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Overview

This document is to be used by the individual entering EPAFs in Self-Service. The document
contains the following:

Creating an EPAF for:

0 New Hire Salary and Hourly
Rehire Hire Salary and Hourly
Change in Job

Termination

Approval Process

EPAF Correction

©Oo0o0O0O0

What you need to do first

Before entering in EPAF you will require the following information:

Consult with Human Resources to provide the correct category and rate of pay for the
individual

Position title

Position number (Consult EPAF Summary sheet)

Annual salary or hourly rate (Consult EPAF Summary sheet)

Start and end dates of contract

Banner ID of individual **

Account code to be charged

*NOTE: New hires may not have a Banner ID. Please contact HR and provide them with the
employee’s full name, address, date of birth and SIN.
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Entering EPAF

Field/ Step Field Entry Page View
Loginto Enter Banner ID MyCampus
MyCampus | and MyCampus
password Secure login
I
Password
The password is defaulted to either your birthdate
| m (mmddyy) or postal code (uppercase no spaces).

Please note: It is important to change your default

password as soon as possible for security purposes.

Locked out of your account? Forgot your password?

Reset it now.
Self Select Self
Service Service Options i
Optlons eon l°':'::'ﬁ:r;:‘r: ?m:um;;:: & B S-NSméOﬂuns ns-i'ﬁ.nnu

OT Graduate Studies OT Graduate Studies Forms. OT Awards ana Financial Akl 1 OT Services
Employee Select Employee _
Employee | Select OT

;
Main Menu | Employee Self =T e |
Service

Employee Main Menu

| Durham College Employes Seif Service

L UOIT Employee Seif Service L
worr ik S g Time et o

March 12, 2021
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Field/ Step Field Entry Page View
oT Select Electronic -
Employee Personnel Action b e B
Maln Menu Form UOIT Employee Main Menu

|

jon
| T2202A Tax Cradit Form reprint
— _Use this link to produca an on-demand copy of a student's 122024

Once you have entered the Electronic Personnel Action Form you can access the following pages:

Electronic
Personnel
Action Form

EPAF Approver
Summary

|

Backe
VT Grachustn Shaden Tab

i
it
|

Electronic Personnel Action Form

EPAF Approver Summary I

o)
New EPAF

EPAF Proxy Records
Act 83 8 Proxy

— Shows the EPAs’ that are pending approval

EPAF Originator
Summary

MyCampus

|

0o Gradaate St Tak

11
it
i

Electronic Persennel Action Form

EPAF Originator Summary

EPAF Proxy Records
ALt 88 8 Proxy

- If you have created an EPAF and you are the owner it will appear in the summary

New EPAF

MyCampus.

LT G St Tt

[1
s
{

Electronic Personnel Action Form

EPAF Aporover Sumamary

Wrm
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EPAF Approval Summary Process

Step

Page View

Click on EPAF Approver
Summary

Electronic Personnel Action Form

<EPAF Approver Summary —
EPAF Originator Summary
New EPAF
EPAF Proxy Records
Act as a Proxy
RELEASE: 8.5

Click on In My Queue tab

EPAF Approver Summary

Current FTYCTIGITEM History

@ Select the link under Name to access details of the transaction.

New EPAF | Update Proxies | Search | Proxy or Superuser or Filter Transactions

1-250f 56 Next @

Click on the name (hyperlink)
of the person you want to
approve a contract for.

Verify the table provided is
correct.

EPAF Transactions
EPAF Preview

 You are acting as an Approver.

Name and ID: Joe Black, 100570620

Transaction: 23716

Transaction Status: Pending

Approval Category: AT - Terminate Job (Stop Pay), ATTERM
Next @

Job and Suffix: 649983-00, AT/Def Term*Human Resources
Query Date:  Jul 01, 2014
Last Paid Date:

® Previous

March 12, 2021
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00 AT/Def
Term*Human
Resources

Current ValueNew Value

Enter Changes

Job Change Reason: ETOD

Job End Date: 09/25/2015

Pay Effective Date: 09/13/2014

Job Status:

Leave without Pay, without Benefits|

Enter
New
Contract
End
Date,
6A9983

00 AT/Def
Term*Human
Resources

Enter Changes |Current Value|New Value

lob Change Reason: | ETND

Pay Effective Date: 09/14/2014

Personnel Date: 09/14/2014

Job Status: %

Leave without Pay, without Benefits|

If all the information is correct,
click Approve.

You will receive the following
message...

EPAF Preview

+ You are acting as an Approver.

+ Transaction successfully completed.

+ This transaction must be updated on the Electronic Personnel Action Form, NOAEPAF.

Returning an EPAF for Correction

Step

Page View

Click on the name of the
person you want to
approve a contract for

M (crompton, Caitlin M.
PM/Def Term™FBIT, 5A9969-00

100318359
9017

Prof Mgr - Rehire

Dec 03, 2012

Review the details of the

v You are acting as an Approver.

Name and ID:

contract. |f som eth|ng Caithin Marie Crompton, 100318359 Job and Suffix: 5A9969-00, PM/Def Term*FBIT

needs to be changed in
the table; click on the
Return for Correction
button

Transaction: 2017
Transaction Status: Pending

Query Date:  Dec 03, 20

Last Paid Date:

Approval Category: Prof Mgr - Rehire, PMXEMP

® previous  Mext @

| Approve ] | Disapprove | [ Return for Correction | | More Info

Add Comment

12
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Step Page View
Click on Add Comment (St e S S R
link and outline what Previous Conmrents
changes need to be made Date:  Scp 26, 2013 03:37:50 PM
to the EPAF Made by:  Jube Day, HRADMB

Comments: Contract end date needs to be changed to September 30, 2013. - JO

Click on the Save button

You will see the Routing
Queue has been changed
in the EPAF

Routing Queue
Approval Level Name Required Action Queue Status
HR Advisor, 10 Joanne Evans, HRADMS8 FYI Acknowledged
Departmental BPO's, 20 Belinda Bambrick, UBUSADM3 FYI Acknowledged
HR Department, 50 Julie Day, HRADMG Approve
HR Apply, 90 Jennifer Aquilo, HRISUSR Apply

Action Date
Dec 03, 2012 11:27:51 AM
Dec 03, 2012 11:27:51 AM
Return for Correction Sep 26, 2013 03:28:57 PM
Removed from Queue Sep 26, 2013 03:28:57 PM

An email notification will go to the initiator so they can make the necessary updates

The initiator will go into
EPAF Originator Summary
and see the EPAF
returned for correction

The initiator can click on
the EPAF to make
changes and then click the
Update link to initiate the
change then resubmit

EPAF Transactions

& Name 41D & Transaction|Z Type of Change & Submitted Date| Effective Date| Transactig

4 i v v 4 v v

(Crompton, Caitlin M. 100318359 Prof Mgr - Rehire Dec 03, 2012 Dec 03, 2012  |Return for Cox
PM/Def Term*FBIT, 5A9969-00 9017

v You are acting as an Originator.
Caitlin Marie Crompton, 100318359 Job and Suffix: 5A9969-00, PM/Def Term™FBIT
9017 Dec 03, 2012

Transaction Status: Return for Correction

Name and ID:
Transaction: Query Date:
Last Paid Date:
Approval Category: Prof Mgr - Rehire, PMXEMP

Next @

Update | Add Comment

NOTE: Ensure job labour distribution effective date is the same as the query date.

Once the Manager
receives the corrected
EPAF they are able to
approve it by clicking on
the Approve button

+ ¥ou are acting as an Approver,

Name and ID: Caitlin Marie Crompton, 100318359 Job and Suffix: 5A9969-00, PM/Def Term=FBIT
Transaction: 9017 Query Date: Dec 03, 2012

Transaction Status: Pending Last Paid Date:

Approval Category: Prof Mgr - Rehire, PMXEMP

® previous Next @

: Approve ] Disapprove ] Return for Correction | More Info Add Comment

approved

A PDF letter is generated and sent to the initiator via email, as well as an email confirming the EPAF has been

March 12, 2021
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NOTE: NEVER Cancel a contract. This option does not apply the cancel action. You must VOID a contract if no longer required.

Adding a Comment to an EPAF

When adding comments (optional) to an EPAF it is standard across all categories. It is used to give the EPAF user additional
information about changes or updates that are required to the EPAF

Step Field Entry Page View
Click Add Comment
Enter Additional details as needed Comment
to the EPAF user
Click Save and then scroll to the
top of the page
Click Submit Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

Return to Top

v Your change was saved successfully.
7 Enter the information for the EPAF and either Save or Submit

Name and ID: Angela Rhonda Anaconda, 100729832

Transaction: 75014 Query Date: Sep 04, 2018
Transaction Status: Waiting

Approval Category: TA - New Hire, TANEMP

| Save || Submit || Delete |

12
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Table A — Approval Type Categories

The following are the definition of the approval categories:

e New Hire - Never worked at the University
o Rehire - Has worked at the University somewhere. May not have held this position
¢ Change Job — Hours Change — Hours change only
¢ Change Job — Job info change
e Terminate Job - Early termination of contract
Approval Category Code Description
TANEMP Teaching Assistant - New Hire
Teaching Assistant - Change Job - Hours
TACJOB Change Only
Teaching Assistant - Change Job - All other
TANJOB changes
TATERM Teaching Assistant - Terminate Job
TAXEMP Teaching Assistant - Rehire
RANEMP Research Assistant - New Hire
Research Assistant - Change Job - Hours
RACJOB change only
Research Assistant - Change Job - All other
RANJOB changes
RATERM Research Assistant - Terminate Job
RAXEMP Research Assistant - Rehire
SSNEMP Sessional Lecturer - New Hire
SSCJOB Sessional Lecturer - Change Job
SSTERM Sessional Lecturer - Terminate Job
SSXEMP Sessional Lecturer - Rehire
Note: AT positions have been changed to NU. (S) — Salary and (H) - Hourly
ATNEMP NU L9 & Below (S) - New Hire
ATNEEH NU L9 & Below (H) - New Hire
ATCJOB NU L9 & Below (S) - Change Job
13
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Approval Category Code

Description

ATCJBH

NU L9 & Below (H) - Change Job

PDNEMP Post-Doctoral Fellow - New Hire

ATTERM NU L9 & Below - Terminate Job
ATXEMP NU L9 & Below (S) - Rehire
ATXEEH NU L9 & Below (H) - Rehire
PMNEMP NU L10 & Above (S) - New Hire
PMNEEH NU L10 & Above (H) - New Hire
PMCJOB NU L10 & Above (S)- Change Job
PMCJBH NU L10 & Above (H)- Change Job
PMTERM NU L10 & Above -Terminate Job
PMXEMP NU L10 & Above (S)- Rehire
PMXEEH NU L10 & Above (H)- Rehire

** The below 09 and O8 codes have the same process as the NU positions
above

09CJBH 9H L9 & Below (H)- Change Job
09CJOB 9A L9 & Below (S)- Change Job
O9NEEH 9H L9 & Below (H)- New Hire
O9INEMP 9A L9 & Below (S)- New Hire
O9TERM OP L9 & Below- Terminate Job
O9XEEH 9H L9 & Below (H)- Rehire
O9XEMP 9A L9 & Below (S)- Rehire
08CJOB 08 L10 & Above (S)- Change Job
08CJBH 8H L10 & Above (H)- Change Job
O8NEEH 8H L10 & Above (H)- New Hire
O8NEMP 8A L10 & Above (S)- New Hire
O8TERM 08 L10 & Above -Terminate Job
O8XEEH 8H L10 & Above (H)- Rehire
8AXEMP 8A L10 & Above (S)- Rehire

March 12, 2021
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Approval Category Code Description
PDCJOB Post-Doctoral Fellow - Change Job
PDTERM Post-Doctoral Fellow - Terminate Job
PDXEMP Post-Doctoral Fellow - Rehire
RSNEMP Research Associates - New Hire Salary
RSNEEH Research Associates - New Hire Hourly
RSCJOB Research Associates - Change Job Salary
RSCJBH Research Associates - Change Job Hourly
RSTERM Research Associates - Terminate Job
RSXEMP Research Associates - Rehire Salary
RSXEEH Research Associates -Rehire Hourly
AONEMP Additional Qualifications - New Hire
AQCJOB Additional Qualifications - Change Job
AQTERM Additional Qualifications - Terminate Job
AQXEMP Additional Qualifications - Rehire
AANEMP Academic Associate - New Hire
AACJOB Academic Associate - Change Job
AATERM Academic Associate - Terminate Job
AAXEMP Academic Associate - Rehire
CHNEW Coach New Hire
CHXEMP Coach Rehire
CUNEW Casual — New Hire
CUCHG Casual — Change Job
CUTERM Casual — Terminate Job
CUREH Casual - Rehire
** The below codes have the same process as the Casual positions above
INNEW Invigilator — New Hire
INCHG Invigilator — Change Job
INTERM Invigilator — Terminate Job
INREH Invigilator - Rehire

March 12, 2021
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Teaching Assistant - New Hire — (TA — New Hire, TANEMP)

Field/ Step Field Entry Page View
ID Enter Banner ID or the magnifying glass 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select
icon to search by name Go-
Query Date Enter contract start date. Usually the « - indicates a required field.
start date of the semester
Approval Select TA — New Hire, TANEMP ID: % 100729832 | |Angela Rhonda Anaconda |Q
Category
Click Go Query Date: MM/DD/YYYY#
Approval Category: v
/L There are no active jobs based on the Query Date.
Click All Jobs. NOTE:This is a double checkto | . .
confirm the person has not held any /A There are no active jobs based on the Query Date.
other position at the university
Position Enter pOSi'[iOI’l number as indicated by 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
EPAF Summary Sheet ID: Angela Rhonda Anaconda, 100729832
Suffix Enter ‘00’ as the suffix number Query Date: Sep 04, 2018 :
Approval Category: TA - New Employee Hire, TANEMP
Select Automatically selected 1A - New Hire, TANEP?
iSearch(Type |Position Suffix|Title Time Sheet Organization Start Date|End Date|Last Paid Date[Status|Select
C||Ck Go =N New Jo |5T5999 | Hog |Teach|ng Assistant|2200, Faculty of Business and IT .
/A There are no active jobs based on the Query Date.
Field/ Step Field Entry Page View
Job Change | Leave as default
Reason
Sex Copy Current Value or select from

dropdown

March 12, 2021
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SSN/SIN/TIN | Enter SIN
Birth Date Enter Birth Date
Citizenship Select from dropdown. Always use O, for

Canadian citizen

Current Hire
Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Leave as default

Date

Job Begin Leave as default

Date

Total Enter total hours of the contract

Contract

Hours

Hours per Leave as default

Pay (2 wks)

Hourly Rate Enter based on TA/RA rates based on CA

Contract Select Primary

Type

Employee Leave as default

Status

Employee Leave as default

Class Code

District Code | Not enterable

Home COAS | Not enterable

Home Org. Enter or click on magnifying glass icon and
select the correct home organization code
for faculty/dept.

Factor Not enterable

Pays Not enterable

Course Enter four digit code followed by a

Number capitalized “U” or “G”"(e.g. 1010U)

Subject Code | Enter the four capital letter code (e.g.

BUSI)

TA - New Hire, 5TS999-00 Teaching Assistant

Item Current Value New Value

Job Change Reason: [72, contract Position v
Sex: % Female

SSN/SIN/TIN: 4 123456789 |:|

Birth Date: MM/DD/YYYYx 11/18/1996 [ ]

Citizenship: 4

Current Hire Date: MM/DD/YYYY g
Pay Effective Date: MM/DD/YYYY%x
Personnel Date: MM/DD/YYYY 4
Job Begin Date: MM/DD/YYYY 4
Total Contract Hrs:

Hours per Pay(2 wks):

Hourly Rate: %

Contract Type:

Employee Status:

Employee Class Code:

District Code: (Not Enterable)
Home COAS: (Not Enterable)

Home Organization: (Not Enterable)
Step:

Factor: (Not Enterable)

Pays: (Not Enterable)

Course Number:

Subject Code:

|N0t Selected v

09/04/2018
09/04/2018
09/04/2018
09/04/2018

Primary

= wilC||o|(lw ? ]
= =
©
<

March 12, 2021
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Field/ Step Field Entry Page View
Effective Date Leave as default (same as Query e
Date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund Defaults from position and faculty/dept | sor™ was ™0 S0 e wogam acnity romton pgecrcon st Encumronce overide end e
Organization Update with the correct organization. If i} }ilwww }3}2200 E:Iﬁzm }glw Ii} ” ” ” ” wc-ov” I
you are not sure please contact Q| o —  — S — I {—— |
Financesystems@uoit.ca Q] Q] Q] 2] Q] |2 I I I I |
Account Defaults from position and faculty/dept . Al Al A Al 4 I I ”ma, I I !
Program Remove Program code and leave . oo
blank . . | pefault from Index || save and Add New Rows
NOTE: Will populate when you click
Save
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows
18
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Field/ Step Field Entry Page View

Job Change Reason Leave as default

Job Status Not enterable Enter Job END Information, 5TS999-00 Teaching Assistant

Job End D_ate Not enterable E e

Pay Effective Date Enter the contract end date Job Change Reason: [73, Contract Completion v
of the semester, contract end Job Status: (Not Enterable)
dates for Academic Year Job End Date: MM/DD/YYYY(Not Enterable) | |

Personnel Date Enter as the contract end Pay Effective Date: MM/DD/YYYYx
date of the semester per Personnel Date: MM/DD/YYYYx
Academic Year

Teaching Assistant - Hours Change — (TA — Hours Change, TACJOB)

Field/ Step Field Entry Page View
ID Enter Banner 1D or the magn|fy|ng g|ass 7 Enter an ID or select the link te search for an ID. Enter the Query Date and select the Approval Category. Select Go.
iCOﬂ to SearCh by name % - indicates a required field.
Query Date Enter effective date to reflect when the o a
hourS Of the contract Changed % (100729832 | |Ange|a Rhonda Anaconda |
Approval Select TA — Hours Change, TACJOB Query Date: MM/DD/YYYYx
Category Approval Category: % v
Click Go Go
Employee Job Assignments
Type Position|Suffix|Title Time Sheet Organization|Start Date |End Date Last Paid Date|Status|
Primary 575999 (00 Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018 Active
Secondary|5TS999 |01 Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018 Active
Position Leave as default
Suffix Leave as default
Select Position which requires an hours change
19
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Cllck GO 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Angela Rhonda Anaconda, 100729832
Query Date: Nov 27, 2018
Approval Category: TA - Hours Change, TACIOB
TA - Chg Job Data, TACIB2
Search|Type Position Suffix|Title Time Sheet Organization|Start Date |End Date Last Paid Date|Status|Select
Q, New Job | \ |
Primary |5TS999 00 Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018 IActive
Secondary|5T5999 01 Teaching Assistant[3700, Human Resources ‘Aug 25, 2018|Dec 28, 2018 IActive —
O]
MNext Approval Type | Go |
Field/ Step Field Entry Page View
Job Change Select hours change reason 111 from TA - Chg Job Data, 5TS999-01 Teaching Assistant
Reason dropdown

Pay Effective
Date

Leave as default

Personnel Date

Leave as default

Total Contract
Hours

Enter the revised total hours. For
example, if the original hour were 150
and you need to add 14 more hours to
the contract, enter 164 hrs.

March 12, 2021

Item Current Value
Job Change Reason: 72
Pay Effective Date: MM/DD/YYYYx 08/25/2018

Personnel Date: MM/DD/YYYY 4 09/04/2018
Total Contract Hrs: 70

Hours per Pay(2 wks): 7.78
Hourly Rate: 36
Contract Type: Secondary
Step: 0

Job Status: Active
Home COAS: u

Home Organization:

Factor: (Not Enterable) 9

Pays: (Not Enterable) 9

Course Number:
Subject Code:
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Hours per Pay
(2 wks)

Leave as default (automatically
calculates)

Hourly Rate Enter based on TA/RA rates for year
Contract Type Select Secondary

Step Leave as default

Job Status Leave as default

Home COAS Leave as default

Home Enter or click on magnifying glass icon

Organization

and select the correct home
organization code for faculty/dept.

Factor

Not enterable

Pays

Not enterable

Course Number

Enter four digit code followed by a
capitalized “U” (e.g. 1010U)

Subject Code

Enter the four capital letter code (e.g.
BUSI)

Field/ Step Field Entry Page View

Effective Date Leave as default (same as Query Date) e ates 06/25/2018

COA Leave as defaU|t COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

Fund Defaults to type of position and faculty | ° 1oonvEee e 100.00

Organization Defaults to type of position and -
faCulty/dept Effective Date: MM/DD/¥YYY

Account Defaults to type Of pOSltlon and E{)\Inda{ |(F{Tldnmm |a|220'n i |acr::0n2to ‘E{ll)lg‘;am |act‘ivity Hl.ocaliun HF'roject ”Cust HPEr;:::.tonHEncumhrance Civerride End Date
faculty/dept A |S |G | & | I | | I I |

Program Defaults to type of position and &%} :&} :&: :3} }&: :3} H H H H H :
faculty/dept. NOTE: When doing mass al |2 [ |2 1S |2 I I I I I |
uploads, leave the Program code blank ot 000

ACtiVity Leave as default unless BPO  Defaulting values for Labor Distribution from the Job records.
recommends otherwise [ Default from Index || Save and Add New Rows

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

21
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Encumbrance
Override End
Date

Leave as default

Default from
Index and Save

Do not select

and Add New
Rows
Field/ Step Field Entry Page View
EffeCtlve Date Enter aS Query Date S Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shilt End Date
Earn I n gs Leave as defau It 08/25/2018 RTA, Research, Teaching Assistants i 1
Hours or Units Leave as default I
Per Pay Effective Date MM/DD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/YYYY Remove

Deemed Hours
column

Leave as default

08/25/2018 RTA, Research, Teaching Assistants Vv

7.78 1

Mot Selected e
1

Special Rate Leave as default Hot Selected ¥ :

column ot Salariad <

Shift column Leave as default i :

End Date column | Leave as default ' 2

Save and Add Do not select i o e

New Rows

Field/ Step Field Entry Page View

Job Change Leave as default Enter Job END Information, 5TS999-01 Teaching Assistant

Reason

Job Status Not enterable Item Current Value New Value

Job End Date Not enterable Job Change Reason: 72 |?3, Contract Completion

Pay Effective Enter the contract end date, end of Job Status: (Not Enterable) Active

Date semester date for the Academic Year Job End Date: MM/DD/YYYY(Not Enterable) 12/28/2018 | |
Pay Effective Date: MM/DD/YYYYx 08/25/2018

Personnel Date Enter the contract end date, end of Personnel Date: MM/DD/YYYY % 09/04/2018

semester date for the Academic Year

March 12, 2021
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Field/ Step Field Entry Page View

Approval Level — | The BPO’s name should appear Routing Queue
Top ROW Approval Level g\serName Required Action Remove

- - 20 - (BPO) Departmental BPO's ¥ USCEPO b= - = Approve Ll
Reql.“red Action Leave as default 25 - (25) Department Admin Approvers Q, [HraDM43 Heather Lee Cooke Approve

90 - [HR-APP’ Q [HRe GUO b .

Approval Level — | Dept. Approver — EPAF creator e A st e
Second Row Nat Selected v Q Not Selected ¥

- . Not Selected v Q Not Selected .
Required Action Leave as default e S T

Approval Level —
Third Row

HRCATALOGUOIT

Required Action

Leave as default

Save and Add Do not select
New Rows
Teaching Assistant - Job Info Change (TA — Job Info Change, TANJOB)
Field/ Step Field Entry Page View
ID Enter Banner ID or Se|eCt magnlfylng gIaSS 7 Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
icon to Search by name 4 - indicates a required field.
Query Date | Enter effective date to reflect when the 1D: £[100720832 | [Angela Rhonda Anaconda
hours of the contract changed Query Date: MM/DD/YYYY [11/27/2018 |
Approval Select TA — Job Info Change, TANJOB Approval Category: * [TA- Job Info Change, TANIOB |4
Category
CIICk G 0 Employee Job Assignments
Type Position|Suffix(|Title Time Sheet Organization|Start Date |End Date Last Paid Date|Status|
Primary 5TS999 |00 [Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018 Active
Secondary|5TS999 |01 [Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018 Active
All Jobs
Position Leave as default
Suffix Leave as default
Select Select position which requires an info
change
23
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Click G 0 T Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Angela Rhonda Anaconda, 100729832
Query Date: Nov 27, 2018
Approval Category: TA- Job Info Change, TANIJOB
TA - Chg Job Data, TACIB2
ISearch|Type Position Suffix|Title Time Sheet Organization|Start Date |End Date Last Paid Date/Status|Select]
Q. New Job | |
Primary 575999 00 |Teaching Assistant|3700, Human Resources /Aug 25, 2018|Dec 28, 2018 Acl\vel . |
Secondary|5T5999 01 |Teaching Assistant|3700, Human Resources /Aug 25, 2018|Dec 28, 2018 IActive
All Tobs
Field/ Step Field Entry Page View
Job Change | Select hours change reason - 137 from _ )
Reason dropdown TA - Chg Job Data, 5T5999-00 Teaching Assistant
Pay Effective | Leave as default Item current Value New Value
Date Job Change Reason: % 72 [Not Selected v
pay Effective Date: MM/DD/YYYY4 08/25/2018
Personnel Leave as default Personnel Date: MM/DD/YYYY 4 09/04/2018
Date Total Contract Hrs: 140 I:l
Hours per Pay(2 wks): 15.56 l:l
Hourly Rate: 36 I
Contract Type: Primary
Step: (Not Enterable) 0 D
Job Status: Active [Active v
Home COAS: (Mot Enterable) U
Home Organization: (Not Enterable) 3700, Human Resources
Factor: (Not Enterable) 9 I:l
Pays: (Not Enterable) 9 [ ]
Course Number: I:l
subject Code: I:l
Total Enter the same amount from the Current
Contract Value column
Hours
Hours per Leave as default (automatically calculates)
Pay (2 wks)
Hourly Rate Enter based on TA/RA rates for year
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Contract Select Secondary

Type

Step Not Enterable

Job Status Leave as default

Home COAS | Leave as default

Home Enter or click on magnifying glass icon

Organization

and select the correct home organization
code for faculty/dept.

Factor Not enterable
Pays Not enterable
Course Enter four digit code followed by a
Number capitalized “U” (e.g. 1010U)
Subject Code | Enter the four capital letter code (e.g.
BUSI) as needed
Field/ Step | Field Entry Page View
Effective Date Leave as default (same as query O e 08/25/2015
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default u 100000 2200 62020 10 100.00
Fund Defaults to type of position and ew
faculty Effective Date: MM/DD/YYYY
Organization Defaults to type Of pOSItIOI’] and g:)lInd?J( E::T;OODO ‘alzzn'n d |a:\‘:;12uonzto ‘E{tlllg‘;am |aciivity HI.o(:ﬂtiun ”ijecl chst HPer:t;:.tOGHEncumhrnnce Ulverride End Date
e S
Account Defaults to type of position and a | Q| Q] &y Q| &Y I I T [ |
faculty/dept Al |9 Y |S] Y |S I I I I I |
Program Defaults to type of position and o 000
faculty/dept. NOTE: When doing + Defaulting values for Labor Distribution from the Job records.
mass up|0adS, leave the | Default from Index || Save and Add New Rows
Program code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default

25

March 12, 2021 EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY

Encumbrance
Override End Date

Leave as default

Default from Index
and Save and Add

Do not select

New Rows

Field/ Step Field Entry Page View
Effective Date Enter as query date Yt e e
Earnings Leave as default ‘
Hours or Units Per Leave as default WA
Pay N S T ——
Deemed Hours Leave as default ol el <
Special Rate Leave as default — . 1
Shift Leave as default — : ’
End Date Leave as default :
Save and Add New | Do not select B : :
Rows «::i.::.:id »::::r Default Earnings fram the Job records.

Field/ Step Field Entry Page View
Job Change Reason | Leave as default Enter Job END Information, 5TS999-01 Teaching Assistant
JOb StatUS NOt enterable Item Current Value New Value
Job End Date Not enterable Job Change Reason: 72 [72, contract Completion v
Pay Effective Date Enter as job end date of semester | Job Status: (Not Enterable) Active

as per Contract End Dates for Job End Date: MM/DD/YYYY(Not Enterable) 12/28/2018 L ]

Academic Year

Personnel Date

Enter as contract end date of
semester as per Contract End
Dates for Academic Year

Pay Effective Date: MM/DD/YYYYx 08/25/2018
personnel Date: MM/DD/YYYYx 09/04/2018

March 12, 2021
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Field/ Step Field Entry Page View
Approval Level — Top Row | The correct BPO should Routing Queue
appear Approval Level g\ser Name Required Action Remove

- - 20 - (BPO) Departmental BPO's v USCEPO p= - 2 Approve Ll

Reql.“red Action Leave as default 25 - (25) Department Admin Approvers Q, [HraDM43 Heather Lee Cooke Approve
- (T & [Re = 5 -

Approval Level — Second | Dept. Admin Approver e A st e
ROW Nat Selected v a Naot Selected b

- . Not Selected v Q Not Selected .
Required Action Leave as default ot Selected 5 a Not Selected ¥

Approval Level — Third HRCATALOGUOIT

Row

Required Action Leave as default

Save and Add New Rows | Do not select

Teaching Assistant - Terminate Job (TA — Terminate Job, TATERM)

Field/Step Field Entry

Page View

ID Enter Banner ID or use magnifying

glass icon to search by name

Query Date Enter effective date of the change

In

Approval Category | Select TA — Terminate Job,

TATERM

Click Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select

Go.

% - indicates a required field.

ID: % 100729832 | |Angela Rhonda Anaconda |Q
Query Date: MM/DD/YYY Y 11/28/2018
Approval Category: v

Position Leave as default

Suffix Leave as default

Select The position to be terminated

Click Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title,

ID: Angela Rhonda Anaconda, 100729832
Query Date: Nov 28, 2018
Approval Category: TA - Terminate Job (Stop Pay), TATERM

Enter Job End Date for Pay Effective Date, GETRM

'Search|Type Position Suffix|Title Time Sheet Organization|Start Date |End Date |Last Paid Date|Status|Select|
a New Job | | |
Primary |5TS999 00 'Teaching Assistant|3700, Human Resources  |Aug 25, 2018|Dec 28, 2018 Acti _I =
®
Secondary|5TS999 01 'Teaching Assistant|3700, Human Resources  |Aug 25, 2018|Dec 28, 2018 Active

All Jobs

March 12, 2021
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Field/ Step Field Entry Page View
Job Change Leave as default Enter Job End Date for Pay Effective Date, 5T5999-00 Teaching Assistant
Reason Item Current Value New Value
Job End Date Enter data from Current Value Job Change Reason: 72 [ETOD, Early Term Orig Date v

Pay Effective Date

Enter as Job End Date from
Current Value

Annual Salary

Entering data from Current Value

Job Change
Reason

Indicate the change reason by
selecting the appropriate dropdown
option

Pay Effective Date

Enter as query date

Personnel Date

Enter as query date

Job End Date: MM/DD/YYYY(Not Enterable) 12/28/2018 [
Pay Effective Date: MM/DD/YYYYx 08/25/2018

Job Status: Active |Leave without Pay, without Benefits v

Annual Salary: (Not Enterable) 5041.44 D

Enter New Contract End Date, 5TS999-00 Teaching Assistant

Item Current Value New Value
Job Change Reason: 72 [ETND, Early Term New Date v

Pay Effective Date: MM/DD/YYYY4 08/25/2018
personnel Date: MM/DD/YYYYyx  09/04/2018

Job Status: x Active |Leave without Pay, without Benefits V‘

Job Status Not enterable Annual Salary: (Not Enterable) 5041.44 l:l
Annual Salary Entering data from current value
field
Field/ Step Field Entry Page View
Approval Level — The correct BPO should appear Routing Queue
Top ROW ‘Approval Level ‘g:tlar Name ‘ Required Action
H H 20 - (BPO) Departmental BPO's HRADM& Fun Bobby __Approve
ReqUIred Action Leave as default [0 - (HR-APP) HR Apply | [frcaTALOGUOTT x]/UoIT HRMEP
Approval Level — HRCATALOGUOIT [Hiot Selected EEY \
Second Row [Not Selected v Q| |
Required Action Leave as default o g &I }
Save and Add New | Do not select
Rows
Teaching Assistant - Rehire (TA — Rehire, TAXEMP)
Field/ Step Field Entry Page View
ID Enter Banner ID or use magnifying
glass icon to search by name
Query Date Enter contract start date. This is always
the begin date of the Semester

March 12, 2021
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Approval
Category

Select TA — Rehire, TAXEMP

Click

Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % 100729832 | |Ange\a Rhonda Anaconda |Q

Query Date: MM/DD/YYYYx

Approval Category: v

Employee Job Assignmenis
|Type |Position\suffix|Title
|Primary|sTs999 |00

|Time Sheet Organizatiun\start Date \End Date

|Last Paid Date|Status|
[Teaching Assistant|3700, Human Resources

laug 25, 2018|pec 28, 2018| |active |

Position

Enter position number as indicated by
EPAF Summary sheet

Suffix

Enter the suffix number.
Note: Click all jobs to ensure you are

7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Angela Rhonda Anaconda, 100729832

Query Date: Sep 04, 2018
Approval Category: TA - Prev Employee Rehire, TAXEMP

TA - Rehire, TAXEM2

u3|ng the correct sufflx number Search[Type |Position  [Suffix|Title Time Sheet Organization Start Date |End Date |Last Paid Date|Status|Select
7 ) . - [N New Jlt\srsggg | Jlox [freaching Assistant2200, Faculty of Business and IT|
Duplicate suffixes causes failed — ©
ContraCt Completlon Primary |5T599% 00 [Teaching Assistant|3700, Human Resources Aug 25, 2018|Dec 28, 2018, |Active
Select Leave as default
_ (e pprovaiTaes [[22T]
Click Go
Field/ Step Field Entry Page View

Job Change
Reason

Leave as default

Current Hire
Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Date

Leave as default

March 12, 2021
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Job Begin Date

Leave as default

Total Contract
Hours

Enter total hours

Hours per Pay
(2 wks)

Leave as default (automatically
calculates)

Hourly Rate Enter based on TA/RA rates for year
Contract Type Select Secondary

Employee Leave as default

Status

Employee Leave as default

Class Code

Home COAS Not enterable

Home Org. Make sure this is the correct faculty
Factor Not enterable

Pays Not enterable

Course Number

Enter four digit code followed by a
capitalized “U” (e.g. 1010U)

TA - Rehire, 5T5999-01 Teaching Assistant

Item Current Value Mew Value

Job Change Reason: % [72, Contract Position v
Current Hire Date: MM/DD/YYYYs 09/04/2018

Pay Effective Date: MM/DD/YYYYy

Personnel Date: MM/DD/YYYY %

Job Begin Date: MM/DD/YYYYx

Total Contract Hrs: 4 ]

Hours per Pay(2 wks): l:l

Hourly Rate: [ ]

Contract Type:

Employee Status: Active [Active v
Employee Class Code: % 5U, Teaching/Research Assistants A [su |

Home CDAS: U QAu ]

Home Organization: 3700, Human Resources Q,

Step: D

Factor: (Not Enterable)

Pays: (Not Enterable)

Course Number: I:l

subject Code: [ ]

March 12, 2021
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Subject Code Enter the four capital letter code (e.g.
BUSI)
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query date) | curen 0070872018
COA Leave as default COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and faculty | wew
Organization | Defaults to type of position and faCulty | oor - see . ros - orsimmion accoumt  mrorom_ acivy _ tocation_ prgect_ cunt s _ Encumprance veride e bt
Account Defaults to type of position and faculty il }3}100000 }glm Ii}“‘m Ii}w }&I H H H H 1°°-°°H I
Program Defaults to type of position and faculty. | o Q| Y Y ] .Y, | | — | |
NOTE: When doing mass uploads, al A 1 Q] Q] A | | | | |
leave the Program code blank | A Al A A A I I ”m. I I '
Activity Leave as default unless BPO . 10
recommends otherwise | Default from Index || save and Add New Rows
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows
Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, 5T5999-01 Teaching Assistant
?c?l?ssczgtus Not enterable i e
Job Change Reason: [73, Contract Completion v

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date of
semester as per Contract End
Dates for academic year

Job Status: (Not Enterable)

Job End Date: MM/DD/YYYY(Not Enterable) [ ]
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY %

March 12, 2021
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Personnel Date

Enter as contract end date of
semester as per Contract End
Dates for academic year

Field/ Step Field Entry Page View
Approval Level — Top Row | Your BPO should appear. Routing Queue
Required Action Leave as default_ B e s A ———— e o L
Approval Level - Second Department Admln 25 - (25) Department Admin Approvers O, HRADM43 Heather Lee Cooke Approve
ROW Approvers ‘I-:‘(:n :’l::‘l“l: HR Apply g: HRCATALOGUOLT UOIT HRMEP .::L::;—.Icﬂm
Required Action Leave as default el e Dot el
Approval Level — Third HRCATALOGUOIT Not Seected aQ Not Seected
Row
Required Action Leave as default
Save and Add New Rows | Do not select
Research Assistant - New Hire (RA — New Hire, RANEMP)
Field/ Step Field Entry Page View

ID Enter Ban ner ID Or Select the T Enter an ID or select the link to search for an TD. Enter the Query Date and select the Approval Category. Select Go.

magnifying glass icon to search by | = indicates a required ficld.

name 1D: & (100729834 | [0n Snow |9
Query Date Enter contract start date Query Date: MM/DD/YYYYx [03/04/2018 |
Approval Category | Select RA — New Hire, RANEMP Approval Category: + [RA_New Hire, RANEMP K4
Click Go N

/L There are no active jobs based on the Query Date.

