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1 Introduction to ConnectCarolina

1 Introduction to ConnectCarolina

In this chapter, you will learn how to:

Identify the different areas of the ConnectCarolina Human Resources system

Describe the integration of the ConnectCarolina Human Resources, Finance, and
Student Administration (SA) systems

Define position management
View position information in the ConnectCarolina system

View job data in the ConnectCarolina system
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The best way to learn how the HR/Payroll system works is by first looking at the big picture.
The graphic below shows how our systems work together in ConnectCarolina.

Human
Resources

< IS
AL F.0
%.% &
% 2 LE
2 & InfoPorte T
’% D Reporting L

Student Administration

The Student Administration part of ConnectCarolina, previously known as Campus
Solutions, manages the business processes and information related to working with students
at the University. For example, Student Administration is where students' financial aid is
managed and where admissions are handled.

Student Administration is the source system for all biographic and demographic information
for employees, students, and persons of interest (affiliates). When a person is hired or added
as an affiliate in the system, the HR/Payroll system pulls the biographical and
demographical (bio-demo) information on the person from Student Administration.

HR/Payroll

The HR/Payroll system supports the HR office in each school and division across campus, as
well as the Office of Human Resources and other central offices. The HR/Payroll system also
supports the management of personnel costs, including managing the sources that fund
salaries.
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The HR/Payroll system sends payroll and benefit transactions to Finance so that funding
can be recorded in the correct accounts. Funding for faculty and staff is maintained at the
department and position level.

Finance

The Finance system within ConnectCarolina supports the University's financial
transactions, including purchasing, paying for goods and services, making deposits, and so
on. The Finance system also provides support for the University's accounting and financial
reporting.

Reporting

InfoPorte is the primary reporting tool for campus. For those who use the Finance systems,
additional reporting is provided through queries and a reporting tool called nVision.



1 Introduction to ConnectCarolina

To begin working with the HR/Payroll part of ConnectCarolina, it's important to understand
how you will work with the person and the work they do. ConnectCarolina stores
information about the person and the work they do separately.

Setting Up the Person in the System

When you hire someone or begin a working relationship with the person as an affiliate, the
first thing that needs to happen is that the person needs to be set up in ConnectCarolina as
a person.

By the way, when we talk about “employees” and “affiliates,” we are referring to the person’s
relationship with the University. From the perspective of ConnectCarolina, a person can
have three types of relationships:

e An affiliate (for example, a volunteer)
» A contingent worker (such as a contractor)

e An employee

The person’s relationship affects how much information is stored in ConnectCarolina and
what kind of information. For example, for an affiliate, we won’t enter information about the
work the person is doing with the University. For an employee, we will.

If the person is an employee, the Background Check Office (in the Office of Human
Resources) enters the person's bio/demo data into the system and assigns the person a PID.
If the person is an affiliate, the PID Office sets the person up. Both offices take care to
ensure that the person doesn't already exist in the system (for example, if they were a
student at UNC-Chapel Hill). If the person is already in the system and already has a PID,
the person keeps the same PID no matter what his or her role.

The bio/demo data is actually entered into the Student Administration system, although
moving between the Student Administration and HR/Payroll systems is transparent.

Faculty and staff use the UNC-Chapel Hill directory to update their information.

Understanding How ConnectCarolina Tracks the Work that
Faculty and Staff Do

In ConnectCarolina, there are three concepts that are important to understand when talking
about the work faculty and staff do:

* job code, which is the job classification
e position

e job (or job record)
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About Job Codes

For SHRA and EHRA non-faculty employees, what the State of North Carolina refers to as
"job classifications" are set up in ConnectCarolina as job codes. Some examples of job codes
are "Accountant" or "Human Resource Specialist."

For faculty, job codes equal faculty rank. Examples of faculty job codes are "Associate
Professor" or "Instructor."

One job code includes information about all salary grades. For example, an SHRA job code
includes the contributing, journey, and advanced salary grades. The job code also specifies
the salary plan, which is the entire salary range for all salary grades.

About Positions

A position describes a particular job in a particular department. You can think of a position
as an empty chair, because there isn't a specific person associated with a position. You
assign a set of attributes to the chair and any person who "sits" in the chair inherits the
attributes.

The advantage to positions is that you can define jobs in your department without having
people in them. If a person leaves a position, the position stays and can be refilled.

In ConnectCarolina, positions include information like:
¢ Department

Location

Classification title

 FTE

Competency level or faculty rank
Positions are required for all employees.
About Jobs (also called job records)

A job, or a job record, is a specific faculty or staff assignment. The job record is specific to a
person. Some examples of job records include:

¢ Joe Smith, an Accounting Technician in the Chemistry Department
¢ Jane Doe, a Professor of Psychology in the College of Arts and Sciences

The job record is unique to a faculty or staff member, and specifies information such as:
¢ the rate of compensation

¢ the date the person was hired
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* job actions that have been completed for the person, such as transfers and leaves of

absence

o for SPA employess, the person's longevity

If someone has more than one job at the same time, they have a job record for each job they
hold. For example, a faculty member who is both a professor and a department chair would

have two separate job records.

Professor of Psychology

+ Compensationrate Department Chair

* hire dates

* jobactions
* Compensationrate
* hire dates

| . iob actions

Fitting it All Together

This graphic describes how the person, job record, position, and job code fit together in

ConnectCarolina:

So for example, if you hire someone:

’ﬁ‘»

Accounting Tech, Journey

ITS-Manning
The person gets They get hired into ‘
created in the a job, which
system createsa
(person = job record

bio/demoand PID)

Accounting Tech, I'_
ITS Department '
—

A position is associated with
the job, much of the
information about the job
comes from the position

The job code specifies the
official title and pay plan.

The job code comes from
the position or is added
right into the job record.
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To create and submit HR actions in ConnectCarolina, you use ePAR forms. ePAR stands for
Electronic Personnel Action Request. These online forms walk you through providing the
correct information for each type of action, and then when you submit the form, the system
routes it through the approval process set up for that type of ePAR. After all the approvers
have approved the action, ConnectCarolina updates the person, position, or job, depending
on which form you used.

The seven ePAR forms are:

* Hire an Employee: Used to enter all hires, rehires, transfers, and secondary jobs.
See Using the Hire Form, page 1 for more information.

+ Edit Existing Job: Used to make changes to an existing job, including changing
the pay rate and the working title. See About Updating Job Data, page 1 for more
information.

« Change Employment Status: Used to enter terminations, leaves of absence, and
return from leaves of absence. See About Employee Status Changes, page 1 for
more information.

¢ Add/Update Position: Used to add, update, or inactivate positions. See Managing
Positions, page 1 for more information.

¢ Funding Swap: Used to change the sources used to fund a person or position. See
Entering a Funding Swap, page 1 for more information.

e Lump Sum Payment: Used to submit a lump sum payment (sometimes called a
"one-time payment") for an employee. See Submitting a Lump Sum Payment, page
1 for more information.

* Add or Update an Affiliate: Used to add a new affiliate or to make changes to
an existing one. See About the Affiliate Form, page 1 for more information.

Important: Be sure to submit ePARs in time to meet the campus data-entry deadlines.
Current schedules for bi-monthly and monthly pay periods are posted on the Office of
Human Resources website.


../../../../../Content/HR/Using ePARs/Hire Form/Using the Hire Form.htm#Using
../../../../../Content/HR/Using ePARs/Job Change/Content/Section Template/Job Data Changes.htm
../../../../../Content/HR/Using ePARs/Entering a Status Change/Content/Section Template/Employee Status Update.htm
HR/Using ePARs/Position Management and Compensation/Content/Section Template/Managing Positions.htm
HR/Using ePARs/Position Management and Compensation/Content/Section Template/Managing Positions.htm
../../../../../Content/HR/CA/Understanding Funding Info/Funding Swap/Entering a Funding Swap.htm
../../../../../Content/HR/CA/Understanding Funding Info/Lump Sum Payment/Submitting a LSP.htm
../../../../../Content/HR/CA/Understanding Funding Info/Lump Sum Payment/Submitting a LSP.htm
../../../../../Content/HR/Using ePARs/Affiliate Form/Using the Affiliate Form.htm
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Hire an Employee

[ ]
Add/Update Position
—
Edit Existing Job Approver
Lump Sum Payment
| ]
Change Employment 1
Status Position
1 y ..
Funding Swap Approver
== Add/Update Affiliates
[ ]
T — —
—
- —1 —
Approver
— |:| o J b R d
i 0 ecor
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Several ePAR forms let you enter funding sources, which are the instructions for which
accounts cover an employee's compensation. You can enter funding in two ways:

* By entering a chartfield string
* By entering a code called a combo code

About the Chartfields

The chartfields are twelve fields that work together to specify where funding should be
charged. It's easier to think of them in three groups:

* The five core chartfields that need to be on every chartfield string
¢ The three chartfields used with contracts and grants
e The four chartfields that departments can choose to use

This section takes a brief look at the chartfields, but you can learn more by watching the
computer-based training on the chartfields, which you can find on the Training page of the
ccinfo.unc.edu website.

The five required chartfields are:

¢ Business Unit, which specifies either UNC-Chapel Hill, General Administration,
or a foundation

¢ Fund and Source, which together specify where the money is coming from (for
example, fund might specify that it's an endowment and source specifies which
endowment)

* Account, which specifies what the money is being spent on (for example,
personnel)

¢ Department, which identifies the department providing the money
The three chartfields used for contracts and grants are:

e PC Business Unit, which specifies the Office of Sponsored Research

e Project ID, which identifies the contract or grant

e Activity ID, which is always 1

Each school or division chooses which of the remaining four chartfields they use and how
they will use them:

11
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e Program

Cost Code 1

Cost Code 2

Cost Code 3

About Combo Codes

A combo code is a nine-digit code that represents an entire chartfield string. Combo codes
are created "on the fly," meaning the first time a chartfield string is used on the HR side,
ConnectCarolina generates a new combo code. When you enter the funding source on the
ePAR forms, you can enter either the combo code or the chartfield string.

Cost
Activity Program Codes
1,2,3

Bus. PCBus. Project
Unit Unit 1D

Fund  Source  Acct. Dept.

12
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About Approvals and Notifications

When you submit an ePAR, the system starts the ePAR on the approval path defined for
that type of ePAR. An approver can choose to approve the form, recycle the form (send it
back to the originator for resubmission), or deny the form. In addition to approvers, other
employees can be named as reviewers, who receive notification that an ePAR has been
submitted for approval. Unlike approvers, reviewers can't make changes to the ePAR and
they can't approver or deny them. After the final approver in the approval process approves
the ePAR, the action is completed and, depending on what type of ePAR it is, the person,

job, or position is updated in the system.

The graphic below shows a sample approval process. Each process can have up to three

levels of approval.

Level 1

Originator Approvers

Dept., School/Div.,
Unified Business
Center, or Central

Office

Dept., School/Div., or
Unified Business
Center

Level 2
Approvers

School/Div., or
Unified Business
Center

Level 3
Approvers

Central
Administrative Offices

13
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A position describes a particular job in a particular department or location, but without a
specific person associated with it. That means that if the person occupying the position
leaves, you can hire a new person into the same position. Four major components make up a
position:

Job code (for information on job codes, see ConnectCarolina: An Integrated System,
page 4)

Department
Location

Full-time equivalency (FTE)

Positions are required for all employees. Most EHRA non-faculty and all SHRA positions
only have one incumbent.

Putting More than One Incumbent in a Position

To put more than one incumbent in a position, the following information must be identical
for each incumbent. Some of these are not visible on the ePAR forms, but you can see them
on the position information (see Seeing Information About a Position, page 17).

Position number
Effective date of the position
Position status
Status

Business unit

Job code

Regular or temp

Title

Full-time or part-time
Regulatory region
Department

Location

Classified indicator
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Positions for Students

The position first needs to be created in ConnectCarolina before you can hire a student into
it. For students who have multiple jobs, you need to create separate, individual positions.
It’s important to know that there is a one-to-one relationship between a student and each
hourly job he or she has. That's because TIM (the time management system used on
campus) needs the one-to-one relationship to accurately associate the hours logged with
work performed. Also, when a student holds multiple jobs, you need to communicate with
the other departments to ensure the total number of hours scheduled do not exceed
recommended FTE levels.

