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Human Capital Management: Step-by-Step Guide

Making a Pay Rate Change

This guide describes the process for entering a Pay Rate Change using an ePAR Pay Action.

Note: If you are working with Contract Pay, use this guide as well as Working with Contracts Step-by-Step
Guide, which contains additional guidelines and details about changing contract pay, changing
parameters of a contract, and reappointments.

Before you begin, here are a few tips:

Q The magnifying glass is called a look up and displays search results for you to select valid field values.

&

The book and checkmark lets you spell check text boxes.
m The trash can lets you remove an item.
The down arrow lets you hide, or collapse, sections you do not want to view.

Click the arrow to expand the section.

Beginning the Transaction

1. Navigation: Main Menu> Smart Solutions> Document Framework> Document Collection.
2. Select the Smart ePAR Pay Actions tab.

3. Under ePAR Pay Rate Change, click Add.

Document Collection

Smart ePAR Mon-Pay Actions Smart ePAR Pay Actions

/  ePAR Additional Pay /  ePAR Dept Budget
& Add One Time Pay or Recurring pay to Employee & Funding Changes Only
Add Modify Add Modify
Inquiry Inguiry
+ ePAR Hire /  ePAR Pay Rate Change
i Hire, Rehire or add Additional Job & Increase or Decrease Current Pay
Add Modify Add Modify
Inquiry Inguiry
/ ePAR Position | ePAR Transfer
& Add, Change or Prepare Position for Hire ﬁ Transfer from cne Department to Another
Add Modify Add Modify

Inquiry Inguiry Release
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Step 1: Employee Selection

1. Enter the employee’s search criteria, and click Search.

Mext
2. Select the checkbox next to the employee record, and click Next.
[ Favories = | Wain Menu ~ > Sman Soluions ~ >  Document Framework ~ > Document Collection
. ' Home
University of Colorado  yser: casz000524 on Database: HCMTST Al ~ | Search » | Adv
Baulder | Colorado Springs | Denver | Anscheiz Medical Campus

w
Collaborate Attach
PAR Action: Pay Change Action: Document ID: ePAR Pay Rate Change
Request ID: NEXT Reason Code: Document Instance: 0
ePAR Status:  |nitial Effective Date: 05/16/2016 Document Status: Initial / Add Entry

Effective Seq: 0

Search Criteria
First Name:
Last Name:
Depariment: Q
Position Number: Q

Search Clear

Search Results

EmpllD  FirstName  LastName Empl Record  Effective Date  EFf Seq position  Description Department Description Job Code

Dept of At and Art
O - [ Tl 06/01/2016 0 00158712 Professar 10234 Hietony 1101
- - N 07/02/2016 0 00007329 Asst Professor 40090 Library 1103
Mext

Note: The page displays current and future dated rows. Rows that are not available for selection

appear grayed out.

Step 2: Action/Reason

1. From the Action list box, make your selection.

Note: If you are entering a transaction with an effective date that is past a future-dated rehire
transaction, then enter effective date before selecting the Action and Reason, otherwise the
system will generate an error.

Action/Reason Selection

*Action: [Pay Rate Change

[=] *Reason:

Old Effective Date: sl

*Effective Date:

01/15/2016 |[3i}

[Base Pay - Increasein Fay  [+=]

Old Effective Sequence: 0

Effective Sequence:

] Fiscal

Year: 2016
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2. From the Reason list box, make your selection.

Depending on which Action code you choose, the Reason code choices change, as shown below:

Action/Reason Selection
*Action: Data Change vI *Reason:
Old Effective Date: 1210172015 Old Effective Sequence: Demation
. X Promotion
“Effective Date: 122212015 | Effective Sequence: Temp to Permanent
c fs: To Classified
omments: To Faculty
To Student
To University Staff
Previous MNext
Action/Reason Selegtion
' |
“Action: Pay Rate Change - I *Reason: | |
Old Effective Date: 01/04/2018 Old Effective Sequence: Base Pay - Decrease In Pay
= 2 - Base Pay - Increase in Pay
Effective Date: = Effective Sequence: Percent of Time Change
i Reappointment
Comments: Restore Pay
Temp Pay - Increase in Pay
Temp Pay Decrease in Pay

Note: The remaining steps of the transaction are the same for all Pay Rate Changes. Use the links in the table
below to be taken to a section specific to each Reason code:

Data Change Demotion

Promotion

Temp to Permanent

To Classified

To Faculty

To Student

To University Staff

Pay Rate Change | Base Pay - Decrease in Pay
Base Pay - Increase in Pay
Percent of Time Change
Reappointment

Restore Pay

Temp Pay - Increase in Pay
Temp Pay - Decrease in Pay
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3. Type or select an Effective Date.

Note: When selecting an Effective Date, remember that this form also updates the Position Table and
the Non-Person Profile Table. The Position Table does not use Effective Date sequencing.
Therefore, you can only use one Effective Date for each Action/Reason combination on the
Position Table. If you are unsure of the last Effective Date for the affected position, contact your
Human Resources department to determine the last Effective Date and select a date greater
than this date. Smart transactions display the old Effective Date, but sometimes this Effective
Date only refers to the last Effective Date that was used for Job Data and not for the Position
Table.

