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1 Overview

In this chapter, you will learn how to:

l Understand the Human Resource roles in ConnectCarolina

l Understand unique student issues in ConnectCarolina
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Understanding Students in ConnectCarolina
Overview

UNC-Chapel Hill offers a variety of employment opportunities for all types of students. A
student is a person attending UNC-Chapel Hill in an undergraduate or graduate program,
as well as a high school student, a community college student, or a student at a college or
university other than UNC-Chapel Hill. Some student jobs are a condition of a student's
financial aid package and are specifically referred to as work study. A work study job can be
located on- or off-campus and could include some form of community service. In addition, a
student job can fall into either the SHRA or EHRA job families, and the minimum and
maximum hours recommended for each differ.

Even though student jobs are not permanent, they are not the same as temporary jobs at
UNC-Chapel Hill, and are not subject to the same regulations surrounding regular and
intermittent temporary positions or appointments. In addition, EHRA student jobs do not
include Clinical Fellow, Resident, or Post Doctoral appointments. These types of jobs have
their own employee group designations in ConnectCarolina.

Let's start by reviewing the possible student job codes used for each job family and their
unique attributes.

SHRA Students

All SHRA student jobs have a position number in ConnectCarolina and have a one-to-one
relationship with a student. That means only one student's PID number can be assigned to
an SHRA student position at a time. SHRA student positions are paid on an hourly basis
and paychecks are issued to the student bi-weekly. Students may have multiple concurrent
jobs as long as the total number of hours worked per week does not exceed University
recommendations. The employed student uses the UNC-Chapel Hill TIM system to log their
hours. If you need to hire more than one student to do the same work, you need to create
multiple positions, each with a unique position number, and then hire one student into each
position.

For more information on creating position, see Creating a New Position, page 25

You need to specify an end date for the position when hiring a SHRA student. The end date
triggers an automatic termination for the incumbent, and automatically stops the bi-weekly
payroll payout. Change the end date using the Edit Existing Job ePAR form.

Work Study Students

To be a work study student, students must apply for and be accepted into the Federally-
funded work study program. UNC-Chapel Hill supervisors who want to employ this type of
student work with the Office of Scholarships and Student Aid to ensure their jobs meet
certain requirements. Jobs are advertised, using a separate third-party system, to recruit
UNC-Chapel Hill students admitted into the work study program. The supervisor works
with both the Office of Scholarships and Student Aid and the department's HR
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representative to hire the selected student. Work study positions have a maximum of .5 FTE
and are available during the academic year only.

Here are a list of all SHRA student job codes in ConnectCarolina.

Job
Code

ConnectCarolina
Description

Maximum
FTE Description

800165 Work Study - On
Campus

.5 per week Students employed in an approved work study
position located on campus. Tied to a student's
awarded financial aid.

800166 Work Study - On
Campus ComSrv

.5 per week Students employed in an approved work study
community service position located on campus.
Tied to a student's awarded financial aid.

800167 Work Study - Off
Campus ComSrv

.5 per week Students employed in an approved work study
community service position located off campus.
Tied to a student's awarded financial aid.

800180 SPA Student
Assistant

1.0 per week Students currently enrolled at UNC-Chapel Hill
and employed in a student position located on
campus. Recommended hours are 10 per week, or
.25 FTE.

800181 SPA Other Student
Assistant

1.0 per week Students currently enrolled as a high school
student, community college student, or student
at a college or university other than UNC-Chapel
Hill and employed in a student position located
on campus. The hiring department must obtain
confirmation from the student that he or she is
currently enrolled and inform them that this
certification will be re-checked and documented
every six months using the Other Student
Assistant Enrollment Status form.
Recommended hours are 10 per week, or .25
FTE.

EHRA Students

Only currently enrolled UNC-Chapel Hill students can hold an EHRA Student/Teaching
Fellow job at UNC-Chapel Hill. All EHRA student jobs are paid on a flat rate basis, and
paychecks are issued to the student monthly. These students do not use the UNC-Chapel
Hill TIM system to log their hours worked.

You need to specify an end date when hiring an EHRA student. Just like for SHRA student
jobs, for an EHRA student job, the Job End Date triggers an automatic termination for the
incumbent and automatically stops the monthly payroll payout.

Here is a list of all EHRA student job codes used in Connect Carolina.
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Job
Code

ConnectCarolina
Description

FTE Levels,
FLSA Status Description

800168 Graduate Assistant .25 FTE
recommended,

Exempt

A graduate student, enrolled as a full-time
student, who performs support functions,
and is not a Teaching Assistant or Research
Assistant. Generally not a paid job.

800169 Graduate Teaching
Assistant

.25 FTE
recommended,

Exempt

A graduate student, enrolled as a full time
student, who regularly teaches at least one
class; supervises recitation sections; has full
responsibility of a course, or leads discussion
sections; or grades papers and exams; or
supervises a laboratory section or sections;
performs under the supervision of a member
of the graduate faculty

800170 Graduate Research
Assistant

.25 FTE
recommended,

Exempt

A graduate student, enrolled as a full-time
student, and engaged in research activities
directly related to their program of study
under the supervision or in collaboration
with a member of the graduate faculty.

800171 Fellow Trainee 1.0 FTE
maximum,

Exempt

A graduate student, enrolled as a full-time
student, who holds a sponsored fellowship or
traineeship, and receives a stipend or
training payment such as a NSF Fellowship,
NIH Training Grants, or Graduate School
Fellows.

800172 Graduate Teaching
Fellow

1.0 FTE
maximum,

Exempt

A graduate student, enrolled as a full-time
student, who regularly teaches at least one
class; supervises recitation sections; has full
responsibility of a course, or leads
discussions sections; or grades papers and
exams; or supervises a laboratory section or
sections and can assign final grades.

800174 EHRA Undergraduate 1.0 FTE
maximum,

Exempt

An undergraduate student, enrolled as a full
time student, and engaged in a work
assignment such as an Outreach Counselor,
Athletic Manager, Tutor, or Resident
Advisor.

800183 Senior Teaching
Fellow

1.0 FTE
maximum,

Non-exempt

A graduate student who has full
responsibility of a course or courses, can
assign final grades, and supervises other
teaching assistants.
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Job
Code

ConnectCarolina
Description

FTE Levels,
FLSA Status Description

800184 Instructional
Assistant

1.0 FTE
maximum,

Exempt

A graduate student enrolled full-time who
assists with grades papers and exams and
other administrative responsibilities related
to a course including lab assistance and
setup, does not lead discussion sections.

Key Concepts

l You need to enter expected job end dates for all student jobs. This field affects the
person's HR and Payroll status for the job record.

l Student jobs are automatically terminated. You need to enter an Edit Existing Job
ePAR to update the expected job end date or put them on a work break.

l Student jobs automatically terminate at 12:01 am on the date you enter. You need
to enter the date following the last day worked to ensure full payment is made to
the incumbent. For example, if a student works on Friday, February 6th, the
student's expected job end date should be Saturday, February 7th.

l You can use the same SHRA student assistant position again when hiring the
same student or a new student in the following Fall semester.

l Be sure to enter a salary grade on the New Hire ePAR form when hiring a student
into a work study position. The salary grade is connected to the hourly pay rate
posted in the work study job listings. Even though the system will allow you to
submit the ePAR and have it enter workflow, the ePAR will stop at the integration
broker and won't be executed without this required information.

l If a student graduates or does not re-enroll in the Fall and your department wants
to continue his or her employment, you need to transfer the student out of the
current Student Assistant position, using the Hire an Employee ePAR, and into a
different, non-student job. The new job is subject to regular posting requirements
and the hired student needs to fulfill the regular background check requirements.

l UNC-Chapel Hill student employee positions (including undergraduate and
graduate students, resident assistants, teaching assistants, and work study
students) are exempt from the posting requirements for open positions. Work study
positions are posted in a separate third-party program available to only those
students that have be accepted into the Federally-funded work study program. Non
UNC-Chapel Hill student employee positions require job postings and background
checks.

l The FTE reflected on a position is required.
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Background Check Requirements

Student employees enrolled at UNC-Chapel Hill whose employment depends on their
enrolled student status are exempt from the background check requirement with the
following exceptions:

l Student employees working with residential programs

l Student employees working with minors

l Students who do not re-enroll at UNC-Chapel Hill

l High school students under 18 years of age

Students enrolled at a community college, college, or university other than UNC-Chapel Hill
need to complete a background check.

Approvals

When you submit an ePAR for a student action, the approval process routes the ePAR form
between designated approvers. An approver can choose to approve the form, recycle the form
(send it back to the originator for resubmission), or deny the form. The number of approvers
required for each ePAR depends on the type of HR action being requested.

Best Practices

l 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/

l To view general information about current student employees, use the UNC
Employee Information link found on the HR WorkCenter home page under Person
Data. For more information on this link, see Viewing Employee Information, page
221.

Understanding Expected End Dates

l Regularly run the Expected Job End Date report in InfoPorte to proactively change
an employee's status or update his or her existing job record.

l It's important not to use the New Hire ePAR to create a secondary job record for
an EHRA student to extend the EHRA student job end date on a single
appointment.