Important: Submit ePARs in line with the campus data-entry deadlines. Current
schedules for bi-monthly and monthly pay periods are posted at
https:/finance.unc.edu/services/payroll-preparation-and-distribution/.

For more information about student job codes, job families, and recommended FTE levels,
see Understanding Students in ConnectCarolina, page 1.

Viewing Position Information

You can view position information to see information about the current incumbent and to
see a history of the transactions against the position. The details of a position include:

e summaries
¢ education requirements
¢ position attributes that are specific to UNC-Chapel Hill or General Administration

For more information, see Seeing Information About a Position, page 17.

Creating a New Position

New positions can be:
e an exact copy of an existing position
* a modified version of an existing position
¢ a completely new position
For more information see:
e Creating a New Position, page 1

¢ The Student Actions guide

15
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../../../../../Content/HR/Using ePARs/Student Actions Transactions/Overview/Unique Student Issues.htm
../../../../../Content/HR/Using ePARs/Position Management and Compensation/Content/Task Template/FPM-Create Position.htm
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Updating an Existing Position
A position update is any change to existing position information, which you initiate with the

Add / Update Position ePAR.
For more information, see:

» Making Changes to a Position, page 1

e Inactivating a Position, page 1

16


HR/Using ePARs/Position Management and Compensation/Content/Task Template/Updating a Position.htm
HR/Using ePARs/Position Management and Compensation/Content/Task Template/Inactivating a position.htm
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Seeing Information About a Position

You can see information about a position such as who is occupying the position or see all
actions completed for the position.

Using the Add/Update Position Info Link

Follow these steps:
1. Choose this menu option:

From the Admin WorkCenter home page, choose HR WorkCenter >
ePAR Home Page > Add/Update Position Info

2. In the Position Number field, enter the position number and click the Search button.

Note: This is the best way to find a specific position.

Find an Existing Value || Add a NewValue

% Search Criteria

Position Number: begins with s ll20026111 |
Description: begins with

Position Status: = V| | V‘|
Business Unit: begins with &

Department: begins with Q
Job Code: begins with Q
Reports To Position Number:| begins with W

Ji

Clesr |Basic Sesrch [g Ssve Search Criteris

Result: The system displays the Description tab for the position you entered.

3. You can see information about the position by clicking the following tabs or links:

Description

Specific Information

Budget and Incumbents

UNC Position Summary

17
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¢ Position Principal Functions

UNC Position Attributes
e Funding Data

» Historic Position Actions
* Image Now / Attachments

Refer to the sections below for details about the information that's displayed on each tab

or link.
e v
Description ‘ Specific Information Budget and Incumbents UNC Position Summary Position Principal Functions UNC Position Attributes
Position Information Q 1of2~ | b || M View Al

Position Number 20040075 +| =
Headcount Status Filled Current Head Count 1 out of 1
“Effective Date  07/08/2018 These links only display on the Description tab “Status  Active v
Funding Data

Reason CMP Q SHRA Competency Change Action Date  11/02/2021 Historic Position Actions

*Position Status  Approved v Status Date  11/02/2021 U Key Position ImageNow / Attachments

Position Description
Print View

Inh Informatinn

Description

In the Position Information section, you can see this information in the fields:

This field: Defines the following:

Position Number A unique number assigned by the system when the position was added.

Headcount Status |Indicates whether the position has reached its allocated number of

incumbents.
Current Head The number of employees in the position. For SHRA positions, this
Count number is always one, because TIM requires a one-to-one match

between a person and a position.

Effective Date The date the position goes into effect.
Status Shows whether the position is Active or Inactive.
Reason The reason for the position action.

Note: For a new position, the system fills in the code as New.

Action Date The date the transaction was entered.

Position Status Shows when the position is Approved, Frozen, or Proposed.
Status Date The date the status became Active or Inactive.

Key Position This field is not used at UNC-Chapel Hill.

18
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Description Specific Information Budget and Incumbents UNC Position Summary Paosition Principal Functions UNC Position Attributes

Position Information | Q | \ 1 of

Position Number 20040075

Headcount Status  Filled Current Head Count 1 out of 1
*Effective Date | 07/08/2018 *Status  Active v
Reason CMP Q SHRA Competency Change Action Date  11/02/2021
*Position Status = Approved v Status Date  11/02/2021 O Key Position

In the Job Information section, you can see this information in the fields:

This field: Defines the following:
Business Unit The school or division where the position is located.
Job Code The job classification.

One job code includes all salary grades. For example, an SHRA job code
includes the contributing, journey, and advanced salary grades. The job
code also specifies the salary plan, which is the entire salary range for
all salary grades. For faculty, job codes equal faculty rank. Some
examples of faculty job codes include Associate Professor or Instructor.

Reg/Temp Identifies whether the position is Regular or Temporary, as defined by
North Carolina State statute.

Full/Part Time Identifies whether the position is full-time or part-time.

Regular Shift This field is not used at UNC-Chapel Hill.

Union Code This field is not used at UNC-Chapel Hill.

Title Same as the title associated with the job code.

Short Title A 12-character limited title for the position.

Detailed Position | Click the Detailed Position Description link to see a detailed
Description description of the position.

Job Information

*Business Unit UNCCH UMEC Chapel Hill

*Job Code 200013 Business Systems Analyst

*Reg/Temp Regular *FulliPart Time Full-Time
*Regular Shift Mot Applicable Union Code
Title Business Systems Analyst Short Title BusSys&nly

Detailed Position Descrption

In the Work Location section, you can see this information in the fields:

19
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This field:

Defines the following:

Reg Region
Department

Company

Location
Reports To
Dot-Line
Supervisor Lvl

Security Clearance

This field is always USA.
The home department of the position.

The company is one of the following:

e UNC General Administration (GAD)
e UNC Chapel Hill (UNC)

The physical location of the position.

The position number that this position reports to.
This field is not used at UNC-Chapel Hill.

This field is not used at UNC-Chapel Hill.

This field is not used at UNC-Chapel Hill.

Work Location

*Reg Region: USA

Supervisor Lvl:

*Department: 200180 DES Organizational Training Company: NG UNGC Chapel Hill
*Lopcation: BOO1BO DES Organizational Training
Reports To: 730010010 Technology Support Analyst Dot-Line:

United States

Security Clearance:

In the Salary Plan Information section, you can see this information in the fields:

This field:

Defines the following:

Salary Admin Plan

Grade

Step

Standard Hours

Work Period

Mon-Sun

The salary plan for this position, which the system fills in from the job
code.

The salary grade for this position, which the system fills in from the
job code.

This field is not used at UNC-Chapel Hill.

The number of hours the person in this position works in a week. The
system fills this in from the job code, based on full-time status, or as
edited for part-time persons.

The system fills in W for Weekly.

Identifies the standard number of hours worked each work day, which
the system fills in from the job code. This is usually the total number of
standard hours averaged over five days.




1 Introduction to ConnectCarolina

Salary Plan Information

Salary Admin Plan: 1014

Standard Hours: <0
Mon

Grade: ADV Step:
Work Period: W Weekly

Tue Wed Thu Fri Sat Sun

Specific Information

On the Specific Information tab, you can see this information in the fields:

This field:

Defines the following:

Max Head Count

Mail Drop ID

Work Phone

Health Certificate
Signature Authority

Update Incumbents

Include Salary
Plan/Grade

Budgeted Position
Confidential Position
Job Sharing Permitted

Available for Telework

The number of incumbents allowed in the position. For
SHRA positions, this number is always one, because TIM requires a
one-to-one match between a person and a position.

This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.

Shows whether the system automatically updates the incumbent job
and employment data when the position is updated.

Shows whether the system automatically includes the incumbent
salary information.

This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.

This field isn't used at UNC-Chapel Hill.

21
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Description [ Specific Information Budget and Incumbents UNC Position Summary Position Principal Functions UNC Position Attributes
Position Number 20040075
Headcount Status  Filled Current Head Count 1 out of 1
Specific Information | Q ‘ \ 10f2 v | » ‘ ‘ 3 | | Vie
Effective Date 07/08/2018 Status Active
Max Head Count 1
Incumbents
Mail Drop ID B Update Incumbents
Work Phone Include Salary Plan/Grade
O Force Update for Title Changes
Health Certificate v
Signature Authority v Budgeted Position
O confidential Position
O Job Sharing Permitted
Available for Telework
» Education and Government

Budget and Incumbents

The Budget and Incumbents tab displays budget information and compensation information
about the employee that is currently in the position. The employee's information comes from
the Job Data Page. For more information see Seeing Information About an Employee's Job,

page 28.

UNC Position Summary

Budget and Incumbents

Description Specific Information

Position Number 20040075

Headcount Status  Filled
Current Budget

Earnings Deductions Tax Cdn Tax Total

0.000 0.000 0.000 0.000 0.00
Current Incumbents
EIEY
Empl ID cmel o FullPart 3O Name Effective Date  Action
730561570 0 Full-Time 40.00 Barney Greentrain 06/29/2019 Rehire

Position Principal Functions >

Current Head Count 1 out of
Override
Action Reason Position Job Data
Data
New Employment N Job Data

UNC Position Summary

The UNC Position Summary tab has information about the position, such as a position
summary, minimum education and experience requirements, and position competencies.

22
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Description ‘ ‘ Specific Information ‘ ‘ Budget and Incumbents UNC Position Summary Position Principal Functions >

Position Number 20040075

Headcount Status Filled Current Head Count 1 out of 1
UNC Position Summary ‘ Q‘ | 10f2 v ‘ » H 3 ‘ | View Al
Position Number: 20040075 Accountant Effective Date 07/08/2018

Position Summary / Primary Purpose of Position

This position oversees all fiscal transactions for the department. It will = el
be responsible for developing and tracking departmental budgets, v

Position Principal Functions

The UNC Position Principal Functions tab list the principal functions for SHRA and EHRA
Non-Faculty positions. Each function has one or more tasks and all the principal functions
add up to 100%

Description ‘ ‘ Specific Information ‘ ‘ Budget and Incumbents ‘ ‘ UNC Position Summary Position Principal Functions UNC Position Attributes

Position Number 20040075

Headcount Status  Filled Current Head Count 1 out of 1
UNC Position Principal Functions | Q | I 1of2 v | 4 ||
Position Number: 20040075 Accountant
Effective Date (07
Q| Tof1 v
' Function | Finance- Other Essential Duty (ADA) | Yes v % Effort (Whole Number) 100
| = | 110f1 v
Task
1 | Approves and reject transactions related to fund expenditures; facilitates budget transfers and .4@ ‘ + ‘ ‘ - ‘

UNC Position Attributes

You can see this information in the fields:

23
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This field:

Defines the following:

Time Limited Position

Time Limited Position
End Date

Re-Study Flag
On Call Pay

Emergency Call Back
Pay

Shift Differential
Benchmark Position
EPA NF Category

Position Budget
Amount

Duties Exempt

Immunization Review
Required

Bloodborne Pathogen

Recruiting System

Identifies if the SHRA position is time-limited.

Identifies the end date for a time-limited SHRA position.

Identifies if the position must be reviewed on vacancy.
Identifies if the SHRA position is eligible for on-call pay.

Identifies if the SHRA position is eligible for emergency call-back pay.

Identifies which shift differential this SHRA position is eligible for.
OHR use only.

Identifies category ranks for EHRA non-faculty positions only.

Identifies the budgeted amount expected to be paid to the position.

Note: This field doesn't drive the actual salary of the employee in this
position.

Identifies if the position's duties meet the Department of Labor's
requirements for exemption.