Hex

4. Click Next.

Step 3: Job Information

1. Complete any changes. Make any of your job information changes in the New Value column on the
right.

— N i)
Collaborate Attach Process~

Create ePAR Pay Change Request

Step3 of 5: ePAR Change- Job Information
Transaction Details

PAR Action: Pay Change Action: Pay Rate Change Document ID: ePAR Pay Rate Change
Request ID: MNEXT Reason Code: Temp Pay - Increae in Pay Document Instance: 0
ePAR Status:  Initial Effective Date: 08/21/2015 Document Status: Initial / Add Entry

Effective Seq: 0
Employee Details
Name: S Empl ID: “—— Empl Red: ]
Profile Type: Profile ID: Last Personnel Action:

Last Transaction Date:
Work Information

Current Value New Value
Job Indicator: Primary Job Primary Job
Position Number: SRR ———
Position Title: Custodian | Custedian |
Department: 10391 Housing-Administration 10391 Housing-Administration
Location Code: 1C4C Center for Community 1C4C Center for Community
Reports To: 00100892 Custodian lIl-Resario Freed 00100892 Custodian lIl-Rosario Freed

Job Information

Current Value New Value
Job Code: D8B1TX Custodian | D8B1TX Custodian |
RegularTemporary: Regular Regular -
FulliPart Time: Full-Time Full-Time -
Standard Hours: 40.00 40.00
Classified Indicator Classified Staff Classified Staff
Empl Class: C Classifi C Classifi
Officer Code: None None
FTE: 1.000000 1.000000
FLSA Status: MNonexempt Nonexempt
Pay Group: coT Classified OT Eligible coT Classified OT Eligible
FICA Status: Medicare only Wedicare only

Previous Next

2. Click Next. "
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Step

1. Make your changes to the New Pay Components section.

. Compensation

) N, 1
Collaborate Aftach Process~
Create ePAR Pay Change Request

Stepd of 5: ePAR Change - Compensation
¥ Transaction Details

PAR Action:  Pay Change Action:

Pay Rate Change Document ID: &PAR Pay Rate Change
Request ID: NEXT Reason Code:  Temp Pay - Increae in Pay Document Instance: ]
ePAR Status:  |nitial Effective Date: 08/21/2015 Document Status: Initial / Add Entry
Effective Seq: 0
¥ Employee Details
Hame: —— Empl ID: —— Empl Red: 0

Profile Type: Profile ID: Last Personnel Action:

Last Transaction Date:
¥ Compensation
Current Value New Value
Salary Admin Plan: 940 Labor, Trades & Crafts 940
Salary Grade: L04 L04
(Compensation Rate:

Labor, Trades & Crafts
Lo4 L04

2,225.070000

2,225.070000

Comp Freq: M Wonthly - Salary L Uonthly - Salary
Total Comp Rate Change: 17.650000 0.000000
Total Comp Percent Increase:  0.800 0.000
+ Job Pay Components
Current Pay Components. New Pay Components
Rate Code Comp Rate Rate Code Comp Rate
1 BASEM 2225.07 1[BASEM | 2225.070000
| Previous ||  Next |
¥ Audit Details
Entered By: Updated By:
Entered On: Updated On:

2. Click Next., "

1. If there is a change to Funding, deselect the checkbox next to New Funding Same as Current

Funding? to clear the current Funding fields. Make any necessary changes to the Funding by clicking
the Amt or Pct radio button.

a AL .\_.I.

Create ePAR Pay Change Request

Swepd of & ePAR - Department Budget
~ Transsction Detalls

PAR Action: Py Change Action:

Requestis  NEXT

Hurason Coge:

PayRale Change

Tomp Pag - ncreae m Pay

Document I0:

Document Instance;

BPAR Pay Rate Change

']

CPAR SIS Inikst Efective Date: 0L112015 focumant Status: Initi A Eriry
Chective See 0

~ Employoo Details

Marne: ——— Emgd 10 Py Empil Hed: o

Profme Type: em— Last Personnal Action;

Last Transaction Date:
~ Curent Funding
Personatics | Fina | 20 B First & 101 2 Last
Budget Amount  Department [ w—— Product bund Code [y Date
1000 10085 12061664 2000 n = 00000

 Dept Budget

¥ Wew Funding Same as Current Funding?

+ How Funding

Position Numiber: DOAIS124 Amt Pt

Status: Acthve

Personaize | Fng 1] B At 4 1o 2
Bodget Amaant  Department Projectieant Spendtype Proshucd Funil Conde Program Code  Beatridmtion % Fumding End Date
1000 10388 12081284 10000
Provious

~ audit Dotalls
Entered By: Updated By:
Entered On: Updated On:

Last
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Step 6: Saving and Submitting
B W \

_ Save Collaborate Attach _
1. Click Save. A message appears with your ePAR PAY number.

ePAR PAYD000086 has been saved successfully

Click OK to return to the transaction

Lok |

2. Click OK.

3. Click Submit, LSubmit
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Before You Continue
The remaining sections in this guide provide specific information about each of the different Action/Reason
code cobminations. All fields with an asterisk (*) are required.

