



ISl DEUULIUND

Department:  W321300 Pathology

eForm ID: 320810

You have just PLACED ON HOLD this form.

$

1: Warner, Linda M 2: 3 4
(TESTGT10002378) HCMU_GT_DEFT_AFRV HCMU_GT_CE_ADMIN HCMU_GT_FI

8: a: 10: 11: Integration
HCMU_GT_HR_REVIEWER HOMU_GT_HR_UPDATE HCMU_GT_HR_UPDATE_2 Broker

Go To Worklist

View This Form

Go To ePAF Home Page
Close This Form

11. Click on the View This Form link.

5: a:
HCMW_GT_FIM_DEFT_HD HCMW_GT_FIN_DEFT_HD2

12: System

T
HCMU_GT_GRANTS

12. When viewing the form, the page loads with the Form Contents and Comments which include

the funding grid.
13. From your web browser window, choose File and Print.

e @ https://hcm-ltt.erp. umassecs.net/ psp/hritt32/EMPLOYEE/HRMS/ ¢/ G_EPAF.C

File Edit View Favorites Tools Help

% (@ Citrix Receiver EJp UITS - SharePoint Site [ SUMMIT - CDE |#4] UMass Medical

= Print 4
General  Options
V|
Select Printer
St [~ Adobe PDF & HP Laserlet
The = Fax = Microsoft P

{
Status: Rea
Nal a

:'EGrantAccounting on UMMSPrint01.ad.umassmed.edu = Microsoft X

>

Location:
Em Comment:
Page R
En ge Range )
® Al Mumber of copies: |1 IE'
Selection Currert Page
Po!
) Pages: Collate — 3l i 3
D Enter either a single page number or a single JJJ jglJ
= page range. Forexample, 5-12
eF¢

@ [Pt ] Cancel ||

Apply

14. When the Print Option opens, Select Adobe PDF for the Printer and click Print.
15. Next choose where you would like to save the PDF of the ePAF and enter the File name.



16. The PDF will open, but if it doesn’t, open it from the file location where you saved the form. The
form needs to be routed to the appropriate PI’s for signature approval.

17. Using DocuSign, create an envelope, add a signature line, enter all PI's who need to approve and
send the envelope out for approval.

18. Once the PDF has been electronically signed by all PI's, log back into HR Direct to attach the
approvals.

19. Navigate to the ePAF home page and choose Resubmit, Change or Withdraw an ePAF.

Electronic Personnel Action Form (ePAF) Home Page

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

20. Search by the ePAF ID, Employee ID, etc. or choose the Workflow Form status “On Hold”
:PAF Update All

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

Find an Existing Value

Search Criteria

eForm ID|begins with
Empl ID|begins with

Workflow Form Type aQ
Workflow Form Status|= v| [On Hold v
Empl Record

Name[egis wih /]

Last Name

Original Clperator
Originaled Date From[==___ | 1]
Originated Date Thru E|

Last Operator | begins with

[ case sensitive

=]
Clear Basic Search |2 Save Search Criteria

.Search_|



21. Click Next on the first three pages to navigate to the screen with the File attachment options.

Action Code  Action Description “Mc ) Action Reason Description
1|DTA ) Data Change FCG |Q, Funding Change =]
File Attachments Personalize | Find | B | B First B 4071 O Lo
Upload View Description Attachment Id
1| (upload | | View | | Q Detste_|
~ Add File Atachment
| Resubmit  Withdaw |
Your Comment: | =<Previous | | Mext == ]
2 | Save for Later |
Comment History:

** Linda M Warmer (TESTGT10002378)
** Fri, Dec 13 19, 11:29:43 AM
Test ePAF.

22. Upload the signed PDF document for the funding change. Note, the Description field needs to
be populated with Other.

23. Add any comments if needed and click the Resubmit button.

Actions & Action Reasons

Action Code Action Description Code Action Reason Description
1/DTA @ Data Change FCG ( Funding Change =
personalize | Find | | 3 Fist 1 q0r1 1 st
Upload View Description Attachment Id
- — TESTGT100023782019-
1| Upload | | View | [Other L e Delete |
Add File Attachment
e
Your Comment: | Previous— | [ Next>>|
% - Savefor Later
Comment History:

* Linda M Wamner (TESTGT10002378)
* Fri, Dec 13 19, 11:20:43 AM
Test ePAF.




24. A popup message will appear, click Yes

Message

Resubmit this form? (24642,108)

The form will be sent to the next approver with any changes and/or comments you may have made.

i Yes (| No |

25. The form will move to the next approval step in the workflow and the Form status will be
updated to RESUBMTTED.

a. ePAFs that do not need Pl approval using DocuSign will be Submitted and the popup
message below will appear. Click Yes.

Message

Submit this form? (24642,112)

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

N C O

26. The form status indicates that the form has been SUMITTED. The Process visualizer allows you
to view the workflow for the form.

eForm ID: 320817

Form Status

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

1: Warner,Linda M e 5 a: 7
[TESTGT10002278) HCMU_GT_FI HCMW_GT_FIN_DEPT_HD HCMW_GT_FIN_DEFT_HD2 HCMU_GT_GRANTS
{2 minutes)

11: Integration 12: System

: o 10:
HCMU_GT_HR_REVIEWER HCMU_GT_HR_UFDATE HCMU_GT_HR_UFDATE_2 roker

Go To Worklist

View This Form

Go To ePAF Home Page
Close This Form

The funding change has been submitted!
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