This checkbox designates positions that have employees entering
facilities where patient care is provided, whether in a patient care area
or in an administration wing. This box will flag the position for the
Immunization Review program per UNC EHS guidelines
(https://ehs.unc.edu/ueohc/requirements/)

This checkbox designates positions with potential exposures to blood or
bodily fluids. (https://ehs.unc.edu/biological/bbp/) This box will flag the
position for bloodborne pathogen training and surveillance.

This checkbox shows whether position data is sent to PeopleAdmin. In
most cases the field is hidden because the position type will always be
sent or never be sent. This field will be visible for:

e Faculty

e Faculty Intermittent

e EHRA Non-Faculty

e EHRA Non-Faculty Zero Base



https://ehs.unc.edu/ueohc/requirements/
https://ehs.unc.edu/biological/bbp/
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4 Specific Information

‘ Budget and Incumbents ‘ ‘ UNC Position Summary ‘ ‘ Position Principal Functions ‘ [ UNC Position Attributes.

Position Number 20040075

Headcount Status  Filled Current Head Count 1 out of 1

‘E‘ I 102 v |I| |I| | ViewAl

Position Number: 20040075 Accountant Effective Date  07/08/2018

Time Limited Position Time Limited Position End Date

Position Location | North Carolina v Position Country | United States -
Position State | North Carolina v
Position Employee Class | SHRAPermanent v Recruiting System
Re-Study Flag v On Call Pay v
Emergency Call Back A s Shift v
Pay Differential
Benchmark Position hd EHRA NF Category v
Position Budget Amount [ EHRA NF Sub-Category v

CDC Select Agent: [ Duties Exempt v

Immunization Review Required: [ Alternate Performance Program (N Q

JCAT Detail Q CUPA Code Q

JCAT Descriptor Q

(J Bloodborne Pathogen

At the bottom of the UNC Position Attributes tab, you can see if the employee is designated
as a Campus Security Authority. Campus Security Authorities are required to report any
Clery qualifying crimes that they become aware of to the University’s Clery Act Compliance

Coordinator.
CSA Student Responsibility = No v Campus Security Authority | No v
CSA by Policy | No i
No CSA Responsibility | No hd
CSA Justification

CSA Responsibilities | NotApplicable.

25
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Funding Data

On the Funding Data link, you can see this information in the fields:

This field: Defines the following:

Earnings Code This field is always blank.

Budget Sequence The budget sequence is always 1, regardless of how many rows there
are.

Budget Amount The dollar amount budgeted for the position from the source of funding
on that row.

Percent of The percent of the budgeted amount of salary for the position that is

Distribution paid from the source of funding on that row.

Combo Code The number used to represent a specific chartfield string.

Combo Code The Fund-Source-Account-Department for all fund types, except OSR

Description and cost share. For OSR and cost share chartfield strings, combo code

descriptions are Fund-Source-Account-Project ID

Funding End Date The last day the position is scheduled to be paid from the source of
funding on that row. Departments use this field at their discretion.

Position Number: 20026111 Business Systems &nalyst
Funding Information Find | \
SetID: UNCCH Department: 500100 DESOrangizational Fiscal Year: 2018
Effective Date: 02/12/20128 Eff Seq: a Date Created: 021220138
Personalize | Find | 17
Basic Mode Expanded Mode
Earnings Code Budget Sequenge Budget Amount Percent of Distribution Combo Code Combo Code Description
1 s00000.00 100,000 000223018 20152-12001-512120-B00100

Click the Expanded Mode tab to see the chartfield
string, including program and cost code infarmation.
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iew All First ‘A 1of4 '} Last

IVE  mist @ 1202 @ Laxt

Funding End Date

Historic Personnel Actions

The Historic Personnel Actions link takes you to the Historical Action System where you can
see information about personnel actions for the employee that were executed before
ConnectCarolina went live on October 1, 2014.

Image Now / Attachments

On the Image Now / Attachments link, you can see any attachments that have been
uploaded to ePARs for the position.

Click the View Attachment icon to open the attachment.

AddView/Delete an attachment

Position Number 20026111

Effective Date 02/05/2018

Attachments Personalize | Find L-/'-Il E First ‘& 10f1 ‘& Last
; Document
View Attachment  Add Delete Added on Document Type
 [B] ~2 o 3]

- .
f Sawe & Return § Canceal

.........................
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Seeing Information About an Employee’s Job

You can see information about an employee and his or her employment history on the Job
Data page which consists of multiple tabs and links. The Job Data page displays current,
future, and some historical employment actions.

Using the Job Data Link

Follow these steps:

1. Choose this menu option:

From the Admin WorkCenter home page, choose HR WorkCenter >
Job/Positions > Job Data

2. Complete the fields and click the Search button.

In this field:

Do the following:

Empl ID

Include History

Enter the employee's PID.

Mark this checkbox to see all actions for this employee.

Job Data

Find an Existing Value

= Search Criteria

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

Middle Hame:

Empl ID: |?3:zzf-zz: ®
Empl Record: = V|

Name: begins with W

Last Hame: begins with

Second Last Hame: begins with

Alternate Character Hame:
Include History [J correct History [Jcase Sensitive

Clesr |Basic Search [g Save Search Criteria

begins with

Results:

e If the employee has only one employee record, the system displays the Work
Location page. Skip to step 5.
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¢ If the employee has more than one job record, the system displays a list for you to
choose from. Go to the next step.

. Choose the employee record you need from the Search Results list to go to the Work
Location page.

Note: If you choose an employee with more than one job record, you can click the
Previous in List or Next in List buttons to see their other employee records.

Result: The system displays the employee's information on the Work Location page.

. You can see the employee's information by clicking the following tabs or links:
* Work Location

e Job Information

e Payroll

e Salary Plan

e Compensation

e UNC Job Data

¢ Funding Data

» Historic Personnel Actions

e Image Now / Attachments

e Employment Data

Refer to the sections below for details about the information that's displayed on each tab
or link.

Note: The bottom of the Job Data page has links to other pages with more information
about an employee's job. The Earnings Distribution link only contains display
information for Postdoctoral Fellow/Trainees with a FICA exemption and it is primarily
used by Payroll. The Benefits Program Participation link is only relevant to the
Benefits Team.
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Work Location Job Information Bayral Salary Plan Compensation UNC Job Dsata
Andrew Trainson Empl ID: 730288320 Funding Data
Employee Empl Record: o Historic Personnel Action
{imageMow [ Attachments!
Work Location Find First ‘4 10f1 &' Las
*Effective Date: (222018 Go To Row | [+ -
Effective Sequence: a *Action: e
HR Status: Active Reason: e Em el
Payroll Status: Aotive * Joh Indicator: Primary Job
Current :]
Position Number: 200z Business Systems Analyst
Owvemide Position Data
Position Entry Date: 21212018
Position Management Record
Regulatory Region: usa United States
Company: UNGC UNC Chapel Hill
Business Unit: UNCCH UNC Chapel Hill
Department: 0180 DES Organizational Training
Department Entry Date: D2r2iz20138
Location: BOO1ED DES Organizational Training
Establishment 1D: UNCCH UMNC Chapel Hill Date Created: o2r16/2018
Last Start Date: 02r2z20138

Expected Job End Date:

U Eend Job Automatically

Job Data

Employment Data

Eamings Distribution Benefits Program Participa

Work Location

On the Work Location tab, you can see this information in the fields:

This field:

Defines the following:

30

Empl ID

Empl Record

Effective Date

Effective Sequence

HR Status

Payroll Status

The employee's PID.

The number of the employee record you are viewing. Each job the
employee holds at UNC-Chapel Hill has a unique employee record.

The date the action took effect.

If more than one job action was entered on the same date, the sequence
number keeps them separate. The first action has effective sequence
number 0, the second 1, and so on.

The employee's employment status for the job you are viewing.

The employee's payroll status for the job you are viewing.
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This field: Defines the following:
Action The action used to change an employee record.
Reason The reason an employee record was changed.

Job Indicator

Position Number
Position Entry Date

Position Management
Record

Regulatory Region

Company

Business Unit
Department

Department Entry
Date

Location
Establishment ID
Last Start Date

Expected Job End
Date

End Job
Automatically

Shows whether this is the person’s primary or secondary job for this
organizational relationship.

The position number and position title.
The date the employee entered the position.

This box will be checked if the job data row came from a position
change.

The system always shows USA in this field.

The company is one of the following:

¢ UNC General Administration (GAD)
¢ UNC Chapel Hill (UNC)

The business unit of the school or division.
The home department number and description of the position.

The date the employee is assigned to a specific department.

The physical location of the position.
The company.
The most recent start date for the employee without a break in service.

The termination date for this job.

Indicates if the system should automatically terminate the job on the
expected job end date. This field is only used for SPA temporaries or
SPA students.
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Position Number:

Position Entry Date: 02M1212018

Position
Regulatory Region: usa
Company: UMNC
Business Unit: UNCCH

Department:
Department Entry Date:

Location:

Establishment 1D: UNCCH

Last Start Date: 02122018

Expected Job End Date:

Job Data

Work Location | Job Information Bayral
evdreny [T
Employee
Work Location
*Effective Date: f2n2rz0ig
Effective Sequence: 0
HR Status: Active
Payroll Status: Active
20026111

Employment Data

Salary Plan Compensation UNC Job Dsata
Empl 1T 730286320
Empl Record: o
*Action: e
Hlistis i Mew Employment

* Joh Indicator: Primary Job

Business Systems Analyst

Management Record

United States
UNC Chaps
UNC Chaps

DES Organizational Training

UNC Chapel Hill

/

/

U Eend Job Automatically

Eamings Distribution

/

Funding Data

Historic Personnel Actions

{imageMow [ Attachments!

Find First ‘&' 10f1 ‘&' Last
Go To Row | [+] =]
Current :I
/
/f
éal:e Created: 0z2/16/2018

Benefits Program Participatio

Job Information

If the Notepad icon has lines on it, click on it to view notes onthe employee's
job data. If the Notepad iconis blank, there are no notes.

On the Job information tab you can see this information in the fields:

This field:

Defines the following:

Job Code
Entry Date
Supervisor Level

Supervisor ID

Reports To

Regular/Temporary

The job code number and the job title.
The job code entry date.
This field is not used at UNC-Chapel Hill.

This field is not used currently at UNC-Chapel Hill.

The position number, position title, PID, and name of the employee’s

supervisor.

Shows whether the position is Regular or Temporary.
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This field: Defines the following:
Full/Part Shows whether the position is full-time or part-time.
Empl Class The type of general employee group this employee belongs to.

Officer Code

Regular Shift

Shift Rate
Classified Indicator
Shift Factor

Duties Type
Standard Hours

Work Period

FTE

Adds to FTE Actual
Count?

Encumbrance
Override

Contract Number

Contract Type

Indicates if the employee serves as an officer on a board, and which
type of officer.

This field is not used at UNC-Chapel Hill.
This field is not used at UNC-Chapel Hill.
This field is not used at UNC-Chapel Hill.
This field is not used at UNC-Chapel Hill.
This field is not used at UNC-Chapel Hill.
The number of hours an employee is scheduled to work each week.

The system usually fills in W for Weekly. This value may be different
depending on the employee group, FLSA status and the payroll
calendar.

Measures a worker's involvement in a job or appointment. An FTE of
1.0 means that the person is equivalent to a full-time worker; while an
FTE of 0.5 signals that the worker is half-time. The FTE field is
calculated by dividing the number of standard hours by the work
period hours from the job code.

Indicates whether or not the position will count towards the FTE total
for the employee.

This field is not used at UNC-Chapel Hill.

This field is not used at UNC-Chapel Hill.