Managing Students with Multiple Positions

l There can only be one SHRA employee per position for TIM to accurately read
hours worked. Make sure you are choosing a student position in your department
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when processing the SHRA student hire. If the student has multiple hourly jobs,
he or she needs to have a separate SHRA position for each job.

l If a student has multiple student jobs, a primary job is designated. If a student has
jobs in both the EHRA and SHRA job families, mark the EHRA job as the primary.
If the jobs are identical job family types, mark the job that has the most hours as
the primary. If the jobs have the same hours, then select the job with the most
compensation as the primary.

l If the student is hired into another job, follow up with other departments to ensure
the total number of hours being worked falls within the guidelines for the type of
student. A combined FTE over 1.0 is not allowed in the system.
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ConnectCarolina: An Integrated System
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.

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.

11

1 Overview



About the Person and the Work They Do
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:

l An affiliate (for example, a volunteer)

l A contingent worker (such as a contractor)

l 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:

l job code, which is the job classification

l position

l 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:

l Department

l Location

l Classification title

l FTE

l 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:

l Joe Smith, an Accounting Technician in the Chemistry Department

l 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:

l the rate of compensation

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

l 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.

Fitting it All Together

This graphic describes how the person, job record, position, and job code fit together in
ConnectCarolina:
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About HR Actions
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:

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

l 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.

l 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.

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

l Funding Swap: Used to change the sources used to fund a person or position. See
Entering a Funding Swap, page 157 for more information.

l 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.

l 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.
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Understanding Funding Sources
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:

l By entering a chartfield string

l 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:

l The five core chartfields that need to be on every chartfield string

l The three chartfields used with contracts and grants

l 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:

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

l 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)

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

l Department, which identifies the department providing the money

The three chartfields used for contracts and grants are:

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

l Project ID, which identifies the contract or grant

l 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:
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l Program

l Cost Code 1

l Cost Code 2

l 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.
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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.
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2 Creating Student Positions

In this chapter, you will learn how to:

l Understand the differences between SHRA and EHRA student jobs.

l Create SHRA and EHRA student positions.

l
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Managing Positions
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:

l Job code (for information on job codes, see ConnectCarolina: An Integrated System,
page 10)

l Department

l Location

l 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 39).

l Position number

l Effective date of the position

l Position status

l Status

l Business unit

l Job code

l Regular or temp

l Title

l Full-time or part-time

l Regulatory region

l Department

l Location

l 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 4.

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:

l summaries

l education requirements

l position attributes that are specific to UNC-Chapel Hill or General Administration

For more information, see Seeing Information About a Position, page 39.

Creating a New Position

New positions can be:

l an exact copy of an existing position

l a modified version of an existing position

l a completely new position

For more information see:

l Creating a New Position, page 25

l The Student Actions guide
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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:

l Making Changes to a Position, page 1

l Inactivating a Position, page 1
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Creating a New Position
Overview

Use the Add/Update Position ePAR form to initiate a new position request and submit it for
approval.

Important: Submit ePARs in line with the campus data-entry deadlines.

Related Reference

l For broader context, see:

o Managing Positions, page 22

o Understanding HR Actions and the Approval Process, page 213

l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For information on policies and procedures, see the:

o Human Resources website for HR Policies, Procedures, and Systems page.

o Security Policy website for the University’s Information Security policy

l To create a position for a student, see the Student Actions manual.

Creating a New Position

Follow these steps:

1. Choose this menu option:

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

2. Click the Start a new ePAR link.
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Result: The system displays the Create a New ePAR page.

3. Click the Add / Update Position link.

Result: The system displays the Position Actions page.

4. Choose Add a New Position from the Select Position Action drop down box.
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5. To copy in position data from an existing position as a starting point, enter the existing
position's number in the Select or Copy Position field. Otherwise, leave this field blank.

6. Click the Next button.

Result: The system displays the Position Data page.

7. In the Position Data section, complete the following fields:

Note: The fields and options available to choose from will change depending on whether
you are creating an SHRA or EHRA position.

In this field: Do the following:

Effective Date Required. Enter the current date.

For SHRA Permanent positions, Class & Comp sets this date based on
approval. And, for EHRA Non-Faculty positions, EHRA Non-Faculty
sets this date based on approval.

Department Required. Enter the new position's department number.

Reports to (Position) Required. Enter the position number that the new position reports to.

Job Family Required. Choose SHRA or EHRA.

Job Function Required. Choose one of the following if this is an SHRA position:

l SHRA
l SHRA Students

Choose one of the following if this is an EHRA position:

l Clinical Fellows / Residents
l Direct Pay Post-Doc
l EHRA Non Faculty
l EHRA Students / Teaching Fellow
l Faculty
l Post-Doc
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In this field: Do the following:

Job Code Required. Enter the job code for the position. For faculty, job codes
equal faculty rank. Some examples of faculty job codes include
Associate Professor or Instructor.

For SHRA Students:

Choose one of the following job codes:

l Work Study: Federally funded program
l Work Study ComSvc On Campus: Federally funded program
l Work Study ComSvc Off Campus: Federally funded program
l Student Assistant: UNC - Chapel Hill student
l Other Student Assistant: Non UNC - Chapel Hill student

Note: After entering the job code, the system fills in the following
fields:

l Salary Plan
l Salary Grade (TMP)
l Reg/Temp (Temporary)
l Standard Hours (10)
l FTE (.25)

Note: You can change the FTE and Standard Hours from the default
value to reflect the actual hours the student will work in the position.

Employee Group Required. Choose the appropriate employee group.

Reg/Temp Required. Regular or Temporary will default from the Job Code and
may not be editable depending on the Employee Group selected. Be
sure to confirm the correct value is present before proceeding.

Standard Hours Required. Enter the expected number of standard work hours for the
work period. The system automatically fills in this field based on the
default value of the Job Code, but you can change it if necessary.

FTE Required. Verify the full-time equivalency for this position. The system
calculates this field automatically when you enter or update the
standard hours.

Note: The University measures the FTE of each student position to
ensure that we do not exceed a certain level. For more information
about student FTE recommendations see, Understanding Students in
ConnectCarolina, page 4.
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In this field: Do the following:

Sal Plan If applicable, enter the salary plan code associated with this position.

Notes:

l The system does not display this field if the employee group is
Faculty.

l For all SHRA and Post Doc positions, this automatically defaults
and is read only.

Salary Grade If this position has an associated salary grade, choose it from the list
box. Otherwise, leave this field blank.

Notes: 

l If this is an EHRA non-faculty position, follow the EHRA non-
faculty salary structure, titles, and levels.

l The system does not display this field if the employee group is
Faculty.

Max Head Count Enter the number of incumbents budgeted for this position. The system
fills in this field as 1, but you can change it for the following employee
groups:

l EHRA Student/Teaching Fellow
l Faculty Zero Base Rate (CWR)
l EHRA NF Zero Base Rate

Note: SHRA positions may have only one incumbent.

EHRA Non-Faculty
Category

Choose the appropriate EHRA Non-Faculty Category. This field and
the EHRA SubCat field, if required, are important because they drive
the information that fills in the Minimum Education and Experience
Requirements.

Important:

l If you choose the Instructional, Research & IT option, the system
adds the EHRA SubCat field below.

l For IT Job Code, you must select Instructional, Research and IT,
then select IT Professional in order for the Minimum Education
and Experience field to correctly populate.

EHRA SubCat Choose the appropriate EHRA SubCategory.
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8. Click the Next button.
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Result: The system displays the UNC Position Summary section.

9. Complete the fields:

In this field: Do the following:

Position
Summary/Primary
Purpose of Position

Enter a summary of the position's purpose and responsibilities.

Primary Purpose of
Organizational Unit

Describe the purpose of the organizational unit . This should include
the organizations ranking, mission and/or values used for recruiting.

Note: If a default description for the department has been provided
then it will default into the Position ePAR and be editable.

Changes in
Responsibilities or
Organizational
Relationship

Provide a brief explanation of the basis and purpose of any change in
responsibilities and reporting relationships since the previous
description was prepared.

Minimum Education
and Experience
Requirements

Read only field. This field will already be filled in for EHRA Non-
Faculty positions and will be based on the category and sub-category.

For Faculty and Post Docs, include what educational background is
needed to perform the duties and responsibilities, as well as what kind
of work experience is needed.

Required
Qualifications,
Competencies, and
Experience

Enter specific requirements for professional experience for this
position, including any required or desired professional certifications.

Preferred
Qualifications,
Competencies, and
Experience

Enter the desired qualifications, competencies, and experience for the
position.

Special
Physical/Mental
Requirements

List any physical/mental requirements that must be documented to
comply with the Americans with Disabilities Act.

SHRA Position
Competencies

Knowledge, skills, and abilities required for this position. For detailed
descriptions of the competency standards, please see:
https://oshr.nc.gov/state-employee-resources/classification-
compensation/classification/competency-profiles

10. Click the Next button.

Result: If you are creating an SHRA Permanent (including SHRA Law Enforcement
Officers), EHRA Non-Faculty, Post Doc, or Clinical Fellow/Resident position, the system
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displays the Position Principal Functions page. If you are not creating one of these
position types, skip to the UNC Position Attributes, page 33 section of this guide.