Position Enter position number as indicated

by EPAF Summary sheet
Suffix Enter ‘00’ as the suffix number
Select Leave as default
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Click GO 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Jon Snow, 100729834
Query Date: Sep 04, 2018
Approval Category: RA - New Employee Hire, RANEMP
RA - New Hire, RANEE2
|Search|Type |Position Suffix|Title Time Sheet Organization|Start Date|End Date|Last Paid Date|Status|Select|
Q, New Job|srgaas ”(m |Research Assistant|2100, Faculty of ESNS
‘4 There are no active jobs based on the Query Date.

Field/ Step Field Entry Page View

Job Change Leave as default RA - New Hire, SRG949-00 Research Assistant

Reason Item current Value New Value

Sex Select from dropdown Job Change Reason: x(Not Enterable)

SSN/SIN/TIN Enter SIN Sex: & Male

Birth Date Enter Birth Date e T‘:LJDDMW if::f:;go I

. . . " i ate: *
Citizenship Select from dropdown. If Canadian citizen Citizenship: 4 ot serected v

select ‘0’

Current Hire Date: MM/DD/YYYY 4

Current Hire
Date

Leave as default

Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY 4

Pay Effective
Date

Leave as default

Job Begin Date: MM/DD/YYYYy4
Total Contract Hrs: %
Hours per Pay(2 wks):

Personnel Date

Leave as default

Hourly Rate:

Job Begin Date

Leave as default

Contract Type: (Mot Enterable)
Employee Status:

Employee Class Code:

District Code: x(Not Enterable)
Home COAS: x(Not Enterable)

Home Organization: x(Not Enterable)
Factor: (Not Enterable)

Pays: (Not Enterable)

Total Contract
Hours

Enter the total contract hours

Hours per Pay
(2 wks)

Leave as default

Hourly Rate

Enter based on TA/RA rates for year

March 12, 2021
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Contract Type Select Primary
Employee Leave as default
Status
Employee Leave as default
Class Code
District Code Not enterable
Home COAS Not enterable
Factor Not enterable
Pays Not enterable
Field/ Step Field Entry Page View

Effective Date

Leave as default (same as query date)

Current

COA

Leave as default

E Date: 09/04/2018

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

Fund Defaults to type of position and faculty oty rey—
Organization Defaults to type of position and faculty Qo8 i _gqlam'n gromlsction pcoeost | pregrom __ ek Gost bt Excamrunce Ovrrde nd D
Account Defaults to type of position and faculty Q a 1 Q] Q] aQ '
Program Defaults to type of position and faculty. o by o al ol N

NOTE: When doing mass uploads, leave Q ja| Q LY LY a

the Program code blank R 10000
Activity Leave as default unless BPO recommends | ¥

OtherW|Se | Default from Index Save and Add Mew Rows
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows

34

March 12, 2021

EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY
Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, 5RG949-00 Research Assistant
Reason
Job Status Not enterable e I B
Job Change Reason: [73, Contract Completion N
Job End Date Not enterable Job Status: (Not Enterable)
Pay Effective Enter contract end date Job End Date: MM/DD/YYYY(Not Enterable) ]
Date Pay Effective Date: MM/DD/YYYYx [ ]
Personnel Date: MM/DD/YYYY g |:|
Personnel Date Enter contract end date
Field/ Step Field Entry Page View
Approval Level — Your faculty BPO will populate Reuting Queus
Top ROW Approval Level User Name Required Action Hemove
- - 20 - (BPO) Departmental BPO's Q uscero b= - = Approve
RQQU|red Action Leave as default 25 - (25) Department Admin Approvers Q, |HrADM43 Heather Lee Cooke Approve
90 - (HR-APP) HR Apply Q HRCATALOGUOIT UOIT HRMEP Apply

Approval Level —
Second Row

Department Admin Approver

Required Action

Leave as default

Approval Level —
Third Row

HRCATALOGUOIT

Required Action

Leave as default

Save and Add New
Rows

Do not select

MNat Selected
Nat Selected
Naot Selected
Nat Selected

pPPPP

Nat Selected
Naot Selected
Naot Selected
Nat Selected

Research Assistant - Hours Change (RA — Hours Change, RACJOB)

Field/ Step Field Entry Page View
ID Enter Banner ID or use the
magnifying glass icon to search by
name
Query Date Enter effective date to reflect when

the hours of the contract changed

Approval Category

Select RA — Hours Change,
RACEMP

March 12, 2021
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Click

Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

1D: % 100729834 | pon snow 1

Query Date: MM/DD/YYYYx |11/28/2018
Approval Category: RA - Hours Change, RACIOB v

Employee Job Assignments

Type Positi ffix[Title [Time Sheet Or ization|Start Date |End Date  |Last Paid Date|Status|
Primary  |SRG949 |00 Research Assistant|3700, Human Resources  |Aug 25, 2018|Feb 08, 2019) Active
secondary|5SRG949 |01 Research Assistant|3700, Human Resources  |Jan 26, 2019 |Oct 04, 2019 Active

All Jobs

¥ Enter or search for 2 new position number and enter the suffix, or select the link under Title.

Position Leave as default
ID: Jon Snow, 100725824
Suffix Leave as default Approval Category: A - Hours Change, RACIOB
Select Select position which requires an #A - Chg sob Data, RACID _
hours Change e N::emb Sulfix]Tithe Time Sheet Organization[Start Date |End Date [Last Paid Date]
CIICk GO Primary  |SRG949 00 Research Assistant|3700, Human Resources  JAug 25, 2018|Feb 08, 2019 Active .
Secondary|SRGS49 01 Research Assistant|{3700, Human Resources  Jan 26, 2019 |0ct 04, 2019 (Active

All Jobs

[ Hext Approval Type || Go

Field/ Step

Field Entry

Page View

Job Change
Reason

Select hours change reason 111
from dropdown

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Total Contract
Hours

Enter the revised total hours. For
example, if the original hour were

March 12, 2021

RA - Chg Job Data, 5SRG949-00 Research Assistant

Item Current Value New Value

Job Change Reason: x 72 [Not Selected v
Pay Effective Date: MM/DD/YYYY  08/25/2018
Personnel Date: MM/DD/YYYY 09/04/2018

Total Contract Hrs: 190 ]

Hours per Pay(2 wks): 15.83 |:|

Hourly Rate: 40 |:|
Contract Type: Primary

Job Status: Active [Active

Home COAS: (Mot Enterable) u

Home Organization: (Not Enterable) 3700, Human Resources |3700

Step: 0 o]

Factor: 12

Pays: iz
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150 and you need to add 14 more
hours to the contract, enter 164
hrs.

Hours per Pay (2

Leave as default (automatically

wks) calculates)

Hourly Rate Enter based on TA/RA rates for
year

Contract Type Select Secondary

Job Status Leave as default

Home COAS Leave as default

Home Enter or click on magnifying glass

Organization

icon and select the correct home
organization code for faculty/dept.

Factor Not enterable
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Current
Effective Date: 08/25/2018
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as defau|t u 100000 2100 62121 10 100.00
Fund Defaults to type of position and —
faculty Effective Date: MM/DD/YYYY ) N ) ) !
Organization ]IcDefa}uIts to type of position and §)\I e Eﬁlm \‘;:TZI'JSM" gf:;f; |§ng” \';:Tm' [ A S s S
aculty [ Q[ Q. || || By I I I I I \
P al | | | | | I I | | | |
Account Defaults to type of pOSItlon and al_ =Y Q| Q] Q] o I I I I I ‘
faculty al ] B B || || BN I I I I I |
Program Defaults to type of position and 10000
faculty NOTE When d0|ng maSS + Defaulting values for Labor Distribution from the Job records.
uploads, Ieave the Program Code | Default from Index H Save and Add New Rows
blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default

March 12, 2021
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Percent

Leave as default

Encumbrance
Override End
Date

Leave as default

Default from
Index and Save

Do not select

and Add New
Rows

Field/ Step Field Entry Page View
EffeCtlve Date Enter aS q uery date :;’Il::r:l?\:c Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
Earnings Leave as default 08/25/2018 RTA, Research, 'Ieachmg Agsistants 5 1
Hours or Units Leave as default —
Per Pay E‘I:::\)r:‘:al! MM/DD/YYYY I:;:i:::gamh, T Hours or Units Pelr::: Deemed Hours Special Rate snn: End Date MM/DD/YYYY Remove
Deemed Hours Leave as default - _ :
Special Rate Leave as default ' ' :
Shift Leave as default ot Selacted X .
End Date Leave as default ot Salecind T :
Save and Add Do not select _ 4
New Rows :

+' Defaulting values for Default Earnings from the Job records,
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Job Status

Not enterable

Job End Date

Not enterable

Pay Effective Date

as per Contract End Dates for
academic year

Enter as job end date of semester

Personnel Date

Enter as contract end date of
semester as per contract end
dates for academic year

Enter Job END Information, 5SRG949-00 Research Assistant

Item Current Value New Value

Job Change Reason: 72 |73, Contract Completion v
Job Status: (Not Enterable) Active

Job End Date: MM/DD/YYYY(Not Enterable) 02/08/2019 L ]

Pay Effective Date: MM/DD/YYYY4 08/25/2018

Personnel Date: MM/DD/YYYYx 08/04/2018

March 12, 2021
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Field/ Step Field Entry Page View
Approval Level — The faculty BPO should appear Routing Queue
Top ROW Approval Level User Name Required Action Remove

- - 20 - (8PO) Departmental BPO's v 9, |yscero e Approve v
Reql.“red Action Leave as default 25 - (25) Department Admin Approvers Q. [HrADM43 Heather Lee Cooke Approve

n FET O RCATALDG > -

Approval Level — The Department Admin Approver = e v e
Second Row Nat Selected v = Mot Selected v

- T Mot Selected N Q Not Selected .
Required Action Leave as default ot el S\ T

Approval Level —
Third Row

HRCATALOGUOIT

Required Action

Leave as default

Save and Add New

Do not select

Rows

Research Assistant — Change Job (RA — Job Info Change, RANJOB)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or the magnifying
glass icon to search by name

Query Date

Enter effective date of the change as
the query date

Approval
Category

Select RA — Job Info Change, RANJOB

Click

Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: 100729834 | [3on Snow JQ

Query Date: MM/DD/YYYYx [11/28/2018

Approval Category: RA - Job Info Change, RANJOB v

Employee Job Assignments

Type ffix[Title Time Sheet Organizati t Date |End Date

Last Paid Date

Status|

Primary |SRG949 |00 Research Assistant|3700, Human Resources Aug 25, 2018|Feb 08, 2019 Active
econdary|SRG949 |01 Research Assistant|3700, Human Resources  |Jan 26, 2019 |Oct 04, 2019 Active
All Jobs
ere Entar o caarch for 3 mew poson nmber and anter the seffl, or calact the ink undar Tate.
Position Leave as default R
Suffix Leave as default Appriad Catagoeys R 1o tof Change, AANIDE
Select The appropriate position to change e e
- New Job
|
Click GO [prenary [sRG948 i;u [Research AsSISant|3700, MUman Fesources  [Asg 15, u]ui=ee 08, 2018 Active:
Sacondary SRGEAY |: 1 [Ressarc h Assistant]1700, Murman Baesources  [lan 26, 2019 ir-,‘: o4, 2018 Active
A 2s08

et Approwel Type | _Go.

March 12, 2021
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Field/ Step Field Entry Page View

Job Change Select change reason from the RA - Chg Job Data, 5RG949-00 Research Assistant

Reason dropdown Item Current Value New Value

Pay Effective Enter data from Current Value column Job Change Reason: % 72 [Not Selected v

Date Pay Effective Date: MM/DD/YYYY  08/25/2018

Personnel Date | Enter data from Current Value column | 7= bate: MwRom - os/6a/z018

Total Contract Enter data from Current Value column Hours per Pay(2 wks): 15.83 ]

Hrs. Hourly Rate: 40 [ ]

Hours per Pay | Leave as default Contract Type: Primary

(2 WkS) " JHoobmSetE::t;i.S: (Mot Enterable) 3““’8 e .

Hourly Rate Enter as per TA/RA rateS for glven Home Organization: (Not Enterable) 3700, Human Resources
semester and year Step: (Not Enterable) 1] D

Contract Type Enter data from current value column Factor: (Not Enterable) 12 L]

Job Status Leave as default Pays: (Not Enterable) 12 L1

Home COAS Not enterable

Home Org This should be the home org. for the
position

Step: Not enterable

Factor Not enterable

Pays Not enterable

Field/ Step Field Entry Page View

Effective Date Leave as default (Query Date) —

COA Leave as default SOA Index TE([;:DD g;ggnization gch;;mt Il)';ugram Activity Location Project Cost Percent Encumbrance Override End Date

Fund Defaults to type of position and faculty 109.00

Organization Defaults to type of position and faculty | ..

Account Defaults to type of position and faculty | Hfectivepate: mu/oo/ sy 20208 | B _ ) _

Program Defaults to type of position and faculty. | &4 | |G [l Qe Gl Al T e oemdsEndpee
NOTEWiendangmesedpibatsl | = —R—— 0+
leave the Program code blank al Y &Y CY &Y, &Y, | I — I \

Activity Leave as default unless BPO al 1 A 1 A Q| | | L] | |
recommends otherwise " 10000

Location Leave as default + Defaulting values for Labor Distribution from the Job records.

. [ Default from ndex || save and Add New Rows
Project Leave as default
Cost Leave as default

March 12, 2021
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Percent

Leave as default

Encumbrance
Override End
Date

Leave as default

Default from
Index and Save

Do not select

and Add New
Rows
Field/ Step Field Entry Page View
Effective Date Enter query date Effective Date Earnings Hours or Units Per Pay Decmed Hours Special Rate Shft End Date
Earnings Leave as defaUIt 08/25/2016  RTA, Research, Teaching Assistants 1588 1
Hours or Units Leave as default ew vaiue
Per Pay Ii’::::::::?“ MM/DD/YYYY [:-IT'"::”N"' ey Hours or Units NTIP:T Deemed Hours Special Rate SI‘|IIll End Date MM/DD/YYYY Remove
Deemed Hours Leave as default it elecred v
Special Rate Leave as default — .
Shift Leave as default — ,
End Date Leave as default o
Save and Add Do not select s -
NeW ROWS + Defaulting values for Default Earnings from the Job recards
Field/ Step Field Entry Page View
Job Change Leave as default unless EPAF change
Reason requires otherwise Enter Job END Information, 5RG949-00 Research Assistant
‘JOb Status NOt enterable Item Current Value New Value
Job End Date Not enterable Job Change Reason: 72 [73, Contract Completion
Pay Effective Enter as contract job end date from Job Status: (Not Enterable) Active
Date current value column Job End Date: MM/DD/YYYY(Not Enterable) 02/08/2019 |
Personnel Date | Enter as contract end date of semester | - Erective bate: MWD 0872572018
Personnel Date: MM/DD/YYYYx 09/04/2018

as per Contract End Dates for
academic year

March 12, 2021
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Field/ Step Field Entry Page View
Approval Level — Top The faculty BPO will populate | Routing Queue
ROW - - ::.Jpr?::(‘];g‘:rll-.n\sntﬂlHP(J'q ¥ (':!:(::::::“ m ':';";‘I:i:':'““i““ v e
Requlred ACthn Leave as default 25 - (25) Department Admin Approvers Q HRADM43 Heather Lee Cooke Approve
. ap - (i U Q RCATY

Approval Level — Second | The Department Admin S pa A e e L
ROW Approver Mot Selected v Q Mot Selected v

" N ot Selecte T Q ot Selectad v
Required Action Leave as default e vooQ s

Approval Level — Third
Row

HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Research Assistant - Terminate Job (RA — Terminate Job, RATERM)

Field/Step

Field Entry

Page View

ID

Enter Banner ID or the
magnifying glass icon to search
by name

Query Date

Enter the new end date of the
change

Approval Category

Select RA — Terminate Job,
RATERM

Click

Go

¥ Enter an 1D or select the link to search for an [D. Enter the Query Date and select the Approval Category. Select Go.
# = Indicates a required fleld.

I % | 100730834 Jon Snow a

Query Date: MM/DD/YY¥Ys 11282018
approval Category: & R

wminate Job, RATER!

Go

Employee Job Assignments
[Type  [Position|Suttix[Title

[Time Sheet Organization/Start Date _|End Date _|Last Paid Date/Status]
Research Assistant3700, Human Resources  |Aug 25, 2018|Feb 08, 2019 ctive
|Research Assistant|3700, Human Resources  [lan 26, 2019 [Oct 04, 2015] Jactive |

Primary _|SRG949 (00
Secondary|SRGS45 |01
all Jobs

Position

Leave as default

Suffix

Leave as default

Select

Select the appropriate position
to be terminated

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Jon Snow, 100729834
Query Date: Nov 28, 2018
Approval Category: RA - Terminate Job, RATERM

Enter Job End Date for Pay Effective Date, GETRM
ISearch|Type Position Suffix|Title ITime Sheet Organization|Start Date |End Date |Last Paid Date|Status|Select
Q New Job i
Primary 5RG949 00 Research Assistant|3700, Human Resources Aug 25, 2018|Feb 08, 2019 Active
®
Secondary|5RG949 01 Research Assistant|3700, Human Resources  [Jan 26, 2019 Oct 04, 2019 Active

March 12, 2021
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Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Job End Date

Enter data from current value
column

Pay Effective Date

Enter the Job End Date from the
current value column

Annual Salary

Leave as default

Job Change Reason

Indicate the change reason by
selecting the appropriate
dropdown

Enter Job End Date for Pay Effective Date, SRG949-00 Research Assistant

Item Current Value New Value

Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY(Not Enterable) 02/08/2019 |:|
Pay Effective Date: MM/DD/YYYY4 08/25/2018

Job Status: (Not Enterable) Active

Annual Salary: 7598.4 l:l

Enter New Contract End Date, SRG949-00 Research Assistant

Item Current Value New Value

P Job Change Reason: x(Not Enterable) 72
Pay Effective Date Enter as query date bay Eifective Date: MM/DDAYYYs  08/25/2018
Personnel Date Enter as query date Personnel Date: MM/DD/YYYYy 09/04/2018
Job Status Not enterable Job Status: (Mot Enterable) Active
Annual Salary Leave as default Annual Salary: 7598.4 [ 1]
Research Assistant - Rehire - (RA — Rehire, RAXEMP)
Field/ Step Field Entry Page View
ID Enter Banner ID or the 7 Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search % - indicates a required field.
by name ID: % 100729834 | [30n snow |
Query Date Enter contract stz_irt date Query Date: MM/DD/YYYYS
Approval Category Select RA — Rehire, RAXEMP Approval Category: = [T S
Click Go
Employee Job Assignments
[Type [Position[suffix[Title [Time Sheet Organization|Start Date |End Date  |Last Paid Date[Status|
|Primary|5SRG949 |00 |Research Assistant|3700, Human Resources  |Aug 25, 2018|Feb 08, 2019 |active |
Position Enter position number as
indicated by EPAF Summary
sheet
Suffix Enter the next suffix number for

this employee. Duplicate suffix’s
will cause errors in the system.

March 12, 2021
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Select

Leave as default

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

1D: Jon Snow, 100729834

Query Date:

Feb 01, 2019

Approval Category: RA - Rehire, RAXEMP

RA - Rehire, RAXEE2

Search(Type |Position ISuffix|Title Time Sheet Organization|Start Date |End Date |Last Paid D
[N New Jolf| srRgo49 [[ox  |Research Assistant|2100, Faculty of ESNS
Primary |SRG949 00 Research Assistant{3700, Human Resources |Aug 25, 2018|Feb 08, 2019 |Active
All Jobs
st Aoprava Tyoa]
Field/ Step Field Entry Page View
Job Change Reason Leave as default LEEm) CuSEenTRValie Ricwjvalus
> Job Change Reason: [72, Contract position ~
Current Hire Date Leave as default Current Hire Date: 05/04/2018
H MM/DD/YYYY %

Pay Effective Date Leave as default bay cifoctive bate:

Personnel Date Leave as default MM/DD/YYYY%

Job Begin Date Leave as default iersonnel Date: MM/DD/YYYY __szmfzcug
Job Begin Date: MM/DD/YYYY
Total Contract Hrs: 4 1
Hourty Rate: —
Hours per Pay(2 wks): L]
Contract Type:
Employee Status: Active [Active v
Employee Class Code: % 5U, Teaching/Research Qa,l:l

Assistants

Home COAS: u Q|

Home Organization:

Step:

3700, Human Resources

Factor: (Not Enterable)
Pays: (Not Enterable)

SN
-

II

Total Contract Hrs

Enter total hours as indicated on

hiring Page View

Hourly Rate

Enter based on TA/RA rates for

year

Hours per Pay (2 wks)

Leave as default (automatically

calculates)

Contract Type

Select Secondary

Employee Status

Leave as default

Employee Class Code

Enter as 5U

March 12, 2021
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District Code

Not enterable

Home COAS Not enterable
Factor Not enterable
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (Query date) —
COA Leave as default COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and New
faCUIty ::::Ctivel[r:z: MM/D:-:::“ tiun Account Program Activity Location  Project Cost Percent Encumbrance Override End D|
Organization Defaults to type of position and Ay ]| |Ufroooo0 |fze0 (fezizr %o N I I 20000 |
faculty R s B B —I— - — —
Account Defaults to type of position and | |2 |2 |2 |2 |2 I I [ | |
faculty Q]| Y Y || || || I I Hm': I | |
Program Defaults to type of position and oo
faCUIty' NOTE: When dOing mass ‘\/Defaultfrom Index || save and Add New Rows
uploads, leave the Program code
blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Override Leave as default
End Date
Default from Index and Do not select
Save and Add New
Rows
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Job Status

Not enterable

Job End Date

Not enterable

March 12, 2021
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Pay Effective Date

Enter as contract end date

Enter Job END Information, 5SRG949-01 Research Assistant

Item Current Value New Value
Personnel Date Enter as contract end date Job Change Reason: [72, Contract Completion v
Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYY4 [
Personnel Date: MM/DD/YYYY % l:l
Field/ Step Field Entry Page View
Approval Level — Top The BPO for the faculty Reuting Queus
ROW Approval Level User Name Required Action Rem
- - 20 - (BPO) Departmental BPO's v Q, [uscero = - 1 Apprave L]
ReqUIred Action Leave as default 25 - (25) Department Admin Approvers Q. [HrADM43 Heather Lee Cooke Approve
Approval Level — Second | Department Admin Approver ek o Heeonn e ST
ROW Not Selected v a Mot Selected l
- - Mot Selected v Q Mot Selected .
Required Action Leave as default Not Selected v Q Not Selected v
q
Approval Level — Third (HR-APP) HR Apply
Row (HRCATALOGUOIT)
Required Action Leave as default
Save and Add New Do not select
Rows
Sessional Lecturer - New Hire (SS — New Hire, SSNEMP)
Field/ Step Field Entry Page View
ID Enter Banner ID or the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magn|fy|ng glass icon to % - indicates a required field.
search by name 1D: 4 [100729826 | [pames Barnes &
Query Date Enter contract start date. ThiS | ,,ery pate: mm/po/vvyys

is always the begin date of
the Semester.

Approval Category: %

Approval Category

Select SS — New Hire,
SSNEMP

SS - New Hire, SSNEMP hd

‘& There are no active jobs based on the Query Date.

March 12, 2021
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Click Go
Position Enter position number as ID: James Barnes, 100729626
. g Query Date: Sep 04, 2018
Indlcated by EPAF Summary Approval Category: Sessionals - New Hire, SSNEMP
sheet
Suffix Enter ‘00’ as the suffix Sessionals - New Hire, SSNEP2 __ : — _
Search|Type |Position [Suffix Title Time Sheet Organization Start Date|End Date|Last Paid Date|Status|Select
number Q, New Jobfaurese | [[oo Sessional Lecturer *FBIT|2200, Faculty of Business and IT)|
®
Select Leave as default ]
/& There are no active jobs based on the Query Date.
Click Go

| Next Approval Type |” Go H

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Sex

Select from dropdown

SSN/SIN/TIN Enter SIN
Birth Date Enter Birth Date
Citizenship Select from dropdown

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Title

Sessional Lecturer or
Sessional Lecturer — Co-
teach

Annual Salary

Collective Agreement, Note:
if Co-teaching, pro-rate
based on % of section (ex. .5
section = 50% salary)

Contract Type

Select Primary

Number of Sections

Enter as indicated i.e. 1 or
0.5, 0.33 for Co-teaching

Employee Status

Leave as default

Employee Class Code

Leave as default

District Code

Not enterable

Home COAS

Not enterable

Item

Job Change Reason: *
Sex: %

SSN/SIN/TIN: #

Birth Date: MM/DD/YYYY%
Citizenship: *

Current Hire Date: MM/DD/YYYY*
Pay Effective Date: MM/DD/YYYY*

Personnel Date: MM/DD/YYYY%*
Job Begin Date: MM/DD/YYYY*
Title(30 characters): *

Annual Salary: *

Contract Type:

Number of sections: *
Employee Status:

Employee Class Code:

District Code: (Not Enterable)
Home COAS: #(Not Enterable)
Home Organization: *

Factor: (Not Enterable)

Pays: (Not Enterable)

Course Number:

Subject Code:

Current Value New Value

| 72, Contract Position

Female Not Selected w

Il

Oct 03, 2002

0, Canadian [ Not Selected

03/11/2021
03/11/2021
03/11/2021
03/11/2021

Primary v

bl

| Active

Q

4U
OIT

Q

L
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Home Organization

Enter or click on magnifying
glass icon and select the
correct home organization
code for faculty/dept.

Factor

Not enterable

Pays

Not enterable

Course Number

Enter four digit code followed
by a capitalized “U” (e.g.
1010V)

Subject Code Enter the four capital letter
code (e.g. BUSI)
Field/ Step Field Entry Page View
Effective Date Leave as default (Query R
Date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund DefaUItS to type Of pOSition :::icmeI::z MMID:::Wtion Account Program Activity Location  Project Cost Percent Encumbrance Override End Date
20 T e e e e e e e
Organization Defaults to type of position a[ | Y Y EN cY Q I I - I |
and faculty ]l Q] Q] Q] Q] A | | | I |
Account Defaults to type of position L A A A A A I I ”m, | | '
and faculty 100,00
Program Defaults to type of position r | e
and faculty. NOTE: When
doing mass uploads, leave
the Program code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default

Encumbrance Override

End Date

Leave as default

March 12, 2021

EPAF Self-Service User Guide

48




1 OntarioTech

UNIVERSITY

Default from Index and
Save and Add New Rows

Do not select

Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 4U1999-00 Sessional Lecturer *FBIT
Job Status Not enterable

Job End Date

Not enterable

Item Current Value New Value

Job Change Reason:

|73, Contract Completion

v

Pay Effective Date Enter as contract end date of | 200 Status: (ot enterable)
Contract Job End Date: MM/DD/YYYY(Not Enterable) |:|

semester as per on ; Pay Effective Date: MM/DD/YYYY4

End Dates for academic year Personnel Date: MM/DD/YYYYx
Personnel Date Enter as contract end date of

semester as per Contract

End Dates for academic year

Field/ Step Field Entry Page View
Approval Level — Top Faculty BPO Routing Queue
ROW Approval Level g\ser Name Required Action Remove
- - 20 - (BPO) Departmental BPO's ¥ USCEPO b= - = Approve Ll
Requlred ACtIOn Leave aS defaU|t 25 - (25} Department Admin Approvers Q, [HrADM43 Heather Lee Cooke Approve
90 - (HR-APP) HR Apply Q HRCATALOGUOIT UOIT HEMEP Apply

Approval Level — Second
Row

Faculty Department Admin
Approver

Required Action

Leave as default

Approval Level — Third
Row

(HR-APP) HR Apply

Required Action

Leave as default

Save and Add New Rows

Do not select

MNat Selected
Nat Selected
Naot Selected

pPPOP

Nat Selected

Nat Selected
Naot Selected
Naot Selected
Nat Selected

4 4 a4 4
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Sessional Lecturer — Job Info Change (SS — Job Info Change, SSCJOB)

Field/ Step Field Entry Page View
ID Enter Banner ID or the magnifying | :«foezssze ] [ames eames 12
glass icon to search by name Query Date: MM/DD/YYYY 1173573015 |
Query Date Enter effective date of the change “' category:+ (R L

Approval Category

Select SS - Job Info Change,

Employee Job Assignments

SSC\]OB Type ffix|Title [Time Sheet Organization|Start Date |End Date [Last Paid Date|Status|

Click Go GeconoaryAUTos |01 [osetonsl Lecurer ¥FaIT[3700 Humen Resourees [ 25 016Ipec 25 2018 cive
All Jobs
Position Leave as default o
Approval Category: Sessionals - Job Info Change, S5CI08

SUffIX Leave as defaUIt %ﬁﬁ%ﬁ [Time Sheet Organization/Start Date |End Date [Last Paid Date|Status/Select]
Select Select the approprlate pOS|t|0n to | Primary [$UI939 |00 [Sessional Lecturer *FEIT|3700, Human Resources i,m.-n 25.2017!0& 28, 2018 Active

Change l Isecondaryl4uiass l01 [Sessional Lecturer *FBIT[3700, Human Resources i.ul.'g 25, 2018[Dec 28, 2018] Active |
Click Go e

Hext Approval Type || Go
Field/ Step Field Entry Page View

Job Change Select the change reason from
Reason the dropdown Sessionals - Chg Job Data, 4UI1999-01 Sessional Lecturer *FBIT

Pay Effective Date

Enter data from current value

Current Value New Value

Item
COIumn Job Change Reason: 4 72 |13?, Change in Contract Salary v
Personnel Date Enter data from current value Pay Effective Date: MM/DD/YYYYx 08/25/2018
n < (I:Eolumn — S Coilct Personnel Date: MM/DD/YYYY  09/04/2018
nnual Salary nter as indicated Collective Annual salary: 7454
Agreement as per EPAF Contract Type: Secondary
Change Number of sections: 1
Contract Type Select Secondary Factor: (Not Enterable) ° [ ]
Number of Enter if needed as per EPAF za"s' (':l‘)t Egte_ra""ﬂ ° L]
Sections change SZ;;Z; i -?
Factor Not enterable '
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Pays

Not enterable

Course Number

Enter (if needed) the four digit
code followed by a capitalized
“U” (e.g. 1010U) as per EPAF
change

Subject Code

Enter the four capital letter
code (E.g. BUSI)

Field/ Step Field Entry Page View
Effective Date | Leave as default (Query Date) current -
COA Leave as default Egiclt:::sgaFLer:; sj(fri’;fl(i]zlaﬂtiun Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and faculty | " 100000 7200 oo e 100.00
Organization Defaults to type of position and faculty | _
Account Defaults to type of position and faculty | efective pate: mmsoo v 12201
Program DefaultS tO type Of pOSItIOI”I a.nd faculty (Clt)‘Index ‘(F{Tldnmm ‘ar‘gzaznni;ation ‘acT::;;o |ac‘ﬁﬁw H|_ocntiun Percent Encumbrance Override End Date
NOTE: When doing mass uploads, Q| 1 1 A o] |
leave the Program code blank A A a N o H
Activity Leave as default unless BPO Y| Q] Y ] 12 |
recommends otherwise
Location Leave as default + Defaulting values for Labor Distribution from the Job records.
PI’OjeCt Leave as default | Default from Index || Save and Add New Rows
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows
Field/ Step Field Entry Page View
Job Change Reason Leave as default unless
EPAF change requires
otherwise
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Job Status

Not enterable

Job End Date

Not enterable

Pay Effective Date

Enter as contract job end date
from current value column

Personnel Date

Enter as contract end date of

Enter Job END Information, 4UI999-01 Sessional Lecturer *FBIT

Item Current Value New Value

Job Change Reason: 72 [73, Contract Completion

hd

Job Status: (Not Enterable) Active
Job End Date: MM/DD/YYYY(Not Enterable) 12/28/2018 | |

semester as per contract end Pay Effective Date: MM/DD/YYYYx 08/25/2018
date for the academic year Personnel Date: MM/DD/YYYYx 09/04/2018
Field/ Step Field Entry Page View
Approval Level — Top Faculty BPO Routing Queue
ROW Approval Level g\ser Name Required Action Remove
- - 20 - (BPO) Departmental BPO's v USCEPO p= - 2 Approve Ll
Reql.“red Action Leave as default 25 - (25) Department Admin Approvers Q. [HrADM43 Heather Lee Cooke Avprove
Approval Level _ Second Department Admln Approver 90 - [HR-APPF) HR Apply S:IIRCNALCGUQ[] UOIT HRMEP Apply
Not Selected ¥ Mot Selected A
ROW Mot Selected v = Mot Selected T
. . Mot Selectec v G\. oL Seles v
Required Action Leave as default s Y e
Approval Level — Third (HR-APP) HR Apply
Row
Required Action Leave as default
Save and Add New Rows | Do not select
Sessional Lecturer - Terminate Job (SS — Terminate Job, SSTERM)
Field/ Step Field Entry Page View
ID Enter Banner ID Or the magnifylng ¥ Enter an 10 or select the link to search for an I0. Enter the Query Date and select the Approval Categary. Select Go.
glass icon to search by name v ndlestes  requreafeld o
- ID: ¥ 100729832 Angela Rhenda Anacenda -
Query Date Enter effective date of the change ' - '

in

Approval Category

Select SS — Terminate Job,

Query Date: MM/DD/YYYY4 [11/20/2018 |
Approval Category: &

Go

SSTERM N
CliCk GO Type iLi ithe Time sheel Organization|Start Date [tlld Date  |Lasl Paid Date|Status)
Primary  |5TS99% (00 [Teaching Assistant)3700, Human Resources  |Aug 25, 2018{Dec 28, 2018 tActive
secondary|5 15999 |01 Teaching Assistant{3700, Human Resources Aug 25, J01E[Dec 28, 20185 Active
All Jobs
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7 Enter or search for a new position number and enter the suffix, or select the link under Title.