This field is not used at UNC-Chapel Hill.
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Work Location I Job Information | Eayrall Salary Plan Compensation UNC Job Dsata
Andrew Trainson Empl 1D: 7302238320 Funding Data
Err'_|::|:|3.-'e: ----------- Empl Record: o] Historic Personnel Actions
ImageMow [ Attschments
Job Information (F Find
Effective Date 027122018
Effective Sequence 0 Action Hire
HR 5tatus Active Reason MNew Employment
Payroll Status Active Job Indicator Primary Job
Job Code 200413 Business Systems Analyst
Entry Date 0222012
Supervisor Level
Supervisor IO
Reports To 00052387 Business Officer TH0010010 Linds Traimarell
RegulariTemporary Fegular FulliPart Full-Time
Empl Class SPA Parm *Officer Code Nons
Regular Shift Mot Applicable Shift Rate
Classified Ind Classified Shift Factor
Duties Type
Standard Hours (2
Standard Hours 40.00 Work Period W Weekly
FTE 1.000000

Contract Number

Contract Mumber

Adds to FTE Actual Count?

Encumbrance Override

Contract Type
F R usa
Job Data Employmeant Data Eamings Distribution Bensafits Program Partid
Payroll

On the Payroll tab,

you can see this information in the fields:

This field:

Defines the following:

Payroll System
Pay Group
Employee Type

Holiday Schedule

The payroll code assigned to the employee.
Identifies the employee as salaried or hourly.

This field is not used at UNC-Chapel Hill.

The system always fills in this field as Payroll for North America.
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This field:

Defines the following:

Tax Location Code
GL Pay Type

FICA Status

Combination Code

This is not used at UNC-Chapel Hill.

This is not used at UNC-Chapel Hill.

The system always fills in this field as NC100.

Identifies the employee's tax exemption status, except for Post Doc
employees. For Post Doc employees, you can find this information by
clicking on the Earnings Distribution link.

Work Location Job Information Payroll Salary Plan Compensation
ke Emgd 10:
Employee Empl Record:
Payroll Information
Effective Date 02/12/201%
Effective Sequence 0O
HR Status Active
Payroll Status Active
*Payroll System Fzyroll for Morth America
Payroll for North America |7
Fay Group SFE SHRA Exempt
Employee Type = Salaried

Job Data

Tax Location Code NC100

GL Pay Type

Combination Code

UNC Job Data

730288320
0

Job Indicator Primary Job

Morth Garolina-UNC_Chapel Hi

Employment Data

Earnings Distribution

Action

Reason New Employment

Holiday Schedule

Funding Data
Historic Personnel Actions

fimagehiow | Atiachmenis]

Find

Hire

FICA Status Subject
Edit ChariFields

Benefits Program Partic)

Salary Plan

On the Salary Plan tab, you can see this information in the fields:

This field:

Defines the following:

Salary Admin Plan

The salary plan associated with the position’s job code.
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This field: Defines the following:
Grade The pay grade of the salary plan, such as:
» Advanced

e Contributing
e Journey
e Temporary

Notes:

e If this value is a number, it's an EPA NF grade .
e For some job codes, this field may be blank.

Grade Entry Date The date on which the employee was first assigned to the pay grade.
Step This field is not used at UNC-Chapel Hill.
Step Entry Date This field is not used at UNC-Chapel Hill.
Includes Wage This field is not used at UNC-Chapel Hill.

Progression Rule

YWork Location Job Information Eayroll Salary Plan Compensation UMNC Job Data

Andrew Trainson Empl I1D: 730288320 Funding Data

Employee Empl Record: u} Histonc Personnel Actions
tischments]

Salary Plan [ Find

Effective Date 02/12/2018

Effective Sequence 0 Action Hire
HR Status Active Reason MNew Employment
Payroll Status Active Job Indicator Primary Job
r:_, B =5 Systems Analyst
Salary Admin Plan 1014 T SUSINESs SySiems AnsEt
Grade AOV # Advanced Grade Entry Date 02/12/2013
Step Step Entry Date

O includes Wage Progression Rule

Job Data Employment Data Earnings Distribution Benefits Program Partic

Compensation

On the Compensation tab, click the triangles next to Comparative Information and Pay
Rates to see this information in the fields:

This field: Defines the following:

Compensation Rate The pay rate based on the compensation frequency.
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This field:

Defines the following:

Frequency

Change Amount

Change Percent

Compa-Ratio

Pay Rates of Weekly,
SPAEx2096,
SPAEx2088, and
Quarterly

Rate Code
Comp Rate
Currency

Frequency

The term for which pay is calculated.

A system-generated amount reflecting any changes in compensation
rate between the current row and the prior effective dated row.

A system-generated amount reflecting the change in percentages
between the current row and the prior effective dated row.

Identifies where the employee's compensation compares to the
midpoint of the range and grade. It is calculated by taking Annual FTE
Salary and dividing it by the Salary Range Midpoint associated with
the grade level of the employee's position.

The system-calculated rates based on the comp rate and position’s
standard hours.

A code for the rate or amount used for compensation.
The rate of pay.
The system always fills in this field as USD.

The calculated basis of the compensation rate.
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York Location Job Information Eayroll Salary Plan | Compensation | UMC Job Data
Andrew Trainson Empl ID: TI0288320 Funding Data
Employee Empl Record: 1] Historic Personnel Actions
ImageMow ! Attachments
Compensation 7 Find
Effective Date 02/12/2015
Effective Sequence 0O Action Hire
HR 5Status Active Reason Mew Employment
Payroll Status Active Job Indicator Primary Job
—i Wy Waakh
Compensation Rate 5615334620 o o B
DCumparﬂtive Information
Change Amount 0.000000 5] usD Weekly
Change Percent 0.000 Compa-Ratic 0.55
Pa*,r Rates %
Weekly o51.5324562 UsD SPAEx2036 054 108474  USD
SPAEx2088 05T 854407 uUsD Quarterly 2500000008 usD
Default Pay Components
Pay Components Personalize | Find | & E' Fi
Amounts Controls Chenges Conversion | [F5H
*Rate Code Saq Comp Rate Currency Frequency Percent
1 MAANL 0 50,000. 00000 UsD A
Calculate Compensation
Job Data Employment Data Eamings Distribution Benefits Program Partici

UNC Job Data

On the UNC Job Data tab, you can see this information in the fields:

This field:

Defines the following:

TIM Approver
Position
Vacancy ID
Temp Type
UNC Long Title

The name of the recipient of the employee's timesheet.

The TIM Approver's position number, if applicable.

The recruiting code for the job.

Displays intermittent or regular, if the employee is an SPA temporary.

The working job title.

Note: The UNC Long Title is the job title that appears in the Campus
Directory.
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This field:

Defines the following:

Severe Weather
Essential

Subject to HIPAA

Supervisory Duties

DDD list Designation

SPA Probationary End
Date

Communicable
Disease Mandatory

Indicates that the employee is a severe weather essential employee. A
severe weather essential employee is expected to be at work regardless
of severe weather conditions.

Indicates that the employee is subject to HIPAA rules. All employees
with access to others' personal health information are subject to
HIPAA rules.

Indicates that the employee supervises others.

Indicates that the employee is included in the Deans, Division Heads,
and Department Managers campus administrative communications
listserv.

The date the probationary period ends for SPA employees. This date is
one year minus one day from the hire date.

Indicates one of the following employee designations:

e Primary - the employee has been designated as a primary health
care responder or other essential employee during a communicable
disease outbreak.

e Secondary - the employee has been designated as a backup
health care responder or other essential employee during a
communicable disease outbreak.

Note: The following fields are applicable only to EPA Faculty employees:

This field:

Defines the following:

Primary Faculty

Faculty Service Period

Contract Length

Probationary Faculty
End Date

Clinical Pay

AHEC

Funding Contingency

Faculty Category

Identifies if this person is a primary or secondary Faculty member.

Indicates if the faculty member is working for 12 months, nine months,
or the summer period.

Indicates the length of the employment contract, if applicable.

The date that the probationary faculty appointment is scheduled to
end, if this is a faculty member hired into the tenure track.

Indicates that the employee is in a salary plan specific to the School of
Medicine clinical departments.

Indicates that the employee is a member of the North Carolina Area
Health Education Centers (AHEC).

Indicates if funding for the position is dependent upon funds other
than continuing state budget funds or permanent trust funds.

Indicates if a faculty member has teaching, research, or public service
responbilities, or a combination of all three.
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40

This field:

Defines the following:

Voting Faculty

Visiting Faculty

Nominated Faculty

Dental Faculty
Practice Plan

Indicates if the employee is eligible to vote in campus elections for
UNC Faculty Senate representatives.

Indicates if the employee is coming to the University from another
institution to work for a short time but will remain on payroll at their
home institution, or if the employee is being hired for less than one
year.

Indicates if the employee has been recruited for a tenure-track or
tenured faculty appointment and hired into a fixed-term faculty
position, pending UNC Board of Trustees review/approval of the
tenure-track or tenured appointment.

Indicates if the employee is participating in the Dental Faculty
Practice Plan within the School of Dentistry.
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Work Location Job Information Bayroll

Andrew Trainson

Employee

Salary Plan LCompensation | UNC Job Data |

Empl 1D 730258320 Funding Data
Empl Record: ] Historic Personnel Actions

ImageMow / Attachments

UMNC Job Data Find F
Effective Date 02/12/2018
Effective Sequence 0 Action Hire
HR Status Active Reason New Employment
Payroll Status Active Job Indicator Primary Job
Job Function: SPA Academic Rank:
All Employee Indicators
TIM Approver: 730010010 Linda Trainwell Position Mumber: 00058387 [] Severe Weather Essential
Vacancy ID: 1234567 [ subject to HIPAA
O Supervisory Duties
Temp Type: U bDD list Designation
UNC Long Title: Business Systems &nalyst SEC sy End e @C5TeS3

Faculty & EPA NF Indicators
Primary Faculty:

Faculty Service Period:
Contract Length

Probationary Faculty End Date

Communicable Disease Mandatory:

Ol clinical Pay D‘u’uﬁng Faculty
ClaHec [ visiting Faculty
Ll Fundin g Contingency I Nominated Faculty

Faculty Category U pental Faculty Practic

Job Data Employment Data Earnings Distribution Benefits Program Partici

Employment Data

On the Employment Data link, you can see this information in the fields:

This field:

Defines the following:

Organizational Instance
Red

Original Start Date

Last Start Date

First Start Date

The employee record number.

The employee’s original hire date.

The start date of the employee's most recent job without break in
service.

The start date of the employee's frst job.
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This field:

Defines the following:

Termination Date

Last Assignment Start
Date

First Assignment Start
Assignment End Date
Home/Host Classification
TSSD

Benefits Service Date
Seniority Pay Calc Date
Probation Date

Professional Experience
Date

Last Verification Date

Business Title

The date the employee was terminated, if applicable.

This field isn't used at UNC-Chapel Hill.

This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.
The employee's total state service start date.
The employee’s benefits start date.

This field isn't used at UNC-Chapel Hill.
This field isn't used at UNC-Chapel Hill.

This field isn't used at UNC-Chapel Hill.

This field isn't used at UNC-Chapel Hill.

The job title that corresponds with the job code
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Employment Information

Andrew Trainson

Employes

Organizational Ingtance

Organizational Instance Red
Last Start Date
Termination Date

Org Instance Service Date

Organizational Assignment Data

Instance Record

Last Assignment Start Date
Assignment End Date
Home/Host Classification
TS5D

Benefits Service Date

Seniority Pay Calc Date

Probation Date
Professional Experience Date

Business Title

F R usa

Job Data

o Original Start Date 02/12/2012 {j Owerride
02/12/2018 First Start Date 02/12/2012

Years Months Days
02/12/2018 O override o [u] u] 18
021212018 First Assignment Start 02/12/2018
Home Years Months Days
02/12/2013 Override v 0 o 27
02122018 D Owerride 'r;-' o u] 18
021272018 O override o o 1] 18

Empl I} 730258320
Empl Record O

Business Systems Analyst

Employment Data

Last Verification Date

Position Phone

Eamings Distribution Benefits Program Pa

Funding Data

On the Funding Data link, you can see this information in the fields:

This field:

Defines the following:

Earnings Code

Budget Sequence

Budget Amount

Percent of
Distribution

Combo Code

Combo Code
Description

This field is always blank.

The budget sequence is always 1, regardless of how many rows there
are.