Position Principal Functions

For SHRA Permanent and EHRA Non-Faculty positions, you need to fill out the Position
Principal Functions page. For Post Doc, or Clinical Fellow/Resident positions the Principal
Functions page is optional. There is not a minimum number of principal functions required
to be added for the position, however the % effort of the functions must add up to 100%.

1. Choose a function from the drop down box, select Yes or No for Essential Duty, and
enter the percentage of the function in the % Effort box.

2. Enter a task or description for the function. You can click the + sign to add more lines to
describe the function.

3. Click the plus (+) sign at the top of the page to add additional functions.

4. Repeat steps 1 through 3 until you have added all the functions you need. Make sure
they add up to 100% and then click the Next button.

Result: The system displays the Positions Attributes Page
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UNC Position Attributes

1. On the UNC Position Attributes page, complete the following fields:

In this field: Do the following:

Time Limited Position Choose Yes or No to indicate if this is a time-limited position. This
field is for SHRA Permanent and SHRA Law Enforcement Officer
employees.

Time Limited Position
End Date

This field will display if Time Limited Position is answered Yes. Time-
limited positions may be created in one-, two-, or three-year intervals
with a minimum of at least one year and may be extended in intervals
of years and months, not to exceed the three-year maximum as time-
limited.

Shift Differential Shift Differential. If this position is eligible for shift premium pay in
TIM, choose one of the following:

l 10%
l Medically Related
l Nurse

For more information on shift premium pay, see the HR Policies,
Procedures, and Systems website.

This field is not used for EHRA employees.

On Call Pay Choose one of the following:

l $2.00 On Call if the position is subject to an additional $2.00
hourly rate added to the compensation rate for on call hours

l $3.00 On Call if the position is subject to an additional $3.00
hourly rate added to the compensation rate for on call hours

l Not Applicable if the position is not subject to an additional
hourly rate for on call hours

This field is not used for EHRA employees.

For information about On Call Pay, see the On-Call & Emergency
Callback Pay page.
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In this field: Do the following:

Emergency Call Back
Pay

Choose Yes or No to indicate whether or not this position is eligible for
Emergency Call Back Pay.

Emergency callback pay is compensation for an employee who has left
the work site and is requested to respond (either by returning to work
or by responding by telephone or computer) on short notice to an
emergency work situation in order.

This field is not used for EHRA employees.

For information about On Call Pay, see the On-Call & Emergency
Callback Pay page.

Position Budget
Amount

Enter the annualized amount for which the position is budgeted.

Position Location Required. Choose one of the following:

l In the US not in NC
l North Carolina
l Outside the US

If North Carolina is selected, the Position Country and Position State
will automatically fill in.

Position Country Choose the country associated with the position location.

Position State Choose the state associated with the position country.

Immunization Review
Required

Mark the checkbox to designate 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/)

Bloodborne Pathogen Mark the checkbox to designate 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.

Recruiting System This field 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:

l Faculty
l Faculty Intermittent
l EHRA Non-Faculty
l EHRA Non-Faculty Zero Base

Although the field is editable for these groups, the recommendation is
to leave the default in place.
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2. Click the Next button.

Campus Security Authority

Employees who are designated as Campus Security Authorities are required to report any
Clery qualifying crimes that they become aware of to the University’s Clery Act Compliance
Coordinator. Depending on the type of position you are creating, the Campus Security
Authority section will either fill in the information automatically, designating that the
position is or isn't a campus security authority or will allow you to choose if the position is a
campus security authority or not. The screen below shows an example of a position that is
not a campus security authority and the fields are read only.
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If you are working with a position in which the campus security options aren't pre-defined,
then complete the following steps:

1. In the Campus Security Authority section, check the boxes applicable to the position:

l Individual has significant responsibility for student & campus activities such as
student support, discipline & co-curricular activities.

l Individual is specified in policy as someone to whom a student would be directed to
report crimes or concerning behavior.

l None of the above. Not a Campus Security Authority position.

2. In the CSA Justification box, enter a justification for making the position a campus
security authority.

Note: If you’ve selected None of the above from the checklist, enter N/A for the
justification.

Result: The Campus Security Authority and CSA Responsibilities fields will fill in based
on the boxes selected.
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3. Click the Next button.

Finalizing and Submitting the Form

1. The Reason Code field will default to New Position and should not be changed.

2. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

3. In the Comments field, enter your initials and any additional comments you have about
the position.

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 Comments, Description, or other free form text
fields. Read the University’s Information Security policy for more information.
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4. Click the Submit button to send the form for approval.

Result: At this point, the Add/Update Position form enters the approval process. If
approvals are required for the position type, then the action is not complete. The
position is not assigned a number until the form has been approved at all levels and
executed in the system. For more information on the approval process, including the
steps necessary to approve the forms, see Understanding HR Actions and the Approval
Process, page 213.
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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.

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:

l Description

l Specific Information

l Budget and Incumbents

l UNC Position Summary
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l UNC Position Attributes

l Funding Data

l Historic Position Actions

l Image Now / Attachments

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

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
Count

The number of employees 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.

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.
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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
Description

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

In the Work Location section, you can see this information in the fields:
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This field: Defines the following:

Reg Region This field is always USA.

Department The home department of the position.

Company The company is one of the following:

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

Location The physical location of the position.

Reports To The position number that this position reports to.

Dot-Line This field is not used at UNC-Chapel Hill.

Supervisor Lvl This field is not used at UNC-Chapel Hill.

Security Clearance This field is not used at UNC-Chapel Hill.

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

This field: Defines the following:

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

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

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

Standard Hours 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.

Work Period The system fills in W for Weekly.

Mon-Sun 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.
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Specific Information

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

This field: Defines the following:

Max Head Count 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.

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

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

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

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

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

Include Salary
Plan/Grade

Shows whether the system automatically includes the incumbent
salary information.

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

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

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

Available for Telework This field isn't used at UNC-Chapel Hill.
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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 1.

UNC Position Summary

The UNC Position Summary tab has information specific to EHRA employees. You can see
this information in the following fields:
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This field: Defines the following:

EPA Position
Summary

Summary of the position's purpose and responsibilities, along with a
description of the organization within which this position reports.

EPA Education
Requirement

Minimum degree requirements for this position, as well as any
preferences for specific types of degrees.

EPA Qualification &
Experience

Specific professional experience requirements and preferences for this
position, including any required or desired professional certifications.

Percentage Effort
(Whole Numbers)

The major, high-level functions that comprise the position. The total
percentage effort for all of the principal functions must equal 100%.

UNC Position Attributes

You can see this information in the fields:

This field: Defines the following:

Time Limited Position Identifies if the SHRA position is time-limited.
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This field: Defines the following:

Time Limited Position
End Date

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

Re-Study Flag Identifies if the position must be reviewed on vacancy.

On Call Pay Identifies if the SHRA position is eligible for on-call pay.

Emergency Call Back
Pay

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

Shift Differential Identifies which shift differential this SHRA position is eligible for.

Benchmark Position OHR use only.

EPA NF Category Identifies category ranks for EHRA non-faculty positions only.

Position Budget
Amount

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.

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

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.
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This field: Defines the following:

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
Distribution

The percent of the budgeted amount of salary for the position that is
paid from the source of funding on that row.

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

Combo Code
Description

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

48

2 Creating Student Positions



3 Hiring Students

In this chapter, you will learn how to:

l Understand the Hire an Employee ePAR form.

l Enter the Hire ePAR form for a SHRA student.

l Enter the Hire ePAR form for an EHRA student.

l Use the Hire ePAR form to hire a student into a secondary job.
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Understanding the Hire Form
Overview

At the University, you use the hire form to enter all new hires, rehires, transfers, and
secondary appointments for all types of employees including students.

Select the Hire an Employee link on the Create a New ePAR page to access the Hire form.

Process Flow

The graphic above shows the flow of the entire Hire process for students and non-students,
from creating a new person in the Student Administration (SA) system, and entering
additional information in the Hire ePAR form, to approvals.

All UNC - Chapel Hill students already exist in the SA system and have a Person
Identification Number, or PID. A PID is referred to as Employee ID, or Empl ID in the
system. If you are hiring a student that does not go to UNC - Chapel Hill, you need to
contact the Background Check Office first so they can enter the student's biographical and
demo-graphical (bio/demo) information in the SA system and generate a PID for them.
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This information includes the student's:

l name

l home address

l phone numbers

l ethnicity

l citizenship status

l social security number

Next, you open the ePAR Hire form to search for the student on the Candidate Search page.
Whenever possible, it is recommended that you search by using the PID because it is a
unique identifier. After choosing the correct student from the search results by confirming
the student's name, date of birth, and last 4 digits of his or her social security number, the
system opens the Contact and Identity Information pages. Bio/demo information from SA
fills in these pages and you can add a business address and phone number to the record.
After you complete these pages, the system updates the information in SA for future use.