Position Leave as default
ID: Angela Rhonda Anaconda, 100729832
- Query Date: Nov 28, 2018
Sufﬂx Leave as default Approval Category: TA - Terminate Job (Stop Pay), TATERM
n . Enter Job End Date for Pay Effective Date, GETRM
Select Select the appropna‘te pOS|t|On to |Search|Type Position Suffix|Title [Time Sheet Organization|Start Date |End Date [Last Paid Date|Status|Select|
. a New Job |
be terminated
CIICk GO Primary [5TS999 00 Teaching Assistant|3700, Human Resources  |Aug 25, 2018|Dec 28, 2018| Active
®
Secondary[5T5999 01 'Teaching Assistant|3700, Human Resources \Aug 25, 2018|Dec 28, 2018 Active
All Jobs
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Job End Date

Enter data from current value
column

Pay Effective Date

Enter as Job End Date for
current value column

Annual Salary

Leave as default

Job Change Reason

Indicate the change reason

Pay Effective Date

Enter as query date

Personnel Date

Enter as query date

Enter Job End Date for Pay Effective Date, 4UI999-00 Sessional Lecturer *FBIT

Item

Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY 12/28/2018
Pay Effective Date: MM/DD/YYYYy 08/25/2018
Job Status: (Not Enterable) Active
Annual Salary: 7454

Current Value New Value

ETOD

12/28/2018
12/28/2018

li;

Enter New Contract End Date, 4UI999-00 Sessional Lecturer *FBIT

Item

Current Value New Value

Job Status Not enterable Job Change Reason: x(Not Enterable) 72
Annual Sa|ary Leave as default Pay Effective Date: MM/DD/YYYY4  08/25/2018
Personnel Date: MM/DD/YYYY 09/04/2018
Job Status: x(Not Enterable) Active
Annual Salary: 7454 l:l
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass icon
and select the correct faculty
BPO from the dropdown

Required Action

Leave as default

Approval Level —
Second Row

Select HRCATALOGUOIT
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Required Action

Leave as default

Routing Queue

Approval Level

User Name

[20 - (8PO) Departmental BPO's

|9 [nRADME

‘ Fun Bobby

[00 - (HR-APP) HR Apply

| [prcaTaLoguorT

x| uoIT HRMEP

Approve
Apply

Required Action
\ | & |
Not Selected v Mot Selected ~
Save and Add New Do not select T e oy ‘
Rows [Niot Selected v Q| \
‘Not Selected V| O«al ‘
Sessional Lecturer - Rehire (SS — Rehire, SSXEMP)
Field/ Step Field Entry Page View
ID Enter Banner ID or the magnifying 10: & [100720826 | [James Barnes e
glass icon to search by name Cuvery Date: M/ VY oajo7/z01 |
Query Date Enter contract start date. This is Approval category: + S
always the Begin Date of the semester
Approval Select SS — Rehire, SSXEMP

Category

Click

Go

Employee Job Assignmenis
Type |Position|Suffix|Title

|Time Sheet 0rganization|5tart Date |End Date

|Last Paid Date\Status\

|Primaryl4ut999 oo

|5essi0na\ Lecturer *FBIT|37DD, Human Resources

|aug 25, 2018|Dec 28, 2018]

active |

All Jobs

Position

Enter position number as indicated by
EPAF Summary sheet

Suffix

Enter the next suffix number for this

ID: James Barnes, 100729826

Query Date: Sep 04, 2018

Approval Category: Sessionals - Rehire, SSXEMP

Sessionals - Rehire, SSXEP2

pOSItIOﬂ |ISearch(Type |Position Suffix|Title Time Sheet Organization Start Date |End Date Last Paid Date|St
o New Job|4ursse lo1  ||sessional Lecturer *FBIT|2200, Faculty of Business and IT|
Select Leave as default
Primary [4UI999 00 Sessional Lecturer *FBIT|3700, Human Resources IAug 25, 2018|Dec 28, 2018 Active
Click Go T
Field/ Step Field Entry Page View

Job Change
Reason

Leave as default

Current Hire Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Date

Leave as default
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Job Begin Date

Leave as default

Item

Current Value New Value

Title Sessional Lecturer or Sessional Job Change Reason: % [72, Contract Position v
Lecturer — Co-teach S Female
: e ok
Annual Salary Collec_:tlve Agreement, Note: if Co- Birth Date: MM/DD/YYYYs oos, 2000 [
teachlng, pro-rate l?ased on % Of Citizenship: * 0, Canadian [ Not Selected e
section (ex. .5 section = 50% salary) Current Hire Date: MM/DD/YYYY#
Contract Type Select Secondary Pay Effective Date: MM/DD/YYYYk
Number of Enter as indicated i.e. 1 or 0.5, 0.33 Personnel Date: MM/DD/YYYY#
) . i : 03/11/2021 |
Sections for Co-teaching Job Begin Dates MIM/DD/YYYY
Title(30 characters): * \
Employee Status | Leave as default Annual Salary: % ]
Employee Class Leave as default Contract Type:
Code Number of sections: # [
District Code Not enterable Employee Status: [Active v
H COAS N bl Employee Class Code: Q
ome ot enterable District Code: (Not Enterable)
Factor Not enterable Home COAS: #(Not Enterable)
Pays Not enterable Home Organization: * Q :
Course Number | Enter four digit code followed by a Factor: (Not Enterable)
capitalized “U” (e.g. 1010U) Pays: (Not Esterab‘@
Subject Code Enter the four capital letter code (E.g. ‘SZZ‘;]’:;NC‘;:E” %I
BUSI) '
Fi_eld/ Step Field Entry Page View
Effective Date Leave as default (Query date) Enme
Effective Date: 09/04/2018
eave as daderau COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA L default
Fund Defaults to type of position and New
f | Effective Date: MM/DD/YYYY
aCU ty CoA Index Fund Organization Account Program Activity Location Project Cost Percent ance Override End Date
Organization Defaults to type of position and | |Ufioooo0 | Ffzzo0  |[fsz000 a0 |2 | | L[ 10000 |
facult al Q] |2 |2 |2 |2 I I I | I |
Yy _ Q| |2 12| |2 |2 2| | | Il | |
Account Defaults to type of position and QT A 2 2] 2] A | | 1 | |
facult al Y Y |S] |S] 1A I I I I I |
y — foral 100.00
Program Defaults to type of position and y '
faCUIty' NOTE: When dOIng mass ‘ Default from Index H Save and Add New Rows
uploads, leave the Program code
blank
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Activity Leave as default unless BPO
recommends otherwise

Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End Date
Default from Index | Do not select
and Save and Add
New Rows

Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 4UI1999-01 Sessional Lecturer *FBIT
Job Status Not enterable

Job End Date

Not enterable

Item Current Value New Value

Pay Effective Date Enter as contract end date of Job Change Reason: [73, contract Completicn W
semester as per Contract End | job status: (Not Enterable)
Dates for academic year Job End Date: MM/DD/YYYY(Not Enterable) | |
Personnel Date Enter as contract end date of | Pay Effective Date: MM/DD/YYYYy
semester as per Contract End | personnel Date: MM/DD/YYYYx
Dates for academic year
Field/ Step Field Entry Page View
Approval Level — Top The faculty BPO Routing Queue
ROW Approval Level User Name Required Action Remove
- - 20 - (BPO) Departmental BPO's Q [uscero p= - 2 Approve
Reql.“red Action Leave as default 25 - (25) Department Admin Approvers Q. [HrADM43 Heather Lee Cooke Approve
90 - [HR-APPF) HR Apply a HRCATALOGUOLT UOIT HRMEP Apply

Approval Level — Second
Row

The Department Admin
Approvers

Required Action

Leave as default

Approval Level — Third
Row

(HR-APP) HR Apply

Required Action

Leave as default

MNat Selected
Nat Selected
Naot Selected
Nat Selected

Nat Selected
Naot Selected
Naot Selected
Nat Selected

pPPPP
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| Save and Add New Rows | Do not select

NU L9 & Below (S) - New Hire, ATNEMP and 9A L9 & Below (S) - New Hire, 09NEMP

All Jobs and Next

Do not select

Click

Go

Field Entry Page View
I D Entel’ Banner I D or the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnlfy|ng gIaSS iC0n tO SearCh % - indicates a required field.
by name 1D: % 100729833 | [princess peach |
Query Date Enter contract start date Query Date: MM/DD/YYYY
F roval Category:
Approval Category Select Nonunion, ATNEMP or ! Category: Al tine Saar e hd
. Go
- U nlon’ 09N EM P /i There are no active jobs based on the Query Date.
Click Go
POSItion Please COI’]taCt H R for pOSItlon ¢ Enter or search for a new position number and enter the suffix, or select the link under Title.
number ID: Princess Peach, 100729833
- . - Query Date: Nov 01, 2018
SUfle Enter ‘00, as the SuffIX number Approval Category: Admin Tech - New Hire Salary, ATNEMP
A I Paid - N Hire, GNEMP3
SeIeCt Leave as defaUIt S‘;::’cah Tya;)e I?:;itilgfl SuffixTitle Time Sheet Organization|Start Date|End Date|Last Paid Date|Status|Select|
Q, New Job|sagess Jloo ||AT/Def Term*External Relations(1300, External Relations

/% There are no active jobs based on the Query Date.

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Full Employee Title

Enter the full employee title of
the new hire

Sex Select from dropdown
SSN/SIN/TIN Enter SIN

Birth Date Enter Birth Date
Citizenship Select from dropdown

Supervisor ID

Enter the Banner ID of the
supervisor the employee will
directly report to
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Title (30 Char)

Short version of the employee
title

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary

Pay Type

Leave as default

Contract Type

Select Primary

Employee Status

Leave as default

Employee Class Code

Leave as default

District Code

Not enterable

Home COAS

Not enterable

Home Organization

Enter or click on magnifying
glass icon and select the correct
home organization code for
faculty/dept.

Annual Paid - New Hire, 6A9985-00 AT/Def Term*External Relations

Item

Job Change Reason: (Not Enterable)
Full Employee Title:

Sex: %

SSN/SIN/TIN:

Birth Date: MM/DD/YYYYy
Citizenship: %

Supervisor ID: %

Title(30 characters): 4

Current Hire Date: MM/DD/YYYY %
Pay Effective Date: MM/DD/YYYYx%
Personnel Date: MM/DD/YYYY%x
Job Begin Date: MM/DD/YYYYy
Annual Salary:

Pay Type:

Contract Type:

Employee Status: (Not Enterable)
Employee Class Code:

District Code: (Not Enterable)
Home COAS: (Not Enterable)

Home Organization: (Not Enterable)

current Value New Value

2

Mot Selected v

1f

| Not Selected V‘

rimary

EIRE o[~ === =
SAES allelelle
3 I
s|slalls
2lelgle
SISS]S
SIS
o|l|lo||lo|le
=aI=SiE=ai=
| o oo
<

w
~
=}
S

Factor: (Not Enterable)
FaCtOF NOt entel’ab|e Pays: (Not Enterable)
Pays Not enterable step: L]
Step Leave as default
Field/ Step Field Entry Page View
Effective Date Leave as default (Query Date) Enrem]
Effective Date: 11/01/2018
COA Leave as default COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and HE s
Effective Date: MM/DD YYYY_11/01/2013
- - faCUIty — g:' ‘Index |5:Td ‘&N‘Janization |g:1‘:nunt ‘E{Tgram |.&cTivity HLocatinn HF'roject ”Cust HF’ercent HEn:umhram:e O‘verride End Date
u 100000 1300 62060 16 100.00
Organization Defaults to type of position and N o N o N o H H — i ‘
faculty/dept
y/dep _ e o O o . YR — [ —— |
Account Defaults to type of position and ALl N 12 |2 9] |2 | | I | \
al |A] 1% |A] 1% |2 I I I I I |
faculty/dept EETR
Program Defaults to type of position and '
v

faculty/dept. NOTE: When
doing mass uploads, leave the
Program code blank

‘ Default from Index H Save and Add New Rows
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Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Override
End Date

Leave as default

Default from Index and
Save and Add New
Rows

Do not select

Field/ Step Field Entry Page View
Job Change Reason Leave as default
JOb Status Not enterable Enter Job END Information, 6A9985-00 AT/Def Term*External Relations

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Item Current Value New Value
Job Change Reason: \?3, Contract Completion V|
Job Status: [Terminated v|

Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYY4 |:|
Personnel Date: MM/DD/YYYY l:l
Personnel Date Enter as contract end date
Field/ Step Field Entry Page View
Approval Level — Top Click on magnifying glass icon Routing Queue
ROW and SeleCt the HR AdVisor from Approval Level User Name Required Action
[t0 - (ADVSR) HR Advisor |2 [HrRaDME | Gunther Friends
. - the drOpdown [20 - (BPO) Departmental BPO's |2 [HrRADMY | Monica Geller
ReqUIred Action Leave as default [50 - (HR) HR Department |2 [HrRaDME | Fun Bobby
Approval Level — Click on magnifying glass icon [s0 - (HR-ARR) 1R Apply | lreaTaLoguorT | uorT HRuep
ot Selecte v
Second Row and select the correct HR :: {seeded :i} I ot Seeced
ot Selecte v
Dept/Faculty BPO from the [Nt Selacted vla |
dropdown [mot Selected v Q] |
Required Action Leave as default liseumanaiacenenpm
Approval Level — Third | Click on magnifying glass icon
Row and select the correct HR
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Department Approver from the
dropdown

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New

Do not select

Rows
NU L9 & Below (H) - New Hire, ATNEEH and 9H L9 & Below (H) - New Hire 0O9NEEH
Field/ Step Field Entry Page View
ID Entel’ Bannel’ ID OI’ the magnlfylng g|aSS 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Selact Go.
icon to Search by name % - indicates a required field.

Query Date Enter contract start date ID: % [100729835 | [Super Mario |
Approval Select Nonunion, ATNEEH or Union Query Date: MM/DD/ VYV (73573075 |
Category 09NEEH Approval Category: % [AT - New Hire Hourly, ATNEEH v
Click Go

/L There are no active jobs based on the Query Date.
Position Please contact HR for position number. e e e i ™

Query Date: Now 30, 2018
Suffix Enter ‘00’ as the suffix number Approval Categorys dmin Tech - e Hue Houry, ATeen

::::gn]";;‘;- S ﬂm e [Time Sheet Organization[Start Date|End DatelLast Paid Date[Status|Select
Select Leave as defau It k New lob|aacosz 0o ||AT/Def Term*Advancement| 1320, Advancemant

llmn; are no active jobs based on the Query Date.
CIiCk GO :I.Ia:toj\':pmval Typa || Go
Field/ Step Field Entry Page View

Job Change Leave as default
Reason
Full Employee | Enter the full employee title of the new
Title hire
Sex Select from dropdown
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SSN/SIN/TIN Enter SIN
Birth Date Enter Birth Date
Citizenship Select from dropdown

Supervisor ID

Enter the Banner ID of the supervisor
the employee will directly report to

Title (30
characters)

Short version of the Employee Title

Current Hire
Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Leave as default

Date

Job Begin Leave as default

Date

Pay Type Not enterable

Hourly Rate Enter hourly rate in accordance with

compensation structure

Hours per Pay
(2 wks)

Enter hours in accordance with
compensation structure

Contract Type | Select Primary

Timesheet Click on the magnifying glass icon and

Orgn select the correct timesheet code for
your faculty/dept. IF you are not sure of
the Org. please email
Financesystems@uoit.ca

Employee Not enterable

Status

Employee Not enterable

Class Code

District Code Not enterable

Home COAS Not enterable

Hourly Paid - New Hire, 6A9952-00 AT/Def Term*Advancement

Item
Job Change Reason: (Not Enterable)

Full Employee Title:

Sex:

SSN/SIN/TIN: %

Birth Date: MM/DD/YYYYx
Citizenship:

Supervisor ID: %

Title(30 characters): %

Current Hire Date: MM/DD/YYYY 4
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY %
Job Begin Date: MM/DD/YYYY %
Pay Type: (Not Enterable)

Hourly Rate: %

Hours per Pay(2 wks):

Contract Type:

Timesheet Orgn: %

Employee Status: (Mot Enterable)
Employee Class Code: (Not Enterable)
District Code: (Mot Enterable)
Home COAS: x(Not Enterable)
Home Organization: (Mot Enterable)

Current Value New Value

ovouiseo [

|NDt Selected

v

11/30/2018
11/30/2018
11/30/2018
11/30/2018

Primary

Q

clle & z 0|
IIEEEHII ;
£

3700
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Field/ Step Field Entry Page View

Effective Date | Leave as default (query date) -
COA Leave aS defaU|t COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and faculty o —
Organization Defaults to type of position and o — Ve — ——A— — - p—

faculty/dept e o Dy & a——
Account Defaults to type of position and . o 5 A o sy

faculty/dept
Program Defaults to type of position and v

faculty/dept. NOTE: When doing mass St S A e

uploads, leave the Program code blank
Activity Leave as default unless BPO

recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance | Leave as default
Override End
Date

Field/ Step Field Entry Page View
Job Change Leave as default
Reason Enter Job END Information, 6A9952-00 AT/Def Term*Advancement
Job Status Not enterable Ttem Current Value New Value
Job End Date _| Not enterable et
Pay Effective Enter as contract end date Pay Effective Date: MM/DD/YYYYx ]
Date Personnel Date: MM/DD/YYYYx |:|
Job Status: (Mot Enterable
Personnel Date | Enter as contract end date ( :
Field/ Step Field Entry Page View

Approval Level —

Row

Click on magnifying glass
icon and select the HR
Advisor from the dropdown

Top

Required Action

Leave as default
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Approval Level — Second
Row

Click on magnifying glass
icon and select the HR
Dept/Faculty BPO from the
dropdown

Required Action

Leave as default

Approval Level — Third
Row

Click on magnifying glass
icon and select the HR
Department Approver from
the dropdown

Required Action

Leave as default

Approval Level — Fourth
Row

Click on magnifying glass
icon and select
HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Routing Queue

User Name
| [HrADME

Approval Level
[10 - (ADVSR) HR Advisor

‘ Gunther Friends

‘ Menica Geller
‘ Fun Bobby
| vorT HrRMEP

| [ARADMS
| & [rRaome

|20 - (8PO) Departmental BPO's
[50 - (HR) HR Department

[20 - (HR-APP) HR Apply | [HrcaTALOGUOTT

[Mot Selected V] &

Not Selected V\ Ql

|
|
[Not selected V] & ]
|

[Wot Selected v Q|

Save and Add New Rows

Mot Selected
Not Selected
Not Selected

>[z|=z?
L2 |E 5|’
SEIR|B(2
< ||| d|E
ERIFRIERT
-9
>
2
g
3
<€ £ [£

Not Selected

NU L9 & Below (S) - Change Job, ATCJOB and 9A L9 & Below (S) - Change Job, O9CJOB

Field/ Step Field Entry Page View
ID Enter Banner |D or the '.- pl::::::1:::;::::;;:m saarch for an 10, Enter the Query Date and salact the Approval Category. Select Go.
magnifying glass icon to — a
search by name Query Date: MM/DD/YYYVs (1172372018
Query Date Enter effective date Page Approval Category: x

View at to reflect when the
salary of the contract changed

Approval Category

Select Nonunion, ATCJOB or
Union position, 09CJOB

End Date
Nov 02, 2019

i‘llme Sheet Organization|Start Date
ations Ci 3700, Human Resources Now 01, 2018|

Last Pald Date[Status]
ctive

Click Go
Position Leave as default
Suffix Leave as default
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Select

Select the position which
requires an salary change

Click

Go

¥ Enter ar search for a new position number and enter the suffix, or sele
s Princess Peach, 100729833

Query Date: Nov 28, 2018
Approval Cateqory: Admin Tech - Change Job Salary, ATCIOR

AT/PM - Change Job Data, GCIORZ

ct the link under Title,

SearchiType  Position  [Suffix|Title

Time Sheet [start Date [End Date  [Last Paid

.;

=N New Job)

Primary [BAS985 oo Communications Coordinator

3700, Human Resgurces Nov 01, 2018Nov 02, 2019)

’leu

All Jobs

Next Approval Type | | Go

Field/ Step

Field Entry

Page View

Job Change Reason

Select salary change reason
XX from dropdown

Pay Effective Date

Leave as default

Personnel Date

Leave as default

AT/PM - Change Job Data, 6A9985-00 Communications Coordinator

Item
Job Change Reason: 72

Current Value

New Value

| Not Selected

b

Annual Salary Enter revised amount Pay Effective Date: MM/DD/YYYYx 11/01/2018
Pay Type Leave as defau e
Supervisor ID Supervisor's Banner ID Pay Type: 1
Title (30 Characters) Short version of the Employee Supervisor ID: 100729834 |
T|t|e Title(30 characters): Communications Coordinator |
Hourly Rate Leave as default prowrly fares woomse W: .
Job Status Leave as default Factor: (Nat Enterable) 26
Factor Not enterable Pays: (Not Enterable) 26
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (query date)
COA Leave as default
Fund Defaults to type of position
and faculty
Organization Defaults to type of position
and faculty/dept
Account Defaults to type of position
and faculty/dept
Program Defaults to type of position

and faculty/dept. NOTE:
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When doing mass uploads,
leave the Program code blank

Current
Effective Date: 11/01/2018

COA Index Fund O Account ] Activity Location Project Cost Percent Encumbrance Override End Date

u 100000 1300 62060 16

Activity Leave as default unless BPO
recommends otherwise O —
Location Leave as default QA index fud _ orowlstion fcomwt prosrum _AdiWy tslen Prokct  Gost _Percum _EncumbranceOvaride Ed Dot
Project Leave as default a a Q a a aQ
Cost Leave as default o . 5 a < 2
Percent Leave as default L & * L A 2 —
Encumbrance Override Leave as default ,
End Date A
Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 6A9985-00 Communications Coordinator
JOb Status NOt enterable Item Current Value New Value
Job End Date Not enterable Job Change Reason: 72 [73, Contract Completion v
Pay Effective Date Enter as job end date from Job Status: (Not Enterable) Active
current value column Job End Date: MM/DD/YYYY(Not Enterable) 11/02/2019 .

Pay Effective Date: MM/DD/YYYYx 11/01/2018
Personnel Date Enter as job end date from Personnel Date: MM/DD/YYYYs 11/01/2018
current value column
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and Routing Queue
Top Row select the HR Advisor from the R User Name

dropdown

Required Action

Leave as default

Approval Level —

Click on magnifying glass icon and

| Monica Geller

| Fun Bobby

[10 - (ADVSR) HR Advisor | [hraDMo
[20 - (BPO) Departmental BPO's | [#rRaDMS
[50 - (HR) HR Department |2 [HRaDMa

| Monica Geller

90 - (HR-APP) HR Appl Q. [HrRCATALOGUOIT
PPlY

||vorT HRMEP

Approve
Approve
Approve

= =
K 2
< =5
2
a
>
2
=]
=
<|l«]l«]l¢

Second Row select the Dept/Faculty BPO from ::i el :} S‘;I I ot Slctd

the dropdown |N0t Selected V‘ Qxl | Not Selected
Required Action Leave as default [Not Selected v Q| | Not Selected
Approval Level — Click on magnifying glass icon and
Third Row select the HR Department Approver

from the dropdown
Required Action Leave as default
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Approval Level —
Fourth Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default

NU L9 & Below (H) - Change Job, ATCJBH and 9H L9 & Below (H) - Change Job, O9CJBH

Field/ Step Field Entry Page View
I D Entel’ Ban ner I D Or the mag n |fy| ng * Enter an 10 or select the link to search for an 1D. Enter the Query Date and select the Approval Category. Select Go.
. & - Indicates a required field.
glass icon to search by name R N
Query Date Enter co_ntract start d_ate SRS p—
Approval Category | Select either Non Union ATCJBH or Approval Cotegory: + AT - Chans 3ob Hourly, ATCIEN v
Union position O9CJBH e
CIICk GO !l—';lp:, r"i:;:’n::‘?:ﬁ’i‘:”‘i:‘lf rllme Sheet Organization|Start Date |End Date  |Last Pald Bateﬁ:anm‘
Primary|6as952 (00 |Fxternal C 11320, Advancement Nov 30, 2018|Dec 31, 2018 tive
Al Jobs
POSItion Leave as default 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
1D: Super Mario, 100729835
" Query Date: De: a5, 2018
SUffIX Leave aS defaU"Z Approval Category: Admin Tech - Change Job Hourly, ATCIBH
Select Select the Correct posltlon to be g\;ﬁ?f’h:r:::_ngi;:i’:iglfm ;oul;':)}:TiGt(I‘:OBH [Time Sheet Organization|Start Date |End Date Last Paid Date|Stat!
New Job| |
changed
CIiCk GO Primary |6A9952 00 External Relations Coordinator|{1320, Advancement Nov 30, 2018|Dec 31, 2018 Active
All Jobs

Field/ Step

Field Entry

Page View

Job Change Select appropriate change
Reason reason

Full Employee Enter the full employee title of
Title the new hire

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Pay Type

Not enterable
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Hourly Rate

Enter the hourly rate from the
Current Value column

Hours per Pay (2

Enter the changed hour

AT/PM - Change Job Data Hourly, 6A9952-00 External Relations Coordinator

Item Current Value New Value
WkS) amount Job Change Reason: 4 72 [Not Selected v
Supervisor ID Enter the Banner ID of the Full Employee Title: \
supervisor Pay Effective Date: MM/DD/YYYYx 11/30/2018
Title (30 Short version of the Employee | Persennel Date: i/ D;’I’WW* 11/30/2018
. Pay Type: (Not Ent: HRLY
characters) Title 2y Type: (ot Enterable)
[ heet Orgn Click on the magnifying glass rourly Rate: 2895 I
Timeshee g A g y g g Hours per Pay(2 wks): 40 l:l
icon and select the code for Supervisor ID: 100729834 | |
yOUf faCUIty/dept- IF not sure Of Title(30 characters): External Relations Coordinator \ |
the Org. please email Timesheet Orgn: 1320 ar ]
financesystems@uoit.ca Job Status: (Not Enterable) Active
Job Status Leave as default
Field/ Step Field Entry Page View
Effective Date Leave as default (query date) G
Effective Date: 11/30/2018
COA Leave as default COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
s u 100000 1320 62060 16
Fund Defaults to type of position and 100.00
faculty e
Organization Defaults to type of position and | eective pate: musoo v [izios/20i8 |
coa Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faCUIty/dept Qu |4 [100000 \Q"\Jl?.zu |4 [62060 \Qlfs [ Il I " Il |[ 100.00]| |
Account Defaults to type of position and | [ I |9 |2 |2 N %] | I [ I | \
faculty/dept | |2 | |2 | |2 I I I | I |
y/dep — | |G || |S |9 |4 | /[ I[ I | |
Program Defaults to type of position and | [ |2 Q] Q] Y Y | I | - | \
faculty/dept. NOTE: When R 0.0
dolng mass uploads’ Ieave the ‘/Defaulting values for Labor Distribution from the Job records.
program Code blank ‘ Default from Index H Save and Add New Rows
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
67
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Encumbrance
Override End Date

Leave as default

Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, 6A9952-00 External Relations Coordinator
Reason Item Current Value New Value
JOb Status Not enterab|e Job Change Reason: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |:|
Job End Date Not enterable bay Effective Date: M/DD/YYYY 1
Pay Effective Date | Enter as contract end date Personnel Date: MM/DD/YYYY A
Job Status: (Not Enterable)
Personnel Date Enter as contract end date
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and Routing Queue
TOp ROW Se|eCt the HR AdVISOf from the Approval Level User Name Required Action
[10 - (ADVSR) HR Advisor |2 [HrRaDME | Gunther Friends
- - drOpdown [20 - (BPO) Departmental BPO's |2 [HraDMY | Manica Geller
ReqUIred Action Leave as default [50 - (HR} HR Department |2 [HrRaDME | 'Fun Bobby
Approval Level — Click on magnifying glass icon and [50 - (HR-APP) KR Apply |4 lurcaTatocuorr | orr Hemep
Second Row select the Dept/Faculty BPO from [not Selecred M3 | Not Selectad__
|Not Selected V| Q\‘ |
the dropdown [Not selected v |
Required Action Leave as default [ot seected ¥ Q] |

Approval Level —
Third Row

Click on magnifying glass icon and
select the correct HR Department
Approver from the dropdown

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default
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NU L9 & Below - Terminate Job, ATTERM and OP L9 & Below - Terminate Job O9TERM

Field/ Step Field Entry

Page View

Enter Banner ID or the magnifying
glass icon to search by name

ID

Query Date Enter the new end date of the change

Select Non Union, ATTERM or
O9TERM

Approval
Category

¥ Enitar an ID or select the link ta search for an ID. Enter the Guery Date and select the Approval Categary. Select Go.
* - Indicates a required field.
Frincess Peach a

T & 100720833

Query Date: MM/DD/YYYYs [11/20/2018

Approval Colegory: &

Go

Click Go

Job
Pasition/suffix|Title Time Sheet Organization/Start Date [End Date

Last Paid DIQCE:EIHIS:
6a5985 |00 |communications Coordinator| 3700, Human Resources  |Nov 01, 2018Nov 02, 2019)

tive |

|I\r|;c i

Primary|

A Jabs

Position Leave as default

Suffix Leave as default

Select Select the appropriate position to be

terminated

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Princess Peach, 100729833
Query Date: Nov 28, 2018
Approval Category: Admin Tech - Terminate Job, ATTERM

Enter Job End Date for Pay Effective Date, GETRM

CI k G iSearch|Type |Position Suffix|Title Time Sheet Organization|Start Date (End Date Last Paid Date|Stat elect
IC (0]
New Job| [ |
Primary |6A9985 00 Communications Coordinator|3700, Human Resources Nov 01, 2018|Nov 02, 2019 Active -
(O]

Next Approval Type Go

Field/ Step Field Entry

Page View

Job Change Leave as default

Reason

Job End Date Not Enterable

Enter as Job End Date from current
value column

Pay Effective
Date

Annual Salary Leave as default

Enter Job End Date for Pay Effective Date, 6A9985-00 Communications Coordinator

Item Current Value New Value

Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY(Not Enterable) 11/02/2019 |:|
Pay Effective Date: MM/DD/YYYYx 11/01/2018

Job Status: (Not Enterable) Active

Annual Salary: 52488 l:|

Enter New Contract End Date, 6A9985-00 Communications Coordinator

Item Current Value New Value
Job Change Leave as default Job Change Reason: x(Not Enterable) 72

Pay Effective Date: MM/DD/YYYYy  11/01/2018
Reason Personnel Date: MM/DD/YYYY 11/01/2018
Pay Effectlve Enter as query date Job Status: x(Not Enterable) Active
Date Annual Salary: 52488 l:l
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Personnel Date

