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EPAF Hiring Process - User Manual

EPAF AUTOMATED FORM

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

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

e Hire an employee into a job

Step Action

1. Begin by logging into HR Direct

Human Resources

HR Direct

HR Direct | Immigration Services | Learning & Development | Compensation | Employee Relationy

Welcome to HR Direct Quick Links
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= 2011 W-2 Empl
Click the button below

to access HR Direct

HR Direct Login

View and Print

View and Print

View and Updat

View and Updat
= 2012 Payroll Ca

Finance Login
The self-service application available to all UMASS Medical School
employees to manage their human resource and payroll information.

Summit Login

Finance/Summ

2. After logging into HR Direct, click on the Department Self Service link.

? University of
Umass Massachusetts

Personalize Content | Layout

Menu Ell view Payslip
S h:
| L ® Click link to view your paveheck,

i Iy F aunrites Select Paycheck
Depariment Self Senvice # Uz the menu on the left for other zalf service options

[ Eelf SEnvcE

[> Manager Self Service

[ Recruiting

[> Workforce Administration
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http://www.umassmed.edu/hr/hrdirect1.aspx

Step Action
3. Click the EPAF Home Page link.
The EPAF Home Page is a useful area for managing PA Forms. Here you will see
links to open your worklist, start a new EPAF, resubmit, change or withdraw an
EPAF, or view an EPAF.
Click the Start a new EPAF link.
Meru B
Search:
® . .
> Wy Favorites Electronic Personnel Action Form (ePAF) Home Page
= Department Self Senvice
[+ Self Service Work the items that have been routed to you.
[ Manager Self Serice
E-E”?::ﬁ;id Laia Z:a;l o EEFAF ich willthen be routed to th it
I Campus Community ar a new &l , WIch wil €N D€ routsd o InS appropriate approvers.
[> Worklist
[ UMass Custom Resubmit, Change, or Withdraw an ePAF
[ PeopleTools IMake changes to an ePAF that has been recycled or needs to be updated. Only forms
— Portal Search Results that have not had final approval or been processed into the system will be accessible.
@ View an ePAF
‘ View a recently submitted ePAF, including information about it handling o far. ePAFs
3 submitted in the la=t month are lizted here. Thiz iz a read-only view.
4, Click on the Hire an Employee link.

Search:

e
= My Favorites

7 Department Self Service
— ePAF Home Page
> Self Senice \i’ e an Employee

> Manager Self Senice = - - .

+ Benefits Use thiz form to hire a new employee into your
department, or to add an additional job for an

employee that already works in your department.
Hire an Employee

Start a New electronic Personnel Action Form (ePAF)

> Time and Labor

» Campus Community
> Worklist

» UMass Custom

> PeopleTools

Edit Existing Job
- Portal Search Results

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

]
h Change Employment Status

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

Return to Electronic Personnel Action Form (ePAF) Home Page




Step

Action

For a rehired employee, please contact the HR Service Center (X65260) to retrieve
the rehired employee’s ID and record number. For a new hire, your Talent
Specialist should have notified you through an Icims (applicant tracking system)
notification of the employee 1D and record number.

Enter the Employee ID, Click Load Employee/Applicant Data button

Hire an Employee _I

Step 1 of 6: Enter ID i}

If you know the 53M of the person you are hiring: Please enter the 23M and search for an
existing employee or start a new employee.

If you know the Employee |D of the person you are hiring: Flease enter that information and
search for the employee’s record.

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

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

Employee ID: |

Applicant 1D: Job Opening ID:

| Load EmployeeiApplicant Datal: Add New Employee

Employee ID and name will populate. Click Next

Personal Info

Empl ID: : Hiring Campus: Univ of Mass Worcester
*First Name: I I Middle: |

“Last Name: | | Suffix; I ﬂ

<< Previous Next ==
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Step Action
7. You will notice that your PA Form has an eForm ID assigned to it. Note the
eForm 1D number to help track the PA Form after completion if needed.
Enter the Effective Date, tab out of field.
Select the appropriate Employee Group
eFormID: 1193 _
~ Personal Info
O Personal Data
Name: Job Data
Additional Pay
Empl ID: Empl Red#:
Applicant ID Job Opening ID
*Effective Date: | E]
*Employee Group: I j
8.

For the field "Is this a positioned job?"" Use the following guide:

If employee is in a positioned job, select *"Yes' and enter position number. All

fields will populate. If employee is not in a positioned job, select ""No"* and
complete all fields.

Job Data

*Effective Date: 11/02/2012 |5

*Employee Group: | Professional (W60) NonUnit v

*Is this a Posilio
Job?