The dollar amount paid to the employee from the source of funding on
that row.

The percent of the employee's salary that is paid from the source of
funding on that row.

The number used to represent a specific chartfield string.

The Fund-Source-Account-Department for all fund types, except OSR
and cost chare. For OSR and cost share chartfield strings, combo code
descriptions are Fund-Source-Account-Project ID
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This field:

Defines the following:

Funding End Date

The last day the employee is scheduled to be paid from the source of
funding on that row. Departments use this field at their discretion.

Andrew Trainson EmplID 730286320
Employee Empl Record O
Funding Information Find | \{
SetID: UNCCH Department: 200100 DESOrangizational Fiscal Year: 2018
Position Number: 20003628 Business Systems Analyst
Effective Date: 02/12/2018 Eff Seq: a Date Created: 021272018
Personalize | Find | I
Basic Mode Expanded Mode
Earnings Code Budget Sequenge Budget Amount Percent of Distribution Combo Code Combo Code Description
1 30000.000 75.000 000223018 20152-12001-512120-800100
2 1 12500.000 25.000 000332238 27101-14101-512130-800100
Click the Expanded Mode tab to see the chartfield
string, including program and cost code infarmation.
Wiew All First ‘4 1of4 "b Last
| & First ‘4 120f2 ‘& |ast
Funding End Date

Historic Personnel Actions

The Historic Personnel Actions link takes you to the Historical Action System where you can
see information about personnel actions for the employee that were executed before
ConnectCarolina went live on October 1, 2014.

Image Now / Attachments

On the Image Now / Attachments link, you can see any attachments that have been
uploaded to ePARs for the employee.

Click the View Attachment icon to open the attachment.
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Mimms, Corrie E

Empl ID 708472018

Empl Record o

Personslize | Find | 0] B Fist 4 1808

Document Added on

matas2018-02-21-10.21.53.000000

sagera2017-02-06-11.37.03.000000
sagera2017-05-25-11.25.28.000000
sagera2018-12-12-14.39.56.000000
sagera2018-08-24-14.21.15.000000

sagera2018-03-11-07.21.20.000000

Attachments

View Attachment  Add Delete
1 o o m
2 B &> m
3 B & i}
4 B & il
5 B & m
& Bl &7 m

| Save&Retum | | Cancel

|~

Document Type

Layoff Motification

Employee Competency Assessment
Credentials Verification

Credentials Verification

AP-Za Form

AP-2Z Form

Click the Cancel button to return to the
Job Data page.

k' Last

AN O T R T O
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2 HR Approvals and Workflow

In this chapter, you will learn:
» View ePARs
¢ Access ePARs using the Worklist

e Approve, recycle, and deny an ePAR
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Overview

Many tasks you perform throughout the day are part of larger notification, review, and
approval process. At UNC-Chapel Hill, the approval process routes information and requests
between people and departments across a variety of schools, divisions, and offices. For
example, to establish a position, a department initiates a request and describes the job
duties, then a consultant in the Office of Human Resources (OHR) reviews it and ensures it
1s classified properly.

Approvals are specific to the HR action. A request to create a new position may have a
different number of required approvals and by different people than a request to change the
funding for a position. When an HR action is created, the system routes the action according
to the process set up for that action in your department.

Important: Be sure to approve ePARs in line with the various HR and payroll
deadlines. Current schedules for bi-monthly and monthly pay periods are posted at
https://finance.unc.edu/services/payroll-preparation-and-distribution/.

Approvers Versus Reviewers

In addition to approvers, other employees can be named as reviewers and receive
notifications of submitted ePARs. Unlike the approval process for finance transactions,
reviewers for HR actions are set up in advance, and not added "on the fly."

Approvers have to take action on the request before it can move to the next level in the
approval process. Reviewers are sent a notification that the ePAR has been submitted, the
notification contains a link to the form to let them see the details of the HR action. There
are no action buttons on the bottom of the form and a reviewer cannot add comments, make
changes, or influence its movement in the system in any way.

Options for Approvers

Approvers can choose from the following actions:

e Approve: Mark the transaction as approved and move it to the next step in the
approvals process.

e Deny: Mark the transaction as denied and stop this transaction permanently. The
originator needs to generate a completely new action, which starts the approval
process over.

* Recycle: This pushes the ePAR back to the originator if changes need to be made
before the approver can decide to approve or deny the action. Unlike denying an
HR action, recycling the ePAR keeps the request active in the system and so that
the originator can update the form and resubmit it. Regardless of where in the
approval process the action is recycled, the request always goes back to the
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originator for changes, and the approval path starts again. Approvers don't make
changes to ePARs.

Each department can have several types of approvers:

« HR Representative: approves actions for all except SPA or EPA students or
SPA temporaries

« Budget Representative: approves actions for all except SPA students
* Student Approver: approves actions only for SPA and EPA students

¢ Student Reviewer: only receives notifications for actions for SPA and
EPA students

Note: An originator cannot approve a transaction they are submitting or an action they
are the subject of.

We use up to three levels of approval at UNC-Chapel Hill.
Level 1 and 2 Approval

Level 1 is optional for departments, while Level 2 is required.

The primary department's HR and budget representatives approve ePARs and need to take
action. Any secondary department's HR and budget representatives are notified but do not
have to take action.

The following table shows the Level 1 approvals and notifications:

For this |The approval request |And notification

role... goes to: goes to: For these ePARS:
HR Rep Employee's primary Employee's secondary |« Edit Existing Job
department department

e Change Employment
Status

» Add/Update Position
e Funding Swap

e Lump Sum Payment
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For this |The approval request |And notification
role... goes to: goes to: For these ePARS:
Budget » Employee's primary Any department that |« Edit Existing Job
Rep department funds the emPloye?, « Change Employment
but that funding did
* Any department ¢ oh Status
. not change
where funding « Add/Update Position
changed
¢ Funding Swap
¢ Lump Sum Payment
Student Student's primary  Edit Existing Job
Approver |department « Change Employment
Status
¢ Add/Update Position
¢ Funding Swap
e Lump Sum Payment
Student Student's primary  Edit Existing Job
Reviewer department « Change Employment
Status
¢ Add/Update Position
¢ Funding Swap
¢ Lump Sum Payment
HR Rep Primary department and Employee's secondary |Hire an Employee
department on form, if department
incumbent is currently
employed at the
University
Department on form, if
incumbent is not
currently employed at the
University
Budget » Employee's primary Any department that | Hire an Employee
Rep department funds the employee,
« Any department but that funding did
where funding not change
changed
Student  Department on form Hire an Employee
Approver

e Student's primary
department, if
applicable




2 HR Approvals and Workflow

For this |The approval request |And notification
role... goes to: goes to: For these ePARS:
Student e Department on Hire an Employee
Reviewer form
e Student's

primary

department, if

applicable
N/A N/A N/A Add or Update an Affiliate

Every department identifies its own Level 2 approvers. After all of the assigned Level 1
reviewers approve an action, the Level 2 approvers receive the same type of approval or
notification that the Level 1 department received.

Level 3 Approval

Level 3 approvals and notifications are based on conditional logic that can be triggered by
combinations of Employee Group, Action and Reason, Regular or Temporary status, Funding
Type, and so on. For example:

¢ Academic Personnel approves Faculty and EPA non-faculty actions that HR Reps
do not.

¢ The Budget Office approves actions on state funds, and OSR does not.
¢ Payroll is notified when a termination is due to death.

Actions are routed to the appropriate central administrative offices for Human Resources
and Finance for final approval before the system makes the requested changes.

Approval Routes

We have a consistent path for approvals, but different departments, schools, and divisions
enter the path at different places.

¢ Some departments approve their own actions at Level 1.

¢ Some departments have a Unified Business Cluster (UBC) that approves requests
for them at Level 1.

* Some schools or divisions originate and approve actions for departments at Level 2,
making Level 1 unnecessary.

* Departments and schools or divisions all have the option of approving student
actions.

51



2 HR Approvals and Workflow

52

Level 2
Approvers

Level1

Level 3
Approvers

Approvers

Originator

Dept., School/Div.,
Unified Business
Center, or Central

Office

School/Div., or
Unified Business
Center

Dept., School/Div., or
Unified Business
Center

Central
Administrative Offices

Outcome of Approvals

Once the ePAR has been approved at all levels, the requested action is executed, and the
system is updated with the information.

The originator of the ePAR is notified that the action has been fully approved.
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Overview

Use the links on the ePAR (electronic Personnel Action Request) Home Page to view ePARs
you want to approve or review. You can also use the My Worklist link on the portal page to
find ePARs (see Using My Worklist, page 67 for more information). On the ePAR Home
Page, these six links allow you to search for ePARs in the system awaiting your attention:

* Awaiting Approvals Inbox displays non-Position ePARs awaiting your approval
that you, a designated approver, have not looked at yet. If you open an ePAR in
your Awaiting Approvals InBox but take no action, you can find the ePAR again
by clicking on the Evaluate an ePAR link.

* FYI Notifications Inbox displays read-only views of the non-Position ePARs sent
to you, as a reviewer, that you have not looked at yet.

+ Evaluate an ePAR displays a complete list of non-Position ePARs awaiting your
approval, including the ones you have viewed but not taken action on.

* View an ePAR displays a read-only view of any non-Position ePARs as well as
Position ePARs processed prior to October 8, 2021 that you have the authorization
to view in the system. This view includes a transaction/signature log, and allows
you to see a complete picture of where the ePAR has been and where it currently is
in the approval process.

« *NEW¥* - Evaluate a Position ePAR displays a complete list of position ePARs
awaiting your approval, including the ones you have viewed but not taken action
on.

« *NEW?* - View a Position ePAR displays a read-only view of any position ePAR
you have the authorization to view in the system. This view includes a
transaction/signature log, and allows you to see a complete picture of where the
ePAR has been and where it currently is in the approval process.

Note: For position ePARs submitted before October 11, 2021, use the View an
ePAR link.

Menu Path

From the Admin WorkCenter home page > HR WorkCenter > ePAR Home Page

Viewing ePARs in Your Awaiting Approvals Inbox

Follow these steps to review a new non-Position ePAR that was sent to you because you are
a designated approver for this action. These ePARs do not move forward in the approval
process until you take action.
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1. Click the Awaiting Approvals Inbox link.

ePAR- - Personnel Action Request Home Page

Start 8 mew ePAR
- Start a new ePAR, which will then be routed to the appropriate approvers.
L. .

o Resubmit, Change, or Withdraw an ePAR

f@ Mazke changes to an ePAR that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

] I Awaiting Approvals Inbiox

Ewaluate an eFAH that 15 awarting your approwal and has not yet been viewesd by you.

T F'| Motifications Inbox
B | Rewview an ePAR that was sent to you for review and has not yet been viewed by you.
This is 3 read-anly view.

Ewvaluate an ePAR
Ewaluate an ePAR that is waiting at your approval level

Wiew an eFPAR
& View a submitted ePAR, including information about its handling se far. This is a read-
onky wisw.

Result: The system displays the Evaluate Inbox page.

2. Complete as many fields as necessary to refine your search or leave all the fields blank
to see a complete list of all unviewed ePARs awaiting your approval.

In this field: Do the following:

eForm ID Enter the unique, numeric identifier assigned to this action.

Workflow Form Type | Enter one of the following form types:

o fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

e poi for actions to change data for an affiliate

* termlvret for actions to change an employee's status
Form Family Enter epaf (not "epar") for all HR actions.

Form Condition Leave this field as is.

Workflow Form Status | Leave this field blank.

Business Unit Enter uncch for the University, uncga for General Administration, or
a foundation business unit.

3. Click the Search button.
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Evaluate Inbox

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

Find an Existing Value

= Search Criteria

<Form 0 begie wit |

Workflow Form Type: | begins with
Form Family: begins with W
Form Condition: m
Workflow Form Status:| = Vl | L

Business Umnit:

Search Clear Basic Search E Sawe Search Criteria

Result: The system displays all the ePARs that match the criteria you specified.
4. Click the ePAR you want to approve.