Enter as query date

Job Status

Not enterable

Annual Salary

Enter the value from the current
value column

Field/ Step Field Entry Page View
Approval Level — | Click on magnifying glass icon and Routing Queue
Top ROW SeleCt the HR AdVISor from the Approval Level User Name Required Action

dropdown

Required Action

Leave as default

Approval Level —
Second Row

Click on magnifying glass icon and
select Departmental BPO from the
dropdown

Required Action

Leave as default

Approval Level —
Third Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default

Save and Add
New Rows

Do not select

[10 - (ADVSR) HR Advisor

|2 [rrRADMa

‘ Monica Geller

[20 - (BPO) Departmental BPO's

|2 [HrRaDM29

‘ Chandler Bing

[0 - (HR-APP) HR Apply

| & [hrRcaTaLoGUOTT

x| UOIT HRMEP

|Not Selected

v‘ Q|

|N0t Selected

V] Q,|

|N0t Selected

v Qx|

|Not Selected

v Q|

Save and Add New Rows

Approve
Approve

Not Selected
Not Selected
Not Selected

III
bl
k=2
<

Not Selected

NU L9 & Below (S) - Rehire, ATXEMP and 9A L9 & Below (S) - Rehire O9XEMP

Field/ Step Field Entry Page View
I D Enter Ban ner I D Or. the mag nifyl ng ¥ Enter an 1D or select the link to search far an 10, Enter the Query Date and select the Approval Categary. Select Go.
glass con tosearch by rame | [,
Query Date Enter contract start date - '

Approval Category

Select Nonunion, ATXEMP or
Union, O9XEMP

Click

Go

Query Date: MM/ DDSYYY Y% 0o/04/2010

AT - Rehire Salary, ATXEMP

Approval Category: &

Go

Employee lab Asslgnments

Last Paid Date|Status

[t 30bs |

Position

by EPAF Summary sheet

Enter position number as indicated
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Suffix Enter the next suffix number if it I:mc.— ar search for 3 -:w po:in: nu:b:;:::::;: the suffix, or select the link under Title.

has the same position number. If | o | cwoeme

the position number is different,

the SuffIX can be ‘OO’ ag al n Fj?guru:mf:::]- r:::rltt-:u?(ﬂ:::m: Title [Time Sheet Organization[Start Date _|End Date _|Last Paid Datels
Select Leave as default

‘ Primary GAF985 00 [Communications Coordinator|3700, Human Resources  |Nov 01, 2018Nov 02, 2019 'rc(l'.'e
Click Go A 3as
Hext Agproval Type || Go
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Full Employee Title

Enter the full rehire’s employee
title

Supervisor ID

Enter the Banner ID of the
supervisor the employee will
directly report to

Title (30 Characters)

Enter the rehire’s employee title

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary as indicated
by HR Partner and Hiring
supervisor

Pay Type

Leave as default

Contract Type

Leave as default

Employee Status

Leave as default

Employee Class
Code

Leave as default

Step Not enterable
District Code Not enterable
Home COAS Not enterable

Home Organization

Enter your home organization or
select the magnifying glass to find
your organization code

Factor

Not enterable

Annual Paid - Rehire, 6A9985-00 Communications Coordinator

Item Current Value New Value

Job Change Reason: (Mot Enterable) 72

Full Employee Title: |

Supervisor ID: 4 100729834 |

Title(30 characters): % Communications Coordinator |

Current Hire Date: MM/DD/YYYYx 11/01/2018
Pay Effective Date: MM/DD/YYYYs  11/01/2018
Personnel Date: MM/DD/YYYY 11/01/2018
Job Begin Date: MM/DD/YYYY# 11/01/2018
Annual Salary: x 52488 |:|
Pay Type: 1
Contract Type: (Not Enterable) Primary
Employee Status: (Not Enterable) Active D

Employee Class Code: 4
Step: (Not Enterable)
Home COAS:

Home Organization:
Factor: (Not Enterable)
Pays: (Not Enterable)

BA, Limited Term Level 1-9 salary Qi [ea |

0 b ]

0 Q|

3700, Human Resources Q
2

2
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| Pays | Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (Query date)
COA Leave as default
Fund Defaults to type of position and
faculty
Organization Defaults to type of position and
faculty/dept
Account Defaults to type of position and Sorreat
faCUIty/dept — Egiclnn‘:ii:ztler:dllj(:]r:;lr,l(i]zlastion Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Program Defaults to type of position and v 100000 1300 62080 15 100,00
faculty/dept. NOTE: When doing
New
mass uploads, leave the Program | ™. oo e saisn
COde blank COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Activity Leave as default unless BPO N qpem e qeme o | | e |
recommends otherwise 3%\ \§| \2\ \§| \2\ \§| | | -] | |
Project Leave as default A 1A Y 1A Y 1A I I I I I |
Total:
100.00
Cost Leave as default v _ o
Defaulting values for Labor Distribution from the Job records.
Percent Leave as default [ Defautt from tndex | [ Save and Add New Rows
Encumbrance Leave as default
Override End Date
Default from Index Do not select
and Save and Add
New Rows
Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 6A9985-00 Communications Coordinator
Job Status Not enterable “ current Value New val
em urrent Value New Value
JOb End Date NOt enterable Job Change Reason: 72 |?3, Contract Completion V‘
Pay Effective Date Enter as contract end date Job Status: Active [Terminated V]
Job End Date: MM/DD/YYYY(Not Enterable) 11/02/2019 |:|
Pay Effective Date: MM/DD/YYYYy 11/01/2018
Personnel Date Enter as contract end date Persannel Date: MIM/DD/\YYY 1/o1/z018
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Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and | Routing Queue
Top Row select the correct HR Advisor from | approval Level User Name
the dropdown [10 - (ADVSR) HR Advisor | < [HraDME | Gunther Friends Approve
. - |ZU - (BPO) Departmental BPO's |Q‘HRADM9 | Monica Geller Approve
ReqUIFGd Action Leave as default [50 - (HR) HR Department | < [HraDME ||Fun Bobby Approve

Approval Level —
Second Row

Click on magnifying glass icon and
select the correct Dept/Faculty

[0 - (HR-APP) HR Apply

| [HreaTaLOGUOIT

| vorT HRMEP

|Not Selected

VlQ\‘

Required Action

Approval Level —
Third Row

Click on magnifying glass icon and
select the correct HR Department
Approver from the dropdown

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Do not select

|

[not selected v Q‘ |

BPO from the dropdown [Not Selected v1Q |
Leave as default [Not selected v1Q |

Save and Add New Rows

Apply

Not Selected
Mot Selected
Not Selected

g
=]
E.
2
a
b
3
e
=
< l<]l¢]l¢

Mot Selected

Rows
NU Level 9 and below Rehire Hourly, ATXEEH and OPSEU Level 9 and below Rehire Hourly,
O9XEEH
Field/ Step Field Entry Page View
ID Enter Banner ID or the magnlfy|ng g|aSS 7 Enter an ID urse\e-v:‘tlhe link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
|Con tO Search by name ,:I;-md\catesarequlred field. . o
Query Date | Enter contract start date ‘ | e ‘
Approval | Select Non Union (ATXEEH) or Union e
Category (O9XEEH)
Click Go

Employee Job Assignmenis
Type |Position|[Suffix(Title

[Time Sheet Organization[Start Date |End Date _ |Last Paid Date[Status|

\Pr’\mary|6A9952 |OD \Extema\ Relations Coordmator|1320, Advancement

[Nov 30, 2018|Dec 31, 2018

All Jobs
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Position Please contact HR for a hew position
number |f a new pOS|t|0n |S belng Create Or T Enter or search for a new position number and enter the suffix, or select the link under Title.
use current position number. 1D: Super Mario, 100723835
Suffix Enter ‘01’ as the suffix number OR the next | Querv Date: Jan 01, 2019~
.. . .. Approval Category: Admin Tech - Rehire Hourly, ATXEEH
suffix in the sequence for this position
Select Leave as default Hourly Paid - Rehire, GXEMPH
iISearch|Type [Position Suffix(Title Time Sheet Organization|Start Date End Date|Last Paid Date|Status|Select
Click Go Q. New Jobfsagos2 | o1 ||AT/Def Term*Advancement| 1320, Advancement -
o [0}
. There are no active jobs based on the Query Date.
| Next Approval Type ||| Go H
Field/ Step Field Entry Page View
Job Change Leave as default Hourly Paid - Rehire, 6A9952-01 AT/Def Term*Advancement
Reason - Item Current Value New Value
Full Employee Enter the full employee title of the new | 3ob change reason: (not Enterable)
T|t|e hire Full Employee Title: ‘
" . supervisor ID: % \ |
Supervisor ID Enter the Banner ID of the supervisor | ... cersy: o | |
the employee will directly report to Current Hire Date: MM/DD/YY¥Yy  11/30/2018
Title (30 Enter the full employee title of the new | ray Effective Date: MM/DD/YYYYx
CharaC'[erS) hire Pe;sonnel Date: MM;DD;’YYYY*
N Job Begin Date: MM/DD/YYYYx% __01,1‘01;‘2019
gu:rent Hire Leave as default Pay Type: x(Not Enterable)
ate Hourly Rate: % l:l
Pay Effective Leave as default Hours per Pay(2 wks):
Contract Type:
Date Timesheet Orgn: % Q.l:l
Personnel Date Leave as defaUIt Employee Status: (Not Enterable)  Active
Job Begin Date Leave as default Employee Class Code: % 6H, Limited Term Level 1-3 Hourly &[ |
Pay Type Not enterable Home COAS: v A
y I yp h | - d ith Home Organization: 3700, Human Resources Qlzroo |
Hourly Rate Enter hourly rate in accordance wit Step: (Not Enterable) ]

compensation structure and collective
agreements concerning position

Hours per Pay (2
wks)

Enter hours in accordance with
compensation structure and collective
agreements concerning position

Contract Type

Leave as default
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Timesheet Orgn | Click on the magnifying glass icon
and select the code for your
faculty/dept. IF you are not sure of the
Org. please email

Financesystems@uoit.ca

Employee Status | Not enterable

Employee Class | Not enterable

Code
Home COAS Not enterable
Home Enter or click on magnifying glass

icon and select the correct home
organization code for faculty/dept.

Organization

Step Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query i ———
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default e e ates /00 oY fozots |
Fund Defaults to type of position and COA  index runa Orgomization Account  Program __ Actiiy  Location _ Project  Cost _Percent _Encumbrancs Overrida End Date
aculy S e
Organization Defaults to type of position and 3:” \3| \g:\ \3| \g.\ \3| I I I I I |
, facuyldept S e e e e s B e e
ccount Defaults to type of position and Total:
faculty/dept e
Program DefaLﬁts t(F)) type of position and rnefau,tf,,,m e
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
75
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Encumbrance
Override End Date

Leave as default

Default from Index
and Save and Add

Do not select

New Rows
Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 6A9952-00 External Relations Coordinator
Job Status Not enterable
Job End Date Not enterable Item Current Value New Value
Pay Effective Date Enter as contract end date Job Change Reason: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) | |
Pay Effective Date: MM/DD/YYYYx [ ]
Personnel Date: MM/DD/YYYY % |:|
Personnel Date Enter as contract end date Job Status: (Not Enterable)
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass and
select the HR Advisor

Routing Queue

Approval Level User Name

Required Action
. . [10 - (ADVSR) HR Advisor | Q. [rRaDME | Gunther Friends
Requ"ed Action Le_ave as defaUIt |20 - (BPO) Departmental BPO's | A [HRaDMS | Monica Geller
Approval Level — Second | Click on magnifying glass and | so-s) ar peparment | [Hraoms | Fun Bobby
Row select the Dept/Facu|ty BPO [00 - (HR-APP) HR Apply | Q. [rcaTALOGUOIT | luorT HRMEP
‘Not Selected V‘ Q‘ ‘
Required Action Leave as default (1ot selected ¥ Q] \
I L I CI k f . I ‘NotSe\ected V‘Os‘ ‘
Approval Leve ick on magnifying glass ot Saiected gQ ‘
and select the HR
Department Approver
Required Action Leave as default
Approval Level Click on magnifying glass
and select the
HRCATALOGUOIT
Required Action Leave as default
Save and Add New Rows | Do not select
76
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NU L10 & Above (S) - New Hire, PMNEMP and 8A L10 & Above (S) - New Hire, OBNEMP

Page View

Field/ Step Field Entry
ID Enter Ban ner ID or use the mag nlfylng 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
glass to Search by name % - indicates a required field.
Query Date Enter contract start date 10: 100720836 | [Wacky wario |

Approval Select Nonunion, PMNEMP and Union Query Date: MM/DD/Y¥¥¥4 [11/30/2018 |
Category 0BNEMP Approval Category: PM-New Hiresalary,PMNEMP |3

Click Go
/L There are no active jobs based on the Query Date.
POSItIOn Please Contact H R for pOSItIOI‘] num ber ¥ enter or search for 2 new position number and enter the suffix, or select the Enk under Title,
n: Wacky Wario, 100729836
Query Date: Nev 30, 2018
SUffIX Entel’ LOO1 as the SUffIX number Approval Category: Prof Mgr - New Hire Salary, PMNEMP
Annual Paid - New Hire, GNEMP3 k F! .
ype Time Sheet DatelEnd Date]Last Paid I
Select Leave as default @ hew Jobfoasezs Jao _[PM/OST TermAdvancement1320, Advancement
- Thera are no active jobs based on the Query Date.
Click Go [t _
Next Approval Type || Go
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Field/ Step Field Entry Page View
Job Change Leave as default Annual Paid - New Hire, 5A9976-00 PM/Def Term*Advancement
Reason

e” o | he full I itl fth Item Current Value New Value
_'I:_ul Emp oyee E_nter the fu employee title of the new Job Change Reason: [72, Contract Position v

itle ire Full Employee Title: |
Sex Copy Current Value or select from Sex: 4

dropdown SSN/SIN/TIN: % ]

SSN/SIN/TIN | Enter SIN Birth Date: MM/DD/YYYYx 1]
Birth Date Enter Birth Date z"'ze”?h'p’lsl LY, Citizen V]
Citizenship Select from dropdown apervisor 7 x |

Supervisor ID

Enter the Banner ID of the supervisor
the employee will directly report to

Title (30
characters)

Enter the full employee title of the new
hire

Current Hire
Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Leave as default
Date
Job Begin Leave as default
Date

Annual Salary

Enter annual salary as indicated by HR
Partner and Hiring supervisor

Pay Type Leave as default
Contract Type | Select Primary
Employee Leave as default
Status

Employee Leave as default
Class Code

District Code Not enterable
Home COAS Not enterable
Factor Not enterable
Pays Not enterable
Step Leave as default

Title(30 characters): %

Current Hire Date: MM/DD/YYYY 4
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY %
Job Begin Date: MM/DD/YYYY 4
Annual Salary: %

Pay Type:

Contract Type:

Employee Status: (Not Enterable)
Employee Class Code:

District Code: (Not Enterable)
Home COAS: (Not Enterable)
Home Organization: (Not Enterable)
Factor:

Pays:

Step:

0

11/30/2018
11/30/2018
11/30/2018
11/30/2018

(2]

REEEERER
3 = 3
= [

2
<
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Field/ Step Field Entry Page View
Effective Date Leave as default (same as Query ——
Date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund Defaults to type of POSItion and faCUIty | con - st ociaton nccmnt progam  Actity  tocation_ proect comt_ pascent_ Emcumbrance overide £ bt
Organization Defaults to type of position and i L | g TR PE T T T W o e | | L[ oo.dl ‘
faculty/dept R e ™ e S s S —
Account Defaults to type of position and af |l A A A 12 A I | [ I |
faculty/dept ] Y Y Y Y Y I | Hm;.. I I \
Program Defaults to type of position and .
faculty/dept. NOTE: When doing mass ‘“Defau,tfmm i | e
uploads, leave the Program code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows
Field/ Step Field Entry Page View
Job Change Reason | Leave as default Enter Job END Information, 5A9976-00 PM/Def Term*Advancement
Job Status Not enterable — TS e
Job End Date Not enterable Job Change Reason: (Not Enterable)
Pay Effective Date Enter as contract end date Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYYx ]
Personnel Date: MM/DD/YYYY 5 |:|

Personnel Date Enter as contract end date
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Field/ Step Field Entry Page View
Approval Level — Top Click on magnlfyln_g glass and Routing Queue
Row select the HR Advisor -

A A Approval Level User Name
ReqU|red Action Leave as default [10 - (ADVSR) HR Advisor | [HRaDME | Gunther Friends
Approval Level — Second | Click on magnifying glass and | (20-(8e0) bepartmental apo's \ilHRADMQ | Monica Geller
Row select the Dept/FaCUIty BPO [50 - (HR) HR Department |9 [HRADME ||Fun Bobby
[20 - (HR-APP) HR Apply | [HRcaTaLOGUOTT | vorT HRMEP Apply

Required Action Leave as default [Nt Selected v Q| \

Approval Level — Third Click on magnifying glass and }:: seeced :} gl }

Row select the HR Department [Not Seleced vQ ‘
ApprOVGr Save and Add New Rows

Required Action

Leave as default

Approval Level — Fourth
Row

Click on magnifying glass and
select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Mot Selected
Mot Selected
Not Selected

o|e|[=]®@
oo |=|®
h=Rie=Rik-RF-|
ERIERIER S
sl|lel|ls|E
AR
a
b
B3
)
=
<KL

Mot Selected

NU L10 & Above (H) - New Hire, PMNEEH and 8H L10 & Above (H) - New Hire, OBNEEH

Field/ Step Field Entry Page View
ID Enter Banner ID or use the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to 4 - indicates a required field.
search by name o : a
Query Date Enter contract start date +#[100720837 | [voshi voyo |
Approval Category Select Nonunion, PMNEEH or Query Date: MM/DD/YYYYx
Union O8BNEEH Approval Category: [PM-_NewHireHourly, PMNEEH %
Click Go
/% There are no active jobs based on the Query Date.
Position Please contact HR for position
number.
Suffix Enter ‘00’ as the suffix number
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Select

Leave as default

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Yoshi Yoyo, 100729837
Query Date: Nov 30, 2018
Approval Category: Prof Mgr - New Hire Hourly, PMNEEH

Hourly Paid - New Hire, GNEMPH

SearchType [Position Suffix|Title

Time Sheet Organization

Start Date

End Date

Last Paid Date|

Status

Select

Q New Job(sago77 Jloo  [PM/Def Term*Comm & Marketing

1310, Communications & Marketing|

®

/4 There are no active jobs based on the Query Date.

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Full Employee Title

Enter the full employee title of
the new hire

Sex Copy current value or select
from dropdown

SSN/SIN/TIN Enter SIN

Birth Date Enter Birth Date

Citizenship Select from dropdown

Supervisor ID

Enter the Banner ID of the
supervisor the employee will
directly report to

Title (30 characters)

Enter the full employee title of
the new hire

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Pay Type

Leave as default

Hourly Rate

Enter hourly rate in accordance
with compensation structure
and collective agreements
concerning position

Hourly Paid - New Hire, 5A9977-00 PM/Def Term*Comm & Marketing

Item
Job Change Reason:
Full Employee Title:

Sex: % Male
SSN/SIN/TIN: % 123456789
Birth Date: MM/DD/YYYY % 07/27/1965

Citizenship:

Supervisor ID: %

Title(30 characters): %

Current Hire Date: MM/DD/YYYY g
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYYx%
Job Begin Date: MM/DD/YYYY 4
Pay Type:

Hourly Rate: %

Hours per Pay(2 wks):

Contract Type: (Not Enterable)
Timesheet Orgn: %

Employee Status: (Not Enterable)
Employee Class Code: (Not Enterable)
District Code: (Mot Enterable)
Home COAS: x(Not Enterable)

Home Organization: (Mot Enterable)

Current Value New Value

|?2, Contract Position

v

Mot Selected W

Il

|Not Selected

V]

11/30/2018
11/30/2018
11/30/2018
11/30/2018
HRLY

Q,

3700

IIlIEHEIHIIIII
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Hours per Pay (2 wks)

Enter hours in accordance with
compensation structure and
collective agreements
concerning position

Contract Type

Select Primary

Timesheet Orgn

Click on the magnifying glass
icon and select the code for
your faculty/dept. IF you are
not sure of the Org. please
email Financesystems@uoit.ca

Employee Status

Not enterable

Employee Class Code

Not enterable

District Code

Not enterable

Home COAS

Not enterable

Home Organization

Enter or click on magnifying
glass icon and select the
correct home organization
code for faculty/dept.

Field/ Step Field Entry Page View
Effective Date Leave as default (same as e
Query Date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default B e otes /o0 v 5370
. ‘ective Date: 11/30/2018
Fund DefaUItS to type Of pOSItlon and COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faculty T e e W M Cee
Organization Defaults to type of position and | a™— =Y o] =Y 1] ] I I [ — I ]
oyt e =T
Account Defaults to type of position and Tow:
faculty/dept y '
Program Defaults to type of position and | | e fom inde || save sn add vew rows
faculty/dept. NOTE: When
doing mass uploads, leave the
Program code blank
Activity Leave as default unless BPO
recommends otherwise
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Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default

Encumbrance Override
End Date

Leave as default

Default from Index and
Save and Add New
Rows

Do not select

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Personnel Date

Enter as contract end date

Job Status

Leave as default

Enter Job END Information, 5A9977-00 PM/Def Term*Comm & Marketing

Item Current Value New Value

Job Change Reason:

Job End Date: MM/DD/YYYY(Not Enterable)
Pay Effective Date: MM/DD/YYYYx%
Personnel Date: MM/DD/YYYY 4

Job Status:

|?3r Contract Completion

<

]
]

|Terminated

Field/ Step

Field Entry

Page View

Approval Level — Top
Row

Click on magnifying glass icon
and select the HR Advisor

Routing Queue

Approval Level User Name

Required Action Leave as default e o oo Cunterroncs
N N T N - epartmental s onica Geller
Approval Level — Click on magnifying glass icon [50 - (HR) HR Department @ rraoms | Fun Bobby

Second Row

and select the Dept/Faculty

[0 - (HR-APP) HR Apply |, [HrReaTALOGUOIT | vorT HRMEP

Approve
Approve
Approve

= z
s 2
< B
2
a
»
8
]
=
LAIESIESIES

BPO S~ ERN | e
Required Action Leave as default [Hot Selacted v Q] | Not Selectad
Approval Level — Third | Click on magnifying glass icon | [etssee il | ot Selected
Row and select the HR Department
Approver
Required Action Leave as default
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Approval Level — Fourth

Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New

Rows

Do not select

NU L10 & Above (S) - Change Job PMCJOB and O8 L10 & Above (S) - Change Job O8CJOB

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the magnifying
glass icon to search by name

¥ Enter an 10 or select the link to search for an 10, Enter the Guery Gate and select the Approval Category. Select Go.
« - indicates a required field.

1IX % | 100720836 Wacky Wario a

Query Date Enter effective date to reflect when JRO RS —

the salary of the contract changed Approval Cateqory: 4
Approval Select Non Union, PMCJOB or Union, o
Category O8C‘J O B 1:;1[.:1 _r;::ll:?u‘r:;::ﬁ??el:llf Time Sheet Organization[Start Date [End Date |Last Paid Date[Status]
CIICk GO Primary|549976 |00 [Manager, Strategic Initiatives(3700, Human Resources  [Nov 30, 2018Mar 29, 2019| L\rnvﬁ |

All Jobs
POSItion Leave as defaU|t 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: wacky Wario, 100729836
T Query Date: Dec 05, 2018
Sufflx Leave aS default App::val Category: Prof Mgr - Change Job Salary, PMCIOB
. - A . AT/PM - Change Job Data, GCIOB2

Select Select posltlon Whlch requlres an |nfo ISearch(Type |Position  |Suffix|Title [Time Sheet Organization|Start Date |End Date |Last Paid Date|Stati

Change =N New Job| | |
CIiCk GO Primary |SA9976 00 Manager, Strategic Initiatives|3700, Human Resources [Nov 30, 2018|Mar 29, 2019 |Active ®

Field/ Step

Field Entry

Page View

Job Change
Reason

Select correct change reason from
dropdown

Pay Effective
Date

Leave as default
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Personnel Date

Leave as default

AT/PM - Change Job Data, 5A9976-00 Manager, Strategic Initiatives

Item Current Value New Value
Job Change Reason: 4 72 [Not Selected v
Pay Effective Date: MM/DD/YYYY 4 11/30/2018 [12/05/2018 |
(Mot Enterable)
Personnel Date: MM/DD/YYYY 4(Not 11/30/2018 ‘12;05,!2013 |
Enterable)
Annual Salary: 89544 [ ]
Pay Type: 1 ]
Supervisor ID: 100729834 \ |
Title(30 characters): Manager, Strategic ‘ |
Initiatives

Hourly Rate: (Not Enterable) 49.2 \
Job Status: (Not Enterable) Active El
Factor: (Not Enterable) 26
Pays: (Not Enterable) 26

Annual Salary Enter revised amount

Pay Type Leave as default

Supervisor ID Supervisor's Banner 1D

Title (30 Enter Title from current value column

Characters)

Hourly Rate Leave as default

Job Status Leave as default

Factor Not enterable

Pays Not enterable

Field/ Step Field Entry Page View
Effective Date Leave as default (same as query
date)
COA Leave as default
Fund Defaults to type of position and faculty

Organization

Defaults to type of position and
faculty/dept

Account

Defaults to type of position and
faculty/dept
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Program Defaults to type of position and
faculty/dept. NOTE: When doing
mass uploads, leave the Program current
code blank Effective Date: 11/30/2018
- . ndex Fund rganization Account Program Activi ocation Project Cost Percent Encumbrance Override End Date
Activity Leave as default unless BPO ot e e pe o Aty acafion Broject Costercent® ouemdeEndibat
. 100.00
recommends otherwise
Location Leave as default I .
N Effective Date: MM/DD, YYYY_
PrOJeCt Leave aS defaUIt coAa Index Fund 12‘msjf;::nizatiorl Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Cost Leave as defau e e e
Percent Leave as default a ] Q| &Y Y .Y I I  — I \
Encumbrance Leave as default &%} :&} }3: }3: :&} :&: H H ” H H }
ggteerrlde End Total 100.00
+ Defaulting values for Labor Distribution from the Job records.
Defa‘UIt from DO nOt SeIeCt ‘ Dslsjfaultf:m:lndex H Saie and[l)-\d; Newjf Rows | ’
Index and Save
and Add New
Rows
Field/ Step Field Entry Page View
Job Change Leave as default . . e
Reason g Enter Job END Information, 5A9976-00 Manager, Strategic Initiatives
Job Status Not enterable

Job End Date

Not enterable

Pay Effective
Date

Enter as job end date from current
value column

Item
Job Change Reason: (Not Enterable)

Job Status: (Not Enterable)

Current Value New Value

72
Active

Job End Date: MM/DD/YYYY(Mot Enterable) 03/29/2019

Personnel Date Enter as job end date from current Pay Effective Date: MM/DD/YYYYx 11/30/2018
value column Personnel Date: MM/DD/YYYYx 11/30/2018
Field/ Step Field Entry Page View

Approval Level — Top

Row

Click on magnifying glass
icon and select the HR
Advisor
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Required Action Leave as default

Click on magnifying glass
icon and select the
Dept/Faculty BPO

Approval Level — Second
Row

Required Action Leave as default

Routing Queue

Approval Level User Name

. - - [10 - (ADVSR) HR Advisor | € [rrRaDMO | Monica Geller
Approval Level — Third Click on magnlfylng gIaSS |20 - (BPO) Departmental BPO's | [HRaDME | Fun Bobby
Row icon and select the HR [50 - (HR) HR Department |2 [HrRaDMa | Monica Geller
Department Approver [00 - (HR-APP) HR Apply | & [rcaTaLoGUOTT | uorT HRMEP
N - |N0t Selected V‘ Qsl |
Required Action Leave as default [Not selected 7Q |
|N0t Selected V‘ Q\l |
|Not Selected V‘ Q\l |

Click on magnifying glass
icon and select
HRCATALOGUOIT

Approval Level — Fourth
Row

Required Action Leave as default

Save and Add New Rows | Do not select

Save and Add New Rows

Approve
Approve
Approve

Not Selected
Not Selected
Not Selected

= S
k] 2
< [
g
-9
b-3
3
=]
=
<l <]l<]l«

Mot Selected

NU L10 & Above (H) - Change Job, PMCJBH and 8H L10 & Above (H) - Change Job O8CJBH

Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnlfylng T Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
g|ass icon to search by name & - indicates a required field.
ID: % (100729837 Yoshi Yoyo
uery Date Enter contract start date a

Approval Select Nonunion PMCJBH or Union Query Date: MM/DD/YYYYx

Category 08CJBH Approval Category: % [PM - Job Info Change Hourly, PMCIBH v

Click Go
Employee Job Assignmenis
|Type |Position|Sufﬁx|Title \Time Sheet Organization \Start Date |End Date |Last Paid Date\status|
|primary|5A9977 J00  |Manager, Mass Communications|1310, Communications & Marketing |Nov 30, 2018|Dec 31, 2018| |active |

Position Leave as default

Suffix Leave as default
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¥ Enter or search for a new position number and enter the suffix, or select the link under Title.

Select Select the correct position to be
1D: ‘Yoshi Yoyo, 100729837
changed Querypate:  Dec12, 2018
C"Ck GO Approval Category: Prof Mgr - Change Job Hourly, PMCIEH
AT/PM - Change Job Ualaﬂo_urly_’l GCIOBH
ﬁmﬁmgl'milion [Suffix[Title Time sheet [start Date [End Date  |Last Paid
Primary |SAS9F7 00 Manager, Mass C ations( 1310, Communications & Marketing |Nov 20, 2018|Dec 31, 2018 Active
All Jobs
| Mext Approval Type || Go |
Field/ Step Field Entry Page View
Job Change Select as appropriate to AT/PM - Change Job Data Hourly, 5A9977-00 Manager, Mass Communications
Reason circumstances of change
" Item Current Value New Value
Full Employee Enter the full employee title of the | ;o1 change rReason: % 72 [ot Selected v
Title new hire Full Employee Title: |
Pay Effective Leave as default Pay Effective Date: MM/DD/YYYYy 11/30/2018
Date Personnel Date: MM/DD/YYYYx  11/30/2018
Personnel Date | Leave as default Pay Type: (Not Enterable) HRLY
P T N bl Hourly Rate: 45 [
ay 'ype ot enterable - Hours per Pay(2 wks): 70 I:l
Hourly Rate Enter hourly rate in accordance Supervisor ID: 100729834 |
with Compensation structure and Title(30 characters): Manager, Mass Communications |
collective agreements concerning | Timesheet orgn: 1310 S
position Job Status: (Mot Enterable) Active
Hours per Pay Enter hours in accordance with
(2 wks) compensation structure and
collective agreements concerning
position
Supervisor ID Enter the Banner ID of the
supervisor the employee will
directly report to
Title (30 Enter the full employee title of the
characters) new hire
Timesheet Orgn | Click on the magnifying glass
icon and select the code for your
faculty/dept. IF you are not sure
88
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of the Org. please email
Financesystems@uoit.ca

Job Status Leave as default
Field/ Step Field Entry Page View

Effective Date Leave as default (same as query s
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

COA Leave as defau|t u 100000 1310 62061 16 100,00

Fund Defaults to type of position and -
facu |ty Effective Date: MM/DD/YYYY

Organization Defaults to type Of position and g(: ‘Inde.x |(F:;:T1drmunn ‘&r‘gla:li:atiﬂn |$T::0"6t1 ‘(I;{Tlgﬁram |g\cTivity Hlm:atinn HPm]'ect ”Cust HPEr:;:;.ton”Encumhrance C‘Nerride End Date
culden N e e e e

Account Defaults to type of position and a ] Q] Q] Q] Q] Q] I I — I ‘
faculty/dept Al |4 1A |S] 1A |S] I I I I I |

Program Defaults to type of position and ™ 000
faculty/dept. NOTE: When doing + Defaulting values for Labor Distribution from the Job records.
mass uploads, leave the Program | Default from Index || Save and Add New Rows
code blank

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index Do not select

and Save and Add

New Rows

Field/ Step Field Entry Page View

Job Change Reason | Leave as default

Job Status Not enterable

Job End Date Not enterable
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Pay Effective Date

Enter as contract end date

Enter Job END Information, 5A9977-00 Manager, Mass Communications

Item

Current Value New Value

Job Change Reason: (Not Enterable) 72
Job End Date: MM/DD/YYYY(Not Enterable) 12/31/2018 |:|
Personnel Date Enter as contract end date pay Effective Date: MM,/DD/YYYYs R
Personnel Date: MM/DD/YYYY 11/30/2018 [ ]
Job Status: (Mot Enterable) Active
Field/ Step Field Entry Page View
Approval Level — Top | Click on magnifying glass icon Routing Queue
ROW and SeleCt the HR AdVisor Approval Level User Name Required Action
pp q
Required Action Leave as default [10 - (ADVSR) HR Advisor |2 [HrRaDME | Gunther Friends Approve
N N N " |20 - (BPO) Departmental BPO's |Qt‘HRADM9 | Monica Geller Approve
Approval Level — Click on magnifying glassicon [50 - (HR) AR Department | [rmanms | Fun Bobby Approve

Second Row

and select the Dept/Faculty BPO

[0 - (HR-APP) HR Apply

| [HreaTaLOGUOIT

| vorT HRMEP

Required Action

Leave as default

Approval Level — Third
Row

Click on magnifying glass icon
and select the HR Department
Approver

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New
Rows

Do not select

|Not Selected

qu‘

|Not Selected

VlQ\‘

|Not Selected

V|Q§‘

|Not Selected

VlQ\‘

Save and Add New Rows

Apply

Mot Selected
Not Selected
Mot Selected
Not Selected

NU L10 & Above -Terminate Job, PMTERM and O8 L10 & Above -Terminate Job O8TERM

Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnifying
glass icon to search by name
Query Date | Enter the new end date of the change
Approval Select Nonunion, PMTERM or Union
Category 08TERM
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Click Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % 100729836 | [wacky wario |Q

Query Date: MM/DD/YYYY: 12/21/2018

Approval Category: % [PM - Terminate Job, PMTERM e

Employee Job Assignments

Type |Position|Suffix([Title Time Sheet Organization|Start Date |End Date Last Paid Date|Status

Primary|5AS976 |00 Manager, Strategic Initiatives|3700, Human Resources Nov 30, 2018Mar 29, 2019

Active

Position Leave as default

Suffix Leave as default

Select Select the appropriate position to be

terminated

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Wacky Wario, 100729836
Query Date: Dec 21, 2018
Approval Category: Prof Mgr - Terminate Job, PMTERM

Enter Job End Date for Pay Effective Date, GETRM

Click Go

Search|Type |Position Suffix|Title [Time Sheet Organization|Start Date |End Date Last Paid Date|

[Status|Select

Q New Job Il |

Primary [5A9976 00 Manager, Strategic Initiatives(3700, Human Resources Nov 30, 2018Mar 29, 2019

IActive [3

Next Approval Type Go

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Job End Date

Enter date from current value
column

Pay Effective Date

Enter as Job End Date for
current value column

Annual Salary

Leave as default

Job Change Reason

Indicate the change reason by
selecting the appropriate
option
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Pay Effective Date

Enter as query date

Personnel Date

Enter as query date

Job Status

Not enterable

Annual Salary

Leave as default

Enter Job End Date for Pay Effective Date, 5A9976-00 Manager, Strategic Initiatives

Item Current Value New Value
Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY(Not Enterable) 03/29/2019 | |

Pay Effective Date: MM/DD/YYYYx 11/30/2018
Job Status: (Mot Enterable) Active

Annual Salary: 89544 |:|

Enter New Contract End Date, 5A9976-00 Manager, Strategic Initiatives

Item Current Value New Value

Job Change Reason: %(Not Enterable) 72
Pay Effective Date: MM/DD/YYYYx 11/30/2018
Personnel Date: MM/DD/YYYYx 11/30/2018

Job Status: x(Not Enterable) Active
Annual Salary: 89544 |:|
Field/ Step Field Entry Page View

Approval Level — Top

Click on magnifying glass icon

Routing Queue

Row and select the HR Advisor S — F —— S
Required Action Leave as default /20 - (8%0) Departmental 87G's O fuaomas chandie sing Aoprove

- . - - a0 - [HR-APP) HR Apply Q, [hrcaTatocuorm * | UDIT HRMEP Apply
Approval Level — Click on magnifying glass icon T ol ot Stieed
Second Row and select Departmental BPO X &2 N bt
Required Action Leave as default ot selected va Hok Selecied ¥
Approval Level — Third | Click on magnifying glass icon
Row and select HRCATALOGUOIT
Required Action Leave as default
Save and Add New Do not select
Rows
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NU L10 & Above (S) - Rehire, PMXEMP and 8A L10 & Above (S) - Rehire SAXEMP

Field/ Step Field Entry Page View
ID Enter Banner ID or use the
magmfymg g|ass iCOﬂ to Search 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
by name 4 - indicates a required field.
Query Date Enter contract start date 10: 4 [{00729836 | [Wacky Wario a

Approval Category

Select Nonunion, PMXEMP or
Union SAXEMP

Query Date: MM/DD/YYYYx 04/01/2019

- Approval Category: % |PM - Rehire Salary, PMXEMP v
Click Go
Go
Employee Job Assignmenis
|Tvpe |Position|Sufﬁx|Title \Time Sheet Organization\start Date |End Date |La5t Paid Date\Status|
|Primary|sA9976 |00 |Manager, Strategic Initiatives|3700, Human Resources  |Nov 30, 2018|Mar 29, 2019 |active |
Position Enter position number as
Indlcated by EPAF Summary 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
Sheet ID: Wacky Wario, 100729836
. A " . Query Date: Apr 01, 2019
SUffIX Enter 01 as the SUffIX number If Approval Category: Prof Mgr - Rehire Salary, PMXEMP
it has the same position number.
If however the position number Annual Paid - Rehire, GXEMP2
. . . ‘ , iISearch{Type [Position Suffix|Title ITime Sheet Organization|Start Date End Date|Last Paid Date|Status|Select|
IS dlfferent1 the SUffIX can be OO Q, New JoH[SA0O76 \01 ‘PM;‘Def Term*Advancement|1320, Advancement )
again ©
Select Leave as default /4 There are no active jobs based on the Query Date.
CIICk GO Next Approval Type Go
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Full Employee Title

Enter the full rehire’s
employee title

Supervisor ID

Enter the Banner ID of the
supervisor the employee will
directly report to
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Title (30 Characters)

Enter the full rehire’s
employee title

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary as
indicated by HR Partner and
Hiring supervisor

Pay Type

Leave as default

Contract Type

Leave as default

Employee Status

Leave as default

Employee Class Code

Leave as default

Step

Not enterable

Home COAS

Not enterable

Home organization

Enter or click on magnifying
glass icon and select the
correct home organization
code for faculty/dept.