Note: If you are entering a transaction with an effective date that is past a future-dated rehire transaction, then
enter effective date before selecting the Action and Reason, otherwise the system will generate an

error.
Action/Reason Selection
*Action: Pay Rate Change E| *Reason: Ease Pay - Increase in Pay E|
Old Effective Date: St Old Effective Sequence: 0
“Effective Date: 01/152016 |5 Effective Sequence: 0 Fiscal Year: 2016

Data Change: Demotion

To enter a demotion, select Data Change as your Action and Demotion as your Reason, as shown below:

Action/Reason Selegtj
*Action: Data Change - I *Reason: I Demotion - I
Old Effective Date: 1212612015 Old Effective Sequence: 0
“Effective Date: & Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the Demotion reason code, you will see the following Work Information and Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Templ:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Standard Hours
Classified Indicator
Officer Code

FLSA Status

Union Code (Do not use)
Pay Group
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You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpl:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Classified Indicator
Officer Code

Union Code (Do not use)
Pay Group

In Step 4 of the Demotion transaction, you will see the following Compensation and Job Pay Components
fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate

In Step 5 of the Demotion transaction, you will be prompted to update the Non-Person Profile/Position. Refer
to the appropriate Step-by-Step guide on creating Non-Person Profile for details. Depending on how many
aspects of the position you choose to update, the number of steps in the transaction may increase. Most
importantly, you must remember to leave the Feed to CU Careers? checkbox unselected, as shown below:

Stepf of & «PAR NPP- JOB Pos Summary
Traraction Dotadk

PR Ao = hrgn ) Chang Descurmssal IO

ePAH Stafux t1a EMpctog Date: 4247200 e umen] Slafug

I Misctiy Sy

Prolie Type: Wrm—— - Profie I Last Parsonsel Action

Hexi

5. Click Next.
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Data Change: Promotion

To enter a promotion, select Data Change as your Action and Promotion as your Reason, as shown below:

Action/Reason Selection
*Action: Data Change - I *Reason: I Promotion - I
Old Effective Date: 1212612015 Old Effective Sequence: 0
*Effective Date: ] Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the Promotion reason code, you will see the following Work Information and Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Templ:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Standard Hours
Classified Indicator
Officer Code

FLSA Status

Union Code (Do not use)

e Pay Group

You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpl:

Work Information:

e Position Number
e Position Title
e Appointing Authority
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Job Information:
Job Code
Regular/Temporary
Full/Part Time
Classified Indicator
Officer Code
Union Code (Do not use)
Pay Group

In Step 4 of the Promotion transaction, you will see the following Compensation and Job Pay Components
fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:
e Rate Code
e Comp Rate

In Step 5 of the Promotion transaction, you will be prompted to update the Non-Person Profile/Position. Refer
to the appropriate Step-by-Step guide on creating Non-Person Profile for details. Depending on how many
aspects of the position you choose to update, the number of steps in the transaction may increase. Most
importantly, you must remember to leave the Feed to CU Careers? checkbox unselected, as shown below:

Step & of & «PAR NPP- JOB Pos Summary
Trafmaction Datadl

L Ao 2 FRzse ) Chang Tz urnenl I
Fosrpme st I NEEXT Reason Cod : oo TeeY] INSLANCE
BPRH Sk fa I Misctiny Clal: 43477208 Moz umen! Slafuk

[ Misc i Sy

Name Emmgl ik Empl Hoa

Prodie Type: ¢ Sia8 Pos Prode T Profs IC; Lasd Personms] Action
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Data Change: Temp to Permanent

To change an employee from temporary to permanent, select Data Change as your Action and Temp to
Permanent as your Reason, as shown below:

Action/Reason Selection
*Action: Data Change - I *Reason: I;;Tempto Permanent v I
Old Effective Date: 1212612015 Old Effective Sequence: 0
“Effective Date: i Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the Temp to Permanent reason code, you will see the following Work Information and Job
Information fields opened for update in Step 3 of the transaction for Classified Pos. Profile Templ,
Temp/Student Non-Person Prof, and Univ Staff Pos Profile Templ:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Standard Hours
Classified Indicator
Officer Code

FLSA Status

Union Code (Do not use)
Pay Group

You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpl:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority
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Job Information:
Job Code
Regular/Temporary
Full/Part Time
Classified Indicator
Officer Code
Union Code (Do not use)
Pay Group

In Step 4 of the Temp to Permanent transaction, you will see the following Compensation and Job Pay
Components fields opened for update:

Compensation:
e Comp Freq

Job Pay Components:
e Rate Code
e Comp Rate

In Step 5 of the Temp to Permanent transaction, you will be prompted to update the Non-Person
Profile/Position. Refer to the appropriate Step-by-Step guide on creating Non-Person Profile for details.
Depending on how many aspects of the position you choose to update, the number of steps in the transaction
may increase. Most importantly, you must remember to leave the Feed to CU Careers? checkbox unselected,
as shown below:

Stepf of & oPAR NPP- JOB Pos Summary

AT Ao 2 FRzs T T M urmenl I
Fopdgu 1 I HERT Ao Coudat 4 DhcC LFTRETY I ST

o PLH Slafys B [ Mactind Daba: 247200 Descurmsenl Slafusk

W Frmpd It Empd Red
Prodile Type: y Sial F Profile T Profile I Lasd Personssl Action

asl Trasiadbon Date
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Data Change: To Classified

To change an employee to classified, select Data Change as your Action and To Classified as your Reason,
as shown below:

Action/Reason Selecti
*Action: Data Change - I *Reason: I i T Classified v I
Old Effective Date: 12/26/2015 Old Effective Sequence: 0
*Effective Date: EJ Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the To Classified reason code, you will see the following Work Information and Job Information fields
opened for update in Step 3 of the transaction for Temp/Student Non-Person Prof and Univ Staff Pos Profile
Templ:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Standard Hours
Classified Indicator
Officer Code

FLSA Status

Union Code (Do not use)
Pay Group

You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpl:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority
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Job Information:
Job Code
Regular/Temporary
Full/Part Time
Classified Indicator
Officer Code
Union Code (Do not use)
Pay Group

In Step 4 of the To Classified transaction, you will see the following Compensation and Job Pay
Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate

In Step 5 of the To Classified transaction, you will be prompted to update the Non-Person Profile/Position.
Refer to the appropriate Step-by-Step guide on creating Non-Person Profile for details. Depending on how
many aspects of the position you choose to update, the number of steps in the transaction may increase. Most
importantly, you must remember to leave the Feed to CU Careers? checkbox unselected, as shown below:

Step & of & «PAR NPP- JOB Pos Summary
Trafmaction Datadl

L Ao 2 FRzse ) Chang Tz urnenl I
Fosrpme st I NEEXT Reason Cod : oo TeeY] INSLANCE
BPRH Sk fa I Misctiny Clal: 43477208 Moz umen! Slafuk

[ Misc i Sy

Name Emmgl ik Empl Hoa

Prodie Type: ¢ Sia8 Pos Prode T Profs IC; Lasd Personms] Action
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Data Change: To Faculty

To change an employee to faculty, select Data Change as your Action and To Faculty as your Reason, as
shown below:

Action/Reason Selegtj
*Action: Data Change - I *Reason:
Old Effective Date: 12/26/2015 Old Effective Sequence:
“Effective Date: El Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -

Comments:

Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the To Faculty reason code, you will see the following Work Information and Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Templ:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Standard Hours
Classified Indicator
Officer Code

FLSA Status

Union Code (Do not use)
Pay Group

In Step 4 of the To Faculty transaction, you will see the following Compensation and Job Pay Components
fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate
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In Step 5 of the To Faculty transaction, you will be prompted to update the Non-Person Profile/Position. Refer
to the appropriate Step-by-Step guide on creating Non-Person Profile for details. Depending on how many
aspects of the position you choose to update, the number of steps in the transaction may increase. Most
importantly, you must remember to leave the Feed to CU Careers? checkbox unselected, as shown below:

Step € of & PAR NPP- JOB Pos Summary

Trshmaction Dotadh
B Ao Py SRt Arimn Drata Changs [hxc urmeenl W #F4R Pay Fate Changs
Rt I HEET Reason Coda:  Dimalon [hoC LTREY TV SEANCE:
ePAR Satun:  raa | Mictig Clale: 420 7/20 05 [hexc ummeen] Slafun ndiad / Aecid Endry
| Mictnd S5 0
Emiployeo Chelaily

AT Emgl I Empl R 1]
Profie Types  Univ Stafl Pos Profile Tempd  Profile I Lasi Personss] Action:

| adl Trashaibon [t

Curent Position Sumnary

L] Ty of Brwie s Enerrplnm atale Feed 1 CU Caiveda® Jusks Lgrnamany

Heww Position Summearny

] Tyea of Baview Ezemption Statute fead o O Carsars? [ Job Ssmmary

1]

Data Change: To Student

To change an employee to a student, select Data Change as your Action and To Student as your Reason,
as shown below:

Action/Reason Selegt
*Action: Data Change - I *Reason: I : To Student v I
Old Effective Date: 12/26/2015 Old Effective Sequence: 0
“Effective Date: E Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the To Student reason code, you will see the following Work Information and Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Templ:

Work Information:

e Position Number
e Position Title

e Reports To

e Appointing Authority
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Job Information:
Job Code
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
Officer Code
FLSA Status
Union Code (Do not use)
Pay Group

You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpil:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Classified Indicator
Officer Code

Union Code (Do not use)
Pay Group

In Step 4 of the To Student transaction, you will see the following Compensation and Job Pay Components
fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate
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In Step 5 of the To Student transaction, you will be prompted to update the Non-Person Profile/Position. Refer
to the appropriate Step-by-Step guide on creating Non-Person Profile for details. Depending on how many
aspects of the position you choose to update, the number of steps in the transaction may increase. Most
importantly, you must remember to leave the Feed to CU Careers? checkbox unselected, as shown below:

Step € of & PAR NPP- JOB Pos Summary

Trshmaction Dotadh
FiK it Pay Chategd At Liath Change Do urmsen| I #FAR Pay Rale Change
Rt I HEET Reason Coda:  Dimalon [hoC LTREY TV SEANCE:
ePAR Satun:  raa | Mictig Clale: 420 7/20 05 [hexc ummeen] Slafun ndiad / Aecid Endry

| Mictnd S5 0

Emiployeo Chelaily
AT Emgl I Empl R 1]
Profie Types  Univ Stafl Pos Profile Tempd  Profile I Lasi Personss] Action:

| adl Trashaibon [t

Curent Position Sumnary

L] Ty of Brwie s Enerrplnm atale Feed 1 CU Caiveda® Jusks Lgrnamany

Heww Position Summearny
] Tyea of Baview Ezemption Statute fead o O Carsars? [ Job Ssmmary

1]

Data Change: To University Staff

To change an employee from temporary to university staff, select Data Change as your Action and To
University Staff as your Reason, as shown below:

Action/Reason Seleglign
*Action: Data Change - I *Reason:
Old Effective Date: 1212612015 Old Effective Sequence: 0
“Effective Date: E Effective Sequence: 0 Fiscal Year:
Profile Type: Univ Staff Pos Profile Templ -
Comments:
Previous Mext

Note that the Profile Type dropdown appears when you selectthe Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the To University Staff reason code, you will see the following Work Information and Job Information
fields opened for update in Step 3 of the transaction for Classified Pos. Profile Templ andTemp/Student Non-
Person Prof:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority
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Job Information:
Job Code
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
Officer Code
FLSA Status
Union Code (Do not use)
Pay Group

You will see the following Work Information and Job Information fields opened for update in Step 3 of the
transaction for Faculty Position Profile Tmpil:

Work Information:

Position Number
Position Title
Reports To
Appointing Authority

Job Information:

Job Code
Regular/Temporary
Full/Part Time

Classified Indicator
Officer Code

Union Code (Do not use)
Pay Group

In Step 4 of the To University Staff transaction, you will see the following Compensation and Job Pay
Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate
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In Step 5 of the To University Staff transaction, you will be prompted to update the Non-Person
Profile/Position. Refer to the appropriate Step-by-Step guide on creating Non-Person Profile for details.
Depending on how many aspects of the position you choose to update, the number of steps in the transaction
may increase. Most importantly, you must remember to leave the Feed to CU Careers? checkbox unselected,
as shown below:

Stepf of & ePAR NPP- JOB Pos Summary

It [ § ol DoCumsnl I PR Pay Rab N
Rasoa Condat B Do wiiTeRi] B SEANC
[ Mectv Dabe: 12701 M urmsenl Slafus
Mt Sog 0
E p Dweta
Peans Froagad i Frogsd Aca
Profie Type v gl Pos Profile Temp Profile ICr Lasd Parsaodinas A iion

Ladd Teasiadtos Date
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Pay Rate Change: Base Pay - Decrease in Pay

To enter a base pay decrease, select Pay Rate Change as your Action and Base Pay — Decrease In Pay as
your Reason, as shown below:

Action/Reason Selection

*Action: Pay Rate Change - I *Reason: I Base Pay-Decrease InPay & »: I

Old Effective Date: 12/26/2015 Old Effective Sequence: 0

*Effective Date: el Effective Sequence: 0 Fiscal Year:

Comments:

Previous Mext

Using the Base Pay — Decrease in Pay reason code, you will see the following Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Templ:

Job Information:
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Position Profile Tmpl:

Job Information:
¢ Regular/Temporary
e Full/Part Time
e Classified Indicator
In Step 4 of the Base Pay — Decrease in Pay transaction, you will see the following Compensation and Job
Pay Components fields opened for update:
Compensation:
e Comp Freq (for Contract Pay, select C for Contract)

Job Pay Components:

e Rate Code (for Contract Pay, select BASEC)
e Comp Rate
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Profile Tmpl):

Transaction Details

PAR Action: Pay Change
RequestID: NEXT
ePAR Status:  Initial

Create ePAR Pay Change Request
Step 5 of 6: ePAR Change - Contract Change

Actiom:
Reason Code:

Effective Date:

Pay Rate Change
Base Pay - Decrease In Pay

02/01/2016

Document ID:
Document Instance:

Document Status:

ePAR Pay Rate Change
0

Initial / Add Entry

HCM Step-by-Step Guide
In Step 5 of the Base Pay — Decrease in Pay transaction - Contract Change (This is for Faculty Position

Effective Seq: 0
Employee Details
Hame: Empl ID: 251105

Dickinson, Kathering Lee Empl Red: 1

Profile 1D:

Profile Type: Last Personnel Action:  PAY0024443

Last Transaction Date: 02/09.

Prorate Change

@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Previous Next

When you get to the Contract Change page, you will see the following fields opened for update:
¢ No Proration of Change Amt.

Prorate Over Contract Period

Prorate over Payment Period

Prate Using Effective Date

Lump Sum Retro Payment

Refer to Working with Contracts Step-by-Step guide for a description of each of the prorate options and the
lump sum retro payment selection.