Then you fill out the ePAR Hire form pages that pertain to the student's new job, they
include:

l Job Information

l Job Information UNC

l Compensation

l Finalize Form

After filling in these pages, you submit the ePAR New Hire form for approval. Depending on
the type of action and the department, the form could go through several levels of approval.
After the final approval, the information is written to the Human Resources (HR) system. At
this time, if you have user access to this information in ConnectCarolina, you can view the
action on the Job Data pages and on the Position Data pages (if a position number was used
in the hire). You can also use the UNC Employee Information link to see a summary of job
information about each employee. If you don't have access to this information in
ConnectCarolina, you can view the action in InfoPorte on the Employees tab. InfoPorte is the
reporting system that pulls it's information from ConnectCarolina and is updated every 24
hours.

Rehires follow the same process as described above. For transfers and secondary jobs, the
system does not display the Contact and Identity Information page since this information is
already in the system.
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Logic in the Hire Form

When using the Hire form, the system determines if the action is a hire, a rehire, a transfer,
or a secondary job, based on the student's status and past job actions. You can view the
student's current status when performing a search on the Candidate Search page. You can
also view this information by clicking the UNC Employee Information link in the HR
WorkCenter.

If the system displays a green X in the Stu column, the person has been entered in the SA
system as a student. The green X in the Stu column includes active students, inactive
students, and people that applied but did not attended school at UNC-Chapel Hill. If this is
the only column with a green X, the student does not have an existing HR record. In this
case, the system applies an action of Hire to the form.

If the system displays a green X in the Stu and HR columns, the student has been entered
in the SA system as a student and has an additional organizational relationship in the
system. In this case, the system also applies an action of Hire to the form.

If the system displays a green X in the Stu, HR and Job columns, the student is in the
system with a job row. This indicates that the student once held a job at the University, but
is no longer an active employee. In this case, the system applies an action of Rehire.

If the system displays a green X in the Stu, HR, Job, and Act columns, the student has an
active job record in the system. In this case, the system applies an action of Transfer or Hire
for a secondary job (depending on the selection made on the Hire form).

52

3 Hiring Students



Navigating through the Hire ePAR Form

Here are the different ePAR navigation buttons you'll encounter as you move through the
Hire form.

Navigation button Button functionality

Searches for candidates after entering search criteria.

Clears all fields of information on a page.

Takes you back to the previous page of the form.

Takes you to the next page of the form.

Saves the bio/demo information to SA and moves you to the Job
Information pages of the form.

Takes you back to the Candidate search page.

Places the form in a "pending" status without losing any information
entered up to that point.

Closes the form and takes you back to the ePAR home page. You will
lose information entered on the form after clicking the close button.

Sends the form off for approval.

Rehiring vs. Returning Students

A rehire is an action that hires a previously employed student back into a job with the
University after having been terminated from a job. When you want to rehire a student, you
use the New Hire ePAR. After the system determines that the student once held a job at the
University, the hire action is automatically set to Rehire.

Putting a student on a short term work break does not involve terminating the student from
their job or changing their employment status. Short work breaks are entered in the system
differently for SHRA and EHRA students. When SHRA students temporarily stop working,
they stop logging hours in TIM and do not receive a paycheck. You do not have to enter an
HR action to stop their paycheck. However, EHRA students are paid a flat monthly rate.

When an EHRA student temporarily stops working due to a short work break, submit an
Edit an Existing Job ePAR using the action code: SWB for Short Work Break. This
temporarily stops their pay. To reactivate the student's payroll status when they return from
break, submit another Edit an Existing Job ePAR and use the action code: RWB for Return
from Work Break.

For more information on short work breaks, see EHRA Student Short Work Break , page
122.
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About Transferring Students

Use the New Hire ePAR form when a student is transferring out of his or her current job
and moving into a new job. Only the department gaining the student needs to submit the
ePAR. When the ePAR is approved and executed, two things happen in the system: the
student's employment in his or her existing job is ended and the student is hired into the
new job. When you are entering a transfer, make sure you choose the appropriate action
reason for the transfer on the last page of the ePAR.

About Secondary Jobs for Students

Many UNC-Chapel Hill students have multiple jobs at the same time. If you are hiring a
student into their first job, it is called their primary job. A job is called a secondary job if the
student already has a job and you are hiring them into another part-time job. Their jobs can
be in different job families or groups. For instance, you can have an undergraduate student
that has an SHRA Student Assistant Work Study position at the same time he or she has an
SHRA Student Assistant position. This same student might even have a third, EHRA
undergraduate job. In these instances, it is important to communicate with the other
departments to ensure the total number of hours worked by the student does not exceed
certain thresholds.

For more information about hiring a student into a secondary job, see Entering a Secondary
Job, page 85.

For more information about student job codes, job families, and recommended FTE levels,
see Understanding Students in ConnectCarolina, page 4.

Important: Submit ePARs in line with the campus data-entry deadlines. Current
schedules for bi-monthly and monthly pay periods are posted at
https://hr.unc.edu/files/2015/03/HR-Payroll_monthcal.pdf.

Related Reference

l For information about job functions, see the HR Policies and Procedures page.

l For more information on the approval process, including the steps necessary to
approve the forms,see Understanding HR Actions and the Approval Process, page
213
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Hiring SHRA Permanent Employees, Students, and
Work-Study Students

Overview

This procedure focuses on hiring or rehiring SHRA Permanent employees, students, and
work-study students. All jobs are associated with a position. When you create the Hire form
for the employee, the system pulls job information from the position based on the position
number you enter.

After you enter an SHRA hire or rehire in the system, the employee will appear in TIM the
next day.

Important: Submit ePARs in line with the campus data-entry deadlines.

Hiring Students and Work-Study Students

At the University, a student hire could be a UNC-Chapel Hill student, a student at another
university, or even a high-school student. Furthermore, students can be categorized in the
SHRA Student employee group or the SHRA Student Work Study employee group. SHRA
students can work up to 40 hours in a week, while SHRA work study students may only
work up to 20 hours a week. Many students work only a small number of hours, but they are
not hired as temporary employees at UNC-Chapel Hill.

The Hire form pulls in any existing bio/demo data on the student. You can accept these
values or change them.

All jobs require a position. When you enter the position on the Hire form, the system fills in
information. Unlike bio/demo data, position data cannot be changed.

For more information about student employment at UNC - Chapel Hill, see Understanding
Students in ConnectCarolina.

Related Reference

l For broader context, see:

o Managing Positions, page 22

o Understanding HR Actions and the Approval Process, page 213

l For information on completing the funding grid, see Using the Funding Grid, page
207.

l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For information on policies and procedures, see the:
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o Human Resources website for Employee Policies

o Student Hiring Policies

o Security Policy website for the University’s Information Security policy

Hiring SHRA Permanent Employees, Students, and Work-Study
Students

Follow these steps:

1. Choose this menu option:

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

2. Click the Start a new ePAR link.

Result: The system displays the Create a New ePAR page.

3. Click the Hire an Employee link.

Result: The system displays the Candidate Search page.

4. Complete as many fields as needed to find the candidate you are looking for. The
Employee ID is a unique identifier, and helps to prevent hiring the wrong person who
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may have the same name as the person you are trying to hire.

In this field: Do the following:

Employee ID Enter the PID of the person you want to hire or rehire.

Note: Enter the entire nine-digit PID before clicking on the Search
button. Entering a partial PID returns no results.

First Name If you do not know the PID, enter the first name of the person you
want to hire or rehire.

Last Name If you do not know the PID, enter the last name of the person you want
to hire or rehire.

Middle Name Leave this field blank.

Date of Birth Leave this field blank.

5. Click the Search button.

Result: The system displays all the people who match the search criteria you entered.

Notes:

l If your search criteria returns no results, try searching again in different ways. If
you still can't find the person, contact the Help Desk or a Background Check
Specialist for help finding the person or getting the person entered into the system.
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l Check the Name and Date of Birth fields to confirm you are choosing the correct
person.

l For information on the green Xs and how these are used to determine the action
and action reason, see Using the Hire Form, page 1.

6. Click the arrow in the row for the person you are hiring or rehiring.

Result: The system displays the person's Contact Information page, showing
information entered by the Background Check Office as view-only information.

7. In the Personal Info and Home Address and Phone sections, view the information in the
fields for accuracy:

This field: Defines the following:

Empl ID Employee's PID.

First Name Employee's first name.

Last Name Employee's last name.

Address 1 First line of the employee's home address.

Address 2 Second line of the employee's home address.

City Employee's city.

State Employee's state.

Postal Employee's postal code.

County

Employee's county.

Phone

Employee's phone number.

8. In the Business Address and Phone section, complete the fields:

Note: For the convenience and safety of employees, you can enter the generic address
and phone number of the Office of Human Resources (OHR). This information posts to
the open access campus directory.
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In this field: Do the following:

Address 1 Enter the first line of the employee's work address.

Address 2 Enter the second line of the employee's work address, if applicable.

City Enter the employee's work city.

State Enter the employee's work state.

Postal Enter the employee's work postal code.

County Enter the employee's work county.

Notes:

l This field is case-sensitive, so capitalize the first letter of the
county if you are entering the name directly.

l If the work state is not North Carolina, this field is not required.

Phone Enter the employee's work phone number.

Note: The system displays a default phone number in this field only if
it was entered as a business phone number when the person was set
up. Other types of phone numbers display in the Business 2 Phone
field. If none of the phone numbers entered were identified as a
business phone number, this field is blank and you'll need to enter the
business phone number before you can proceed.

Note: If the person has two University work addresses, complete the fields in the
Business Address 2 section.