Annual Paid - Rehire, 5A9976-01 PM/Def Term*Advancement

Item Current Value New Value

Job Change Reason: % [72, Contract Position

v

Full Employee Title:

Supervisor ID: 4

Title(30 characters): %

Current Hire Date: MM/DD/YYYY 4
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY %
Job Begin Date: MM/DD/YYYYx%
Annual Salary: %

11/30/2018 04/01/2019
04/01/2019

04/01/2019

Pay Type:

Contract Type:

Employee Status: (Not Enterable)  Active
Employee Class Code: % SA, Limited Term Level 10 & Up Sal Q.
Step: (Not Enterable)

Home COAS: (Not Enterable) u

Home Organization: (Not Enterable) 3700, Human Resources

Factor: (Not Enterable)

(=}

o |1 |[w = =) [
O\\IC rul:? &
2 ] S
2 =
g =
< =
©
<

Pays: (Not Enterable)

Factor Not enterable
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as Query EIGET
Effective Date: 04/01/2019
Date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
. Effective Date: MM/DD/YYYY [04/01/2019 |
Fund DefaUItS to type Of pOSItlon and COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faculty 3\ Ig\moom \zllm \§|f,m Ii\le Iil I I I |[_1o0.00]| |
At P \ | | | | [ I I I I I \
Organization Defaults to type of position and a[ | Q| Q Q ] ey I I T I ‘
faculty/dept EE\ Ii\ \3| \3| Ié\ Iél I I I I I \
Account Defaults to type of position and - A A A A = I I L ‘
faculty/dept 100.00
Program DefaUItS to type Of pOSItlon and “/Defaultfmm Index H Save and Add New Rows
faculty/dept. NOTE: When doing
94
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mass uploads, leave the Program
code blank

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows
Field/ Step Field Entry Page View
Job Change Reason | Leave as default
Job Statug Not enterable Enter Job END Information, 5A9976-01 PM/Def Term*Advancement

Job End Date

Not enterable

- Item Current Value New Value

Pay Effective Date Enter as contract end date Job Change Reason: (Not Enterable)
Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |

Personnel Date Enter as contract end date Pay Effective Date: MM/DD/YYYYx ]
Personnel Date: MM/DD/YYYY % |:|

Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and
Top Row select the HR Advisor

Required Action

Leave as default

Approval Level —
Second Row

Click on magnifying glass icon and
select the Dept/Faculty BPO

Required Action

Leave as default
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Approval Level —
Third Row

Click on magnifying glass icon and
select the HR Department
Approver

Required Action

Leave as default

Routing Queue

Approval Level User Name

Approval Level —
Fourth Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New
Rows

Do not select

Required Action
[10 - (ADVSR) HR Advisor |2 [HrRaDME | Gunther Friends
[20 - (BPO) Departmental BPO's |2 [HrRADMS | Menica Geller
[50 - (HR) HR Department |2 [HrRaDME | Fun Bobby
[0 - (HR-APP) HR Apply |2 [HreaTaLOGUOIT | vorT HRMEP
|Not Selected V| Q\‘ |
|Not Selected Vl Q\‘ |
|Not Selected V| Q\‘ |
|Not Selected Vl Q\‘ |

Save and Add New Rows

NU L10 & Above (S) - Rehire, PMXEEH and 8H L10 & Above (H) - Rehire O8XEEH

Field/ Step Field Entry Page View
ID Enter Banner ID or use the
magmfymg gIaSS iCOﬂ tO Search by 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
name % - indicates a required field.
Query Date Enter contract start date ID: +[100720837 | [Yoshi Yoyo |a

Approval Category

Select — Nonunion, PMXEEH or
Union 08XEEH

Query Date: MM/DD/YYYYx

PM - Rehire Hourly, PMXEEH v

- Approval Category:

Click Go
Employee Job Assignments
\Type |Position|Sufﬁx|Title |Time Sheet Organization |Start Date |End Date |Last Paid Date\statu5|
[primary|sA9277 Joo  |Manager, Mass Communications|1310, Communications & Marketing |Nov 30, 2018|Dec 31, 2018 |active |

Position Enter position number as indicated

by EPAF Summary sheet
Suffix Enter ‘01’ as the suffix number
Select Leave as default
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Click Go
7 Enter or search for a new position number and enter the suffix, or select the link under Title.
1D: Yoshi Yoyo, 100729837
Query Date: Nov 30, 2018
Approval Category: Prof Mgr - Rehire Hourly, PMXEEH
Hourly Paid - Rehire, GXEMPH
ISearch(Type [position [Suffix|Title ITime Sheet Organization Start Date |End Date Last Paid Date|Status|Select|
(o} New JoHllsaco77 01 PM/Def Term*Comm & Marketing|1310, Communications & Marketing -
Primary |SA9977 00 Manager, Mass Communications [1310, Communications & Marketing |[Nov 30, 2018|Dec 31, 2018 Active
Next Approval Type
Field/ Step Field Entry Page View
Job Change Leave as default Hourly Paid - Rehire, 5A9977-01 PM/Def Term*Comm & Marketing
Reason ILtem Current Value New Value
Full Employee Enter the full employee title of the Job Change Reason: (ot Enterable) |
. B Full Employee Title:
Title : new hire . Supervisor ID: 4 | |
Supervisor ID Enter the Banne_r ID_ of the Supervisor | o characters): « | |
the employee will directly report to Current Hire Date: MM/DD/YYYYx  11/30/2018
Title (30 Enter the full employee title of the Pay Effective Date: MM/DD/YYYYx
. Personnel Date: MM/DD/YYYY 4 __11/30;2013
CharaCterS_) new hire Job Begin Date: MM/DD/YYYY#
Current Hire Leave as default Pay Type: x(Not Enterable)
Date Hourly Rate: % ]
Pay Effective Leave as default Hours per Pay(2 wks):
Date Contract Type:
Timesheet Orgn: & Q]
Personnel Date Leave as defaUIt Employee Status: (Not Enterable)  Active

Job Begin Date

Leave as default

Pay Type

Not enterable

Hourly Rate

Enter hourly rate in accordance with
compensation structure and collective
agreements concerning position

Hours per Pay (2
wks)

Enter hours in accordance with
compensation structure and collective
agreements concerning position

Employee Class Code: %

5H, Limited Term Level 10 & Up HI [ ]

Home COAS: (Not Enterable) u
Home Organization: (Not Enterable) 3700, Human Resources
Step: (Not Enterable) o ]
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Contract Type

Leave as default

Timesheet Orgn

Click on the magnifying glass icon
and select the code for your
faculty/dept. IF you are not sure of
the Org. please email
Financesystems@uoit.ca

Employee Status

Not enterable

Employee Class
Code

Not enterable

Home COAS Not enterable
Home Leave as default
Organization
Step Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query R
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund DefaUItS to type Of posltlon and zf;:ﬂivel:zl:x: MM/D:::“ tiun Account Program Activity Location Project Cost Percent Encumbrance Override End Date
oty e e e e e =
Organization Defaults to type of position and a Q| Q| Y ey Q| I I T I |
faculty/dept Al |9 Q] | S |S] 1S I | | I | |
Account Defaults to type of position and L A A ! 1 A I I ”m,: I I '
faculty/dept roe-e
Program Defaults to type of position and l“Demmm | e i
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
98
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Encumbrance
Override End Date

Leave as default

Default from Index
and Save and Add
New Rows

Do not select

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Job End Date

Not enterable

Enter Job END Information, 5A9977-01 PM/Def Term*Comm & Marketing

Item Current Value New Value

Pay Effective Date Enter as contract end date Job Change Reason: (Nt Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYYx [ ]
Personnel Date: MM/DD/YYYY % |:|
Personnel Date Enter as contract end date Job Status: (Not Enterable)
Job Status Not enterable
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and | Routing Queue
TOp ROW Se|eCt the HR AdVISOI’ Approval Level User Name
Required ACtion Leave as defaUIt [10 - (ADVSR) HR Advisor | @ [rRaDME | Gunther Friends Approve
N N N N |20 - (BPO) Departmental BPO's |O\|HRADM9 | Monica Geller Approve
Approval Level — Click on magnifying glass icon and | [z~ ) r ceparmen | [rraomo [Fun Bobby Approve

Second Row

select the Dept/Faculty BPO

90 - (HR-APP) HR Appl Q, [HrRCATALOGUOIT
PPYY

| uorT HRMEP

> 2
2 3
= B
E
o
a
>
3
=]
=
< <]«

Required Action Leave as default o e Ja | ot el
Approval Level — Click on magnifying glass icon and | o= s 2} I o Seeaes
Third Row select the HR Department

Approver
Required Action Leave as default
Approval Level — Click on magnifying glass icon and
Fourth Row select the HRCATALOGUOIT
Required Action Leave as default
Save and Add New | Do not select
Rows
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Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnifying 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
glass icon to search by hame % - indicates a required field.
Query Date | Enter contract start date
Approval Select PD — New Hire, PDNEMP ID: % 100729838 | [captain Toad |
Category
Click Go Query Date: MM/DD/YY¥Yx
Approval Category: % v
[ Go |
/% There are no active jobs based on the Query Date.
POSition Enter pOSItlon number as Indlcated by 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
EPAF Summary sheet ID: Captain Toad, 100729838
Suffix Enter ‘00’ as the suffix number Query Date: Nov 30, 2018
Approval Category: Post Docs - New Hire, PDNEMP
Select Leave as default ]
Post Docs - New Hire, PDNFE2
Search|Type [Position SuffixTitle Time Sheet Organization|Start Date|End Date|Last Paid Date|Status|Select
All Jobs Do not select Q, New Jo ost Doc*5ci[2700, Faculty of Science
and Next ®
Approval /4 There are no active jobs based on the Query Date.
Type
CIle Go | Next Approval Type m Go ||
Field/ Step Field Entry Page View
Job Change | Leave as default
Reason
Sex Copy Current Value or select from
dropdown
SSN/SIN/TIN | Enter SIN
Birth Date Enter Birth Date
Citizenship Select from dropdown
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Supervisor ID | Enter the Bqnner ID of the supervisor the Post Docs - New Hire, 2U9961-00 Post Doc*Sci
employee will directly report to
Current Hire | Leave as default Item Current Value New Value
Date Job Change Reason: % [72, Contract Position
Pay Effective | Leave as default Sex: Male
Date SSN/SIN/TIN: % 123456789 [ ]
Personnel Leave as default Birth Date: MM/DD/YYYYx% 02/01/1984 [ ]
Date Citizenship: [Not Selected v
Job Begin Leave as default Supervisor ID: % |
Date Current Hire Date: MM/DD/YYYYx%
Annual Enter annual salary as indicated by HR Pay Effective Date: MM/DD/YYYYx
Salary Partner and Hiring supervisor and CBA Personnel Date: MM/DD/YYYYx
Contract Select Primary Job Begin Date: MM/DD/YYYYx
Type Annual Salary: % l:l
Employee Leave as default Contract Type:
Status Employee Status: [Active w
Employee Leave as default Employee Class Gode: Q
C!as_s Code District Code: «(Not Enterable)
District Code | Not enterable Home COAS: 4(Not Enterable)
Home COAS Not enterable Home Organization: (Mot Enterable)
Home Org Not enterable ]
Step Not enterable Step: FNot Enterable) o ]
Factor: (Not Enterable)

Factor Leave as default pays: (Not Enterable)
Pays Not enterable ]

Field/ Step Field Entry Page View
Effective Date Leave as default (same as

query date)

COA Leave as default
Fund Defaults to type of position

and faculty

Organization

and faculty/dept

Defaults to type of position
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Account Defaults to type of position
and faculty/dept
Program Defaults to type of position
and faculty/dept. NOTE: current
o Effective Date: 11/30/2018
When dOIng mass UploadS, COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
leave the Program code blank | yew
Activity Leave as default unless BPO | fevepee e s | aetty  tocation project  cost pescent  Encumbrance Override End pat
. nadex LI rganlza on ) CCOURN rngram VI ocation ro]e O arcen ncumbrance Override En ate
recommends otherwise Qu |9 [tooo00 | [2700 Q62143 |QAfw0 Y Il i i |[100.00]| |
i | | | | | || I[ | | | | |
Location Leave as default Q| Q| Q| a Q| Q| I I [ |
Project Leave as default Q| (<Y, leN] Y Q| || I I I I I |
Cost Leave as defau|t ar |2 |2 |2 | | I | | | | |
Total:
Percent Leave as default 1o0.00
Encumbrance Override Leave as default o
End Date ‘ Default from Index H Save and Add New Rows
Default from Index and Do not select
Save and Add New
Rows
Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 2U9961-00 Post Doc*Sci
Job Status Not enterable

Job End Date

Not enterable

Enter as contract end date

Item Current Value New Value

Job Change Reason: |?3, Contract Completion

Pay Effective Date Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) | |
Pay Effective Date: MM/DD/YYYYx
Personnel Date Enter as contract end date Personnel Date: MM/DD/YYYYx
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass
icon and select the HR
Advisor from the dropdown

Required Action

Leave as default
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Approval Level — Second

Row

Click on magnifying glass
icon and select the
Dept/Faculty BPO

Required Action

Leave as default

Routing Queue

Approval Level User Name

Required Action

_ ; ; e [10 - (aDVSR) HR Advisor |2 [HrRaDME | Gunther Friends
Approval Level - Third _C:IICk on magnlfylng gIaSS [20 - (BPO) Departmental BPO's |2 [HRaDMa | Menica Geller
Row icon and select the HR [50 - (HR) HR Department | < [HraDMe ||Fun Bobby
Department Approver [0 - (HR-APP) HR Apply |2 [hreaTaLOGUOIT | vorT HRMEP
Required Action Leave as default :” = 2 | ot Selectes
Mot Selected v Q\‘ |
- — |N0t Selected V| Q\‘ |
Approval Level — Fourth | Click on magnifying glass and | [t seieced N |
Row select HRCATALOGUOIT
Required Action Leave as default
Save and Add New Rows | Do not select
Post-Doctoral — Change Job (PD — Job Info Change, PDCJOB)
Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnlfylng 7 Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
glass icon to search by name # - indicates a required field.
Query Date | Enter effective date of the change ID: 4 [100729838 | [Captain Toad a
Approval Select PD — Job Info Change, PDCJOB
Cate or Query Date: MM/DD/YYYYx%
i kg y Approval Category: [PD - J0b Info Change, PDCIOB hd
Clic Go
Employee Job Assignments
Type |Position|Suffix|Title Time Sheet OrganizationStart Date |End Date Last Paid Date|Status
Primary|2U%961 |00 Post Doc*5ci|3700, Human Resources MNov 30, 2018[Nov 30, 2019 IActive
Position Leave as default
Suffix Leave as default
Select Select the appropriate position to change

changed
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CIle GO 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
1D: Captain Toad, 100729838
Query Date: Dec 20, 2018
Approval Category: Post Docs - Chg Job Data, PDCIOB
Post Docs - Chg Job Data, PDCIB2
Search(Type |Position Suffix|Title Time Sheet Organization|Start Date |End Date Last Paid Date|Status|Select|
Q, New Job I |
Primary (209961 00 Post Doc*5ci|3700, Human Resources Nov 30, 2018[Nov 30, 2019 Active :
| Next Approval Type || Go ||
Field/ Step Field Entry Page View
Job Change | Indicate the change reason by
Reason selecting the appropriate Post Docs - Chg Job Data, 2U9961-00 Post Doc*Sci
dropdown
Citizenship | Options Y, Citizen or N, Non- T Current Value New Value
Citizen Job Change Reason: % 72 [Not Selected v
Pay Enter data from current value citi hip: v Citi | <
Effective column ITIZensnip: % » LITIZEN Mot Selected
Date Pay Effective Date: MM/DD/YYYY4 11/30/2018
Personnel | Enter data from current value Personnel Date: MM/DD/YYYYx  11/30/2018
Date _ column Supervisor ID: % 100729834 | |
Supervisor | Enter the Banner ID of the
D supervisor Annual Salary: 39000 |
Annual Enter as per specified Job Status: Active | Active v|
Salary Step: (Not Enterable) 0 D
Job Status | Leave as default
Factor: (Not Enterable 26
Step Not enterable ( )
Factor Not enterable Pays: (Not Enterable) 26
Pays Not enterable
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Field/ Step Field Entry Page View

Effective Date Leave as default (same as query date) | curen o0t

COA Leave as default COA Index Fur;d Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

Fund Defaults to type of position and faculty | ° ey e 100.00

Organization Defaults to type of position and o
faCUIty/dept Effective Date: MM/DD/YYYY

Account DefaUItS to type Of pOSition and a?llndex |&Tfmmm ‘arlg::ml;atmn |a:‘|:;;:3 ‘ng;am |acrvlty HLocatmn HPro]ect Hcost Hli'er;:;r’l-tom‘rncumhrancec‘ﬁverrlde End Date
faculty/dept | 2 || | || | I I I I I \

Program Defaults to type of position and E%I IEI @I IEI @I IEI H H H H H }
faculty/dept. NOTE: When doing mass | 21l 2] 12 2] 12 2] | | | - | \
uploads, leave the Program code blank TR 0000

ACthlty Leave as default unless BPO + Defaulting values for Labor Distribution from the Job records.
recommends otherwise | Default from Index || Save and Add New Rows

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End

Date

Default from Do not select

Index and Save

and Add New

Rows

Field/ Step Field Entry Page View

Job Change Reason

Leave as default unless
EPAF change requires
otherwise

Job Status

Not enterable

Job End Date

Not enterable

Pay Effective Date

Enter as contract job end date
from current value column

Enter Job END Information, 2U9961-00 Post Doc*Sci

Item Current Value New Value

Job Change Reason: 72 |?3, Contract Completion hd
Job Status: (Not Enterable) Active

Job End Date: MM/DD/YYYY(Not Enterable) 11/30/2019 | |

Pay Effective Date: MM/DD/YYYY4 11/30/2018 [ ]

Personnel Date: MM/DD/YYYYx 11/30/2018 [ ]
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Personnel Date Enter as contract end date of
semester as per contract end
dates for Academic Year
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass
icon and select the faculty

Routing Queue

Approval Level User Name

Required Action
BPO from the dI’OdeWI’l [10 - (ADVSR) HR Advisor | [HraDM29 | Char‘ldler Bing
- - [20 - (8PO) Departmental BPO's |2 [HRADMS | Monica Geller
Required Action Leave as default [50 - (HR) HR Department | [iraome | Fun Bobby
Approval Level — Second | Click on magnifying glass IQU-(HR-APW HR Apply &}HRCATALOGUDW }uw HRMEP
. Mot Selected hd
Row icon and select the HR [Nt Selne va ‘
Department Approver from [ot Selected v |
the dropdown [Not Selected v Q] \
Required Action Leave as default |_save and o on fgws.|
Approval Level — Third Click on magnifying glass
Row icon and select
HRCATALOGUOIT
Required Action Leave as default
Post-Doctoral - Terminate Job (PD — Terminate Job, PDTERM)
Field/ Step Field Entry Page View
ID Entel’ Banner ID or use the 7 E.nter an ID or se\e-:t the. link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search *“““‘ TE"" “
by name ID: %|100729838 Captain Toad
Query Date Enter the new end date of the e —
change

Approval Category

PD — Terminate Job, PDTERM

Click

Go

Employee Job Assignments
IType |Position/Suffix|Title

[Time Sheet Organization/Start Date [End Date  |Last Paid Date[Status|

|Primary[2u9961 Jo0  |Post Doc*Sci[3700, Human Resources  |Nov 30, 2018|Nov 30, 2019]

‘ACtIVE ‘

All Jobs

Position

Leave as default

Suffix

Leave as default
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Select

Select the appropriate position to
be terminated

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

1D:

Query Date:

Captain Toad, 100729838
Dec 21, 2018

Approval Category: Post Docs - Terminate Job, PDTERM

Enter Job End Date for Pay Effective Date, GETRM

iSearch|Type

Position [Suffix|Title

Time Sheet Organization|

|Start Date

End Date

Last Paid Date|

Stat

e} New Job | |

Primary [2U9961 00

Post Doc*Sci|3700, Human Resources

Nov 30, 2018

Nov 30, 2019

|Active

All Jobs

Field/ Step

Field Entry

Page View

Job Change Reason

Leave as default

Job End Date

Enter data from current value
column

Pay Effective Date

Enter as Job End Date from
current value column

Annual Salary

Leave as default

Job Change Reason

Indicate the change reason by
selecting the appropriate

Enter Job End Date for Pay Effective Date, 2U9961-00 Post Doc*Sci

Item

Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY

Pay Effective Date: MM/DD/YYYY 4
Job Status: (Not Enterable)
Annual Salary:

Current Value New Value

11/30/2019
11/30/2018
Active

Enter New Contract End Date, 2U9961-00 Post Doc*Sci

. drodeWn Option Jlsebn;hange Reason: (Not Enterable) %”rent value N
Pay Effective Date Enter as query date Pay Effective Date: MM/DD/YYYYx  11/30/2018
Personnel Date Enter as query date Personnel Date: MM/DD/YYYY 11/30/2018
Job Status: (Mot Enterable) Active
Job Status Not enterable Al Salany: 5000 I
Annual Salary Leave as default
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass icon
and select the HR Advisor

Required Action

Leave as default

Approval Level —

Click on magnifying glass icon

Routing Queue

Approval Level

User Name

[10 - (ADVSR) HR Advisor

‘QlHRADMQ ‘ Monica Geller

[20 - (BPO) Departmental BPO's

| [HrRADM29 | |chandier Bing

[0 - (HR-APP) HR Apply

| Q. [reaTaLOGUOIT x| |uorT HRMEP

Second Row and select the Faculty BPO [Not Selected vla \
Required Action Leave as default }:: e :: &I }
[Not Selected v Ql ‘

Approval Level — Third
Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Required Action
Approve
Approve

Not Selected
Not Selected
Not Selected

III
<
=
<

Not Selected
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Save and Add New
Rows

Do not select

Post-Doctoral - Rehire (PD — Rehire, PDXEMP)

Field/ Step Field Entry Page View
I D Enter Ban ner I D Or use the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnlfylng glaSS ICOﬂ tO SearCh % - indicates a required field.
by name ID: % [100729838 | [captain Toad JQ
Query Date Enter contract start date puiooniiug g T .

Approval Category

PD — Rehire, PDXEMP

Click

Go

Employee Job Assignments
[Type |Position|Suffix|Title [Time Sheet organization| t Date |End Date

[Last Paid Date[Status|

|Primary|2u2961 [00  |Post Doc*5ci|3700, Human Resources  |Nov 30, 2018|Nov 30, 2019

‘Active ‘

All Jobs

POSItlon Entel’ pOSItIOﬂ number as 7 Enter or search for a new positien number and enter the suffix, or select the link under Title.
indicated by EPAF Summary ID: Captain Toad, 100729838
sheet Query Date: Dec 01, 2019
- - - Approval Category: Post Docs - Rehire, PDXEMP
Suffix Enter ‘01’ as the suffix number if
it has the same position number. | post bocs - Rehire, PDXEE2
.y . ISearch{Type [Position Suffix([Title Time Sheet Organization|Start Date End Date|Last Paid Date|Status|Select|
If however the po_smon number is Q, New Job{2u9961 |[orJPost Doc*scil2700, Faculty of Science
different, the suffix can be ‘00’
ag aln /% There are no active jobs based on the Query Date.
Select Leave as default
Click Go
Field/ Step Field Entry Page View
Job Change Reason | Leave as default
Citizenship Options Y, Citizen or N, Non-
Citizen
Supervisor ID Enter the Banner ID of the
supervisor

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default
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Job Begin Date

Leave as default

Annual Salary

Enter annual salary as indicated

Post Docs - Rehire, 2U9961-01 Post Doc*Sci

Item Current Value New Value

by HR _Partner and lemg Job Change Reason: x(Not Enterable)
supervisor Citizenship: % Y, Citizen [Not Selected v]
Contract Type Leave as default supervisor ID: % | |
Employee Status Leave as default e o e, oo _m
a eclive Date:
Employee Class Enter as 2U o , * 12/21/2019
ersonnel Date: MM/DD/YYYY &
Code Job Begin Date: MM/DD/YYYYx
Home COAS Not enterable Annual Salary: # ]
Home Organization Enter or click on magnifying Contract Type:
glass icon and select the correct | Employee Status: Active [Active v
. . Employee Class Code: % 2U, Postdoctoral Fellows Qa,l:l
home organization code for H :
ome COAS: g(Not Enterable) u
faCUIty/dept' Home Organization: %(Not Enterable) 3700, Human Resources
Step Leave as default step: R
Factor Not enterable Factor: (Not Enterable)
Pays Not enterable Pays: (Not Enterable)
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query | G 1a/01/201
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default HEw fooroees oo |
. Effective Date: MM/DD/YYYY |12/01/2019
Fund DefaUItS to type Of pOSItlon and COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faculty Qo | | % [100000 |2 [2700 |2 [62143 |9 [10 J< Il Il I |[ 100.00]| |
o) izati Defaults to t f iti d Al |S || || || || | I[ /[ I /[ |
rganization etaulls 1o type of position an | ] 2] 2] Q] 2 | | ] —) |
faculty/dept &l:ll \él Ii\ Ii\ \&\ Ii\ I | I | I |
Account Defaults to type of position and Ll ™ 1| | - 1 : I ”ma. I I |
faculty/dept oo
— v
Program DefaUItS to type Of pOSItlon and | Default from Index H Save and Add New Rows
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
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Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows

Field/ Step Field Entry Page View
Job Change Reason | Leave as default Enter Job END Information, 2U9961-01 Post Doc*Sci
Job Status Not enterable

Job End Date

Not enterable

Ttem Current Value New Value

Job Change Reason:

| 73, Contract Completion

Pay Effective Date Enter as contract end date Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) [ |
Pay Effective Date: MM/DD/YYYYy |:|
Personnel Date: MM/DD/YYYY |:|
Personnel Date Enter as contract end date
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass icon
and select the HR Advisor

Routing Queue

Approval Level User Name

| Gunther Friends

| Monica Geller

Required Action Leave as default [10 - (ADVSR) HR Advisor | faraoms
. — . [20 - (BPO) Departmental BPO's |2 [rRADMY
Approval Level — Click on magnifying glass icon 50— () AR Depariment 1 iraoms

Second Row

and select the Dept/Faculty BPO

| Fun Bobby

[0 - (HR-APP) HR Apply | [HrcaTaLoGuoIT

||vorT HRMEP

Approve
Approve
Approve

= =
£ 2
= g,
@
=9
>
)
=]
=
<<l <]«

Required Action Leave as default ::: — :} ;'j I ot Seleced
Approval Level - Click on magnifying glass icon ::: e :} 2‘: I o Secces
Third Row and select the HR Dept Approver
Required Action Leave as default
Approval Level — Click on magnifying glass icon
Fourth Row and select HRCATALOGUOIT
Required Action Leave as default
Save and Add New Do not select
Rows
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Research Associates - New Hire Salary (RS — New Hire Salary, RSNEMP)

Field/ Step Field Entry Page View

ID Enter Banner ID or use the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search * - Indicates a required field.
by name ID: 4 100729839 | [Goomba Mushroom |&

Query Date Enter contract start _date Query Date: MM/DD/YYYYx

Approval Category Select RS — New Hire Salary, Approval Category: ¥ [ TS A
RSNEMP

. ‘4 There are no active jobs based on the Query Date.

POSItion Enter pOSition n um ber as ¥ Enter or search for a new position number and enter the suffix, or select the link under Title.
indicated by EPAF Summary ey Date: e bn aana T to0TISER
Sheet Approval Category: Research Assoc-New Hire Salary, RENEMP

SUffIX Enter ‘00, as the SUffIX num ber :::f:f: :);-.::: - h::;:::;:, m::‘r:i Title Time Sheet 0 start DatelEnd DatelLast Paid | [select

Select Leave as defau It O\ Mew Job| 7uaes3 00 Research Associate*Health|2500, Faculty of Health Sciences

C I |Ck G 0 There are no active jobs based on the Query Date.