In the Department Budget Stepof the Base Pay — Decrease in Pay transaction, if you deselect the New

Funding Same as Current Funding checkbox, you will see the following New Funding fields opened up for
update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:
Department
Combination Code
Distribution %
Funding End Date
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Pay Rate Change: Base Pay - Increase in Pay

To enter a base pay increase, select Pay Rate Change as your Action and Base Pay — Increase in Pay as
your Reason, as shown below:

Action/Reason Selegti
*Action: THIF'E:Y Rate Change - I *Reason: I {Base Pay-IncreaseinPay | w: I
Old Effective Date: 12/26/2015 Old Effective Sequence: 0
“Effective Date: EJ Effective Sequence: 0 Fiscal Year:
Comments:
Previous Mext

Using the Base Pay — Increase in Pay reason code, you will see the following Job Information fields opened
for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person Prof, and
Univ Staff Pos Profile Templ:

Job Information:

e Regular/Temporary
e Full/Part Time

e Standard Hours

e Classified Indicator
e FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Position Profile Tmpl:
Job Information:

e Regular/Temporary
e Full/Part Time
e Classified Indicator

In Step 4 of the Base Pay — Increase in Pay transaction, you will see the following Compensation and Job
Pay Components fields opened for update:
Compensation:
e Comp Freq (for Contract Pay, select C for Contract)

Job Pay Components:

e Rate Code (for Contract Pay. select BASEC)
e Comp Rate
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In Step 5 of the Base Pay — Decrease in Pay transaction - Contract Change (This is for Faculty Position

Profile Tmpl):

PAR Action:

Hame:

Profile Type:

Prorate Change

Pay Change
Request ID: NEXT
ePAR Status:  Initial

Employee Details

Dickinson, Kathering Lee

Create ePAR Pay Change Request

Step 5 of 6: ePAR Change - Contract Change
Transaction Details

Actiom:

Reason Code:
Effective Date:
Effective Seq:

Empl 1Dz

Profile 1D:

@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Pay Rate Change

Base Pay - Decrease In Pay
02/01/2016

0

251105

Previous

Document ID:
Document Instance:

Document Status:

Empl Red:
Last Personnel Action:

Last Transaction Date:

Next

ePAR Pay Rate Change
0

Initial / Add Entry

When you get to the Contract Change page you will see the following fields opened for update:
¢ No Proration of Change Amt.

Prorate Over Contract Period
Prorate over Payment Period
Prate Using Effective Date
Lump Sum Retro Payment

In the Department Budget Step of the Base Pay — Increase in Pay transaction, if you deselect the New
Funding Same as Current Funding checkbox, you will see the following New Funding fields opened up for

update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:

Department
Combination Code
Distribution %
Funding End Date
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Pay Rate Change: Percent of Time Change

To enter a percent of time change, select Pay Rate Change as your Action and Percent of Time Change as
your Reason, as shown below. The Position’s Standard Hours will be changed when the Pay Rate Change
ePAR is approved, so another ePAR to change the Position isn’t required.

Action/Reason Selection

=pction: Fay Rate Change - I *Reason: I Percent of Time Change - I

Old Effective Date: 120172015 Old Effective Sequence: 0

*Effective Date: 1202212015 |[5] Effective Sequence: 0 Fiscal Year: 2016
Profile Type: Univ Staff Pos Profile Templ -

Comments:

Previous Mext

Note that the Profile Type dropdown appears when you select the Action/Reason combination. It defaults to
the employee’s current Profile Type so if you are changing their position, you need to select the appropriate
Profile Type.

Using the Percent of Time Change reason code, you will see the following Job Information fields opened for
update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person Prof, and Univ
Staff Pos Profile Templ:

Job Information:
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Position Profile Tmpl:

Job Information:

Regular/Temporary
Full/Part Time
Percent of Time
Classified Indicator

In Step 4 of the Percent of Time Change transaction, you will see the following Compensation and Job Pay
Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:
e Rate Code
e Comp Rate
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In Step 5 of the Base Pay — Percent of Time transaction - Contract Change (This is for Faculty Position
Profile Tmpl):

PAR Action:
RequestID:
ePAR Status:

Hame:

Profile Type:

Create ePAR Pay Change Request

Step 5 of 6: ePAR Change - Contract Change
Transaction Details

Pay Change Actiom: Pay Rate Change
NEXT Reason Code: Base Pay - Decrease In Pay
Initial Effective Date: 02/01/2016

Effective Seq: 0

Employee Details

Dickinson, Kathering Lee Empl ID: 251105

Profile 1D:

Prorate Change

@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Previous

Document ID: ePAR Pay Rate Change
Document Instance: o

Document Status: Initial / Add Entry

Empl Red: 1
Last Personnel Action:

Last Transaction Date: 02109,

Next

When you get to the Contract Change page you will see the following fields opened for update:

No Proration of Change Amt.
Prorate Over Contract Period
Prorate over Payment Period
Prate Using Effective Date
Lump Sum Retro Payment

In the Department Budget Step of the Percent of Time Change transaction, if you deselect the New Funding
Same as Current Funding checkbox, you will see the following New Funding fields opened up for update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:

e Department

e Combination Code

e Distribution %

¢ Funding End Date
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Pay Rate Change: Reappointment

For more details about reappointments and other contract-related items, refer to Working with Contracts Step-
by-Step Guide.