Supervisor ID: Q
*Department: Q,
*Job Code: Q

*FulliPart Time
*Location Code: Q *RegularTemporary
*Standard Hours: |  0.00)  *FTE: [0.000000
Mail Drop ID: [
| <=<Previous || Next == |




Step Action
9.
Highlighted fields show what will auto populate for a positioned job.
*Effective Date: 110212012 [
*Employee Group: |Pr0fessi0na| (W&0) Non Unit v|
*Is this a Posiljon
i
|SupenrisorID:| [10021872 A  —
WE75000 Q. Information Senvices
MI |ME‘2021 Q Web Content Manager |*FuIIJ'PartT|me | Full-Time |+
|*L0€ﬁﬁ0ﬂ{3009!| [SOUTHST '@ south Street |*RegularfTemporary| Regular v
|*Startdard Hours:l [ 4000 |sF1E:][ 1000000
Mail Drop ID: |
== Previous Next ==
10. In the Mail Drop ID field enter IM1 Click Next

*Job Code: MB2021 Web Content Manager *Full/Part Time
*Location Code:  |[SOUTHST | Q South Street "RegulariTemp

*Standard Hours: 40.00 *FTE: | 1.000000
|I.I'Iail Drop ID: | [Ina4
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Step Action
11.
In the Employee Type, choose Exceptional Hourly (same as Biweekly) or Hourly.
Enter either the Biweekly or Hourly Rate
eForm ID: 17710
Personal Data
Name: Jane Doe Job Data
Additional Pay
Empl 1Dz NEW Empl Rod#:
|Emp|oyeeTyp-e:| Exception Hourly |»]
Bi-Weekly Rate: Annual Rate: 50.000
Hourly
Plan WED Uy OTOOs 0
[] Add Additional Components of Pay?
Total Annual Rate $0.000
12.

Additional Components of Pay is for few employees that receive Premium Pay (in
addition to their regular salary). For most employees, this box is left unchecked.

Compensation Data

Employee Type: | Exception Hourly v |
Bi-Weekly Rate: | 2000.000000 Annual Rate: §0.000
Plan WED Salary Grade 45

[] Add Additional Com ponents of Pay?

Total Annual Rate $0.000
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Step Action
13. For Enter the GL Combination Code or use Look up icon to find the code and select.
more
detailed Note: Always search for “W” for Worcester campus.
info on
funding Begin Date [11102t2012 |
nput, |
please see — i
funding | GL {:omhlnahon[:odel Fund Code Department Program Code  Project/Grant Class
manual. 1), (2]
| Add Date Range :|
| =<<Previous = Nest=>
 SaveforlLater
Look Up GL Combination Code
GL Combination Code:| begins with v m
Description: hedgins with Iv'|
Short Description: hegins with ,v'|
| LookUp || Clear || Cancel :|Basic Loakun
Search
Cnly the first 300 results of a possible 6509 can he displayed.
lyiewmﬂ First . 1-300 of 200 . Lasq
GL Combination Code Description Short Description
W 00025 100025
WIT02626 02526
WO2E2T  W02827
WO02628 W02628
W02630 W02830
W02531 W02531
W02532 W02532
14. Once you select your code, the Fund Code, Department, Program Code will

populate.

GL Combination Code Fund Code Department Program Code  Project/Grant Class Field End Date

1/[W100025 Q52030 W100000000 FOO
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Step

Action

15.

Scroll to the right to enter the Percent and Fund End Date (if applicable)

Customize | Find | @f e W qorq I Lae

Earnings Distribution
Type

Code
Foo @ [Percent »| [ 0.000 50.000 | Bl =

Program Code  Project/Grant Class Field End Date Percent Commitment Amount Fund End Date

Note: The Worcester campus will always leave the Earnings Code blank.

16.

The Percent field MUST equal 100%.

The Commitment Amount is an automatically calculated field.

GL Combination Code Fund Code Department Program Code Project/Grant Class Fie

1 |W1 02532 Q52132 VW821900000 BOS

> Last

<3t
Customize | Find | ] | B First 101

Earnings Distribution

_ Code Type _ | _ _
| Q| Percent x| [100.000 $12,928 571 5 =]
— - J

Percent Commitment Amount Fund End Date

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

17.

Click Next
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Step Action
18. Review Union Code and update if needed.
~ Personal Info
Personal Data
Name: Jane Doe Job Data
Additional Pay
Empl ID: NEW Empl Red#:
Time and Labor Data
Union Code: weo Q Mon-Unit Professional
*Pay Group: UMW Q UMass Worcester
*Empl Class 2 1Q Professional
Workgroup: W _PROF Q  Professional
Taskgroup: UM_EXP Exception Taskgroup
Time and Labor Schedule
19. Scroll to bottom of page to Time and Labor Schedule section. If schedule is

different from standard (M-F 8 hrs a day), check the Schedule Different box and
note the schedule in the description box. Click Next

Time and Labor Schedule

[ Schedule different from standard?