Field/ Step Field Entry Page View

Job Change Reason | Leave as default

Full Employee Title Enter the full employee title of the
new hire

Sex Copy Current Value or select from
dropdown

SSN/SIN/TIN Enter SIN

Birth Date Enter Birth Date

Citizenship Select from dropdown

Supervisor ID Enter the Banner ID of the
supervisor

Title (30 characters) Enter the full employee title of the
new hire

Current Hire Date Leave as default

Pay Effective Date Leave as default
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Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary as indicated
by HR Partner and Hiring

supervisor
Pay Type Leave as default
Contract Type Primary

Employee Status

Leave as default

Employee Class
Code

Leave as default

District Code

Not enterable

Annual Paid - New Hire, 7U9993-00 Research Associate*Health

Item

Job Change Reason: (Not Enterable)
Full Employese Title:

SR 4

BEN/SINTING

Birth Date: MM/DD/YYYYg
Citizenship: g

Supervisor ID: »

Title(30 characters): 4

Current Hire [ate: MM/DDYYYY 4
Pay Fffective Date: MM/DD Y YY 4
Personnel Date: MM/DD/YYYYx
Job Begin Date: MM/DD/YYY Vg
Aannual salary: 4

Pay Type:

Contract Type:

Employee Status: (Neot Enterable)

current Value New Value

Male
123456789
03/03/1979

72

[Not Selectid |

v, Citizen

\12j02/2018 |
12/02/2018

12/02/2018
12/02/2018

Home COAS Not enterable Employee Class Code: (Not Enterabl)
Home Org Not enterable P -
Factor Not enterable Home Organization: (Not Enterable)
Pays Not enterable ot ! e
Step Leave as default step: [
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Enmen

date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund DefaUItS to type Of pOSition and EZ:Ctive;:z MM"'D:J!':YY tiorl Account Program Activity Location  Project Cost Percent Encumbrance Override End Date
ool s
Organization Defaults to type of position and a7 Q| Q Q Q| Q| I I I I I ‘
faculty/dept | Q] 1A 1A |S] |S I I | I I |
Account Defalﬁts tg type of position and L A Al Al A Al I I ”m,: I I ‘
faculty/dept o
Program Defaults to type of position and \: i e
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default

Effective Date: 12/02/2018
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Cost Leave as default
Percent Leave as default
Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows
Field/ Step Field Entry Page View
Job Change Reason | Leave as default
Job Status Not enterable Enter Job END Information, 7U9993-00 Research Associate*Health

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Personnel Date

Enter as contract end date

Item Current Value New Value

Job Change Reason: (Not Enterable)

Job Status: (Not Enterable)

Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYY4 |:|
Personnel Date: MM/DD/YYYY I:l

Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and | Routing Queue
Top ROW Select the HR Advlsor ‘Approval Level |asTrName ‘ Required Action

H H 10 - (ADVSR) HR Advisor HRADMS Gunther Friends __Approve
ReqUIred Action Le_ave as defaUIt - |20 - (BPO) Departmental BPO's | & [HrRADMS || Monica Geller
Approval Level — Click on magnifying glass icon and | [so-) ar bepartment |9 [aranme |[Fun Bobby
Second Row select the Dept/FaCUIty BPO [0 - (HR-APP) HR Apply | & [HrcaTaLocuorT ||uorT HRMEP

N N ‘Nnt Selected Vl Q,
Required Action Leave as default ot Selected <] o‘} }

. — . Mot Selected V] Q] \
Approval Level — Click on magnifying glass icon and | et seiected vQ \
Third Row select the HR Department
Approver
Required Action Leave as default
Approval Level — Click on magnifying glass icon and
Fourth Row select HRCATALOGUOIT
Required Action Leave as default
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Save and Add New Do not select

Rows
Research Associates - New Hire Hourly (RS — New Hire Hourly, RSNEEH)
Field/ Step Field Entry Page View
ID Enter Banner ID or use the T Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search by | s -indicates a required fieid.
name 1D: % [100720840 | [<ing Boo |
Query Date Enter contract start 'date Query Date: MM/DD/YYYYs
Approval Category | Select RS — New Hire Hourly, Approval Category: » RIS
RSNEEH
CIICk GO /i There are no active jobs based on the Query Date.
POSItion Enter position n um ber as indicated " Entar or search for a new position number and enter the suffix, or select the link under Title,
by EPAF Summary sheet e S
Sufflx Entel’ ‘OO, as the SuffIX number Approval Category: Research Assoc - New Hire Hrly, RSNEEH
Hourly Pald - New Hire, GNEMPH ‘[ ]
Search|Type  [Position Sullix|Title Time Sheel Organization Slarl DaleEnd DalejLast Paid Date|Stalus(Select)
SeleCt Leave as defaUIt (-l. N:: Job)| | Tuaaey |oe :RL‘SL‘UIL‘“ Associale*Health|2500, Faculty U|gHt:uIlh Sciences| % |
H There are no active jobs based on the Query Date.
Click Go Al Jobs : "
: Mext Approval Typa Go
Field/ Step Field Entry Page View

Job Change Reason | Leave as default

Full Employee Title | Enter the full employee title of the

new hire

Sex Copy Current Value or select from
dropdown

SSN/SIN/TIN Enter SIN

Birth Date Enter Birth Date

Citizenship Select from dropdown

Enter the Banner ID of the
supervisor the employee will
directly report to

Supervisor ID
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Title (30 characters)

Enter the full employee title of the
new hire

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Pay Type

Leave as default

Hourly Rate

Enter hourly rate in accordance
with compensation structure and
collective agreements concerning
position

Hours per Pay (2
wks)

Enter hours in accordance with
compensation structure and
collective agreements concerning
position

Contract Type

Select Primary

Timesheet Orgn

Click on the magnifying glass icon
and select the code for your
faculty/dept. IF you are not sure of
the Org. please email
Financesystems@uoit.ca

Employee Status

Not enterable

Employee Class
Code

Not enterable

District Code

Not enterable

Home COAS

Not enterable

Home Organization

Not enterable

Hourly Paid - New Hire, 7U9987-00 Research Associate*Health

Item
Job Change Reason: (Not Enterable)

Full Employee Title:

Sex: x

SSN/SIN/TIN: %

Birth Date: MM/DD/YYYY4
Citizenship:

Supervisor ID: %

Title(30 characters): %

Current Hire Date: MM/DD/YYYY
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY 4
Job Begin Date: MM/DD/YYYY 4
Pay Type: (Mot Enterable)

Hourly Rate: %

Hours per Pay(2 wks):

Contract Type:

Timesheet Orgn: %

Employee Status: (Not Enterable)
Employee Class Code: (Not Enterable)
District Code: %(Mot Enterable)
Home COAS: %(Not Enterable)
Home Organization: (Mot Enterable)

Current Value New Value

oworiso0 [ |

|Not Selected

12/03/2018
12/03/2018
12/03/2018
12/03/2018
HRLY

Primary

Q

I'i“ﬂ!iH'IIII

3700

Field/ Step Field Entry Page View
Effective Date Leave as default (same as query
date)
COA Leave as default
Fund Defaults to type of position and

faculty
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Organization Defaults to type of position and
faculty/dept
Account Defaults to type of position and
faculty/dept
Program Defaults to type of position and Current
. . Effective Date: 12/03/2018
faCUIty/dept NOTE When dOIng COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
mass uploads, leave the Program _
COde blank Effective Date: MM/Dn/ww
Activity Leave as default unless BPO R R L X N S Ve - U [ VA A AR e T I A
recommends otherwise ar | | | | |2 |2 | I I I | |
- faul al | || | | || || | /[ I /[ | |
o o dofal R e R
Project Leave as default -
Cost Leave as default 100.00
Percent Leave as default “’ | -
Default from Index Save and A New Rows
Encumbrance Leave as default
Override End Date
Default from Index Do not select
and Save and Add
New Rows
Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, 7U9987-00 Research Associate*Health
Reason Item Current Value New Value
Job End Date Not enterable Job Change Reason: (Not Enterable)
Pay Effective Enter as contract end date Job End Date: MM/DD/YYYY(Not Enterable) ]
Date Pay Effective Date: MM/DD/YYYYk ]
Personnel Date Enter as contract end date Personnel Date: MM/DD/YYYYs L ]
Job Status: (Not Enterable)
Job Status Leave as default
Field/ Step Field Entry Page View
Approval Level — | Click on magnifying glass icon and
Top Row select the HR Advisor
Required Action Leave as default
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Approval Level —
Second Row

Click on magnifying glass icon and
select the Dept/Faculty BPO

Required Action

Leave as default

Approval Level —
Third Row

Click on magnifying glass icon and
select the HR Department Approver

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Routing Queue

Approval Level User Name

[10 - (ADVSR) HR Advisor |2 [HraDMs | Gunther Friends
[20 - (BPO) Departmental BPO's |2 [RADMS | Menica Geller
[50 - (HR) HR Department |2 [HraDMe ||Fun Bobby

[0 - (HR-APP) HR Apply | [HRcaTALOGUOIT | vorT HRMEP
|Not Selected Vl Q\‘ |

|N0t Selected V| Qx‘ |

[Mot Selected ~] Q] |

|N0t Selected V| Qx‘ |

Required Action

Leave as default

Save and Add

New Rows

Do not select

Save and Add New Rows

Required Action
Approve
Approve
Approve

Apply

Not Selected

Mot Selected

Not Selected

Mot Selected

Research Associates — Change Job Salary (RS — Job Info Change Salary, RSCJOB)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the
magnifying glass icon to search by
name

Query Date

Enter effective date to reflect when
the salary of the contract changed

Approval Category

Select RS — Job Info Change Job
Salary RSCJOB

Click

Go

7 Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % 100729839

Query Date: MM/DD/YYYYs |12/15/2018
Approval Category: % RS - Job Info Change Salary, RSCIOB v

‘ |Goomba Mushroom ‘Q

Employee Job Assignments
\Type |Positiun|sufﬁx\Title
[Primary|7u9993 00 |Research Associate Lvl 13700, Human Resources

Active Jobs

|Last Paid Date|Status|

\Time Sheet 0rganizati0n|5tart Date |End Date
lactive |

|Dec 02, 2018pec 31, 2018

Position

Leave as default

Suffix

Leave as default

Select

Select position which requires an
info change

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Goomba Mushroom, 100729839
Query Date: Dec 15, 2018
Approval Category: Research Assoc -Chg Job Salary, RSCIOB

AT/PM - Change Job Data, GCIOB2

End Date  [Last Paid Date[Status|

Search|Type |Position Suffix|Title ITime Sheet Organization|Start Date

Select|

Q New Job)| i |

Primary (7U9993 00 Research Associate Lvl 1[3700, Human Resources Dec 02, 2018|Dec 31, 2018| |Active
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Field/ Step Field Entry Page View
Job Change Select correct change reason from
Reason dropdown AT/PM - Change Job Data, 7U9993-00 Research Associate Lvl I

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Item

Current Value New Value

Job Change Reason: 72 [Mot selected v
Annual Salary Enter revised amount Pay Effective Date: MM/DD/YYYYx 12/02/2018
Pay Type Leave as default Personnel Date: MM/DD/YYYYs  12/02/2018
. . s Annual Salary: 54000 I:I
Supervisor ID Supervisor’s Banner 1D Pay Type: .
Title (30 Enter Title from current value Supervisor D' 100729834 | |
CharaCterS) COIUmn Title(30 characters): Research Associate Lvl I | |
Hourly Rate Leave as default Hourly Rate: 29.67033 |
Job Status Leave as default Job Status: Active [active v
Factor NOt enterable Factor: (Not Enterable) 26
Pays: (Not Enterable) 26
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Current

date)
COA Leave as default
Fund Defaults to type of position and faculty

Organization

Defaults to type of position and

Effective Date: 12/02/2018

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

u 100000 2500 62124 10

New

Effective Date: MM/DD/YYYY

100.00

faCulty/dept (ClU‘Index |(F{Tldnmm |ar‘g:5nni;atiun ‘g:cl:::ll;: |(P{t|)f;am ‘act‘ivity HI.m:ntiun ”F'roject ”Cust HF‘er;:c‘:'zl.:.tcml|I2r|z:||mhram:e Olverride End Date
Account Defaults to type of position and | |2 12 A 19 A | I I I |
facultv/dept Al || || | | |& | | I[ I[ | I[ |
y/dep _ | Q] Q] a 1 Q] | | i |
Program Defaults to type of position and Al 12 12 A 19 Q| | I I I |
g otal:
faculty/dept. NOTE: When doing o 00,00
mass UploadS, Ieave the Program + Defaulting values for Labor Distribution from the Job records.
COde blank ‘ Default from Index H Save and Add New Rows
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
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Encumbrance
Override End
Date

Leave as default

Default from
Index and Save

Do not select

and Add New
Rows
Field/ Step Field Entry Page View
Job Change Leave as default ) )
Reason Enter Job END Information, 7U9993-00 Research Associate Lvl I
JOb Status Not enterable Item Current Value New Value
Job End Date Not enterable Job Change Reason: (Not Enterable) 72
Pay Effective Enter as job end date from current Job Status: (Not Enterable) Active

Date

value column

Job End Date: MM/DD/YYYY(Not Enterable) 12/31/2018 |

Personnel Date | Enter as job end date from current Pay Effective Date: MM/DD/YYYYx 12/02/2008 [ ]
value column Personnel Date: MM/DD/YYYY:x 12/02/2018 [ ]
Field/ Step Field Entry Page View
Approval Level — | Click on magnifying glass icon and Routing Queue
Top ROW SeleCt the HR AdVISor Approval Level User Name Required Action
i i [0 - (ADVSR) HR Advisor |2 [HRaDMa | Monica Geller
ReqUIred Action Le.ave as defaUIt - [20 - (BPO) Departmental BPO's |2 [HrRaDMs ||Fun Bobby
Approval Level — | Click on magnifying glass icon and [50 - (HR) HR Department | Q. [HrRADMS | Monica Geller
Second Row select the Dept/FaCUIty BPO [0 - (HR-APP) HR Apply | [rRcaTALOGUOIT | luotT HRMEP
Required Action | Leave as default [not Selocted 1A |
|N0t Selected V‘ Ql |
; H P ot Selecte: hd
Approval Level — | Click on magnifying glass icon and :: Loeeced v} gfl I ot Seected__
Third Row select the HR Department Approver
Required Action | Leave as default
Approval Level — | Click on magnifying glass icon and
Fourth Row select HRCATALOGUOIT
Required Action | Leave as default
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Save and Add
New Rows

Do not select

Research Associate — Change Job Hourly (RS — Job Info Change Hourly, RSCJBH)

Field/ Step Field Entry Page View
I D Enter Banner I D Or use the magnifylng 7 Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
glass |Con tO SearCh by name % - indicates a required field.
Query Date Enter contract start date 10¢x 200720800 | fing oo a
Approval Select RS — Job Info Change Hourly, Query Date: MM/DD/YYYY[12/21/2016_|
Approval Category: [RS - Job Info Change Hourly, RscleH N
Category RSCJBH
Click Go
Employee Job Assignments
[Type [Position|SuffixTitle [Time Sheet Organization|Start Date |[End Date _|Last Paid Date[Status]
|Primary[7u9987 |00 |Research Associate Lvl 112502, FHS - Med Lab |Dec 03, 2018]pec 31, 2018] Jactive |
all Jobs
.y ¥ Enter or saarch for a new position numbaer and enter the suffle, or select the Bnk undar Tita.
Position Leave as default
1D: King Boo, 100729840
Suffix Leave as default ppreval Categorys Resarch st -Ch 10 ey, RSCIBH
Select Select the correct position to be \1/ot_Change s0b bata Hourty, GEXON | i 1 |
Changed gan:h_'l\!::cmu Position  [Suffix|Title Time Sheet fon| Date [End Date  |Last Paid I ct]
CIICk GO Primary (U987 00 Research Associate Lvl 11[2502, FHS - Med Lab Dec 03, 2018Dec 31, 2018| ’.\HIUE .
All Mh;

Naxt Approval Type || Go

Field/ Step

Field Entry

Page View

Job Change Reason

Select as appropriate to
circumstances of change

Full Employee Title

Enter the full employee title
of the new hire

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Pay Type

Not enterable

Hourly Rate

Enter hourly rate in
accordance with
compensation structure and

March 12, 2021

120

EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY

collective agreements
concerning position

Hours per Pay (2
wks)

Enter hours in accordance
with compensation structure
and collective agreements
concerning position

Supervisor ID

Enter the Banner ID of the
supervisor

Title (30 characters)

Enter the full employee title
of the new hire

Timesheet Orgn

Click on the magnifying glass
icon and select the code for
your faculty/dept. IF you are
not sure of the Org. please
email
Financesystems@uoit.ca

AT/PM - Change Job Data Hourly, 7U9987-00 Research Associate Lvl II

Item Current Value New Value

Job Change Reason: % 72 [Not Selected v
Full Employee Title: |

Pay Effective Date: MM/DD/YYYYx 12/03/2018

Personnel Date: MM/DD/YYYYs  12/03/2018

Pay Type: (Not Enterable) HRLY

Hourly Rate: 32.5 | |

Hours per Pay(2 wks): 40 I:l

Supervisor ID: 100729834 | |
Title(30 characters): Research Associate Lvl IT | |
Timesheet Orgn: 2502 Ckl:l

Job Status: (Not Enterable) Active

Job Status Leave as default
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query -
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as defau|t u 100000 2500 62124 10 100.00
Fund Defaults to type of position and —
faculty Effective Date: MM/DD/YYYY
Organization Defaults to type Of pOSition and g:)llndex ‘&"‘lldmom ‘&rlgzasnni;atiun |$T::;2t4 |&Tlg:m ‘CAfTVity HLm:atiun ”Pm]'ect ”(:ust HF‘er:E(r:.tonHEncumhrance O‘verride End Date
faculty/dept | |2 |2 |2 |2 |2 I | | I I |
Account Defaults to type of position and 2%} }3} }3} }2} }2} }il H ” ” H H }
faculty/dept Q| Q] Q] Q] Q] R | I I | \
Program Defaults to type of position and R 10000
faculty/dept. NOTE: When doing + Defaulting values for Labor Distribution from the Job records.
mass uploads, leave the Program | Default from Index || Save and Add New Rows
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
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Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows

Field/ Step Field Entry Page View
Job Change Reason | Leave as default Enter Job END Information, 7U9987-00 Research Associate Lvl II
Job Status Not enterable

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Item Current Value New Value
Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY(Not Enterable) 12/31/2018 | |

Pay Effective Date: MM/DD/YYYYx 12/03/2018 |:|
Personnel Date: MM/DD/YYYY 4 12/03/2018 [ ]
Personnel Date Enter as contract end date Job Status: (Not Enterable) Active
Field/ Step Field Entry Page View
Approval Level — Top | Click on magnifying glass icon Routing Queue
Row and select the HR Advisor Approval Level User Name Required Action
Required Action Leave as default [10 - (ADVSR) HR Advisor |2 [HraDMs |Gunfher Friends
. — - [20 - (BPO) Departmental BPO's | [rrRADMS | Monica Geller
Approval Level — Click on magnifying glass icon [50 - (HR) HR Department | [rrapme | Fun Bobby
Second Row and select the Dept/Faculty BPO [s0 - (HR-APP) HR Apply | [rcaratocuort | uorT HRwep
Required Action Leave as default o e Sa |
Approval Level — Click on magnifying glass icon ::t e :: i} }
Third Row and select the HR Approver
Required Action Leave as default
Approval Level — Click on magnifying glass icon
Fourth Row and select HRCATALOGUOIT
Required Action Leave as default
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Save and Add New
Rows

Do not select

Research Associates - Terminate Job (RS — Terminate Job, RSTERM)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the
magnifying glass icon to search
by name

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % (100729839 | [coomba Mushroom |Q

Query Date

Enter the new end date of the
change in

Query Date: MM/DD/YYYYx

Approval Category: % RS - Terminate Job, RSTERM v

Approval Category

Select RS — Terminate Job,
RSTERM

Employee Job Assignments
Type \Positiﬂn|suﬁixTitle

|Time Sheet 0rganization|5tart Date \End Date

Click

Go

|Last Paid Date|Status

lprimary]7u9993 00 |Research Associate Lvl 3700, Human Resources  |Dec 02, 2018|Dec 31, 2018

Position

Leave as default

' Entar or saarch for a new position number and enter the sufflx, or salact the lnk under Titla.

Suffix

Leave as default

Select

Select the appropriate position to
be terminated

Click

Go

1o Goomba Mushroom, 100729839
Query Date: Dec 21, 2018
Approval Category: Research Assoc - Terminate Job, RETERM
Enter Job End Date lor Pay Effective Date, GETRM
Search[Type |Position  [SuffixTitle [Time Sheet Org. [Start Date |End Date  |Last Pald ! !
=N Mew Job)
Primary |7U9993 00 Research Associate Lvl I[3700, Human Resources  [Dec 02, 2018|Dec 31, 2018 rrm'e
Al Jobs

Hext Approval Type || Go

Field/ Step

Field Entry

Job Change Reason

Leave as default

Job End Date

Enter data from current
value column

Pay Effective Date

Enter as Job End Date for
current value column

Annual Salary

Leave as default

Job Change Reason

Indicate the change reason
by selecting the appropriate
dropdown option

Pay Effective Date

Enter as query date

Personnel Date

Enter as query date

Page View
Enter Job End Date for Pay Effective Date, 7U9993-00 Research Associate Lvl I
Item Current Value New Value
Job Change Reason: (Not Enterable) 72
Job End Date: MM/DD/YYYY 12/31/2018 [
Pay Effective Date: MM/DD/YYYYy  12/02/2018 [
Job Status: (Not Enterable) Active
Annual Salary: 54000 I:l
Enter New Contract End Date, 7U9993-00 Research Associate Lvl I
Item current Value New Value
Job Change Reason: x(Not Enterable) 72
Pay Effective Date: MM/DD/YYYYs  12/02/2018
Personnel Date: MM/DD/YYYY 12/02/2018
Job Status: x(Not Enterable) Active
Annual Salary: 54000 l:l
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Job Status

Not enterable

Annual Salary

Leave as default

Field/ Step Field Entry Page View
Approval Level | Click on magnifying glass icon Routing Queue
— Top ROW - and SeIeCt the HR AdVISor Approval Level User Name Required Action
Requn'ed Action | Leave as default [10 - (ADVSR) HR Advisor | [HRADMO | Monica Geller Approve
[20 - (BPO) Departmental BPO's | HraDM29 || chandler Bing

Approval Level
— Second Row

Click on magnifying glass icon

90 - (HR-APP) HR Apply

|2 [HrRcaTaLOGUOIT x|/uoIT HRMEP

and select BPO

. - ‘Not Selected V| Q‘ |
Required Action | Leave as default [Not Selacted vQ] |
‘Not Selected V| Q‘ |

‘Not Selected Vl Q‘ |

Approval Level
— Third Row

Click on magnifying glass icon

and select HRCATALOGUOIT

‘ Save and Add New Rows

Required Action

Leave as default

Save and Add
New Rows

Do not select

Not Selected
Not Selected
Not Selected

> |[=
- ||T
h=Rik-]
<
™

Not Selected

Research Associates — Rehire Salary (RS — Rehire Salary, RSXEMP)

Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnifying e an 10 o el he ik o sl foran 10 e the Query Daterand selec the Approval Cteory. Seect G
glass icon to search by name [ "
Query Date Enter contract start date B '
Approval Select RS — Rehire Salary, RSXEMP .
Category
C I |Ck G (0] Employee Job Assignments
Type [Position|suffix|Title [Time sheet Org. ion[start Date _[End Date__ [Last Paid | |
|.Pr|mary|!l.ll-}'-}'-}2t |00 |research assaciate Lvl I]3700, Human Resources  |Dec 02, 2018Dec 31, 2018] [active |
| Al abs |
Position Enter position number as indicated by
EPAF Summary sheet
Suffix Enter ‘01’ as the suffix number if it has

the same position number. If however
the position number is different, the
suffix can be ‘00’ again.
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Select Leave aS default + Enter or search for a new position number and enter the suffix, or select the link under Title.
" 10z Goomba Mushroom, 100729539
CI|Ck GO Query Date: Jan 02, 2019
Approval Category: Research Assoc - Rehire Salary, REXEMP
Annual Paid - Rehire, GXFMPZ
search[Type  [Position uffix[Title Time Sheet Organization [start [End DatelLast Paid Date[Status/Select]
|New Job|ruggea 01 Research Associate*Health(2500, Faculty of Health Sciences|
There ore no octive jobs based on the Query Gote.
| Al Jobs
Hext Approval Typa || Go
Field/ Step Field Entry Page View
Job Change Leave as default Annual Paid - Rehire, 7U9993-01 Research Associate*Health
Reason

Full Employee Title

Enter the full rehire’s employee title

Supervisor ID

Enter the Banner ID of the
supervisor the employee will
directly report to

Title (30
Characters)

Enter the full rehire’s employee title

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary as indicated by
HR Partner and Hiring supervisor

Pay Type

Leave as default

Contract Type

Leave as default

Employee Status

Non enterable

Employee Class
Code

Enter as 7U

Step Not enterable
Home COAS Not enterable
Home Org Not enterable
Factor Not enterable
Pays Not enterable

Item Current Value New Value

Job Change Reason: x(Not Enterable)

X

Full Employee Title:

Supervisor ID: %

Title(30 characters): %

Current Hire Date: MM/DD/YYYYx
Pay Effective Date: MM/DD/YYYYx
Personnel Date: MM/DD/YYYY 4
Job Begin Date: MM/DD/YYYYx%
Annual Salary: %

12/02/2018
1/02/2019

Pay Type:

Contract Type: (Not Enterable)

Employee Status: (Not Enterable) Active
Employee Class Code: % 7U, Research Associate Salary &
Step: (Not Enterable)

Home COAS: (Not Enterable) u

Home Organization: (Not Enterable) 3700, Human Resources

Factor:

IR BRI S TR V5 I m || = ol|lo|l|la||lo ~J
afle|a SIS
o B8 i
]~ .
RS =)
[=REN=] (=]
=
oo o

Pays:
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Field/ Step Field Entry Page View
Effective Date Leave as default (same as query ——
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund DefaUItS to type Of pOSItlon and z:eACtiveI[::]t:; MM/D:::;YVY tiun Account Program Activity Location Project Cost Percent Encumbrance Override End Date
oy A s s s s
Organization Defaults to type of position and o Q| Y 1 Q| Y I I T I ‘
faculty/dept | Q] |S |S |2 |5 I I | | | |
Account Defaults to type of position and - A A1 A A A1 ! ! ”Tm, I I ‘
faculty/dept oo
Program Defaults to type of position and “’D ] [ A
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End Date
Default from Index | Do not select
and Save and Add
New Rows
Field/ Step Field Entry Page View
Job Change Reason | Leave as default
Job Status Not enterable

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Personnel Date

Enter as contract end date
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Field/ Step

Field Entry

Page View

Approval Level — Top
Row

Click on magnifying glass
icon and select the correct
HR Advisor from the
dropdown

Required Action

Leave as default

Routing Queue

Approval Level

User Name

[10 - (ADVSR) HR Advisor

|2 [HraDMs

‘ Gunther Friends

[20 - (BPO) Departmental BPO's

|©. [rrRaDMo

‘ Monica Geller

[50 - (HR) HR Department

| HraDMe

‘ Fun Bobby

[0 - (HR-APP) HR Apply

| [HRcaTALOGUOIT

| vorT HRMEP

Approval Level — Second
Row

Click on magnifying glass
icon and select the correct
HR Dept/Faculty BPO from
the dropdown

Required Action

Leave as default

Approval Level — Third
Row, Leftmost column

Click on magnifying glass
icon and select the correct
HR Department Approver
from the dropdown

Required Action

Leave as default

Approval Level — Fourth
Row, Leftmost column

Click on magnifying glass
icon and select the HRMEP,
UOIT (HRCATALOGUOIT)
from the dropdown

Required Action

Leave as default

Save and Add New Rows

Do not select

|Not Selected

v Q,,‘

|N0t Selected

v Q\

|Not Selected

v Q,\

|Not Selected

v Q,,‘

Save and Add New Rows

Apply

Not Selected
Not Selected
Not Selected

IR
oo |T|®
T B |e |8
ERERERE]
313|3]E
55|52
g
>
3
g
=1
1€ 1€ £

Not Selected

Research Associates — Rehire Hourly (RS — Rehire Hourly, RSXEEH)

Field/ Step Field Entry Page View
ID Enter Banner ID or use the magnifying
glass icon to search by name
Query Date Enter contract start date
Approval Select RS — Rehire Hourly, RSXEEH
Category
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Click

Go

¥ Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % (100729840 | [king Boo |Q
Query Date: MM/DD/YYYYx 01/02/2019
Approval Category: % \Rs - Rehire Hourly, RSXEEH e

Employee Job Assignments
Type |P05itiun Suffix[Title |Time Sheet Organization\start Date \End Date

\Last Paid Date|Statu5\

|primary|7u9987 [o0  |Research Associate Lvl 112502, FHS - Med Lab |Dec 03, 2018]Dec 31, 2018]

lactive |

All Jobs

Position

Enter position number as indicated by
EPAF Summary sheet

Suffix

Enter ‘01’ as the suffix number

Select

Leave as default

Click

Go

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: King Boo, 100729840
Query Date: Jan 02, 2019
Approval Category: Research Assoc - Rehire Hourly, RSXEEH

Hourly Paid - Rehire, GXEMPH

'Search|Type [Position uffix|Title [Time Sheet Organization Start Date|

End Date|

Last Paid Date

Stat

elect|

Q, New Job|7uags7 o1 Research Associate*Health|2500, Faculty of Health Sciences|

‘. There are no active jobs based on the Query Date.

Field/ Step

Field Entry

Page View

Job Change

Leave as default

Reason
Full Employee Enter the full employee title of the new
Title hire

Supervisor ID

Enter the Banner ID of the supervisor

Title (30
characters)

Enter the full title of the new hire

Current Hire
Date

Leave as default

Pay Effective
Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Pay Type

Not enterable
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Hourly Rate

Enter hourly rate in accordance with
compensation structure and collective
agreements concerning position

Hours per Pay
(2 wks)

Enter hours in accordance with
compensation structure and collective
agreements concerning position

Contract Type

Leave as default

Timesheet Orgn

Click on the magnifying glass icon and
select the code for your faculty/dept. IF
you are not sure of the Org. please
email Financesystems@uoit.ca

Employee
Status

Not enterable

Employee Class
Code

Enter 7H

Hourly Paid - Rehire, 7U9987-01 Research Associate*Health

Item Current Value
Job Change Reason: (Not Enterable) 2
Full Employee Title:

New Value

Supervisor ID: %

Title(30 characters): %
Current Hire Date: MM/DD/YYYY %
Pay Effective Date: MM/DD/YYYYx

12/03/2018
1/02/2019
Personnel Date: MM/DD/YYYY %
Job Begin Date: MM/DD/YYYYx%
Pay Type: x(Not Enterable)
Hourly Rate:
Hours per Pay(2 wks): 0
Contract Type:
Timesheet Orgn: 4

a

Employee Status: (Mot Enterable)  Active

i) w|[® T|[e][e][e][e ~
2 IS
o Zllglle =)
s IS
& (AR 3
c|lo =]
< =i =
L=RaRt=] ['=]
<

Home COAS Not enterable Employee Class Code: % 7H, Research Associate Hourly QI:|
Home Enter or click on magnifying glass icon | fome coas: (ot E”(““ab'e) " u
. . Home Organization: (Not Enterable) 3700, Human Resources _3700
Organization and sc_elec_t the correct home Step: (Not Entersble) ICI-
organization code for faculty/dept.
Step Not enterable
Field/ Step Field Entry Page View

Effective Date

Leave as default (same as query date)

COA

Leave as default

Fund

Defaults to type of position and faculty

Organization

Defaults to type of position and

Current
Effective Date: 01/02/2019
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MM/DD/YYYY |01/02/2019

faculty/dept §I1n lex IETwDOUU }:‘:}g;;:;ﬂtm" }iﬁu}:::ll;: I§‘F;‘im }.:::Tvltv HLmzatmn HF’rﬂ]ex:t chst Hlierzsl;tUUHEncum rance T’E"I le End Date
Account Defaults to type of position and a N Q] Q] Q] Q] I I — I |

faculty/dept a1l |2 |2 |2 | |2 I I I I I |
Program Defaults to type of position and | AL A A A A I I Hm.: I I '

faculty/dept. NOTE: When doing mass 1000

Uploadsl Ieave the PrOgram COde |‘/Defaultfrom Index H Save and Add New Rows

blank
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Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End

Date

Default from Do not select

Index and Save

and Add New

Rows

Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Job End Date

Not enterable

Enter Job END Information, 7U9987-01 Research Associate*Health

Pay Effective Date Enter as contract end date Item Current Value New Value
Job Change Reason: {Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |:|
Pay Effective Date: MM/DD/YYYY4 ]
Personnel Date Enter as contract end date Personnel Date: MM/DD/YYYY3 I
Job Status: (Not Enterable)
Job Status Not enterable
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and Routing Queue
Top Row select the HR Advisor Approval Level User Name
R ired Acti L default [10 - (ADVSR) HR Advisor | [HRADME | Gunther Friends
equ"e cuon eave as derau [20 - (BPO) Departmental BrO's | & [HraDMs | Monica Geller
Approval Level — Click on magnifying glass icon and [0 _(HR) HR Department |9 [raome | N

Second Row,

select the Dept/Faculty BPO [fat Selectsd va

[20 - (HR-aPP) HR Apply | [HRCATALOGUOIT

| vorT HrRMEP

Not Selected

EIEEEN-
s (2|2 |28
=Ris-Ri=Ris=RE-]
<|(|3|/2]3|E
HIEHERE:
a
b
2
]
3
<K K[

|
Required Action Leave as default :M:tj V} &} I ot seleces
Approval Level — Click on magnifying glass icon and 9 ' torselecee
Third Row select the HR Dept Approver
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Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon and
select the HRCATALOGUOIT

Required Action

Leave as default

Save and Add New
Rows

Do not select

Additional Qualifications — New Hire (AQ - New Hire, AQNEMP)

Field/ Step Field Entry Page View
ID Enter Banner ID Or use the ¥ Enter an 10 or select the link to search Tor an IR Enter the Query Date and select the Approval Category. Select Go.
. . w - indicates a reguired field.
rr?aangl 2 ifying glass to search by o e a
Query Date Enter contract start date oo —

Approval Category

Select AQ — New Hire, AQNEMP

Click

Go

Go
I There are no active jobs based on the Query Date.
All Jobs

POS|ti0n Enter position number a.S indicated 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
by EPAF Summary sheet queryDate: Decon,ais
Sufflx Enter ‘OO’ as the SUffIX number Approval Category: AQ - New Employee Hire, AQNEMP
AQ - New Hire, AQA_!{EZ _ _ _ _
Select Leave as default T IS
H /. There are no active jobs based on the Query Date.
Click Go
Field/ Step Field Entry Page View

Job Change Reason

Leave as default

Sex

Copy Current Value or select from

dropdown
SSN/SIN/TIN Enter SIN
Birth Date Enter Birth Date
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Citizenship

Select from dropdown

Current Hire Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Job Begin Date

Leave as default

Annual Salary

Enter annual salary as indicated
by HR Partner and Hiring
supervisor

CRN/Course Code

AQ - New Hire, 4UI953-00 AQ Instructor*Fac of Ed

Ttem Current Value New Value

Job Change Reason: [72, contract position v
Sex: x Male

SSN/SIN/TIN: % 123456789 |:|

Birth Date: MM/DD/YYYYx% 01/01/1991 |:|

Citizenship: % [Not selected v

Current Hire Date: MM/DD/YYYY 5
Pay Effective Date: MM/DD/YYYYx%
Personnel Date: MM/DD/YYYY 4
Job Begin Date: MM/DD/YYYY %

Pay Type Leave as default
" Annual Salary: %
Contract Type Select Primary CRN/Course Code: %
Employee Status Leave as default Pay Type:
Employee Class Leave as default Contract Type: Primary
Code Employee Status: [Active v|
- - Employee Class Code: Q
District Code Not enterable District Code: 4 [01T, U. of Ont. Institute of Tech v
Home COAS Not enterable Home COAS: Q]
Home Org NOt enterable Home Organization: Q
Factor: (Not Enterable)
Factor Not enterable Pays: (Not Enterable)
Pays Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Current

Effective Date: 12/03/2018

date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
Fund Defaults to type of position and ittt - N .
ndex un rganization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faculty 2\ Ig\uwzu \&Imu \&Iszooo \&Iw \&I I I I |[_100.00]] |
At e \ | |2 |2 | | I I I I | |
Organization Defaults to type of position and O Q| Q| Q| Q| Q| I I = I ‘
faculty/dept &E\ '2‘ \3| \3| \&| @ I I | ] I \
Account Defaults to type of position and - a A A A A I I I ‘
faculty/dept 100.00
Program Defaults to type of position and v
R | Default from Index H Save and Add New Rows
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
132

March 12, 2021

EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows

Field/ Step Field Entry Page View
Job Change Reason | Leave as default
Job Status Not enterable Enter Job END Information, 4UI953-00 AQ Instructor*Fac of Ed

Job End Date

Not enterable

Pay Effective Date

Enter as contract end date

Item
Job Change Reason:

Current Value New Value

| 73, Contract Completion

Personnel Date Enter as contract end date 705 Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) [
Pay Effective Date: MM/DD/YYYYx |:|
Personnel Date: MM/DD/YYYY 4 |:|
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass and
First Row select the Dept/Faculty BPO Rauting Queue
Required Action Leave as default S — Y S

Approval Level —

Click on magnifying glass and

50 - [HR) HR Department A [hraa

| Phoche Buffay

[0~ (HR-apP) 1R Apply Q [incaTaLocuorT

X | UOIT HRMEP

[apprave

\apply

Second Row select the HR Dept Approver T Sy Dt et
Required Action Leave as default vQ] e—
:Not Selected \': Q |Hot Selected ~|
Approval Level — Click on magnifying glass and PR
Third Row select the HRCATALOGUOIT
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Required Action

Leave as default

Save and Add New
Rows

Do not select

Additional Qualifications — Change Job (AQ — Job Info Change AQCJOB)

Field/ Step Field Entry Page View
ID Enter Banner ID or use the J Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search by | = -indicates a required field.
name 1D: % 100729842 | [Leap Frog |
Query Date Enter effective date of the change | ..., vate: mm/on rovevs oo |
Approval Category Select AQ- Job Info Change, Approval Category: & 50 Joblnfo Change,aQiE. .