9. Click the Next button.

Caution! If you click the Previous button, you will lose any information you entered
on the Contact Information page.
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Result: The system displays the Identity Information page.

10. Complete the fields:

Notes:

l Some fields, such as Gender and Date of Birth were entered by the Background
Check Office and are shown as view-only information.

l The fields below are filled in if the information was entered when the person was
set up. You can change these fields, as necessary.

In this field: Do the following:

Citizenship Status Choose the person's citizenship status based on their I-9
documentation.

Note: If the system fills in the Citizenship Status field as Non-
Resident Alien, do not update this field. If this field needs to be
updated, contact the International Student & Scholar Services Office.
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In this field: Do the following:

Military Status Choose the person's military status.

Note: If you leave this field blank or choose Not indicated, the system
does not display the Military Discharge Date field. If you choose any
other military status, the system displays the Military Discharge Date
field.

Military Discharge
Date

If you chose Active Reserve as the military status, enter the correct
military discharge date. Otherwise, leave this field blank.

Note: This field appears only if you choose a military status other than
Not indicated.

Hispanic or Latino Choose Yes or No to specify whether the person is Hispanic or Latino.

Ethnic Group Verify the person's ethnic group.

Note: The Background Check Office enters the person's ethnicity
information.

11. Click the Save & Next button.

Result: The system displays a message asking if you want to save.
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12. Click the Yes button to save the bio/demo information in the system.

Result: The system displays the Job Information page.

13. Complete the fields:

In this field: Do the following:

Effective Date Enter the date on which the hire becomes active in the system.

Note: The effective date cannot be prior to the date the background
check was completed.

Job Family Enter SPA.

Employee Group Choose the appropriate employee group.

Result: Once you choose the Employee Group, the system displays the rest of the fields
in this table.
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In this field: Do the following:

Position Number Enter the position number associated with the new position.

Result: The system fills in the following information from the position:

l Department
l Location Code
l Job Code
l Salary Grade
l Regular/Temporary
l Std Hrs/Wk
l FTE
l Reports To

l TIM Rept ID

Note: If you enter the position number and receive an invalid value
error due to it being inactive, contact your Classification &
Compensation Consultant.

l FLSA Status

Note: The system updates the FLSA status field when the position
number is entered.

Expected Job End
Date

Required for students. Enter the date you expect the position to end.
The position will be terminated automatically on the date you specify.

TSERS Re-employed
Retiree

Mark this checkbox if the person is a TSERS retiree.

Note: If this checkbox is already marked, it is view-only. If the
checkbox is unmarked, you can mark it if applicable.

Vacancy ID Enter the vacancy ID associated with the job. The vacancy ID is an
identifier that links the job to a recruitment posting. The vacancy ID
must be seven to ten characters long.

Note: Most student jobs are exempt from posting requirements. You
can mark the I certify no posting or waiver was required for
this action, if applicable. Marking this checkbox hides the Vacancy ID
field.

14. Click the Next button.
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Result: The system displays the Job Info UNC page. Some information on this page is
filled in from the job, but you can change information as needed.

15. Complete the fields:

In this field: Do the following:

UNC Long Title The UNC Long Title is the working title that appears in the Campus
Directory. It defaults from the job code you entered, but you can
change it, if needed
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In this field: Do the following:

SPA Probationary End
Date

If necessary, update or remove the probationary period's end date. The
system fills in this date as one years minus one day from the hire date.

Severe Weather
Essential

Mark the Severe Weather Essential checkbox if the person is a
severe weather essential employee.

Note: For more information on the Severe Weather Essential policy,
please reference the online employee policies page.

Subject to HIPAA Mark the Subject to HIPAA checkbox if the person is subject to
HIPAA rules.

Note: For more information on the HIPAA policy, please reference the
online employee policies page.

Supervisory Duties Mark the Supervisory Duties checkbox if the person will supervise
others.

Communicable
Disease Mandatory

Choose one of the following or leave this field blank if not applicable:

l Primary if the person has been designated as a primary health
care responder or other essential employee during a communicable
disease outbreak

l Secondary if the person has been designated as a backup health
care responder or other essential employee during a communicable
disease outbreak

16. Click the Next button.
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Result: The system displays the Compensation page.

17. Do one of the following:

l For permanent employees, enter the actual dollar amount paid to the employee
each year in the Annual Rate field. For example, if the employee works .75 FTE
and is actually paid $75,000 per year, enter 75,000 into the Annual Rate field
instead of 100,000.

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 amount you enter in the Annual Rate
field. This way, if changes are made both to the FTE and the amount of
compensation paid, you can compare the calculated 1.0 FTE salary figure to see if
the net effect is a salary increase, decrease, or no change.

l For students, in the Hourly Rate field, enter the student's hourly rate of pay.

Note: The system calculates the student's equivalent annual rate at FTE 1.0.

18. Verify the position's budget information in the grid at the bottom of the page.

Note: You can enter funding information as needed on the job level on the Hire form.
Any changes from information previously entered are updated when funding
information is entered on the Hire form.

Important: Make any changes within the existing grid; do not add a new grid.

19. Do one of the following:
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l Click the Basic Mode tab to view, enter, or update combo codes.

l Click the Expanded Mode tab to view, enter, or update the chartfield string.

See Using the Funding Grid, page 207 for more information on completing the funding
grid.

20. Click the Next button.

Result: The system displays the Finalize Form page.

21. Choose the appropriate Action Reason for the new hire or rehire.

22. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

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

24. Click the Submit button.
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Result: At this point, the Hire form enters the approval process. The hire action is not
complete until the form has been approved at all levels and executed in the system. For
more information on the approval process, including the steps necessary to approve the
forms, see Understanding HR Actions and the Approval Process, page 213.
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Hiring EHRA Non-Faculty Employees, Students, and
Teaching Fellows

Overview

This procedure focuses on hiring or rehiring EHRA non-faculty employees, students, and
teaching fellows. An EHRA non-faculty employee position is either a Instructional, Research,
and Public Service (IRPS) or Senior Academic and Administrative Officer (SAAO) position.

EHRA Student Jobs

There are ten types of EHRA student jobs, including graduate teaching assistants as well as
certain undergraduate student jobs such as Resident Assistants. When you create the New
Hire ePAR form any existing bio/demo data on the student is pulled in from the Student
Administration (SA) system to the New Hire ePAR form. You can accept these values or
change them. Saved changes are reflected on the Identify Information page in SA.

Many students have more than one job concurrently. If you are hiring a student into their
first job, it is called their primary job. A job is called a secondary job if the student already
has a job and you are hiring them into another part-time job. In this case, it is important to
communicate with the other departments involved to ensure the student's total FTE does
not exceed recommended FTE guidelines.

Important: Submit ePARs in line with the campus data-entry deadlines.

Related Reference

l For broader context, see:

o Managing Positions, page 22

o Understanding HR Actions and the Approval Process, page 213

l To establish a new position for a faculty member, see Creating a New Position,
page 25.

l For information on completing the funding grid, see Using the Funding Grid, page
207.

l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For information on policies and procedures, see the:

o Human Resources website for EHRA Non-Faculty Employee Policies.
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o Hiring EHRA Students

o Security Policy website for the University’s Information Security policy.

Steps - Entering an EHRA Non-Faculty Hire or Rehire

Follow these steps:

1. Choose this menu option:

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

2. Click the Start a new ePAR link.

Result: The system displays the Create a New ePAR page.

3. Click the Hire an Employee link.

Result: The system displays the Candidate Search page.

4. Complete the Employee ID as many fields as needed to find the candidate you are
looking for. The Employee ID is a unique identifier, and helps to prevent hiring the
wrong person who may have the same name as the person you are trying to hire.
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In this field: Do the following:

Employee ID Enter the PID of the person you want to hire or rehire.

Note: Enter the entire nine-digit PID before clicking on the Search
button. Entering a partial PID returns no results.

First Name If you do not know the PID, enter the first name of the person you
want to hire or rehire.

Last Name If you do not know the PID, enter the last name of the person you want
to hire or rehire.

Social Security # Leave this field blank.

Middle Name Leave this field blank.

Date of Birth Leave this field blank.

5. Click the Search button.

Result: The system displays all the people who match the search criteria you entered.

Notes:

l If your search criteria returns no results, try searching again in different ways. If
you still can't find the person, contact the Help Desk or a Background Check
Specialist for help finding the person or getting the person entered into the system.
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l Check the Name, Date of Birth, and National ID fields to confirm you are selecting
the correct person.

6. Click the arrow in the row for the person you are hiring or rehiring.

Result: The system displays the person's Contact Information page, showing
information entered by the Background Check Office as view-only information.

7. In the Personal Info and Home Address and Phone sections, view the information in the
fields for accuracy:

This field: Defines the following:

Empl ID Employee's PID.

First Name Employee's first name.

Last Name Employee's last name.

Address 1 First line of the employee's home address.

Address 2 Second line of the employee's home address.

City Employee's city.

State Employee's state.

Postal Employee's postal code.

County Employee's county.

Phone Employee's home phone number.
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8. In the Business Address and Phone section, complete the fields:

Note: For the convenience and safety of employees, you can enter the generic address
and phone number of the Office of Human Resources (OHR). This information posts to
the open access campus directory.