Result: The system displays the ePAR form.

Once you have opened an ePAR that has been sent to you for approval, it is removed
from your Awaiting Approval Inbox link. Clicking on this link displays new, un-
viewed ePARs only. If you have opened an ePAR but have not taken action on it, find it
again by clicking on Evaluate an ePAR link.

Note: For more information about approving ePARs, see Approving an ePAR, page 1.

Viewing ePARs in your FYI Notifications Inbox

Follow these steps to see a new non-Position ePAR that was sent to you because you are a
designated reviewer for this action. As a reviewer, you do not need to take action, and the
ePAR is displayed to you as read-only.

1. Click the FYI Notifications Inbox link.
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ePAR- - Personnel Action Request Home Page

Start 3 new ePAR
- Start a new ePAR, which will then be routed to the appropriate approvers.
L. 7

e Resubmit, Change, or Withdraw an ePAR
"-.@ Make changes to an ePAR that has been recycled or needs 1o be updated. Only forms
that have not had final approval or been processed into the system will be accessitle.

] Awaiting Approvals Inbox
Ewaluate an ePAR that is awaiting your approval and has not yet been viewed by you.

'l Motifications Inbox
Fewview an e AR that was sent to you for review and has not yet been viewed by you.
This is a read-only wiew.

Evaluate an ePAR
Ewaluate an ePAR that is waiting at your approval level

Wiew an ePAR
m View a submitted ePAR, incleding information abeut its handling so far. This is a read-
only view.

Result: The system displays the ePAR Notifies page.

2. Complete as many fields as necessary to refine your search or leave all the fields blank
to see a complete list of all un-viewed ePARs sent to you as a notification.

In this field: Do the following:

eForm ID Enter the unique, numeric identifier assigned to this action.

Workflow Form Type | Enter one of the following form types:

* fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

» poi for actions to change data for an affiliate

¢ termlvret for actions to change an employee's status
Form Family Enter epaf (not "epar") for all HR actions.

Form Condition Leave this field as is.

Workflow Form Status | Leave this field blank.

Business Unit Enter uncch for the University, uncga for General Administration, or
a foundation business unit.

3. Click the Search button.

56



2 HR Approvals and Workflow

ePAR Notifies

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

Find an Existing Value

= Search Criteria

<Form 0 begie wit |

Workflow Form Type: | begins with %
Form Family: begins with W
Form Condition: m‘
Workflow Form Status:| = Vl | L

Business Umnit:

Search Clear Basic Search E Sawe Search Criteria

Result: The system displays all the ePARs that match the criteria you specified.
4. Click the ePAR you want to view.

Result: The system displays a read-only view of the ePAR form. You cannot edit this
form in any way.

Once you have opened an ePAR that has been sent to you for review, it is removed from
your FYI Notifications Inbox link. Clicking on this link displays new, un-viewed
ePARs only. If you have already viewed an ePAR and wish to review it a second time,
Click the View an ePAR link.

Evaluating an ePAR
Follow these steps to view any non-Postion ePARs in the approval process currently
awaiting your approval, even those you have previously looked at but not taken action on.

These ePARs are awaiting your approval and will not move forward in the approval process
until you take action.

1. Click the Evaluate an ePAR link.
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ePAR- - Personnel Action Request Home Page

Start 3 new ePAR
- Start a new ePAR, which will then be routed to the appropriate approvers.
L. 7

e Resubmit, Change, or Withdraw an ePAR
"-.@ Make changes to an ePAR that has been recycled or needs 1o be updated. Only forms
that have not had final approval or been processed into the system will be accessitle.

] Awaiting Approvals Inbox
Ewaluate an ePAR that is awaiting your approval and has not yet been viewed by you.

F'l Motifications Inbox
Review an ePAR that was sent to you for review and has not yet been viewed by you.
This is a read-only wiew.

Evaluste an ePAR
Ewaluate an eFARthat is waiting at your approval level

iew an ePAR

View a submitted ePAR, incleding information abeut its handling so far. This is a read-
only view.

Result: The system displays the Evaluate Worklist page.

2. Complete the fields to refine your search or leave all the fields blank to see a list of all
ePARs sent to you and awaiting your action, viewed or un-viewed.

In this field: Do the following:

eForm ID Enter the unique numeric identifier assigned to this action.

Workflow Form Type | Enter one of the following form types:

* fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

* poi for actions to change data for an affiliate

¢ termlvret for actions to change an employee's status

Workflow Form Status | [Leave this blank.

Empl ID Enter the employee's PID.

Empl Record Enter the employee's job record number.

Name Enter the first name of the person.

Last Name Enter the last name of the person.

Set ID Enter uncch for the univerisity, uncga for General Administration, or

a foundation business unit.
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In this field: Do the following:

Salary Administration | Enter the numeric identifier for this position's assigned salary plan.
Plan

Original Operator Enter the onyen of the HR representative who submitted this ePAR.

Originated Date From | Enter the date this ePAR was submitted.

3. Click the Search button.

Evaluate Worklist

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

Find an Existing Value

= Search Criteria

<Fom D [ v ]|
Workflow Form Type: begins with

Workflow Form 5tatus: i Vl | W
Empl ID: [begins with /|

Empl Record: = L

Mame: begins with

Last Name: begins with

Set ID: begins with

Salary Administration Plan: | begins with %

Original Operator: begins with

Originated Date From: = e [=1

[Jcase sensitive

Search Clear |Basic Search [§ Save Search Criteria

Result: The system displays all the ePARs that match the criteria you specified.
4. Click the ePAR you want to view.

Result: The system displays the ePAR form.

Note: For more information about approving ePARs, see Approving an ePAR, page 1.
Viewing an ePAR
Depending on your security level and access to data in the system, you can view any ePAR

for your department in a read-only format. These ePARs are displayed along with their
approval status. Follow these steps to see a read-only view of a non-Position ePAR form.
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1. Click the View an ePAR link.

ePAR- - Personnel Action Request Home Page

Start a new ePAR
- 4 Start a new ePAR, which will then be routed to the appropriate approvers.
=

e Resubmit, Change, or Withdraw an ePAR
‘f@ Make changes to an ePAR that has been recycled or needs 1o be updated. Only forms
that hawe nat had finzl approval or been processed into the system will be accessible.

] Awsiting Approvals Inbox
Ewaluate an ePAR that is awaiting your approval and has not yet been viewed by you.

F'l Motifications Imbox
Review an ePAR that was sent to you for review and has not yet been viewed by you.
This is a read-only wiew.

Evszluate an ePAR
Ewaluate an ePAR that is waiting at your approval level

‘iew an ePAR
m Wiew a submitted ePAR. incleding information about its handling so far. This is a read-
only view.

Result: The system displays the ePAR Employee History page.

2. Complete as many fields as necessary to refine your search results or leave all of the
fields blank to see search results that include all ePARs that you have permission to

view:
In this field: Do the following:
eForm ID Enter the unique numeric identifier assigned to this action.
Empl ID Enter the employee's PID.
Empl Record Enter the employee's record number.
First Name Enter the first name of the person.
Last Name Enter the last name of the person.

Workflow Form Type | Enter one of the following form types:

¢ fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

* poi for actions to change data for an affiliate

* termlvret for actions to change an employee's status

Workflow Form Status | Leave this field blank.
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In this field:

Do the following:

Original Operator

Last Operator

Originated Date From

Originated Date Thru

Enter the onyen of employee who originated the ePAR.

Enter the ending date of the range when the ePAR was originated.

Enter the onyen of the last employee who took action on the ePAR.

Enter the starting date of the range when the ePAR was originated.

3. Click the Search

button.

= Search Criteria

eForm ID:

Empl 1D

Empl Record:

First Mame:

Last Hame:

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

[Jcase sensitive

Search || Clesar

ePAR Employee History

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

Find an Existing Value

|
begins with W

. w

begins with

begins with

begims with &

= v | W
[begins with |

== [

— =

Basic Search [§ Save Search Criteria

Result: The system displays the ePARs that match the criteria you specified.

4. Click the ePAR you want to view.

Result: The system displays a read-only view of the ePAR form.

5. Click the Next button at the bottom of the ePAR form to see where the ePAR is in the

approval process.
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Evaluating a Position ePAR

Follow these steps to view a position ePAR in the approval process currently awaiting your
approval, even those you have previously looked at but not taken action on. These ePARs
are awaiting your approval and will not move forward in the approval process until you take
action.

1. Click the *NEW* Evaluate a Position ePAR link.

Evaluate an ePAR
y Evaluaie an ePAR that is waiting at your approval level.

View an ePAR
View a submitied ePAR, including information about its handling so far. This is a read-
only view.

*NEW® - Besubmit, Change,_or Withdraw a Position ePAR

Make changes o a Position ePAR that has been recycled or needs o be updated. Cnly
formsz that have not had final approval or been processad into the sysiem will be
accessible.

I *NEVW® - Evaluate a Position e PAR

Evaluaie a Position ePAR that is wailing at your approval level.

*NEW™* - View a Position ePAR
View a submitied Position ePAR, including informaticn about itz handling =o far. This iz a
read-only view.

Result: The system displays the ePAR search form.

2. Complete the fields to refine your search or leave all the fields blank to see a list of all
ePARs sent to you and awaiting your action, viewed or un-viewed.

In this field:

Do the following:

Form ID

Department
Position Number
Job Family

Employee
Classification

Effective Date
Form Type

Form Status
Original Operator

Original Date

Enter the ePAR number.

Enter the department number the position is associated with.
Enter the position number associated with the ePAR.
Enter EPA (EHRA) or SPA (SHRA).

Choose the appropriate employee classification from the list.

Enter the effective date of the ePAR.

You can leeave this field blank. The only choice is Position.

Leave this field blank.

Enter the onyen of the HR representative who submitted this ePAR.

Enter the date this ePAR was submitted.
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3. Click the Search button.

Search by:

Form ID | Begins Wih

| Begins Win v |
Department Q
Position Number
Job Family Q,
Employee Classification 2L
Effective Date [#)]
Form Type Q
Form Status Equals v | | v |
Original Operator | Begins Wih Q

Original Date | Equals W Eﬂ

Result: The system displays all the ePARs that match the criteria you specified.
4. Click the ePAR you want to view.

Result: The system displays the ePAR form.

Note: For more information about approving ePARs, see Approving an ePAR, page 1.

Viewing a Position ePAR

Depending on your security level and access to data in the system, you can view any ePAR
for your department in a read-only format. These ePARs are displayed along with their
approval status. Follow these steps to see a read-only view of a Position ePAR form.

Note: For position ePARs submitted before October 11, 2021, use the Viewing an ePAR link
instead of the Viewing a Position ePAR link.

1. Click the *NEW* View a Position ePAR link.
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++ + B

Evaluate an ePAR

Evaluaie an ePAR that is waiting at your approval level.

View an ePAR

View a submitied ePAR, including information about its handling so far. This is a read-
anly view.

*NEW® - Besubmit, Change _or Withdraw a Position ePAR

Make changes o a Position ePAR that has been recycled or needs o be updated. Gnly
forms that have not had final approval or been processad into the system will be
accessible.

*NEVW* - Evaluate a Position e PAR

Evaluaie a Position ePAR that is wailing at your approval level.

*NEW* - View a Position ePAR

View a submitied Position ePAR, including information about its handling so far. This iz a
read-only view.

Result: The system displays the ePAR search form.

2. Complete as many fields as necessary to refine your search results or leave all of the
fields blank to see search results that include all ePARs that you have permission to

view:

In this field:

Do the following:

Form ID

Department
Position Number
Job Family

Employee
Classification

Effective Date
Form Type

Form Status
Original Operator

Original Date

Enter the ePAR number.

Enter the department number the position is associated with.
Enter the position number associated with the ePAR.
Enter EPA (EHRA) or SPA (SHRA).

Choose the appropriate employee classification from the list.

Enter the effective date of the ePAR.

You can leeave this field blank. The only choice is Position.