Schedule Description:
Employee schedule will be two days a week, 10 hours a day
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Step

Action

20. Action and Reason Code will prepopulate. NOTE: make sure action reason is
correct.
Action Action Description Reason Code Action Reason Description
1 HIR Hire HIR Hire
21. =

You must acknowledge Form Messages box by selecting the check box

Message Text Description
Please attach all necessary hire documentation in
= ﬂ Attach hire documentation the Attachments section below. By

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

The File Attachments section is used only if you selected the Schedule Different
check box in Step 19. If so, you need to upload the schedule form.

You need to have the schedule form completed and saved. Click on the Upload
button, browse to where the schedule form is saved, select file, Click Open Click
Upload. The Attachment Id will populate. In the Description select “Other”.

File Attachments Customize | Find | C0] ¥ First £ 1of1 I Last
Upload  View Description Attachment Id
. TESTGT101437782013-
1| Upload | | View | [Other = 0128.1240.00 _Deke |
~ Add File Attachment
Your Comment: - <<Previous Submit

~ Savefor Later

Note: Please include ICIM’s requisition number in the comment section.

Click Submit

11©



Step

Action

22. Confirm the pop up message. Click Yes
Submitthis form? (24642,112)
The farmwill be directed to the next approver, if any.
23. The Form Status indicates that you have submitted this form.
Hire an Employee
Step 6 of 6: Form Finalized
Congratulations, you have successfully submitted this form!
eForm ID: L]
Name: Jane Doe
Empl 1Dz MEW
eForm ID: —'
You have just SUBMITTED this form. This action passed the form to
HCMU_GT_DEPT_APRV for further processing.
Process Visualizer
1: 2 3 &
Sbrogns, Kimbarly HCMU_GT_DEFT_AFRV HCMU_GT_CE_ADMIN HEMU_GT_FI
{TEST2T100208?B:
24. Congratulations! You have added entered a new hire.

End of Procedure.
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Step

Action

25. To check the status of your form go to View an ePAF
> My Favorites Electronic Personnel Action Form (ePAF) Home Page
= Department Self Service
— ePAF Home Page 5 My Worklist
[> Self Service Work the tems that have been routed to you.
[> Manager Self Service
E '?i?:?ﬁd Labor Starta new ePAF
> Campus Community Start a new ePAF, which wil then be routed to the appropriate approvers.
[ Worklist
[ UMass Custom Resubmit, Chanage, or Withdraw an ePAF
[ PeopleTools Make changes to an ePAF that has been recycled or needs to be updated. Only forms
— Portal Search Results that have not had final approval or been processed into the system will be accessible.
@ View an ePAF
‘ View a recently submitted ePAF, including information about its handling so far. ePAFs
3 =ubmitted in the last month are listed here. Thiz is a read-only view.
26. Enter eForm ID or search by any of the categories.

ePAF Employee History

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

Find an Existing Value

Limit the number of results to (up to 300} (300

eForm ID:

Empl 1D:

Empl Rcd Nbr:

Name:

Last Name:
Workflow Form Type:
Workflow Form Status:
Original Operator:
Originated Date From:
Originated Date Thru:
Last Operator:

[l Case Sensitive

begins with -

pegins with -

beging with -

pegins with -

= - |

pegins with -

= - -

pegins with -

|

== - | E
|
|

== -

pegins with -

Search | Clear |Elasi|:Sear|:h B save Search Criteria
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Step

Action

27.

A summary screen will come up. At the bottom of the page hit next. This screen
will show you the status of workflow and who can work this form (a list of

personnel for approval).

AUTNOTED
View Hire by
I GIDEON TAYLOR
Step 2 of 2: Form History L]
View the form data below. Click Next for the Form History page.
FormList Fields
eForm ID: 4333 Workflow Form On Hold
Status:
Workflow Form Type: HIRE
Original Operator: TESTGT100E4751Calleen J Baldeli
Criginal DateTime: 05212013 Z:3E1TPM
Last Operator: TESTGT10084781Colleen .J Baldelli
Last By Alternate
Operator:
Last DateTime: 05/Z1/2013 Z:3B:1TPM
Next Approving RoleUser:
Next Approving Who can work this form?
RoleMame:
Process Visualizer
aau:u&é}olbm I-HIU_%:TJ:\EF'T_A.FR\-' kw_:aT_cmw I-H!U‘_:GT_F'I mv_séTfN_DEPTJ-D HCM
(TESTGTI0084751)
& S 10z Inpegraion 11: Syst=m
HCMLU_GT_HS_REVIENER HCMU_GT_HS_UFDATE Ercier

Transaction Log

Cument DateTims ~ Fols Nams User ID Wser Description Fom Action mmm
1 g@;‘ﬁgﬁ HCMU_GT_IMITIATOR TESTGT10084761 | Colleen J Baldelli Hald On Hold «
Form Messapes
Your Comment: << Previous | Blicocts
% | << Bearch il Clhosa

Comment History:
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