In this field: Do the following:

Address 1 Enter the first line of the employee's work address.

Address 2 Enter the second line of the employee's work address, if applicable.

City Enter the employee's work city.

State Enter the employee's work state.

Postal Enter the employee's work postal code.

County Enter the employee's work county.

Notes:

l This field is case-sensitive, so capitalize the first letter of the
county if you are entering the name directly.

l If the work state is not North Carolina, this field is not required.
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In this field: Do the following:

Phone Enter the employee's work phone number.

Note: The system displays a default phone number in this field only if
it was entered as a business phone number when the person was set
up. Other types of phone numbers display in the Business 2 Phone
field. If no phone number entered was identified as a business phone
number, this field is blank and you'll need to enter the business phone
number before you can proceed.

Note: If the person has two University work addresses, complete the fields in the
Business Address 2 section.

9. Click the Next button.

Caution! If you click the Previous button, you will lose any information you entered
on the Contact Information page.

Result: The system displays the Identity Information page.

10. Complete the fields:
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Notes:

l Certain fields, such as Gender, Date of Birth, and Social Security Number are
filled in from data in SA, entered and confirmed by the Background Check office,
and shown as view-only information.

l The fields below are filled in if the information was entered when the person was
set up. You can change these fields, as necessary.

In this field: Do the following:

Citizenship Status Choose the employee's citizenship status based on their I-9
documentation.

Note: If the system fills in the Citizenship Status field as Non-
Resident Alien, do not update this field. If this field needs to be
updated, contact the International Student & Scholar Services Office.

Military Status Choose the employee's military status.

Note: If you leave this field blank or choose Not indicated, the system
does not display the Military Discharge Date field. If you choose any
other military status, the system displays the Military Discharge Date
field.

Military Discharge
Date

If you chose Active Reserve as the military status, enter the correct
military discharge date. Otherwise, leave this field blank.

Note: This field appears only if you choose a military status other than
Not indicated.

Hispanic or Latino Choose Yes or No to specify whether the person is Hispanic or Latino.

Ethnic Group Verify the person's ethnic group.

Note: The Background Check Office enters the person's ethnicity
information.

11. Click the Save & Next button.
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Result: The system displays a message asking if you want to save.

12. Click the Yes button to save the biographical and demographical (bio/demo) information
in the system.

Result: The system displays the Job Information page.

13. In the Form Data section, complete the fields:
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In this field: Do the following:

Effective Date Enter the date on which the hire becomes active in the system.

Note: The effective date cannot be prior to the date the
background check was completed.

Job Family Enter EPA.

Employee Group Choose the appropriate employee group.

Result: Once you choose the Employee Group, the system displays the rest of the fields
in this table.

In this field: Do the following:

Is this employee's
primary job?

Choose Yes or No to show whether or not the person is being hired
into their primary job.

Position Number Enter the position number. The system fills in the following fields
based on the position:

l Department
l Location Code
l Job Code
l Regular/Temporary
l Std Hrs/Wk
l FTE
l Reports To

l If you enter the position number and receive an invalid value
error due to it being inactive, contact your EHRA NF Consultant.

Department Enter the department number you are hiring the employee into.

Note: The department automatically fills in the location code. For
many departments, the values will be the same. However, for
departments that have established "sub-departments," the parent
department often displays, rather than the sub-department.

Location Code Verify the location code based on the department you entered.

Job Code Enter the job code.
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In this field: Do the following:

Expected Job End
Date

Enter the expected end date of the job, if applicable.

Notes:

l Entering a date in this field does not cause the position to auto-
terminate; it is strictly for reporting purposes.

l EHRA employees continue to receive payments until a
termination action occurs.

Regular/Temporary Choose Regular or Temporary to identify the type of hire.

Note: The system does not display this field if the Employee Group is
EHRA Non Faculty.

Std Hrs/Week Enter the standard number of hours a week the employee is expected
to work. The system defines 40 hours per week as 1.0 FTE and
calculates the FTE based on the number of hours entered here.

Note about student hires: The system defaults this value as 0.01 for
all EPA Student hires. In addition, the system defaults the FTE for all
EPA Student hires as 0. An estimation of hours/week must be
determined from the predeterminted flat rate payment that is paid
monthly.

TSERS Re-employed
Retiree

Mark this checkbox if the employee is a TSERS retiree.

Note: If this checkbox is already marked, it is view-only. If the
checkbox is unmarked, you can mark it if applicable.

I certify no posting or
waiver was required
for this action

Mark this checkbox if the hire action does not require a competitive
recruitment or approval of a waiver via PeopleAdmin.

Vacancy ID Enter the vacancy ID associated with the job. The vacancy ID is an
identifier that links the job to a recruitment posting. The vacancy ID
must be seven to ten characters long.

Note: If you mark the I certify no posting or waiver was
required for this action checkbox, the system removes the vacancy
ID field and you do not need to enter a value.

Non-compensation job Choose one of the following options:

l Mark this checkbox if there is no salary associated with the job.
By marking this checkbox, the Compensation page will not
display. Because the Compensation page will not accept 0 as a
value, if you don't check this box to skip funding for a non-
compensated job you will have to close the Hire form and start
over.

l Unmark this checkbox if salary is associated with this job.

14. Click the Next button.
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Result: The system displays the Job Info UNC page. Some information on this page is
filled in from the job, but you can change information as needed.

15. Complete the fields:
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In this field: Do the following:

UNC Long Title The UNC Long Title is the working title that appears in the Campus
Directory. It defaults from rlpthe job code you entered, but you can
change it, if needed.

Severe Weather
Essential

Mark the Severe Weather Essential checkbox if the employee is a
severe weather essential employee.

Note: For more information on the Severe Weather Essential policy,
please reference the online employee policies page.

Subject to HIPAA Mark the Subject to HIPAA checkbox if the employee is subject to
HIPAA rules.

Note: For more information on the HIPAA policy, please reference the
online employee policies page.

Supervisory Duties Mark the Supervisory Duties checkbox if the employee will supervise
others.

Communicable
Disease Mandatory

Choose one of the following or leave this field blank if not applicable:

l Primary if the employee has been designated as a primary health
care responder or other essential employee during a communicable
disease outbreak

l Secondary if the employee has been designated as a backup
health care responder or other essential employee during a
communicable disease outbreak

AHEC Mark this checkbox if the employee is a member of the North Carolina
Area Health Education Centers (AHEC).

OFG Voting Eligible Do not mark this checkbox; it is not used for EHRA non-faculty hires.

Visiting Faculty Do not mark this checkbox; it is not used for EHRA non-faculty hires.

Nominated Faculty Do not mark this checkbox; it is not used for EHRA non-faculty hires.

Funding Contingency Mark this checkbox if funding for the position is dependent on funds
other than continuing State budget funds or permanent trust funds.

16. Click the Next button.
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Results:

l If you did not mark the Non-compensation job checkbox on the Job Info UNC page,
the system displays the Compensation page.

l If you marked the Non-compensation job checkbox on the Job Info UNC page, the
system skips the Compensation page and goes directly to the Finalize Form page.

19. Complete the fields:
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In this field: Do the following:

Annual Rate If the employee is salaried, enter the actual dollar amount paid to the
employee each year. For example, if the employee works .75 FTE and is
actually paid $75,000 per year, enter 75,000 into the Annual Rate field
instead of 100,000.

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 amount you enter
in the Annual Rate field. This way, if changes are made both to the
FTE and the amount of compensation paid, you can compare the
calculated 1.0 FTE salary figure to see if the net effect is a salary
increase, decrease, or no change.

Flat Rate If the employee is paid a flat rate, enter their monthly flat rate
amount.

20. Verify or enter the employee's budget information in the grid at the bottom of the page.

Important: Make any changes within the existing grid; do not add a new grid.

Note: The projected annualized budget is used on the funding grid.

21. Do one of the following:

l Click the Basic Mode tab to view, enter, or update combo codes.

l Click the Expanded Mode tab to view, enter, or update the chartfield string.

See Using the Funding Grid, page 207 for more information on completing the funding
grid.
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22. Click the Next button.

Result: The system displays the Finalize Form page.

23. Choose the appropriate Action Reason for the new hire or rehire.

24. Mark the I-9 and Background checkbox to certify that the Background Check and I-9
forms are completed.

25. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

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

27. Click the Submit button.
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Result: After clicking the Submit button, the Hire form enters the approval process. The
hire action is not complete until the form has been approved at all levels and executed
in the system. For more information on the approval process, including the steps
necessary to approve the forms, see Understanding HR Actions and the Approval
Process, page 213.
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Entering a Secondary Job
Overview

You use the Hire ePAR to hire employees and students to one or more secondary jobs, such
as when a faculty member takes a secondary job as a Department Chair.

In order to have a secondary job, an employee must have a primary job. The University
allows the following secondary job situations:

Primary Job: Secondary Job:

Faculty Faculty

Faculty EHRA Non-Faculty

EHRA Non-Faculty Faculty

EHRA Non-Faculty EHRA Non-Faculty

SHRA Temporary or Student SHRA Temporary or Student

EHRA Student SHRA Temporary or Student

For EHRA employees, all FTE and base salary is aggregated onto the primary job.
Secondary jobs can reflect supplemental pay, if applicable, but all secondary jobs will have
.01 standard hours, which is equal to 0 FTE.