Leave this field blank.

Enter the onyen of the HR representative who submitted this ePAR.

Enter the date this ePAR was submitted.

3. Click the Search button.
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Search by:

Form ID | Begins Wih w

Department Q
Position Number
Job Family a
Employee Classification Q,
Effective Date El

Form Type Q

Form Status Equals v | | v |
Original Operator | Begins Wih Q,

Original Date | Equals w El

Result: The system displays the ePARs that match the criteria you specified.

. Click the ePAR you want to view.

Result: The system displays a read-only view of the ePAR form.

. Click the Next button at the bottom of the ePAR form to see where the ePAR is in the

approval process.

Result: The system displays the Process Visualizer page. This page provides details on
which person last approved, denied, or recycled the transaction, as well as the date and
time when they made this decision. Anyone who has authorization to view the action
can see this information at any time.
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Overview

The My Worklist list is located on a tile in the Admin Workcenter and is the most direct
access to actions and transactions awaiting your attention. Here you'll find both Human
Resource (HR) and Finance actions and notifications sent to you for your review or approval.

Important: Approve ePARs in line with the various HR and payroll deadlines.

Related Resources

¢ For more information on the approval process, see Understanding HR Actions and
the Approval Process, page 48.

¢ For more information on actions you can take on ePARs in the approval process,
see:

[e]

Viewing ePARs, page 53
o Approving an ePAR, page 1

° Denying an ePAR, page 1

o

Recycling an ePAR, page 1

Steps - Using My Worklist

After logging into ConnectCarolina, notice the My Worklist tile on the Admin WorkCenter
home page. This tile displays the number of notifications and approvals waiting for your
review and action

1. To view a combined summary of all of the HR and Finance items that need your action
or review, click HR on your Worklist tile.

Worklist
HR (9) +
Finance (0) +
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2. Click the link for the ePAR you want to view or approve.

Worklist
Worklist for

Detail View

Worklist ltems

From

M0

000K
O,
Gladys Yam

Gladys Yam

O,

Date From Waork ltem

07252014 HR: Approval POI
Form

O7r2E2014 HR: Approval POI
Farmmn

O7I2E2014 HR: Approval PO
Farmmn

IR0 14 HR: Approval PO
Farmn

O7r2E2014 HR: Approval PO
Farmn
HR: Notification

Orizarzni4
Fund Swap For
HR: Notification

071282014 Fund Swap For
HR: Notification

Ovizarz0i14 Eme i
HR: Notification

Ovizarz0i14
Fund Swap For

Waorklist Filters |

v| [ Feed

Worked By Activity

L}
Personalize | Find | View Al | &3 |

Prigrity Link
Ve oo
Ve o
T
oo
WP DI HO,

W [ FUMDSWAP:
| EUMDSWAP:

W | EUMDSWAP:

Result: The system displays the ePAR.

3. Review the information, then scroll to the bottom of the ePAR to take any necessary
action.

Action/Reason
Action Position Change

Reason New Position

| Add File Attachment |

Your Comment:

Comment History:

| Recycle
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Overview

For approvers, there are key items to review when deciding to approve, deny, or recycle a
submitted ePAR. The following page lists key items to look for on these ePARs:

e Add/Update Position

e Lump Sum Payment

¢ Hire an Employee

Menu Path

Admin Work Center home page, choose HR WorkCenter > ePAR Home Page

What to Look for on an Add/Update Position ePAR

1. In the Position Data section, review the following:

On this area of the
ePAR:

Check the following:

Effective Date

Anything highlighted
in yellow

Make sure the effective date is accurate. If this ePAR is updating a
position that has an incumbent, make sure the effective date doesn't
fall between the effective dates on the person's job record.

Note: Only one position ePAR form per position number can be
submitted on an effective date.

For any field that the system highlights in yellow, check to make sure
the information is accurate.
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2.

3.

4.

guis Adhored hy
Evaluate a Position Request

Step 1 of 2: Review Position Data

+ Header Information

Historical Data
Pasition Data

eForm ID: 42050

- Position Action

" Create a Mew Position
# Update an Existing Position
_Inactivate an Existing Position

Select Position:

Enter funding data for this position: [+

Position Mumber: 20001107 Accountant Status: Active
Fl’fecliwe Date: DHZTI2014 ] Reg/Temp: Regulsr
Business [jgt UNCEA UMC General Administration Standard Hours: 40.00
Department: 105200 Business Office FTE: . DOD00D
Reports To:

Job Family: SPA Maz Head Count 1
Job Function SPA

Job Code 20008 Accountant

Employee Group: SPA Permanent -0 The system highlights

Sal Plan: 1017 the changedfields.

Salary Grade ADV Advanced

Location Code: 101000 C.D. Spangler Jr

= UNC Position Attributes

Time Limited Position: Mo Shift Differential: A

On the funding grid, verify the budget amount.

Note: If the update for the position impacts the incumbent's compensation, the
originator needs to submit another job change after the position change is approved and

completed in the system.

In the Action/Reason section, verify that the Action and Reason codes are correct and

support each other.

In the File Attachments section, make sure any attachments are valid and support the

description code entered by the originator.
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* UNC Position Attributes

Time Limited Position: Mo Shift Differential: A
Emergency Call Back Pay: M
Om Call Pay: Mot Applicable

Effective Date IHZITI2M4
Eff Sequence 1]

oo e
Eamings Code E:;“."m m m Combo Code  Combe Code Deescription Funding End Date
1 1 saﬂuuuuml 100.000 00020M27  10970-81007-512120-105200

Total 30.00 Unfunded $0.00

Action/Reason

Action Position Change

Reason Position Data Update

File Attachments
Upload Wiaw Description Do I
1 Upload Wiew a Delete
Add File Attachment

. Review the Budget Check Status to make sure the ePAR has passed budget check, if the

budget amount was changed on the ePAR.

. Read the information entered by the originator in the Comment History field.

. In the Your Comment field, enter your initials and any additional comments you have

about the approval action.

Note: Any comments you add to this form are permanently attached to the form and
cannot be changed or deleted at any time.

Caution! Be sure to protect social security numbers, credit card information, and other
sensitive information. Be careful not to type them in the Your Comment, Description, or

other free form text fields. Read the University’s Information Security policy for more
information.

. Click the Approve, Deny, or Recycle button, depending on the action you choose.
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Budget Check Status Mot Budget Checked

Your Comment: Recycle

'
’\' ’ Close

Comment History:

** Judy Arens
" Mon., Dec. 114, 02:33:21 PM
Competency change

Result: The Process Visualizer shows you where the ePAR goes next in the approvals
process, depending on the action you chose.

What to Look for on a Lump Sum Payment ePAR

1. Check the Empl Record to make sure this ePAR is for the employee's primary job.

Note: A lump sum payment can only be made against a primary job, unless it is for
clinical pay or a summer school lump sum payment.

2. In the Lump Sum Details section, review the following:

For this field: Check the following:

Effective Date Make sure the effective date is accurate. Verify that the effective date
aligns with anticipated work period start and end dates, if applicable.

Payment Type Verify that the originator chose the correct payment type.

Justification Make sure your school or department's policies regarding lump sum
payment information are followed.

3. In the File Attachments section, make sure any attachments are valid and support the
description code entered by the originator.
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HName: AWMI Traimrell Empl ID: T30000507
com: 377
Department: 500140 DES Mutriional Science

FTE: 1.000000

RegularTemporary: Regular

Job Code: 200015 Accounting Technician

Job Family: SPA

Employee Group: SPA Permanent

Effective Date: oora2o14
Payment Type: Awrard Amount
Payment Amount: 50.000000

Originating Department: 00150
Work Period Start Date: 08/01/2014
Work Period End Date: 08/21/2014

Justification: Employes awarded Employes of the Month award for August.

s

personaize [ Fing | B | 2% mem D qor1 D L

Baeic Mode Expanded Mode

mﬂf ';.m""“"l ComboCode  Combo Code Description Funding End Date

1/550.000 100000 000222273 24101-18110-558410-452100

Total $50.00 Unfunded 30.00
File Attachments
Uplozd View Description Dot 10
1 Upload Wigw [« ] Dalela
Add File Attachment

. Review the Budget Check Status to make sure the ePAR has passed budget check.

. Read the information entered by the originator in the Comment History field.

In the Your Comment field, type your initials and any comments you have about the

approval action.

Note: Any comments you add to this form are permanently attached to the form and

cannot be edited or deleted at any time.

Caution! Be sure to protect social security numbers, credit card
information, and other sensitive information. Be careful not to type
them in the Your Comment, Description, or other free form text

fields. Read the University’s Information Security policy for more
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information.

7. Click the Approve, Deny, or Recycle button, depending on the action you choose.

Upilosd Wiaw Description Doc ID
1 Upload a, Daleta
Add File Attachment Action buttons
for the ePAR.
Budget Check Status
Approve Demy
Your Comment: Recycle
S—— .,,.z_
Please correct the account figld in the o Close
Chartfield string -KH

Comment History:

“*Tue, Sep 16 14, 12:00:55 PM

Thare Is @ prabiem with the provided
compensation information. Please retum 1w
the compensation page and comect i

_Linmsmneded Rudont nhook esemnnes: for

Result: The Process Visualizer shows you where the ePAR goes next in the approvals
process, depending on the action you chose.

What to Look for on a Hire ePAR

1. In the Actions & Action Reasons section, check the Action and Reason Code for accuracy
and to identify if this is a hire, rehire, or transfer.

2. In the Form Data section, review the following:

Note: The system may or may not display some of the fields, depending on the
employee group.

For this field: Check the following:

Effective Date Make sure the effective date aligns with University onboarding
policies.

Employee Group Make sure the employee group is correct.

Position Number If this person is being hired into a position, make sure the position

number is correct.

Expected Job End

If this is for an EPA or SPA Temporary employee group, make sure
Date

this date is first day that the person is not on payroll. For example, if

the last day the person is expected to work is March 24, then the
Expected End Date is March 25.
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For this field:

Check the following:

Edit Existing Job

SPA Probationary End
Date

Tenure Date

Annual Rate

Flat Rate

Make sure checkbox is marked if this is a transfer (or it will be
secondary job)

If applicable, verify the probationary period's end date. The system fills
in this date as two years minus one day from the hire date. The system
displays this field for SPA permanent employees only.

For faculty, make sure this date aligns with tenure policy. The system
displays this field for EPA Faculty only.

If the employee is salaried, verify the dollar amount paid to the
employee each year.

Note: The system calculates the employee's 1.0 FTE equivalent salary
if the FTE is less than 1.0 and displays it next to the Annual Rate
field.

If the employee is paid a flat rate,verify the monthly flat rate amount.
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Evaluate Hire

Step 1 of 2: Evaluate Hire Request

enter a comment and choose Recycle.

# Personal Info

Hame: Rita Stern
Empl ID: 720560522

eFormID: 19188

Actions & Action Reasons

T save your work and keep the form at your level, choose Hold.

Authored by

Rewiew the form data below. If it is comect, choose Approve to approve the form and forward it to the necd approver, if any. If
you wish fo stop processing for this form, choose Deny. Ta send the form back to the originatar for comection or clarification,

Actlon Action Description Eeagon Cods  Actlon Resson Dsscription
1 XFR Transfer PRM SPA Promotion
Effective Date: 03312015 ]
Job Family EFA
Employee Group: SPA Permanent
Paosition Number: 20003035 Accountant
Department: 312100 Romance Languages
Location Code: 312100 Romance Languages
Job Code: 200016 Accountant
Salary Grade CTE
RegularTemporary Regular
Std HrsMWh: 40.00
FTE: 1.000000
Supervisor ID T20147808 Elizabeth Drury
TIM Rept ID: T20147809 Elizabeth Drury
TSERS Re-employed Retiree O ,
Vacancy ID: 1234567 Make sure this checkbox
= is markedfortransfers.
[| Edit Existing Job? ~%—
Transfer From: 0 Accounting Technician Arts and Sciences Deans Office
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/| Edit Existing Job?