To reappoint an employee, select Pay Rate Change as your Action and Reappointment as your Reason, as
shown below:

Action/Reason Selection
*Action: I Pay Rate Change vl *Reason: I Reappointment v I
Qld Effective Date: 01/04/20186 Qld Effective Sequence: 0
“Effective Date: & Effective Sequence: 0 Fiscal Year:
Comments:
Previous Next

Using the Reappointment reason code, you will see the following Job Information fields opened for update in
Step 3 of the transaction,

Job Information:

Regular/Temporary
Full/Part Time
Percent of Time
Classified Indicator

Pay Group should default to MON.

In Step 4 of the Reappointment transaction, you will see the following Compensation and Job Pay
Components fields opened for update:

Compensation:
e Comp Freq — Defaults to C (Contract). You cannot override this value.

Job Pay Components:
e Rate Code — Must be BASEC. If you change this value, it will not cause a transaction error, but will
cause a payroll error.
e Comp Rate
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In Step 5 of the Reappointment transaction, you will see the Contract Information:

Contract Information

Contract Pay Type: ﬁ Payment Term: ﬁ
Menthly Fregquency: M C, MON Sal Calculation Method: Actual

Pay Period Hours: Daily Hours: 8.00
Assign Hours To Flag:  Not Applicable Contract Begin Date: £l
Contract End Date: #) Payment Begin Date: el
Payment End Date: 3 Actual Start Date: )
Termination Date: £

Using the Reappointment reason code, you will see the following Contract Information fields opened for
update in Step 5 of this transaction (asterisks indicate required fields):

e *Contract Pay Type

-

Faculty AY Paid Over 12 Months
Faculty AY Paid over 10 months
Faculty AY Pay Over 9 Months
Fail Contract

Other - Paid Owver Contract

Spring Contract
Summer Contract

o *Payment Term - Defaults based on what you selected from the Contract Pay Type; however, this is an
editable field.

Pay Over 12 Months
Fay Over Contract

Pay over 'X' months
Pay with Lump Sum

e *Monthly Frequency - Defaults to M (MON Sal).

e *Calculation Method - Defaults to Actual; however, this is an editable field.

Actual
Prorate

e Pay Period Hours
e *Daily Hours - Defaults to 8.00 hours.
e Assign Hours to Flag - Defaults to Not Applicable; however, this is an editable field.

e *Contract Begin Date - Once you enter the begin date, it supplies the following fields with the same
date:
o *Payment Begin Date
o0 *Actual Start Date

Note: The Contract Begin Date must the same date as the effective date of this transaction.
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*Contract End Date - Once you enter the end date, it will supply the following fields with the same date:

o *Payment End Date
0 *Termination Date
Exclude Holiday Schedule - No need to supply a value in this field for now; for future development.
Prorate Hrs in Partial Period
Work Days in Contract
Renew Contract Automatically

Nbr of Renewals

In Step 6 of the Reappointment transaction, if you deselect the New Funding Same as Current Funding
checkbox, you will see the following New Funding fields opened up for update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:

Department
Combination Code
Distribution %
Funding End Date
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Pay Rate Change: Restore Pay

To restore the pay of an employee, select Pay Rate Change as your Action and Restore Pay as your
Reason, as shown below:

Action/Reason Selegtj
*Action: Pay Rate Change - I *Reason;
Old Effective Date: 1212612015 Old Effective Sequence:
“Effective Date: & Effective Sequence: 0 Fiscal Year:
Comments:
Previous Mext

Using the Restore Pay reason code, you will see the following Job Information fields opened for update in
Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person Prof, and Univ Staff Pos
Profile Templ:

Job Information:
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Position Profile Tmpl:

Job Information:

¢ Regular/Temporary
e Full/Part Time
e Classified Indicator

In Step 4 of the Restore Pay transaction, you will see the following Compensation and Job Pay
Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate
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In Step 5 of the Base Pay — Restore Pay transaction - Contract Change (This is for Faculty Position Profile

Tmpl):

Create ePAR Pay Change Request

Step 5 of 6: ePAR Change - Contract Change
Transaction Details

PAR Action: Pay Change Actiom:
RequestID: NEXT Reason Code:
ePAR Status:  Initial Effective Date:

Effective Seq:
Employee Details

Hame: Dickinson, Kathering Lee Empl ID:

Profile Type: Profile 10:
Prorate Change

@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Pay Rate Change

Base Pay - Decrease In Pay
02/01/2016

0

251105

Document ID:
Document Instance:

Document Status:

Empl Red:

Last Personnel Action:

Last Transaction Date:

Next

ePAR Pay Rate Change
0

Initial / Add Entry

When you get to the Contract Change page you will see the following fields opened for update:
¢ No Proration of Change Amt.