Many students have more than one job concurrently. The first job a student is hired into is
their primary job and is assigned a job record of 0. If a student already has a job and you are
hiring them into another part-time job, it is referred to as the student's secondary job. A
student can have many secondary jobs and each one will have its own job record in
ConnectCarolina. These jobs can be in different departments, job families, and groups. For
instance, you can have an undergraduate student that has an SHRA Student Assistant
Work Study position in the Library and at the same time, he or she has an SHRA Student
Assistant position in the Student Bookstore. It is important to communicate with the other
departments involved to ensure the student's total FTE does not exceed recommended FTE
guidelines.

For EHRA employees secondary jobs can reflect supplemental pay, if applicable, but all
secondary jobs will have .01 standard hours, which is equal to 0 FTE.

Important: Submit ePARs in line with the campus data-entry deadlines.

Related Reference

l For broader context, see:

o Managing Positions, page 22

o Understanding HR Actions and the Approval Process, page 213
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l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For information on policies and procedures, see the:

o Human Resources website.

o Security Policy website for the University’s Information Security policy.

Steps - Entering a Secondary Job

Follow these steps:

1. Choose this menu option:

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

2. Click the Start a new ePAR link.

Result: The system displays the Create a New ePAR page.

3. Click the Hire an Employee link.

Result: The system displays the Candidate Search page.
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4. Complete the Employee ID and as many fields as needed to find the person you are
looking for. The Employee ID is a unique identifier, and helps to prevent hiring the
wrong person who may have the same name as the person you are trying to hire.

In this field: Do the following:

Employee ID Enter the PID of the person you want to hire into a secondary job.

Note: Enter the entire nine-digit PID before clicking on the Search
button. Entering a partial PID returns no results.

First Name If you do not know the PID, enter the first name of the person you
want to hire into a secondary job.

Last Name If you do not know the PID, enter the last name of the person you want
to hire into a secondary job.

Middle Name Leave this field blank.

Date of Birth Leave this field blank.

5. Click the Search button.

Result: The system displays all the people who match the search criteria you entered.

Notes:

l If your search criteria returns no results, try seaching again in different ways. If
you still can't find the person, contact the Help Desk or a Background Check
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Specialist for help finding the person or getting the person entered into the system.

l Check the Name, and Date of Birth fields to confirm you are selecting the correct
person.

6. Click the arrow in the row for the person you are hiring into a secondary job.

Result: The system displays the Job Information page.

7. In the Form Data section, complete the fields:

Note: The screenshots in this document show hiring a primary EPA faculty member
into a secondary EPA faculty appointment.

In this field: Do the following:

Effective Date Enter the date on which the secondary hire becomes active in the
system.

Note: The effective date cannot be prior to the background
check completion.

Job Family Enter SPA or EPA.

Employee Group Choose the appropriate employee group for this secondary job.

Result: Once you choose the Employee Group, the system displays the rest of the fields
in this table.
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In this field: Do the following:

Position Number Enter the position number. The system fills in the following fields
based on the position number:

l Department
l Location Code
l Job Code
l Regular/Temporary
l Std Hrs/Wk
l FTE
l Reports To

l If you enter the position number and receive an invalid value
error due to it being inactive, contact your Classification &
Compensation Consultant or EPA NF Consultant.

Department Enter the department number you are hiring the employee into.

Note: The department automatically fills in the location code. For
many departments, the values will be the same. However, for
departments that have established "sub-departments," the parent
department often displays, rather than the sub-department.

Location Code Verify the location code based on the department you entered.

Job Code Enter the job code. For faculty, job codes equal faculty rank. Some
examples of faculty job codes include Associate Professor or Instructor.

Note: EPA job codes include the legacy rank and modifier together as
a single value.

Expected Job End
Date

EHRA Non-Faculty Employees: Enter the date you expect the
position to end. Entering a date in this field does not cause the position
to auto-terminate; it is strictly for reporting purposes.

Fixed-Term Faculty Members: Enter the expected end date for
fixed-term faculty members, which is the first day the person will not
be on UNC payroll. For example, if the last day the person is expected
to work is 3/24 then the Expected End Date is 3/25.

Probationary Faculty: Do not enter the end date for probationary
faculty (Instructors, Assistant Professors, and Associate Professors
without tenure) here. Enter that date entered in the Probationary
Faculty End Date field on the Job Info FAC page.

SHRA Students: Enter the date you expect the position to end. The
position will be terminated automatically on the date you specify. For
SHRA Students, this is a required field.

EHRA Students: Enter the date you expect the position to end. The
position will be terminated automatically on the date you specify.
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In this field: Do the following:

Regular/Temporary Choose Regular or Temporary to identify the type of hire.

Note: You cannot enter information in this field if the Employee Group
is Faculty Zero Base Rate (CWR).

Std Hrs/Week Enter the standard number of hours a week the employee is expected
to work.

Notes:

l The system defines 40 hours per week as 1.0 FTE and calculates
the FTE based on the number of hours entered here.

l The system fills in this field as 0.01 for EPA secondary positions.

FTE The system calculates the full-time equivalent based on the standard
hours worked per week.

TSERS Re-employed
Retiree

Mark this checkbox if the employee is a TSERS retiree.

Note: If this checkbox is already marked, it is view-only. If the
checkbox is unmarked, you can mark it if applicable.

I certify no posting or
waiver was required
for this action

Mark this checkbox if the hire action does not require a competitive
recruitment or approval of a waiver via PeopleAdmin.

Vacancy ID Enter the vacancy ID associated with the job. The vacancy ID is an
identifier that links the job to a recruitment posting. The vacancy ID
must be seven to ten characters long.

Notes:

l If you mark the I certify no posting or waiver was required
for this action checkbox, the system removes the vacancy ID
field and you do not need to enter a value.

l Professor hires typically require a vacancy posting.
l Most student jobs are exempt from posting requirements.

Non-compensation job Choose one of the following options:

l Mark this checkbox if no salary is associated with the job.
Marking this checkbox means the individual will have 0
compensation on the job record, and the system bypasses the
Compensation page.

l Unmark this checkbox if salary is associated with this job.
l The system automatically bypasses the Compensation page if the
employee group is Faculty Zero Base Rate (CWR).

8. Unmark the Edit Existing Job? checkbox. This checkbox is used for transfers only.
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9. Click the Next button.

Result: The system displays the Job Info UNC page.

10. Complete the fields:
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Note: Some information on this page is filled in from the job record. You can edit
information, as needed.

In this field: Do the following:

UNC Long Title The UNC Long Title is the working title that appears in the Campus
Directory. It defaults from the job code you entered, but you can
change it, if needed.

Severe Weather
Essential

Mark the Severe Weather Essential checkbox if the faculty member
is a severe weather essential employee.

Note: For more information on the Severe Weather Essential policy,
please reference the online employee policies page.

Subject to HIPAA Mark the Subject to HIPAA checkbox if the employee is subject to
HIPAA rules.

Note: For more information on the HIPAA policy, please reference the
online employee policies page.

Supervisory Duties Mark the Supervisory Duties checkbox if the employee will supervise
others.

Communicable
Disease Mandatory

Choose one of the following or leave this field blank if not applicable:

l Primary if the employee has been designated as a primary health
care responder or other essential employee during a communicable
disease outbreak

l Secondary if the employee has been designated as a backup
health care responder or other essential employee during a
communicable disease outbreak

Note: The system displays the following fields in the Faculty & EHRA NF Indicators
section only if the secondary position is EHRA Faculty or EHRA Non-Faculty.

In this field: Do the following:

Primary Faculty If the secondary position is a faculty position, choose Secondary.

Note: This system displays this field only if the secondary position is a
faculty position.

Faculty Service Period Indicate if the service period for the faculty job is 12 Month, 9 Month,
or Summer.

Note: This system displays this field only if the secondary position is a
faculty position.

AHEC Mark this checkbox if the employee is a member of the North Carolina
Area Health Education Centers (AHEC).

92

3 Hiring Students

https://hr.unc.edu/benefits/leave-holidays/weather-emergency/
https://privacy.unc.edu/protect-unc-information/hipaa/


In this field: Do the following:

OFG Voting Eligible Mark this checkbox if the Office of Faculty Governance has determined
that the faculty member is eligible to vote as a member of the faculty
senate. The faculty senate is made up of faculty from across campus
who govern on certain faculty affairs.

Caution! Do not use this checkbox to track voting eligibility for other
purposes outside of the Office of Faculty Governance.

Note: This checkbox is not applicable for EPA non-faculty hires.

Visiting Faculty Mark this checkbox if the faculty member is:

l coming to the University from another institution to work for a
short time, but will remain on payroll at their home institution.

l being hired for less than one year.

Note: This checkbox is not applicable for EPA non-faculty hires.

Nominated Faculty Mark this checkbox for a faculty member 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.

Note: This checkbox is not applicable for EPA non-faculty hires.

Funding Contingency Mark this checkbox if funding for the position is dependent on funds
other than continuing State budget funds or permanent trust funds.