Transfer From: 0 Accounting Technician Arts and Sciences Deans Office

|| Sewere Weather Essential
[+ Subject to HIPAA
|| Supervisory Duties

UNC Long Title: Accountant

5PA Probationary End Date: 033002017 Communicable Disease Mandatory:

Annual Salary @ FTE1.0

Annual Rate: 42I|;||:||1m] 42,000.00

3. In the funding grid, click the Expanded Mode tab to verify that the chartfields for
funding are correct.

4. If the Funding End Date is completed, make sure it is accurate.

Effective Date  (3/31/2015
Eff Sequence [
Budget Amount $42 000.00

CF= 4 T Expanded Made

EBudget Budgeat Parcent of
Saguence  Amount Diatribution

Combo Code  Combo Code Description Fund Source apcount Department Pq

1 1/542,000.000 100.000 000200592 20104-12001-512120-312100 g 20101 12001 512120 312100

Total 542,000.00 Unfunded 50.00

5. In the File Attachments section, make sure any attachments are valid and support the
description code entered by the originator.

6. Review the Budget Check Status to make sure the ePAR has passed budget check.

7. Read the information entered by the originator in the Comment History field.

8. In the Your Comment field, type your initials and any comments you have about the
approval action.

Note: Any comments you add to this form are permanently attached to the form and
cannot be edited or deleted at any time.

78



2 HR Approvals and Workflow

Caution! Be sure to protect social security numbers, credit card
information, and other sensitive information. Be careful not to type
them in the Your Comment, Description, or other free form text
fields. Read the University’s Information Security policy for more

information.

9. Click the Approve, Deny, or Recycle button, depending on the action you choose.

e Attachments

Upload View Depcrption
1 Uplaad Miew. - &
Add File Attachment

Eudgst Check Status Mot Budget Checked

Your Comment:
DD .3

Comment History:

™ Jennifer Henderson
™ Thur., &pril 2 15, 01:27:18 PM
JH

Delete

Approve Deny

Ap prmr

Result: The Process Visualizer shows you where the ePAR goes next in the approvals

process, depending on the action you chose.
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Overview

Depending on the structure of your unit, school, office or department, HR actions are
entered by an originator then flow to an approver who can evaluate the ePAR. Approvers
can choose from the following actions:

* Approve: Sends the ePAR to the next step in the workflow.

* Recycle: Sends the ePAR back to the originator. Allows the originator to make
changes to the ePAR and resubmit it.

* Deny: Stops this ePAR permanently. The originator needs to generate a
completely new action, and start the approval process over. Only use in extreme
cases.

For a broader context, see Understanding HR Actions and the Approval Process, page 48

Steps - Evaluating an ePAR

Follow these steps to evaluate an ePAR that is not for a position. If you need to review a
Position ePAR, refer to Entering an Approve, Deny or Recycle Decision for a Position ePAR,
page 84

1. Admin WorkCenter > HR WorkCenter > ePAR Home Page

2. Click the Evaluate an ePAR link.

ePAR- - Personnel Action Request Home Page

; Start 8 new ePAR
i Start a new ePAR, which will then be routed to the appropriate approvers.

o Resubmit, Change, or Withdraw an ePAR
i&{) Mazke changes to an ePAR that has been recycled or needs fo be updsted. Only forms
that have not had final approval or been processed into the system will be accessiole.

Awsiting Approvals Inbox
Ewaluate an ePAR that is awaiting your approval and has not yet been viewed by you.
F'l Notifications Imbox

Review an ePAR that was sent to you for review and has not yet been viewed by you.
This is a read-only wiew.

: ;.:g\
Evaluate an ePAR
Ewaluate an ePAR that is waiting at your approval level

View an ePAR
a View a submitted ePAR. including information abeut its handling se far. This is a read-
only view.

Result: The system displays the Evaluate Worklist page.
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3. Complete the fields to refine your search results, or leave all the fields blank to see all

ePARs sent to you and awaiting your action.

In this field:

Do the following:

eForm ID

Workflow Form Type

Workflow Form Status
Empl ID

Empl Record

Name

Last Name

Set ID

Salary Administration

Plan

Original Operator

Originated Date From

Enter the unique numeric identifier assigned to this action.

Enter one of the following form types:

¢ fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

¢ poi for actions to change data for a person of interest
¢ position for actions to create or update a position

¢ termlvret for actions to change an employee's status
Leave this field blank.
Enter the employee's PID.

Enter the employee's job record number.
Enter the first name of the person.

Enter the last name of the person.

Enter uncch for the University, uncga for General Administration, or
a foundation business unit.

Enter the numeric identifier for this position's assigned salary plan.

Enter the name of the HR representative who submitted this ePAR.

Enter the date this ePAR was submitted.

4. Click the Search button

Result: The system displays the ePARs that match the criteria you specified.

5. Click the ePAR you want to evaluate.
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Search Results

Cinly the first 300 results can be displayed.

Wiew All
f-[l:nrm Workflow Form Type 1':;:“ o Empl IO Empl Record Hame Last Name
us

12081 POSITION Pending MIA o MIA M
13148 POSITION Part Appry MIA o A i
13212 FUNDSWARP Pending mocw 0 MIA M
13251 FUNDSWAP Pending {bdank) ] A [
13281  FUNDSWAR Panding {blank) o MIA R

=TT e FEmamg A o A TR

Result: The system displays the ePAR form with buttons to allow you to take action.

6. Review the information in the ePAR thoroughly. Refer to Fvaluating ePARs, page 70.

Entering a Decision: Recycle, Deny, Approve

1. In the Your Comment field, enter your initials and comments about your decision.

Note: Any comments you add to this form are permanently attached to the form and cannot
be edited or deleted at any time.

Caution! Protect social security numbers, credit card information, and other sensitive data;
be sure not to type them in the Your Comment, Description, or other free form text fields.
Read the University’s Information Security policy for more information.

Action

Reason

Action/Reason

Position Change
Change Reports To

Add File Attachmeant

Your Comment:

"

Comment History:

please change Reports To position
number to 20001808 - RLP

Approve

Deny
Recycle

Close

2. At the bottom of the page, do one of the following:

o If everything looks good, click the Approve button.
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e If you find any information incorrect and want the ePAR to go back to the originator

so that they can correct the information and resubmit the ePAR, click the Recycle
button.

If the ePAR is completely and fundamentally wrong and you want the originator to
start completely over from scratch, click the Deny button.

6. Click the Yes button to confirm your action.

Note: If you approved the ePAR, the system displays the Form Status page, showing
that the action has been approved. It also highlights the next level it has passed to for

further approval. The gray boxes show future approvals needed before the action is
complete.

Form Status

eForm ID:
You have just APPROVED this form. This action passed the form to

Level 2 Budget
Level 2 Budget

for further processing.

Process Visualizer
1: 2: Level 1 HR 3 Lewsl ZHR 4: 5 Workflow 23: Inbegration 24: Bystem
Level 1 Level 2 EFA Man- Admin r
Budget Budpst Faculty HR
EED
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Overview

Depending on the structure of your unit, school, office or department, HR actions are
entered by an originator then flow to an approver who can evaluate the ePAR. Approvers

can choose from the following actions:

For a broader context, see Understanding HR Actions and the Approval Process, page 48

Hold: Use Hold when you're actively reviewing an ePAR or gathering information.
This takes the Position ePAR out of the workflow for other approvers at the same

stop.

Approve: Sends the ePAR to the next step in the workflow.

Recycle: Sends the ePAR back to the originator. Allows the originator to make

changes to the ePAR and resubmit it.

Deny: Stops this ePAR permanently. The originator needs to generate a
completely new action, and start the approval process over. Only use in extreme

cases.

Steps - Evaluating an ePAR

Follow these steps to evaluate an ePAR. If you need to review a Position ePAR, refer to

1. Admin WorkCenter > HR WorkCenter > ePAR Home Page

2. Click the *NEW* - Evaluate a Position ePAR link.

++ + B

Evaluate an ePAR
Evaluate an ePAR that is waiting at your approval level.

View an ePAR
View a submitted ePAR, including information about its handling so far. This is a read-
only view.

*NEW?* - Resubmit, Change,_or Withdraw a Position ePAR

Make changes to a Position ePAR that has been recycled or needs to be updated. Cnly
forms that have not had final approval or been processed inte the system will ke
accessible.

*NMEW* - Evaluate a Position ePAR
Evaluate a Position ePAR that is waiting at your approval level.

*NEW™ - View a Position ePAR
View a submitted Position ePAR, including information about its handling so far. This is a
read-cnly view.

Result: The system displays the Evaluate Worklist page.
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3. Complete the fields to refine your search results, or leave all the fields blank to see all

ePARs sent to you and awaiting your action.

In this field:

Do the following:

eForm ID

Workflow Form Type

Workflow Form Status
Empl ID

Empl Record

Name

Last Name

Set ID

Salary Administration

Plan

Original Operator

Originated Date From

Enter the unique numeric identifier assigned to this action.

Enter one of the following form types:

¢ fundswap for actions to change an employee's funding source
¢ hire for actions to hire a new employee
¢ jobchange for actions where an employee is changing positions

¢ lumpsum for actions to issue a lump sum payment to an
employee

¢ poi for actions to change data for a person of interest
¢ position for actions to create or update a position

¢ termlvret for actions to change an employee's status
Leave this field blank.
Enter the employee's PID.

Enter the employee's job record number.
Enter the first name of the person.

Enter the last name of the person.

Enter uncch for the University, uncga for General Administration, or
a foundation business unit.

Enter the numeric identifier for this position's assigned salary plan.

Enter the name of the HR representative who submitted this ePAR.

Enter the date this ePAR was submitted.

4. Click the Search button

Result: The system displays the ePARs that match the criteria you specified.

5. Click the ePAR you want to evaluate.
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Search Results

Cinly the first 300 results can be displayed.

Wiew All

f-[l:nrm Workflow Form Type l;l.:nrkﬂ o Empl IO Empl Record Hame Last Name
atus

12081 POSITION Pending MIA o MIA M

13148 POSITION Part Appry MIA o MIA i

13212 FUNDSWAP Pending mocw 0 MIA M

13251 FUNDSWAP Pending {blank) ] MIA [

12281 FUNDEWAR Panding {blank) o MIA R

=TT e FEmamg A o § e TR

Result: The system displays the ePAR form with buttons to allow you to take action.

6. Review the information in the ePAR thoroughly. Refer to Fvaluating ePARs, page 70.

Entering a Decision: Approve, Hold, Recycle, Deny

1. In the COMMENTS field, enter your initials and comments about your decision.

Note: Any comments you add to this form are permanently attached to the form and cannot
be edited or deleted at any time.

Caution! Protect social security numbers, credit card information, and other sensitive data;
be sure not to type them in the Your Comment, Description, or other free form text fields.
Read the University’s Information Security policy for more information.

COMMENTS

= Tina Tester

** Fri, Jan 15 21, 02:30:36 PM
FTE Change

m

2. At the bottom of the page, do one of the following:
o If everything looks good, click the Approve button.

o If you want to take the ePAR out of workflow while you work on it or get questions
answered, click the Hold button.
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e If you find any information incorrect and want the ePAR to go back to the originator

so that they can correct the information and resubmit the ePAR, click the Recycle
button.

If the ePAR is completely and fundamentally wrong and you want the originator to
start completely over from scratch, click the Deny button.

7. Click the Yes button to confirm your action.

Note: If you approved the ePAR, the system displays the Form Status page, showing
that the action has been approved. It also highlights the next level it has passed to for

further approval. The gray boxes show future approvals needed before the action is
complete.

Form Status

eForm ID:
You have just APPROVED this form. This action passed the form to

Level 2 Budget
Level 2 Budget

for further processing.

Process Visualizer
1: 2: Level 1 HR 3 Lewsl ZHR 4: 5 Workflow 23: Inbegration 24: Bystem
Level 1 Level 2 EFA Man- Admin r
Budget Budpst Faculty HR
EED
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