AQCJOB
Click Go
Employee Job Assignments
\Type |Positiun|Suﬁix\Title \Time Sheet Organization|Start Date |End Date \Last Paid Date|Status|
|primarylau19s3 Joo  [AQ Instructor*Fac of Ed[3700, Human Resources |Dec 01, 2018]Jan 25, 2019] |active |
POSitiOI”l Leave as defau It 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Leap Frog, 100729842
" Query Date: Jan 07, 2019
Sufflx Leave as default Approval Category: AQ - Job Info Change, AQCIOB
- — AQ - Chg Job Data, AQCIB2
Select Select the approprla‘te posltlon to a:n-u--‘;zzeJOb ‘Position ‘SufﬁxTitle Time Sheet Organization|Start Date |End Date |Last Paid Date|Status|Select|
change
CIICk GO Primary |4UI953 00 IAQ Instructor*Fac of Ed|3700, Human Resources |Dec 01, 2018/Jan 25, 2019 Active ®
All Jobs
Field/ Step Field Entry Page View

Job Change Reason

Indicate the change reason by
selecting the appropriate
dropdown

Pay Effective Date

Enter data from current value
column
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Personnel Date

Enter data from current value

AQ - Chg Job Data, 4UI953-00 AQ Instructor*Fac of Ed

column Item Current Value New Value
P Job Change Reason: x 72 [ot Selected e
Annual Salary Enter as specmed Pay Effective Date: MM/DD/YYYYy 12/01/2018
CRN/Course Code Enter from current value column Personnel Date: MM/DD/YYYYs  12/03/2018
Contract Type Enter input from current value Annual Salary: 800 [ ]
column CRN/Course Code: EDAQ |:|
Job Status Leave as default e e Primary
ob Status: Active [Active v
Factor Not enterable Factor: (Not Enterable) 4 |:|
Pays Not enterable Pays: (Not Enterable) 4 ]
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query ootoes Date 1270172050
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
u 130020 2400 62000 10
COA Leave as default 100-00
Fund Defaults to type of position and T
facu |ty Effective Date: MM/DD/YYYY[o1/07/2015 |
T T — COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Organization Defaults to type of position and Q| |Q 30020 |Q[2e00  |Qfe2000 Qi 12 I I | |[100.00] |
al | | | |9 | | I I | I | |
faculty/dept — al ] % |2 ] | o I I | I I |
Account Defaults to type of position and Q] Y ] | Y ] I I Il I |
al |& | |9 | | I I I I | |
faculty/dept _ Total
Program Defaults to type of position and 1000
faCU|ty/dept NOTE When dOIng ‘/Dafaulting values for Labor Distribution from the Job records.
mass uploads Ieave the Program | Default from Index H Save and Add New Rows
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End Date
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Default from Index
and Save and Add

Do not select

New Rows
Field/ Step Field Entry Page View
Job Change Leave as default unless EPAF Enter Job END Information, 4UI953-00 AQ Instructor*Fac of Ed
Reason change requires otherwise
| Item Current Value New Value
JOb StatUS NOt enterab € Job Change Reason: 72 |?3, Contract Completion

Job End Date

Not enterable

Pay Effective Date

Enter contract job end date

Job Status: (Mot Enterable) Active
Job End Date: MM/DD/YYYY(Not Enterable) 01/25/2019 | |

Pay Effective Date: MM/DD/YYYYx 12/01/2018 |:|
Personnel Date: MM/DD/YYYY % 12/03/2018 |:|
Personnel Date Enter contract end date
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and
First Row select the Dept/Faculty BPO
Required Action Leave as default Routing Queue
H H H H Approval Level User Name Required Action
Approval Level - CIICk on magnlfylng glass icon and |2';p- (BPO) Departmental BPO's |9 [HraDME | Fun Bobby
Second Row select the correct HR Dept Approver | [so- ) #r oepartment |©. [rea | Phoebe Buffay
. . [20 - (HR-APP) HR Apply | & [ircaTaLocUorT %] UOIT HRMEP
Required Action Leave as default hor saae ey ‘
- — - Not Selected v O\‘ ‘
Approval Level — Click on magnifying glass icon and [ruot Selected v Q] \
Third Row select the HRCATALOGUOIT [Not Seieced M | ot Selected

Required Action

Leave as default

Save and Add New
Rows

Do not select

Additional Qualifications - Terminate Job (AQ — Terminate Job, AQTERM)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the
magnifying glass icon to search by
name
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Query Date

Enter the new end date of the

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

Change % - indicates a required field. N
. 1D: 2ap Fro
Approval Category | Select AQ — Terminate Job, *loorssess ] ey g ‘
AQTER M 3uery Date: MM/[).[)/\'YYY*
- pproval Category: % [AQ - Terminate Job, AQTERM K
Click Go
Employee Job Assignments
[Type [Position[Suffix[Title [Time Sheet Or jon[Start Date |End Date _|Last Paid [ |
\Pr\mary|4U1953 \00 \AQ Instructor*Fac of Ed\3700, Human Resources  |Dec 01, ZDIB\Jan 25, 2019| \Act\ve \
Position Leave as defau It ? Enter or search for a new position number and enter the sulfix, or select the link under Titke.
- 10: Leap Frog, 100729842
SUffIX Leave as defaUIt 2:::::‘:.:“‘110“: E;c zlzuzruzu::nﬁlc Jub (Stop Pay), AQTERM
Select Select the appropriate position to
. Enter Job End Date for Pay Effective Date, GETRM
be termlnated ;Eartll Type Ja i Time Sheet [Start Date [End Date |Last Paid Date]
New Jol
Click Go
Primary MUI953 oo AQ Instructor*Fac of Ed|3700, Human Resources  [Dec 01, 201Tan 25, 2019 ’A(t-\re .
| i sobs |
| Mext approval Type || Go
Field/ Step Field Entry Page View
Job Change Leave as default Enter Job End Date for Pay Effective Date, 4UI953-00 AQ Instructor*Fac of Ed
Reason current Value New Value

Job End Date

Enter data from current value
column

Pay Effective Date

Enter as Job End Date for current
value column

Annual Salary

Leave as default

Job Change
Reason

Indicate the change reason by
selecting the appropriate dropdown
option

Pay Effective Date

Enter as query date

Personnel Date

Enter as query date

Job Status

Not enterable

Annual Salary

Leave as default

Item
Job Change Reason: (Not Enterable) 72

Job End Date: MM/DD/YYYY 01/25/2019 [ ]

Pay Effective Date: MM/DD/YYYY4 12/01/2018 [ ]

Job Status: (Not Enterable) Active

Annual Salary: (Not Enterable) 800 |:|

Enter New Contract End Date, 4UI953-00 AQ Instructor*Fac of Ed

Item Current Value New Value

Job Change Reason: x(Not Enterable) 72

Pay Effective Date: MM/DD/YYYYy  12/01/2018

Personnel Date: MM/DD/YYYYx 12/03/2018

Job Status: % Active |Leave without Pay, without Benefits v
Annual Salary: (Mot Enterable) 800 |:|
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Field/ Step

Field Entry

Page View

Approval Level —

Click on magnifying glass icon and

Routing Queue

| Monica Geller

Top Row select the HR Advisor Approval Level User Name
Required Action Leave as default 10 (ADVSR) KR Advisor__ | lmaps
|20 - (BPO) Departmental BPO's | & [HrRaDM29

Approval Level —

Second Row

Click on magnifying glass icon and
select Dept BPO

Required Action

Leave as default

| Chandler Bing

[90 - (HR-APP) HR Apply

| [hrcaTaLocuorT

x| UOIT HRMEP

‘Not Selected

v|Q|

‘Nnt Selected Vl Qz,l |
[Not Selected V] A |
‘Not Selected V| O\l |

Approval Level —

Third Row

Click on magnifying glass icon and
select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New

Do not select

Save and Add New Rows

Required Action
Approve
Approve

Not Selected
Not Selected
Not Selected

III
=
i
<

Mot Selected

Rows
Additional Qualifications - Rehire (AQ — Rehire, AQXEMP)
Field/ Step Field Entry Page View
ID Enter Banner ID or use the 7 Enter an 1D or select the link to search for an 1D, Enter the Query Date and select the Approval Category. Select Go,
magnifying glass icon to search by “““ "Le""r N
name o - i
Query Date Enter contract start date oo oy R

Approval Category

Select AQ — Rehire, AQXEMP

Go

Click Go

Position Enter pOSition number as indicated 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
by EPAF Summary sheet S s e

Suffix Enter ‘01" as the suffix number if it Approval Category: AQ - Rehire, AQXEM?
has the same position number. If AQ - Rehire, AQXEE

e . |Search|Type [Position Suffix|Title [Time Sheet Organization|Start Date |End Date |Last Paid Date|Status|Select

hOWGVGr the pOSItIOI'l number IS Q, New Job[auresa [o1  ||AQ Instructor*Fac of Ed[2400, Faculty of Education .
dlffe,rent' the SUffIX Can be 00 Primary [4UI953 00 IAQ Instructor*Fac of Ed|3700, Human Resources Dec 01, 2018|Jan 25, 2019 IActive
again

Select Leave as default ez

Click Go
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Field/ Step Field Entry Page View
Job Change Leave as default AQ - Rehire, 4UI1953-01 AQ Instructor*Fac of Ed
Reason
Current Hire Date Leave as default “eb'“h LULELE L "e|‘" Value
. Job Change Reason: % 72, Contract Position A
Pay Effective Date | Leave as default Current Hire Date: MM/DD/YYYY4 12/03/2018
Personnel Date Leave as default froct ]
. Pay Effective Date: MM/DD/YYYYx
Job Begin Date Leave as default _ personnel Date: MM/DD/YYYYs
Annual Salary Enter annual salary as indicated by | 1,5 gegin pate: Mm/DD/YYYY4
HR Partner and Hiring Supervisor Annual Salary: x ]
CRN/Course Code CRN/Course Code: x C ]
Pay Type Leave as default Pay Type:
Contract Type Leave as default Contract Type:
Employee Status Leave as default Employee Status: Active |Active v
Emp|0yee Class Leave as default Employee Class Code: % 7U, Research Associate Salary Ckl:l
Code District Code: OIT, U. of Ont. Institute of Tech.  [oIT, U. of Ont. Institute of Tech. v
District Code Not enterable rlome COAS: v g:
Home COAS NOt enterable Home Organization: 3700, Human Resources
Factor Not enterable Factor: (Not Enterable)
Pays Not enterable Pays: (Mot Enterable)
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Current
Effective Date: 01/15/2019
date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
T Effective Date: MM/DD/YYYY _51/15/2019
Fund DefaUItS to type Of pOSItlon and COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
faculty il Iillsouzu }3!2400 }ilszouo }glw }il H ” ” H 100.00” I
Organization Defaults to type of position and A Y EY EY Q EY I I — I |
faculty/dept EI:II Iil \zl \il \zl ‘3' I I | I I |
Account Defaults to type of position and Ll A ! ! ! ! I I ”ma,, I I '
faculty/dept o0
T v
Program DefaUItS to type Of pOSItlon an_d ‘ Default from Index H Save and Add New Rows
faculty/dept. NOTE: When doing
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mass uploads, leave the Program
code blank

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows
Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, 4UI953-01 AQ Instructor*Fac of Ed
Reason Ttem Current Value New Value
Job Status Not enterable JOE Change E{eason: e |ontract Completion
Job Status: (Not Enterable -T
Job End D_ate Not enterable Job End Date: MM/DD/YYYY(Not Enterable) ]
Pay Effective Date | Enter as contract end date Pay Effective Date: MM/DD/YYYYs ]
Personnel Date: MM/DD/YYYYx 1
Personnel Date Enter as contract end date
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and
First Row _ select the Dept/Faculty BPO Routing Queue
Required Action Leave as default N _— I
Approval Level — Click on magnifying glass icon and | - o) emmenrs7os | firaoie  FeBebig approve
Second Row select the HR Department Approver | [50- () tr department |2 [hrea | Phoebe Buffay Approve
|90 - (HR-APP) HR Apply |Q\HRCATALOGUOrr x\ UOIT HRMEP

Required Action

Leave as default

III
k=]
=
<

- — - |N0t Selected V| Qx‘ ‘ Not Selected
Approval Level — Click on magnifying glass icon and [t Selected vl Q| | Not Selected
Third Row select HRCATALOGUOIT —— Sa } ot Sl
Required Action Leave as default e
Save and Add New | Do not select
Rows
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Academic Associate - New Hire Salary (AA — New Hire, AANEMP)

Field/ Step Field Entry Page View
ID Enter Ban ner ID Or use the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search by # - Indicates a required field.
name ID: % [100720841 | [koopa Troopa | Q.
Query Date Enter contract start_date Query Dote: WH/D0/V¥¥Ya iz/a37a018 |
Approval Category | Select AA — New Hire Salary, Approval Category: [ Newtire, AANEMP T =
AANEMP
Clle Go /\ There are no active jobs based on the Query Date.
Position Enter position number as indicated St e e sl s e i e
by EPAF Summary sheet query Dot bicos 018
Suffix Enter ‘00’ as the suffix number e ————
fSeareh n;:i Nreshion: mm:imk Time Sheet Organization  [Start DatelEnd DatelLast Paid Datelst
Select Leave as default New lablaupese  |oo |Academic Assaciate™H.5c[2500, Faculty of Health Sciences
There are no active jobs based on the Query Date.
Click Go e —
Field/ Step Field Entry Page View
Job Change Reason Leave as default
Sex Copy Current Value or select
from dropdown
SSN/SIN/TIN Enter SIN
Birth Date Enter Birth Date
Citizenship Select from dropdown
Title (30 characters) Enter the full title of new hire
Current Hire Date Leave as default
Pay Effective Date Leave as default
Personnel Date Leave as default
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Annual Paid - New Hire, 4U0959-00 Academic Associate*H.Sci

Job Begin Date Leave as default

Annual Salary Enter annual salary as T ange Resson: T ot st v
indicated by HR Partner and sex: = Female
.. . SSN/SIN/TIN: % 123456789 ]
HII’Ing supervisor Birth Date: MM/DD/YYYYs 06/30/1986 ]
Pay Type Leave as defaUIt ::I:?;STE;r’;cters): * |NUt —— = |
Contract Type Select Primary Current ire Date: MW/DD/ V¥V
Pay Effective Date: MM/DD/YYYYx _
Employee Status Leave as default personnel Date: MM/DD/YYYa
Job Begin Date: MM/DD/YYYYx 12/03/2018
Emp!oyee Class Code Leave as default o e e I:I__
District Code Not enterable Contract Type:

Home COAS Not enterable o e N Y
Factor Not enterable District Code: (Not Enterable)
Home COAS: (Not Enterable)
PayS NOt enterable Home Organization: Q
Factor: (Not Enterable)
Pays: (Not Enterable)
Field/ Step Field Entry Page View

Effective Date

Leave as default (same as
query date)

COA Leave as default New
Fund DefaUItS to type Of pOSition Z:eACtiveIz::(: MM/D:u/r:iWY tion Account Program Activity Location Project Cost Percent Encumbrance Override End Date
and faelty e e e e e e e e s e
Organization Defaults to type of position Q%‘ Q] Q Q| ey Q] I I - I ‘
and faculty/dept ]l Q] A A Q] Q] | I I I |
Account Defaults to type of position = A A Al A A : ! D —— |
and faculty/dept 100-00
Program Defaults to type of position “’D o o | [ Save and add N s
and faculty/dept.
NOTE: When doing mass
uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default

Current
Effective Date: 12/03/2018

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

Leave as default

Encumbrance Override
End Date

Leave as default

Field/ Step Field Entry Page View
Job Change Reason Leave as default Enter Job END Information, 4U0959-00 Academic Associate*H.Sci
Job Status Not enterable Item Current Value New Value
Job Change Reason: ‘?3, Contract Completion hd
Job End Date Not enterable Job Status: (Not Enterable)
Pay Effective Date Enter as contract end date Job End Date: MM/DD/YYY¥(Not Enterable) ]
Pay Effective Date: MM/DD/YYYYy |:|
Personnel Date Enter as contract end date Personnel Date: MM/DD/YYYYx L]
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass
icon and select the HR
Advisor

Leave as default

Routing Queue

Approval Level User Name
[10 - (ADVSR) HR Advisor | Q. [hraDMs

| Gunther Friends

[20 - (BPO) Departmental BPO's | [rrRADMY | Monica celler

ReqUired Action [50 - (HR) HR Department | A [HraDMe ||[Fun Bobby
Approval Level — Second | Click on magnifying glass [90 - (HR-APP) KR Apply | [rcaratocuort | uorT Hemep
Row icon and select the ::t Seled :: él I
Dept/FaCUIty BPO [Mot Selected v A |
Leave as default [ot Selected Y |

Required Action

Approval Level — Third
Row

Click on magnifying glass
icon and select the HR
Department Approver

Required Action

Leave as default

Approval Level — Fourth
Row

Click on magnifying glass
icon and select
HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Approve
Approve
Approve

Not Selected
Not Selected
Not Selected

> 2
3 3
= B
E
o
a
>
3
=]
=
<|l<]l¢] 1«

Not Selected

Academic Associate - Change Job (AA — Job Info Change, AACJOB)

Field/ Step

| Field Entry

Page View
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ID Enter Banner ID or use the
magnifying glass icon to
search by name

Query Date Enter effective date to reflect

when the salary of the
contract changed

¥ Enter an 1D or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
# - Indicates a required field.
10 ¢ 100720841 Koopa Troopa Q

Query Date: MM/DD/YYY Y% 122172018

Approval Category: &

| Ge

f::ml’uy’t'u Job A‘.ssiuymuuts

Approval Category

Select AA — Job Info Change

Type ffix(Title ime Sheet Organization/Start Date [End Date ]I ast Pald Date|Status)
Primary[4U0959 |00 Academic Associate|3700, Human Resources  |Dec 03, 2018|Dec 30, 2019 Active

AACJOB o
Click Go
Position Leave as default ”;’:N“
. :’:;:u::‘(i‘:tﬂanw :::‘\-ﬂi:!.\l:.l.‘ﬁ]::rx Change Job, AACIOB
Suffix Leave as default sonus ot -<ho 100 et 162083
Searhivpeoeation teatioarinic e shest o oo [Fad baie [ Fad e auEEe
Select SeIeCt pOSItlon WhICh |l‘nm:|r\- lawoass [Academic Associate]3700, Human Resources  |Dec 03, 2018|Dec !:\,Jnml [active
requires an info change Wl |
Click GO et Approval Type || Go
Field/ Step Field Entry Page View
Job Change Reason Select change reason from Annual Paid - Chg Job Data, 4U0959-00 Academic Associate
dl’OdeWﬂ Ttem Current Value New Value
Pay Effective Date Leave as default Job Change Reason: 72 [Not Selected v
Pay Effective Date: MM/DD/YYYY4 12/03/2018 __12/21,'2013
Personnel Date Leave as default bersonnel Date: MM/DD/YYYs  12/03/2018
Annual Salary: % 81000 l:l
Job Status: 4 Active |Active v
Factor: 26
Pays: 26
Annual Salary Enter revised amount if
required
Job Status Leave as default
Factor Not enterable
Pays Not enterable
Field/ Step Field Entry Page View

Effective Date

Leave as default (same as
guery date)
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COA

Leave as default

Fund

Defaults to type of position and
faculty

Organization

Defaults to type of position and
faculty/dept

Current
Effective Date: 12/03/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

Account Defaults to type of position and | | 100000 2500 62001 15 oo
faculty/dept ‘
Program Defaults to type of position and e
N ‘ective Date: _12/21/2018
LaCIUIty/dept' NIOTE' Vl\lhen h ((i)‘Inda( ‘(F{l‘ld |&n\;ﬂnizﬂtiun |a:t‘:uunt |Hc||gram |.ajivity HI_m:ntiun HF'rojet:t ”Cust HPEI‘CEI'It HIEm:umhrimA:el:rn—:rride End Date
Oln maSS u Oa s, eavet e U 100000 2500 62001 15 100.00
Prog%am Codepblank g%\ \2\ Ii\ Ig\ Iil Ig\ | | I I[ | |
\ |O] | [ [O[ JA | | I I[ | |
Activity Leave as default unless BPO | Q] |4 |2 Q] |2 | | | ] | |
; ] N o o | | I I I I I |
recommends otherwise p——
Location Leave as default . - e
Project Leave as default ML
Cost Leave as default
Percent Leave as default
Encumbrance Override | Leave as default
End Date
Field/ Step Field Entry Page View
hange Re n Leave as default
jgg gta?uge aso NO? e(:;]:aradbleau Enter Job END Information, 4U0959-00 Academic Associate
Job End Date Not enterable T ae & current Value ”l'“" Value |
. . [s] ange Reason: 73, Contract Completion v
Pay Effective Date Enter as job end date from Job Status: (Not Enterable) Active
current value column Job End Date: MM/DD/YYYY(Not Enterable) 12/30/2019 1
Personnel Date Enter as job end date from Pay Effective Date: MM/DD/YYYYs 12/03/2018 [ ]
current value column personnel Date: MM/DD/YYYY 12/03/2018 [ ]
Field/ Step Field Entry Page View

Approval Level — Top
Row

Click on magnifying glass icon
and select the HR Advisor

Required Action

Select approve
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Approval Level —
Second Row

Click on magnifying glass icon
and select the HR
Dept/Faculty BPO from the
dropdown

Routing Queue

Approval Level User Name

RGQUired Action Select approve [10 - (ADVSR) HR Advisor |, [iraDMa | Monica Geller
Approval Level — Third Click on magnifying glass icon | [2o-(sro) pepartmentsl 8,0's % [Hraome | Fun Bobby
[50 - (HR) HR Department | [HRADMS | Monica Geller

Row

and select the correct HR

[0 - (HR-APP) HR Apply | Q. [rcaTaLoGUOIT | vorT HRMEP

Department Approver from the | (i soiected Jq |

dropdown (Not Selected v |

1 i [Not Selected v O\‘ |
Required Action Select approve e o |

Approval Level — Fourth
Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Select apply

Save and Add New Rows

Approve
Approve
Approve

Not Selected
Not Selected
Not Selected

,,
£ 2
< g
e
]
>
2
=}
-
L[ €] [£] ] €

Not Selected

Academic Associate - Terminate Job — (AA — Terminate Job, AATERM)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the
magnifying glass icon to
search by name

Query Date

Enter the new end date of the
change

Approval Category

Select AA — Terminate Job,
AATERM

7 Enter an 1D or selact the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

1D: % 100729841 | [eopa Troopa |

Query Date: MM/DD/YYYYx

Approval Category: % AA - Terminate Job, AATERM v

Click

Go

Employee Job Assignments
Type |Position Suffix|Title \Time Sheet 0rganizatinn|5tart Date |End Date \Last Paid Date|Status\

lprimary]4u0959 J00  [academic Associate[3700, Human Resources  |Dec 03, 2018|Dec 30, 2019] lactive |

Position

Leave as default

Suffix

Leave as default

Select

Select the appropriate position
to be terminated

Click

Go

¥ Enter or search for 3 new position number and enter the suffix, or select the link undar Title.
o Koopa Troapa, 100729841

Query Date: Dec 21, 2018
Approval Category: Aa - Terminate Job (Stop Pay), AATERM

Enter Jobh Fnd Date far Pay Fitective Date, GETRM
[SearchType  [Position T Time Sheet Organization/Start Date  [End Date  [Last Paid Datelst

A New Jobi

Primary [AU0959 [0 |Academic Associate3700, Human Resources  (Dec 03, 2018Dec 30, 201% |active

All Jobs

Mext Approval Type | Go
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Field/ Step

Field Entry

Job Change Reason

Not enterable

Job End Date

Enter data from Current Value
column

Pay Effective Date

Enter as Job End Date from
Current Value column

Annual Salary

Leave as default

Job Change Reason

Not enterable

Pay Effective Date

Leave as query date

Personnel Date

Leave as query date

Job Status

Not enterable

Annual Salary

Leave as default

Page View
Enter Job End Date for Pay Effective Date, 4U0959-00 Academic Associate
Item Current Value New Value
Job Change Reason: (Not Enterable) 72
Job End Date: MM/DD/YYYY(Not Enterable) 12/30/2019 O
Pay Effective Date: MM/DD/YYYYx 12/03/2018 ]
Job Status: (Not Enterable) Active
Annual Salary: (Not Enterable) 81000 |:|
Annual Paid - Stop Pay, 4U0959-00 Academic Associate
Item Current Value New Value
Job Change Reason: x(Not Enterable) 72
Pay Effective Date: MM/DD/YYYYx  12/03/2018
Personnel Date: MM/DD/YYYY: 12/03/2018
Job Status: x(Not Enterable) Active

Field/ Step Field Entry Page View
Approval Level — Top | Click on magnifying glass icon Routing Queus
ROW and SeIeCt the HR AdVISor Approval Level User Name Required Action
Requ”'ed Actlon Leave as default [10 - (ADVSR) HR Advisor \&\HRADMQ | Monica Geller
- . - |20 - (BPO) Departmental BPO's |9 [HRADM29 | chandier Bing [approve |
Approval Level — Click on magnifying glass icon (50 - (AP} PR Popiy Q frcamarosuor ] orT Hses
Second Row and select Departmental BPO [Not Selected v a \
Required Action Leave as default }:i Selced :} &} }
- : - : ot Selecte
Approval Level — Third | Click on magnifying glass icon ok Sefecias Q] ‘
ROW and Se|eCt HRCATALOGUOIT Save and Add New Rows
Required Action Leave as default
Academic Associate - Rehire (AA — Rehire, AAXEMP)
Field/ Step Field Entry Page View
ID Entel" Banner ID Or use the .-plr:;rc::elsl}::;::::I:: to search for an 1D, Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to search 101 [rorame—] [ s a
by name Quary Data: MM/DDSYYOY 4 1 2/31/0008
Query Date Enter contract start date Aot Cassaeny

Approval Category

Select AA — Rehire, AAXEMP

Click

Go

Employee Job
[Type _[Position|Suttix{Title
Primary|aU0ss9 |00 [Academic Associate

Al Jobs

ime Sheet Organization/Start Date [End Date
3700, Human Resources |Dec 03, 2018)0ec 30, 2019

Last Paid Date(Status)
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Position Enter pos|t|0n number as ? Enter or search for a new position number and enter the suffix, or select the link under Title.
indicated by EPAF Summary parimeDesnoes
Sheet Approval Category: Academic Assoc - Rehine, AAXEMP
SUffIX Enter ‘011 as the SUffIX number If %WZTMJ(TIHE Time Sheet Organization Start Date |End Date  [Last Pald |
it haS the Same pOSition number. = New Job|asupase 01 hrcademic Assoclate®H.Scl| 2500, Faculty of Health Sciences)
If however the pOS|t|On number Primary [4U0959 (00 |academic Associate 3700, Human Resources Dec 03, 2018Dec 30, 2019) rct.vc
is different, the suffix can be ‘00’ T
again' Next Approval Type | Go
Select Leave as default
Click Go
Field/ Step Field Entry Page View
Job Change Reason Leave as default Annual Paid - Rehire, 4U0959-01 Academic Associate*H.Sci
Title (30 Characters) Enter the full rehire’s employee Item Current Value New Value
tltle Job Change Reason: [72, contract Position v
. Title(30 characters): % | |
Current lee Date Leave as default Current Hire Date: MM/DD/YYYYx 12/03/2018
Pay Effective Date Leave as default Pay Effective Date: MM/DD/YYYY4
Personnel Date Leave as default Personnel Date: MM/DD/YYYVx
Job Begin Date Leave as default 2o Begin Date MDD/
— Annual salary: 4 ]
Annual Salary Enter annual salary as mdu_:gted Contract Type: s(Not Enterable)
by CBA: HR Partner and lelng Employee Status: Active |Active hd

supervisor

Contract Type

Not enterable

Employee Status

Leave as default

Employee Class Code:
Home COAS: (Not Enterable)
Home Organization:

8U, Academic Associates Q |:|

u

i

3700, Human Resources Q3700 |

Factor: (Not Enterable)
Employee Class Code | Enter as 8U Pays: (Not Enterable)
Home COAS Not enterable
Home Org Not enterable
Factor Not enterable
Pays Not enterable

Field/ Step Field Entry Page View

Effective Date Leave as default (same as query

date)

COA

Leave as default
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Fund

Defaults to type of position and
faculty

Organization

Defaults to type of position and
faculty/dept

Account Defaults to type of position and
faculty/dept

Program Defaults to type of position and
faculty/dept. NOTE: When doing
mass uploads, leave the
Program code blank

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

Current
Fffective Date: 12/31/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

Hew
Effective Date: MM/DDSYYYY 1000018

oA Index Fund Organization  Account Program Activity Location  Project Cost  Percent  Encumbrance Override End Date
Alu O ooooo | A [zs00 3, [sz001 15 a 104.00

Q Q
Q Q
Q Q
q q,

Q
a
&

q

a
a
Q

a,

PP PP
PPRPED

Total:
100.00

L4

Dofault from Index || Save and Add New Rows

New Rows
Field/ Step Field Entry Page View
Job Change Reason | Leave as default Enter Job END Information, 4U0959-01 Academic Associate*H.Sci
JOb Status NOt enterable Item Current Value New Value
JOb End Date Not enterable Job Change Reason: |?3, Contract Completion v
Pay Effective Date Enter as contract end date Job Status: (Not Enterable)
Job End Date: MM/DD/YYYY(Not Enterable) |
Pay Effective Date: MM/DD/YYYYx [ ]
Personnel Date: MM/DD/YYYY % |:|
Personnel Date Enter as contract end date
| Field/ Step Field Entry Page View
149
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Approval Level — Top
row

Click on magnifying glass icon
and select the correct HR Advisor
from the dropdown

Required Action

Leave as default

Approval Level —
Second row

Click on magnifying glass icon
and select the correct HR
Dept/Faculty BPO from the
dropdown

Routing Queue

Approval Level

User Name

[10 - (ADVSR) HR Advisor

| [HrRaDMS | | Gunther Friends

|20 - (BPO) Departmental BPO's

|9, [HRaDMY | Monica Geller

[50 - (HR) HR Department

|9 [HRADME ||Fun Bobby

[0 - (HR-APP) HR Apply

| & [HRcaTALOGUOIT J|uorT HRMER

[not selected

V] Q,|

Not Selected

v Q|

|Not Selected

|Not Selected

|
|
v A |
¥ A |

Save and Add New Rows

Required Action

Leave as default

Approval Level —
Third Row

Click on magnifying glass icon
and select the correct HR
Department Approver from the
dropdown

Required Action

Leave as default

Approval Level —
Fourth Row

Click on magnifying glass icon
and select HRCATALOGUOIT

Required Action

Leave as default

Save and Add New
Rows

Do not select

Mot Selected
Not Selected
Not Selected

zlzlElE]®
o (B (e ||
o |2 || T a
<|d||2|l¢|&
< |[< || <
mmmi
b-d
2
)
H
< LKL

Not Selected

Coach — New Employee (Coach New Employee, CHNEW)

Field/ Step Field Entry Page View
I D Enter Banner I D or use the magnlfylng 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
i % - indicates a required field.