Prorate Over Contract Period
Prorate over Payment Period
Prate Using Effective Date
Lump Sum Retro Payment

In the Department Budget Step of the Restore Pay transaction, if you deselect the New Funding Same as
Current Funding checkbox, you will see the following New Funding fields opened up for update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:
Department
Combination Code
Distribution %
Funding End Date
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Pay Rate Change: Temp Pay - Increase in Pay

To enter a temp pay increase, select Pay Rate Change as your Action and Temp Pay — Increase in Pay as
your Reason, as shown below:

Action/Reason Selection
*Action: Pay Rate Change - I *Reason: ETemp Pay - INcrease in Pay ¢ v
Old Effective Date: 12/26/2015 Old Effective Sequence: 0
*Effective Date: i Effective Sequence: 0 Fiscal Year:
Comments:
Previous MNext

Using the Temp Pay — Increase in Pay reason code, you will see the following Job Information fields opened
for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person Prof, and
Univ Staff Pos Profile Templ:

Job Information:
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Pasition Profile Tmpl:

Job Information:

e Regular/Temporary
e Full/Part Time
e Classified Indicator

In Step 4 of the Temp Pay — Increase in Pay transaction, you will see the following Compensation and Job
Pay Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:

e Rate Code
e Comp Rate
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In Step 5 of the Temp Pay — Increase in Pay transaction - Contract Change (Thisis for Faculty Position Profile
Tmpl):

Create ePAR Pay Change Request

Step 5 of 6: ePAR Change - Contract Change
Transaction Details

PAR Action: Pay Change Actiom: Pay Rate Change Document ID: ePAR Pay Rate Change
RequestID: NEXT Reason Code: Base Pay - Decrease In Pay Document Instance: o
ePAR Status:  Initial Effective Date: 02/01/2016 Document Status: Initial / Add Entry

Effective Seq: 0
Employee Details

Hame: Dickinson, Kathering Lee Empl ID: 251105 Empl Red: 1

Profile Type: Profile 1D: Last Personnel Action:  PAY (024443
Last Transaction Date: 0209,
Prorate Change
@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Previous Next

When you get to the Contract Change page you will see the following fields opened for update:

No Proration of Change Amt.
Prorate Over Contract Period
Prorate over Payment Period
Prate Using Effective Date
Lump Sum Retro Payment

In the Department Budget Step of the Temp Pay — Increase in Pay transaction, if you deselect the New
Funding Same as Current Funding checkbox, you will see the following New Funding fields opened up for
update:

If you choose Amt:

e Budget Amount
e Department

e Combination Code
¢ Funding End Date

If you choose Pct:

Department
Combination Code
Distribution %
Funding End Date
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Pay Rate Change: Temp Pay - Decrease in Pay

To enter a temp pay decrease, select Pay Rate Change as your Action and Temp Pay - Decrease in Pay as
your Reason, as shown below:

Action/Reason Selection
“Action: Pay Rate Change v I *Reason: “Temp Pay Decrease in Pay . : - ]
Old Effective Date: 1212612015 Old Effective Sequence: 0
“Effective Date: El Effective Sequence: 0 Fiscal Year:
Comments:
Previous Mext

Using the Temp Pay — Decrease in Pay reason code, you will see the following Job Information fields
opened for update in Step 3 of the transaction for Classified Pos. Profile Templ, Temp/Student Non-Person
Prof, and Univ Staff Pos Profile Tempil:

Job Information:
Regular/Temporary
Full/Part Time
Standard Hours
Classified Indicator
FLSA Status

You will see the following Job Information fields opened for update in Step 3 of the transaction for Faculty
Pasition Profile Tmpl:

Job Information:

e Regular/Temporary
e Full/Part Time
e Classified Indicator

In Step 4 of the Temp Pay — Decrease in Pay transaction, you will see the following Compensation and Job
Pay Components fields opened for update:
Compensation:
e Comp Freq

Job Pay Components:
e Rate Code
e Comp Rate
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In Step 5 of the Temp Pay — Decrease in Pay transaction - Contract Change (Thisis for Faculty Position

Profile Tmpl):

Transaction Details

PAR Action: Pay Change
RequestID: NEXT
ePAR Status:  Initial

Employee Details
Hame:

Profile Type:

Prorate Change

@ No Proration of Change Amt.
@ Prorate Over Contract Period
© Prorate Over Payment Period

@ Prorate Using Effective Date

DLump Sum Retro Payment

Dickinson, Kathering Lee

Create ePAR Pay Change Request
Step 5 of 6: ePAR Change - Contract Change

Actiom:

Reason Code:
Effective Date:
Effective Seq:

Empl 1Dz

Profile 1D:

Pay Rate Change

Base Pay - Decrease In Pay
02/01/2016

0

251105

Document ID:
Document Instance:

Document Status:

Empl Red:

Last Personnel Action:

Last Transaction Date:

Previous Next

ePAR Pay Rate Change
0

Initial / Add Entry

When you get to the Contract Change page you will see the following fields opened for update:

No Proration of Change Amt.
Prorate Over Contract Period
Prorate over Payment Period
Prate Using Effective Date
Lump Sum Retro Payment

In the Department Budget Step of the Temp Pay — Decrease in Pay transaction, if you deselect the New
Funding Same as Current Funding checkbox, you will see the following New Funding fields opened up for

update:

If you choose Amt:

Budget Amount
Department
Combination Code
Funding End Date

If you choose Pct:

Department
Combination Code
Distribution %
Funding End Date
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