glass icon to search by name
Query Date | Enter contract start date as August 1% of ID: % (100728847 | [Coach Carter Q

any given year (08/01/YYYY) Query Date: MM/DD/YYYYs
Approval Select Coach New Employee, CHNEW Approval Category: + Coach Mew Employee, cHvew g
Category
CIle GO ‘4 There are no active jobs based on the Query Date.
Position Enter position number 6A9984
Suffix Enter ‘00’ as the suffix number
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Select Leave as defau It 7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID: Coach Carter, 100729847
CIICk G 0 g::zut::??a:tegnry: gzgcal&jﬁlsnﬂployee, CHNEW
Coach New Job, CHNEW
Search(Type |Position Suffix|Title Time Sheet Organization|Start Date End Date|Last Paid Date|Stat
Q New Job|sacaga loo  [|AT/Def Term=Athletics|3543, Basketball
‘. There are no active jobs based on the Query Date.
Field/ Step Field Entry Page View
Job Change Leave as default Coach New Job, 6A9984-00 AT/Def Term*Athletics
Reason - Item Current Value New Value
Contract Type Select Prlmary Job Change Reason: (Not Enterable)
SSN/SIN/TIN Enter SIN Contract Type:
Sex Copy from Current Value column SSN/SIN/TIN: 123es6789 [ |
Citizenshi Not enterable e Hale
_I p - Citizenship: (Not Enterable)
Blrth Date Enter Blrth Date Birth Date: MM/DD/YYYY 12/21/1948 I:I

Supervisor ID

Enter the Banner ID of the supervisor

Current Hire Date

Leave as default

Job Begin Date

Leave as default

Pay Effective
Date

Leave as default

Annual Salary

Enter annual salary as indicated on
Athletics Manager spreadsheet

Title (30
characters)

Enter full title of new coach

Employee Class
Code

Leave as default

Home COAS Not enterable
Home Org Not enterable
Factor Not enterable
Pays Not enterable
Step Not enterable
Job Status Not enterable

Supervisor ID: 4 [100224295

Current Hire Date: MM/DD/YYYYx(Not Enterable)
Job Begin Date: MM/DD/YYYY(Not Enterable)
Pay Effective Date: MM/DD/YYYY

Annual Salary: %

[=Rif=Ril=]
@@ |e
L
I=a=al=]
e e e
==
RIS
[=Ri=RiN=-]
===
@ ||w| |

Title(30 characters): 4

|
Qs ]
Q|
SN

Employee Class Code:

i

Home COAS:

Home Organization:
Factor: (Not Enterable)
Pays: (Not Enterable)

Step: (Not Enterable)
Job Status: (Not Enterable)

: |jII
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Field/ Step Field Entry Page View
Effective Date Leave as default (same as query
date) Current -
COA Leave as default FFR P SR e P AP Paraa P [ P P O e
Fund Defaults to type of position and =
faculty Effective Date: MM/DD/YWY - 3 ) - -
Organization Defaults to type of position and N R N N (e A U S A R et A A
faculty/dept (NOTE: this number 2%} :3} :3} }2: }2: :3} ” ” H H H }
tends to differ based on which team a Q] Q] Q| Q| &Y I I I | \
the coach will be employed for) ar i |2 |2 Q] Q] 2] I I [m— | ]
Account Defaults to type of position and 000
faculty/dept ¢
Program Defaults to type of position and oot rom nde | Sove oo e e
faculty/dept. NOTE: When doing
mass uploads, leave the Program
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End
Date
Default from Do not select
Index and Save
and Add New
Rows
Field/ Step Field Entry Page View
Pay Effective Date (First | Enter as provided by pay
Payment) period of given year
Job Status Not enterable
152
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Pay Effective Date (First
Payment End)

Enter as provided by pay
period of given year

Job Status

Enter as contract end date

Job End Date

Not enterable

Pay Effective Date
(Second Payment)

Enter as provided by pay
period of given year

Job Status

Not enterable

Pay Effective Date
(Second Payment End)

Enter as provided by pay
period of given year

Job Status

Not enterable

Pay Effective Date (End
Coach Contract)

Enter the given end date for
the coach’s contract (which
usually falls on March 315 of
any given year)

Coach First Payment, 6A9984-00 AT/Def Term*Athletics

Ttem current Value New Value
Pay Effective Date: MM/DD/YYYYy
Job Status: (Not Enterable) A

Coach First Payment End, 6A9984-00 AT/Def Term*Athletics

Ttem current Value New Value
Pay Effective Date: MM/DD/YYY Y%
Job Status: (Not Enterable) L

Coach Second Payment, 6A9984-00 AT/Def Term*Athletics

Ttem current Value Mew Value
Job End Date: MM/DD/YYYY(Not Enterable)

Pay Effective Date: MM/DDYYYY

Job Status: (Not Enterable) A

Coach Second Payment End, 6A9984-00 AT/Def Term*Athletics

Ttem Current Value New Valua
Pay Effectivee Date: MM/DD/ Yy
Job Status: (Not Enterable) L

End Coach Contract, 6A9984-00 AT/Def Term*Athletics

Item Current Valuge New Valua
Job Status Not enterable Pay Effective Date: MM/DD/YYYYy
Job Status: (Not Enterable) T
Field/ Step Field Entry Page View

Approval Level — Top

Click on magnifying glass
icon and select the correct

Routing Queue

ROW, Approval Level User Name Required Action
HR Advisor Im - EADV}SR) HR Advisolr }EIHRADMIS } Johey ;’Iribbiani
" N 20 - (BPO) Departmental BPO's HRADM29 Chandler Bin __A rove
Requ"ed Action Leave as default [50 - (HR) HR Dpepartment | [rEA x| |Phosbe Buffai
Approval Level — Second | Click on magnifying glass [£0 - (HR-APP) HR Apaly \3|Hmmmcuon | oIt HrMEP
H |Not Selected Vl | ‘
Row icon and select the correct o Seacad Ja| ‘
HR Dept/FacuIty BPO [Not Selected v Q| ‘
Required Action Leave as default [Nt Selected v Q] \
Approval Level — Third Click on magnifying glass
Row icon and select the correct
HR Department Approver
Required Action Leave as default
153
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Approval Level — Fourth
Row

Click on magnifying glass
icon and select
HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Coach — Rehire (Coach Rehire, CHXEMP)

Field/ Step

Field Entry

Page View

ID

Enter Banner ID or use the magnifying
glass icon to search by name

B0 o sabect the link to search for an 10, lnter the Guary Date and select the Appraval Category. Sel
# - indicates a required field,

1D: 100729847 Coach Carter =Y

Query Date Enter contract start date as August 1% oy b ssyeorveeve G ) ;
of any given year R

Approval Coach Rehire, CHXEMP Employee Job Assi
Category E:&iw'::\‘:::wm'sr"’ |l.:::| Cobch, Men's tumewah:!'.r':;:. ?.T::uoa?:ﬁimﬁﬁ:J.a:;wl::? Jl)l“,nful‘?:tas‘ Fald NIEE::EW.I-W: Pay. without ue-:emJ
Click Go
Position Enter position n u m ber 6A9984 ? TII[L‘I or search for 3 new position number and enter the suffix, or select the link under Title,

Query Date: Aug 01, 2019
Suffix Enter ‘01’ as the suffix number Approval Category: Conch Renire, CHXEM?

Coach Rehire, CHXEMP
Select Leave as default e e e e AT ooy fEndDalerast Pold

" There are no active jobs based on the Query Date.

C|ICk GO | 2obs ]

| mext Approval Type | | Go |

Field/ Step Field Entry Page View
Job Change Leave as default
Reason
Contract Type Select Secondary
Current Hire Leave as default
Date
Job Begin Date | Leave as default
Pay Effective Leave as default
Date
154
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Annual Salary

Enter annual salary as indicated on
Athletics Manager’s spreadsheet

Coach Rehire, 6A9984-01 AT/Def Term*Athletics

- em urrent Value ew Value
Supervisor ID Enter the Banner ID of the 2o Change Reason: (ot Enerable) et "
SUpGrVISOf Contract Type:
- - - Current Hire Date: MM/DD/YYYY(Not Enterable) 08/01/2018
Title (30 Enter full title of the rehired coach Job Begin Date: MM/DD/YYYY(Not Enterable)
Characters) Pay Effective Date: MM/DD/YYYYx
Employee Class | Leave as default Annual Salary: }:I ‘
Supervisor ID:
ﬁOde COAS N bl Title(30 characters): [ |
ome ot enterable Employee Class Code: CO, Coaches Q,
Home COAS: u Qu |
Home Org Not enterable Home Organization: 3700, Human Resources & [3700 |
FaCtor NOt enterable Factor: (Not Enterable)
Pays Not enterable Pays: (Not Enterable)
Step: (Not Enterable) D
Step NOt enterable Job Status: (Not Enterable)
Job Status Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as | Current
Effective Date: 08/01/2019
query date) COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default New
.. Effective Date: MM/DD/YYYY _08/01/2019
Fund DefaUItS to type Of pOSItlon COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
and facu|ty Qv ]| |9 [1oo000 |2 [3543 | [s2060 |Q[13 [ I I I |[100.00][ |
PR e al |2 |2 |2 1A | I I I | | |
Organization Defaults to type of position Yl Q| Q) Q) Q| Q| I I | —] I |
and faculty/dept (NOTE: ] N N N N N I I [ — |
this number tends to differ ] a Q| a a Q| I [ I — |
based on which team the oo
COaCh WI” be employed for) “/Defaultfrom Index H Save and Add New Rows
Account Defaults to type of position
and faculty/dept
Program Defaults to type of position
and faculty/dept. NOTE:
When doing mass uploads,
leave the Program code
blank
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Activity Leave as default unless
BPO recommends
otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Override
End Date

Leave as default

Default from Index and
Save and Add New
Rows

Do not select

Field/ Step Field Entry Page View
Pay Effective Date (F|rst Enter as provided by pay Coach First Payment, 6A9984-01 AT/Def Term*Athletics
Payment) period of given year Item Current Value New Value
Job Status Not enterable Py ERcive Date: M/ RRAMY FI .

Pay Effective Date (First
Payment End)

Enter as provided by pay
period of given year

Job Status

Enter as contract end date

Job End Date

Not enterable

Pay Effective Date
(Second Payment)

Enter as provided by pay
period of given year

Job Status

Not enterable

Pay Effective Date
(Second Payment End)

Enter as provided by pay
period of given year

Job Status

Not enterable

Pay Effective Date (End
Coach Contract)

Enter the given end date for
the coach’s contract (which
usually falls on March 315 of
any given year)

Coach First Payment End, 6A9984-01 AT/Def Term*Athletics

Item Current Value New Value
Pay Effective Date: MM/DD/YYYYx ]
Job Status: ‘Leave without Pay, without Benefits

Coach Second Payment, 6A9984-01 AT/Def Term*Athletics

Item Current Value New Value

Job End Date: MM/DD/YYYY(Not Enterable) ]
Pay Effective Date: MM/DD/YYYY |:|
Job Status: (Not Enterable) D

Coach Second Payment End, 6A9984-01 AT/Def Term*Athletics

Item Current Value New Value

Pay Effective Date: MM/DD/YYYYx [ ]
Job Status: (Not Enterable)

End Coach Contract, 6A9984-01 AT/Def Term*Athletics

Job Status Not enterable Ttem Current Value New Value
Pay Effective Date: MM/DD/YYYYx |:|
Job Status: (Not Enterable)
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Field/ Step

Field Entry

Page View

Approval Level — Top
Row

Click on magnifying glass
icon and select the HR
Advisor

Required Action

Leave as default

Approval Level — Second
Row

Click on magnifying glass
icon and select Dept/Faculty
BPO

Routing Queue

Approval Level

User Name

[10 - (ADVSR) HR Advisor

|Q [HrRapM15

‘ Joey Tribbiani

[20 - (BPO) Departmental BrO's

|Q [HrRapM2e

‘ Chandler Bing

[50 - (HR) HR Department

|2 [FrBA

x ‘ Phoebe Buffay

[0 - (HR-APP) HR Apply

|Q. [rcaTALOGUOIT

| vorT HRMEP

|Not Selected

V|Q,|

|Not Selected

V|Q|

|Not Selected

v|0\|

Required Action

Leave as default

|Not Selected

v|Q|

Approval Level — Third
Row

Click on magnifying glass
icon and select HR
Department Approver

Required Action

Leave as default

Approval Level — Fourth
Row

Click on magnifying glass
icon and select
HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Save and Add New Rows

Approve
Approve
Approve

Mot Selected
Mot Selected
Mot Selected

= 2
3 2
< £
2
a
>
2
e
=1
<Jl<]l«<]l«

Mot Selected

CU — Casual Hourly UOIT New Hire, CUNEW and Invigilator — New Hire INNEW

NOTE: A CASUAL EMPLOYEE IS ONE WHO IS HIRED TO PERFORM SERVICES ON AN UNSCHEDULED, NON-REGULAR BASIS, USUALLY AT AN

HOURLY RATE OR AT A SET AMOUNT FOR THE JOB. THE LENGTH OF EMPLOYMENT MAY BE OF INDEFINITE OR DEFINITE DURATION.

CASUAL EMPLOYEES WILL BE CONTACTED WHEN WORK IS AVAILABLE AT WHICH TIME THEY MAY ELECT TO ACCEPT OR DECLINE THE
WORK OPPORTUNITY.

Field/ Step Field Entry Page View
ID Enter Banner ID or use the
magnifying glass icon to
search by name
Query Date Enter contract start date

Approval Category

Select CU — Casual Hourly
UOIT New Hire, CANEW or
Invigilator, INNEW
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Click

Go

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

1D: % 100720843 | [enris Bosh |Q

Query Date: MM/DD/YYY Y% | 12/03/2018
Approval Category: % CU - Casual Hourly UOIT New Hire, CUNEW h

‘. There are no active jobs based on the Query Date.

Position

Enter position number as
indicated by EPAF Summary
sheet

Suffix

Enter ‘00’ as the suffix number

Select

Leave as default

Click

Go

¥ Enter or search for a new pesiticn number and enter the suffix, or select the link under Title.

10 Chris Bosh, 100729843
Query Date: Dec 03, 2018
Approval Category: New Hire Casual Hourly - UDIT, CUNEW

Hire Casual Employee - UQIT, CUNEMP
rch|Type 1th EII"'XT“IE Time Sheet Organization

0\ Mew Job|casssd |nn Casual/Invigilator - FS5H|2300, Fac. of Social Science & Humanities)

[start Date]End Date|Last Pald Date[Status[Select

L Thera are no active jobs based on the Query Data.
Al Jobs |

naxt approval Type || Go

Field/ Step

Field Entry

Job Change Reason

Leave as default

Contract Type

Not enterable

SSN/SIN/TIN

Enter SIN

Birth Date

Enter Birth Date

Sex

Copy Current Value or select
from dropdown

Citizenship

Select from dropdown

Current Hire Date

Leave as default

Job Begin Date

Leave as default

Pay Effective Date

Leave as default

Personnel Date

Leave as default

Hourly Rate

Enter hourly rate in
accordance with
compensation structure and
collective agreements
concerning position

Title (30 characters)

Enter full title of new hire

Page View
Hire Casual Employee - UOIT, CA9994-00 Casual/Invigilator - FSSH
Ttem Current Value New Value
Job Change Reason: g(Not Enterable) 72
Contract Type: (Mot Enterable) P
SENSSIN/TIN: & 123456789
Birth Date: MM/DD/YYYYy 03/24/1984
Sex! & Male Hot Selected v
Citizenship: & Hot Selected e
Current Hire Date: MM/DD/YYYY g 12/03/2018
Job Begin Date: MM/DD/YYYY e 12/03/2018
Pay Effective Date: MM/DD/YYYY 12/03/2018
Personnel Date: MM/DD/YYYYy 12/03/2018
Hourly Rate: =
Title(30 characters): =
T orgn: & qQ
Supervisor 1D: 4
Employee Status: (Mot Enterable) A
Job Status: (Mot Enterable) r
Employee Class Code: QA [ca
Home COAS: (Not Enterable) u
Home Organization: (Not Enterable) 2700
Pay Type: (Not Enterable) HRLY
Step: (Not Enterable) (1]

District Code: (Not Enterable) oIt
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Timesheet Orgn

Click on the magnifying glass
icon and select the code for
your faculty/dept. IF you are
not sure of the Org. please
email
Financesystems@uoit.ca

Supervisor ID

Enter the Supervisor 1D

Employee Status

Not enterable

Job Status Not enterable
Employee Class Code Not enterable
Home COAS Not enterable
Home Org Not enterable
Pay Type Not enterable
Step Not enterable
District Code Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (Same as Update Labour Distribution, CA9994-00 Casual/Invigilator - FSSH
guery date) current
COA Leave as default Egiclt::fegaFLer:dltzj':;:-{;(a]tli‘:.n Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position New
and faCUIty Z::iﬂiveI:Zt:: MMID::::YY tion Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Organization Defaults to type of position A |% 00000 |Afoss  |Aleaoss  |Ufro |2 2] 19 [ [ to.d] \
al | ] 2] 2] ] |2 2] 1 I I \
Dafacis to tyns of posion | A ——a—R—R—h—a—a————
Account gsgigéilt&gg& of position Q| Y Y Y Y |2 Y 19 ||T - | I \
Program Defaults to type of position . e
and faculty/dept. NOTE: [(Default from index | [ Save and Add Hiew Rows
When doing mass uploads,
leave the Program code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
159

March 12, 2021

EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY

Cost Leave as default
Percent Leave as default
Encumbrance Override Leave as default
End Date

Default from Index and Do not select
Save and Add New

Rows

Field/ Step Field Entry Page View

Job Change Reason | Not enterable

Enter Job END Information, CA9994-00 Casual/Invigilator - FSSH

Job End Date Not enterable

. It Ci t Val N val
Pay Effective Date Enter as contract end date Job Change Reasan: (Not Enterable) urrent Hatte

Job End Date: MM/DD/YYYY(Not Enterable) [
Pay Effective Date: MM/DD/YYYYx |:|
Job Status: (Not Enterable)
Job Status Not enterable
Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass icon and
Top Row select the Dept/Faculty BPO Routing Queue
Required Action Leave as default Approval Level User Name Required Action
[20 - (BPO) Departmental BPO's | O [HRaDME | Monica Geller
Approval Level — Click on magnifying glass icon and | - &) ir apoly \ilHRmTALOGUOW | vorr nemee
‘Not Selected v| | |
Second Row select HRCATALOGUOIT o Selacted qa |
T " ‘Not Selected Vl Qz,l |
Required Action Leave as default [Not Selected vlq |
Save and Add New | Do not select

Rows

CU — Casual Hourly UOIT Change Job, CUCHG and Invigilator — Change Job INCHG

Field/ Step Field Entry Page View
ID Enter Banner ID or use the
magnifying glass icon to search by
name
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Query Date

Enter effective date of the change

Approval Category

Select CU — Casual Hourly UOIT
Change Job, CUCHG or
Invigilator, INCHG

7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

ID: % 100729843 | [chris Bosh Q

Query Date: MM/DD/YYYYx

_ Approval Category: % v
Click Go
Employee Job Assi
|Tvpe }r iti: !Juffix|Title |Time Sheet Organization \Start Date \End Date |Last Paid Date\statu5|
|Primary|ca9994 Joo |invigilator|3512, Student Life (Operating) |Dec 03, 2018|Dec 31, 2018| Jactive |
[ Al Jo0bs |
Position Leave as defau It v irllur or search for a 'IL;!\‘ pmi!i(.:h nujnb‘:l and enter the suffix, or select the link under Tite,
Qu—eryI Date; :j-e‘LNII;’;OI'I:I”H”“
Sufle Leave as defau It Approval Category: Change Casual Hourly - UQIT, CUCHG
Change l."lhllﬂfflrr;lﬁiEH LOIT, CUCHG
- — 3 ype_ |Position [ Sullix[Title ___[Time Sheet Organization _ [Start Dale |End Dale [Last Paid Date/St.
Select Select the appropriate position to R '
Change Primary [CA9994 .U{.\ Jl'-v’lﬂllﬂtol'.iblz, Student Life (Operating) [Dec 03, 2018|Dec 31, 2018| rcllh’c .
Click Go Tiooes
MNext Approval Type || Ga
Field/ Step Field Entry Page View
Job Change Indlca_te the change r_eason by Change Casual Employee - UOIT, CA9994-00 Invigilator
Reason selecting the appropriate dropdown

option

Pay Effective Date

Enter data from current value
column

Hourly Rate

Enter the hourly rate or revised
rate

Title (30 characters)

Enter the full employee title of the
new hire

Timesheet Orgn

Click on the magnifying glass icon
and select the code for your
faculty/dept. IF you are not sure of
the Org. please email
Financesystems@uoit.ca

Supervisor ID

Enter the Banner ID of the
supervisor

Ltem Current Value New Value

Job Change Reason: % 72 [Not selected v
Pay Effective Date: MM/DD/YYYYx 12/03/2018

Hourly Rate: 15.5 |:|

Title(30 characters): Invigilator | |
Timesheet Orgn: 3512 Ckl:l

supervisor ID: 100729842 | |
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Field/ Step Field Entry Page View
Effective Date Leave as default (same as Query Current
Date) Eg‘f\clt::e:i;er:; 2/(;]r3;laf|ci'zlastinn Account Program Activity Location Project Cost Percent Encumbrance Override End Date
COA Leave as default v 100000 2300 pa0es 10 100.00
Fund Defaults to type of position and
faculty efeective Date: MM/DD/YYYY
Organization Defaults to type of position and N N N V" U [ e S
faculty/dept | Q] Q] Q] 1 Q] 9 1 | | \
Account Defaults to type of position and 3%} :&} }&} :&} }&: }&} }3: }&: H H H }
faculty/dept ar 1 Q| 1 Q| Q| Q| Q| [ I \
Program Defaults to type of position and ™ 0000
faculty/dept. NOTE: When doing + Defaulting values for Labor Distribution from the Job records.
mass uploads, leave the Program e >
code blank
Activity Leave as default unless BPO
recommends otherwise
Location Leave as default
Project Leave as default
Cost Leave as default
Percent Leave as default
Encumbrance Leave as default
Override End Date
Default from Index | Do not select
and Save and Add
New Rows
Field/ Step Field Entry Page View
Job Change Reason Leave as default unless EPAF
change requires otherwise
Job End Date Not enterable
Pay Effective Date Enter as contract job end date
from current value column
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Job Status Not enterable Enter Job END Information, CA9994-00 Invigilator
Item Current Value New Value
Job Change Reason: (Not Enterable) 72
Job End Date: MM/DD/YYYY(Mot Enterable) 12/31/2018 |
Pay Effective Date: MM/DD/YYYYx 12/03/2018 [ ]
Job Status: (Not Enterable) Active
Field/ Step Field Entry Page View
Approval Level — Top Click on magnifying glass
Row icon and select the _
Dept/Faculty BPO ROung Sueus
Required Action Leave as default R~ 50 Daawonaesraren Qioaoes —— i
90 - (HR-APP) HR Apply O, [HRCATALOGUOIT UOIT HRMER Apply
i R Mot Select v Q Not Sele v
Approval Level — Second _Cllck on magnifying glass tet seeces Sy T
Row icon and select ot selected va T
Mot Seected w0 Mot Selected w

HRCATALOGUOIT

Required Action

Leave as default

Save and Add New Rows

Do not select

Save and Add New Rows

CU — Casual Hourly UOIT End Job, CUTERM and Invigilator — Terminate Job INTERM
Field/ Step Field Entry Page View
ID Enter Banner ID or use the 7 Enter an 10 or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnifying glass icon to P ——— o
Search by name "_1U032934J _LhI'IS. Bosh
Query Date Enter the new end date Of the | e e 1 T ET

change

Approval Category

Select CU — Casual Hourly
UOIT End Job, CUTERM or
Invigilator, INTERM

Approval Cateqory: %
Go

Employee loh Assignments

pe itle |Tlme Sheet Organization l'start Date |l’nd Date [I ast Pald I

T ]

| | |
Primary|cAS9%4 (00 |invigllator]|3512, Student Life (Operating) [Dec 03, 2018[Dec 31, 2018

|active |

All Jobs

Click Go

Position Leave as default

Suffix Leave as default

Select Select the appropriate position

to be terminated
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Click

Go

¥ Enter or search for a new position number and enter the suffix, ar select the link under Title.
s Chris Bosh, 100729843

Query Date: Dec 29, 2018
Approval Category: End Casual Hourly - UDIT, CUTERM

Enter lob End Date for Pay Effective Date, CUETRM
Search[Type  [Position  [Suffix[Title Time Sheet Organization tart Date [End Date [Last Paid DateStatus/Select
= New Job)

Primary [CAS994 ’co Invigllator3512, Student Life (Operating) |Dec 03, 2018[0ec 31, 2018 Active

All Jobs

Hext Approval Type || Go

Field/ Step

Field Entry

Page View

Job End Date

Not enterable

Pay Effective Date

Enter Job End Date from
current value column

Job Change Reason

Not enterable

Job Status

Not enterable

Time Entry Method

Not enterable

Pay Effective Date

Enter as query date

Job Change Reason

Not enterable

Job Status

Not enterable

Time Entry Method

Not enterable

Enter Job End Date for Pay Effective Date, CA9994-00 Invigilator

Item Current Value New Value

Job End Date: MM/DD/YYYY(Not Enterable) 12/31/2018 |:|
Pay Effective Date: MM/DD/YYYYx 12/03/2018 |:|

Job Change Reason: (Not Enterable) 72

Job Status: (Not Enterable) Active

Time Entry Method: (Not Enterable) Employee Time Entry via Web D

Enter Early Termination Date for Work Study Student, CA9994-00 Invigilator

Item Current Value New Value
Pay Effective Date: MM/DD/YYYY4  12/03/2018
Job Change Reason: (Not Enterable) 72

Job Status: (Mot Enterable) Active

Time Entry Method: (Not Enterable) Employee Time Entry via Web El

Field/ Step Field Entry Page View
Approval Level — Top Click on magnifying glass and
Row select the Faculty/Dept BPO Routing Queue
ReqUIred ACtIOn Leave as defaUIt Approval Level User Name Required Action
[20 - (BPO) Departmental BPO's | @ [nRaDMSE | |Fun Bobby
Approval Level — Second | Click on magnifying glass and | [so-(sr-are) e apsly \&\Hmmmmn *] (uorT HRMEP
ot Selecte v
Row select HRCATALOGUOIT e Ja ' ot el
- . ot Selecte \ |
Required Action Leave as default [Not Selected v Q] |
Mot Selected V| Q‘ |

Save and Add New
Rows

Do not select

Save and Add New Rows
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CU — Casual Hourly UOIT Rehire Employee, CUREH and Invigilator - Rehire INREH

Field/ Step Field Entry Page View
ID Enter Banner ID or use the 7 Enter an ID or select the link to search for an ID. Enter the Query Date and select the Approval Category. Select Go.
magnlfylng glass icon to % - indicates a required field.
search by name 1D: % 100729843 | [chris Bosh |a
Query Date Enter contract start date Query Date: MM/DD/YYYYx
Approval Category Select CU — Casual Hourly Approval Category: v

UOIT Rehire Employee,
CUREH or InVi ilator, INREH /4 There are no active jobs based on the Query Date.
Click Go :
Position Enter position number as h""m e —
L il o N—
sheet
Suffix Enter ‘01’ as the suffix number m:mf Fhw'” e e oo et B DS
Select Leave as default | ' .
Click Go T e G
Field/ Step Field Entry Page View
Job Change Reason Leave as default
Contract Type Not enterable
Current Hire Date Leave as default
Job Begin Date Leave as default
Pay Effective Date Leave as default
Personnel Date Leave as default
Hourly Rate Enter hourly rate in accordance
with compensation structure
and collective agreements
concerning position
Title (30 characters) Enter full title of rehire
Timesheet Orgn Click on the magnifying glass
icon and select the code for
your faculty/dept. IF you are
165

March 12, 2021

EPAF Self-Service User Guide




1 OntarioTech

UNIVERSITY

not sure of the Org. please
email Financesystems@uoit.ca

Supervisor ID

- Rehire Casual Employee - UOIT, CA9994-01 Casual/Invigilator - FSSH
Enter the Supervisor ID for the

H HO™ H Item Current Value New Value
IndIVIduaI the employee WI” Job Change Reason: %(Not Enterable)
dlreCﬂy I’eport to Contract Type: (Not Enterable)
Employee Status Not enterable current e Dares DD Ta/oafa0e
ol egin Date: * 01/01/2019
Home COAS Leave as default b Eifectve Date: MM/DO/YITYe _m
Distribution COA Leave as default Persannel Date: MM/DD/YVYY
Timesheet COA Not enterable Flourly Rate: « I
- — - Title(30 characters): % | |
Home Org Click on magnifying glass icon | rimesheet orgn: « al |
and select the correct home Supervisor ID: I- |
Employee Status: (Not Enterable) Active
- co_de for faculty/d_ept _ A . Al ]
Distribution Orgn Click on magnifying glass icon Distribution COA: u Q|
and select the correct Timesheet COA: (Not Enterable)
H . H Home Organization: 3700, Human Resources Q
dIStrIbUtlon COde for Distribution Orgn: 3700, Human Resources Q
faCU|ty/dept Job Status: (Not Enterable)
Job Status Not enterable Pay Type: (Not Enterable) HRLY
Step: (Not Enterable) D
Pay Type NOt enterable District Code: (Not Enterable) OIT, U. of Ont. Institute of Tech.
Step Not enterable
District Code Not enterable
Field/ Step Field Entry Page View
Effective Date Leave as default (same as query Update Labour Distribution, CA9584-01 Casual/Invigilator - FSSH
date) :::'::I::l‘nall‘.'.ﬂlg‘ﬂlf)ntﬁ
COA Leave aS default :m Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
Fund Defaults to type of position and e e e S
faculty :: u g 106060 ...: 2300 : 62064 ...: T) :\ ..:: E 100.00
H H HH q, aQ, a, (s Q G Q, [s
Organization Defaults to type of position and . - : 2 = . .
faculty/dept % '“‘ . o s ;. A %
Account Defaults to type of position and .
faculty/dept Dafault from Index || Save and Add New Rows
Program Defaults to type of position and
faculty/dept. NOTE: When doing
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mass uploads, leave the Program
code blank

Activity Leave as default unless BPO
recommends otherwise

Location Leave as default

Project Leave as default

Cost Leave as default

Percent Leave as default

Encumbrance Leave as default

Override End Date

Default from Index
and Save and Add

Do not select

New Rows

Field/ Step Field Entry Page View
Job Change Leave as default Enter Job END Information, CA9994-01 Casual/Invigilator - FSSH
Reason Item Current Value New Value
Job End Date Not enterable J“E Ch:"ge Reaf'“;“ (;"0‘ E:‘Efab'e) "

- Job End Date: MM/DD/YYYY(Not Enterable 1

Pay Effective Enter as contract end date bay Effective Date: MM/DD/YYYYs .
Date Job Status: (Not Enterable)
Job Status Not enterable

Field/ Step Field Entry Page View
Approval Level — Click on magnifying glass and select
TOp Row the Dept/FaCUIty BPO Routing Queue

Required Action

Leave as default

Approval Level —

Click on magnifying glass and select

Second Row HRCATALOGUOIT
Required Action Leave as default
Save and Add Do not select

New Rows

Approval Level User Mame
20 - (BPO) Departmantal BPO's = HRADMS
0 = (HR-AFF) HE Apply
Hot Selected
Mot Selected
Not Selected
Hat Selected

| Save and Add New Rows |

Monlca Geller

UDIT HRMER

Regquired Action
Approve

Apply

Mot Selected

Mot Selected
Mot Selected

Mot Selected

LA JEAIE4) L4
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Table B — Employee Class Codes

Full Time

Employee Grouping: E-Class:

Full Time Continuing Non-Academic
Senior Executive — VPs 1E
Directors and AVPs 1A
Deans 1D
Associate Deans 1F
OPSEU Staff — Level 10 and above 1G
Long Term Disability 1L
Non Union — Level 9 and below 2A
OPSEU Staff — Level 9 and below 2G

Full Time Continuing Academic
Senior Non Academic VP's and Exec's 1B
Tenured and Tenure Track Faculty 1U
Teaching Faculty 3U

Part Time

Employee Grouping: E-Class:

Contract / Limited Term Non-Academic
LT Non Academic Non Union Staff (Salary) 5A
LT Non Academic Non Union Staff (Hourly) 5H
LT Non Academic Non Union Staff (Salary) 6A
LT Non Academic Non Union Staff (Hourly) 6H
Limited Term OPSEU - Salary 9A
Limited Term OPSEU- Hourly 9H
Coaches (6{0)
Casual CA
Invigilators IN
Work Study WS

Contract / Limited Term Academic
Teaching Assistants / Research Assistants (hired per semester) 5U
Sessional Instructors (hired per semester) 4U
Limited Term Faculty Member 8uU
Research Associates Salary 7U
Research Associates (Annual Salary) 7A
Research Associates Hourly (timesheet) 7H
Post Docs Fellows 2U
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Appendix A — Citizenship codes
When creating an EPAF the following is a list of citizenship codes that are valid.

Canadian

Permanent Resident

Study Permit

Other

No Status in Canada

Not Reported

Convention Refugee
E Visa Exempt

<OO©ORMWNRERO
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Appendix B - Common Errors

The following is a list of some common errors that arise when creating an EPAF.

1. Duplicate suffix used?

When a duplicate suffix is applied to the same person this can cause multiple errors in

the system:
TAXEM2 *ERROR* Begin Date must equal the first Jobs Detail Effective Date.
TRMJB2 *ERROR* Begin Date must equal the first Jobs Detail Effective Date.
TAXEM2 *WARNING* Future changes exist - starting on 10-JAN-2020.
*ERROR?* Eff Date must be greater than Last Paid Date of 10-JAN-2020.
*ERROR* Begin Date must equal the first Jobs Detail Effective Date.
*ERROR* Effective must be greater than Last Paid Date of 10-JAN-2020.

What to do?

You can VOID the last contract create for that person using the same suffix and then

create a new one with the correct suffix.
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Glossary

CA — Collective Agreement
NU — Non Union
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