11. Click the Next button.
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Results:

l If you did not mark the Non-compensation job checkbox on the Job Info UNC
page, the system displays the Compensation page.

l If you marked the Non-compensation job checkbox on the Job Info UNC page,
the system skips the Compensation page and goes directly to the Finalize Form
page.

13. Complete the fields:

In this field: Do the following:

Comp Rate Code The system fills in the value based on how the employee is paid for the
secondary position.
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In this field: Do the following:

Flat Rate or
Hourly Rate or
Annual Rate

The system displays the Flat Rate, Hourly Rate, or Annual Rate field
based on the value in the Comp Rate Code field. Choose one of the
following:

l If the employee is paid a flat rate, enter the employee's monthly
flat rate amount.

l If the employee is paid an hourly rate, enter the employee's hourly
rate amount.

l If the employee is paid an annual rate, enter the employee's
annual rate amount.

14. Verify or enter the employee's budget information in the grid at the bottom of the page.

Important: Make any changes within the existing grid; do not add a new grid.

Note: The projected annualized amount is used on the funding grid.

15. Do one of the following:

l Click the Basic Mode tab to view, enter, or update combo codes.

l Click the Expanded Mode tab to view, enter, or update the chartfield string.

See Using the Funding Grid, page 207 for more information on completing the funding
grid.

16. Click the Next button.
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Result: The system displays the Finalize Form page.

17. Choose the appropriate Action Reason for hiring this person into a secondary position.

18. Mark the I-9 and Background checkbox to certify that the Background Check and I-9
forms are completed.

19. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

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

21. Click the Submit button.
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Result: After clicking the Submit button, the Hire form enters the approval process and
the funding sources identified on the Hire form are encumbered at this time. The hire
action is not complete until the form has been approved at all levels and executed in the
system. For more information on the approval process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page 213.
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4 Editing a Student's Job Data

In this chapter, you will learn how to:

l Understand the Edit Existing Job ePAR form.

l Enter changes in a SPA student's job record.

l Enter changes in an EPA student's job record.
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Editing an Existing Job
Overview

In order to change information about a student's job you use the Edit Existing Job ePAR. On
the last page of this ePAR you can choose an Action Code and a Reason Code to describe the
changes you are submitting. These codes describe the type of employee action you are
recording in their Job Record. Choosing the proper combination of Action and Reason is vital
for the accurate reporting of a student's employment history.

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/.

These are the action/reasons for editing an existing job:

Use this
action:

When you need to: And you assign one of these reasons for
example:

Data
Change
(DTA)

Change any field except the job
code and compensation-related
fields

l Add Additional Document (ADD)
l Data Correction (DTC)
l Expected End Date Change (EED)
l Job Data Change / Other (JDC)
l Supervisor Change (SPV)
l Supervisor & TIM Approver Change
(STM)

l TIM Approver Change (TIM)

Job
Change
(JRC)

Change the job code for an EHRA
student who is not in a position. If
you need to change an SHRA
position, use the Add/Update
Position form

l Named Professorship - Add (ANP)
l Named Term Professorship - Add (ATP)
l Job Reclassification (JRC)
l Reappointment (RAP)
l Named Professorship - Remove (RNP)
l Named Term Professorship - Rmv (RTP)

Pay Rate
Change
(PAY)

Change any fields on the
Compensation Page

l FTE Change (FTE)
l Regulatory Requirement (RRQ)
l Student/Temp Pay Adjustment (STM)

Short Work
Break
(SWB)

To put a student on a short work
break

EPA Student Short Work Break (ESW)
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Return
from Work
Break
(RWB)

To bring a student back from a
short work break

Note: A student must be on a short
work break to be eligible to be
brought back from a work break.

EPA Student Short Work Break (ESW)

You can enter more than one action, all with the same effective date, on one ePAR form. For
example, making a change to any field on any page other than the compensation page
automatically generates a single action to be defined. Changing any fields on the
compensation page also automatically creates a second action of pay rate change. You also
have the option of adding an additional action/reason item on the same transaction and
same effective date. The action reasons create individual pages in the students job record.

The order displayed is the sequence of the actions for that effective date. The pay rate
change should be the last action in the list, making it the last action to be completed.

Note: Some changes require the submission of two different ePARs. For example, if you
want to increase the total salary budgeted for a student because the FTE on the
position has increased, the HR representative in your department must submit the FTE
change first using the Add/Update Position ePAR. Once that ePAR goes through the
approval process and is executed in the system, you can then submit the Edit Existing
Job ePAR to update the total salary budgeted for the student.
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Entering an SHRA Student's Job Data Change
Overview

Use the Edit Existing Job ePAR form to update a student’s job or compensation information.
You can make several changes, effective on the same day, by using one form. For example,
you can change the student's reporting relationship, salary amount, and funding source at
one time. When you enter multiple changes on one form, use the most descriptive action
codes and reasons to correctly describe your requests. Several changes on one form may
lengthen the ePAR's approval process, so submit the change action with adequate time for
review and approval at each level.

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/.

Related Reference

l For information about adding funding details, seeUnderstanding Commitment
Accounting, page 202

l

l For more information on the approval process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213.

Menu Path

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR >

Steps – Editing an SHRA Student's Job

Follow these steps:

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR >

2. Click the Edit Existing Job link.
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3. Complete as many fields as necessary to find the student you are looking for. The
Employee ID is a unique identifier, and helps to prevent hiring the wrong student who
may have the same name as the student you are trying to hire.

In this field: Do the following:

Empl ID Enter the student's PID.

Empl Record Enter the student's employee record or job record.

Name Enter the first name of the student you want to find.

Last Name Enter the last name of the student you want to find.

Department Enter the department number where the student works.

Employee Group Enter the employee group of the student.

Description Enter the description of the job the student is in.

Descr Enter the name of the department.

4. Click the Search button.
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Result:

l If the student has only one employee record, the system goes straight to the Job
Change Details page. Skip to step 6.

l If the student has more than one job record, the system displays a list for you to
choose from. Go to the next step.

5. Choose the proper job record from the Search Results list to go to the Job Change
Details page.

6. Update the fields, as necessary:

In this field: Do the following:

Effective Date Enter the first date the job change is effective.

Expected Job End
Date

Enter the expected end date for the position, which is the first day the
student will not be on UNC payroll. For example, if the last day the
student is expected to work is March 24, then the Expected End Date
is March 25.

Note: For SHRA students and SHRA work-study students, the system
auto-terminates the job on expected job end date. If the students's work
is continuing past the expected job end date, and if the work is within
policy, you can perform a rehire action.

TIM Rept ID Enter the TIM approver's PID.
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7. Click the Next button.

Result: The system displays the UNC Job Info page.

8. Update the fields, as necessary:

In this field: Do the following:

UNC Long Title The UNC Long Title is the working title that appears in the Campus
Directory. If you updated the job code on the previous page, you must
enter the UNC Long Title here.

Note: On the Edit Existing Job form, the system does not automatically
update the long title based on the job code, as it does on the Hire form.

Severe Weather
Essential

Mark the checkbox if the student is essential during severe weather.

Note: For more information on the Severe Weather Essential policy,
please reference the online employee policies page.
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In this field: Do the following:

Subject to HIPAA Mark the checkbox if the student is subject to HIPAA regulations.

Note: For more information on the HIPAA policy, please reference the
online employee policies page.

Supervisory Duties Mark the checkbox if the student will supervise others.

Communicable
Disease Mandatory

Choose one of the following:

l Primary if the student performs functions that are absolutely
essential in a public health emergency.

l Secondary if the student is the backup for the primary employee
who performs functions that are absolutely essential in a public
health emergency.

9. Click the Next button.

Result: The system displays the Compensation page.

10. Update the fields, as necessary:
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Note: The total budget amount for all combination codes (combo code) used must equal
the annualized rate.

In this field: Do the following:

Hourly Rate Enter the hourly rate amount the student is paid.

Effective Date Verify that the default value for this field matches what was entered as
the effective date on the Job Change Details page.

Budget Amount Click the plus button next to the existing row of budget information to
add an additional budget row with a different combo code. This will
combine the previous budget information with the current amount
entered.

If you need to change or delete an existing budget row:

o Click the plus button next to the existing row of budget
information. This makes a duplicate row with editable
fields.

o Mark the Delete box on the original row.
o Enter the new Budget Amount with the same combo code.

If you need to add a budget row:

o Click the plus button next to the existing row of budget
information. This makes a duplicate row with editable
fields.

o Enter the additional Budget Amount and the new Combo
Code.

Combination Code Enter the unique nine-digit code assigned to the chartfield string. When
you enter the combo code, the system fills in the chartfield string.

If you don't have the combo code, click the Expanded Mode tab and
enter the individual chartfield values for the row of budget information
you are updating.

Caution: The unfunded amount must equal $0.00 to proceed to the
Finalize Form page and submit your request. If the unfunded amount
does not equal $0.00, contact your school or division's Budget Office for
guidance.

11. Click the Next button.
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Result: The system displays the Finalize Form page.

12. Complete the fields:

In this field: Do the following:

Action Code Look up, or enter, the action you are requesting for approval.

Reason Code Look up, or enter, the reason for the action.

13. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.
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14. In the Your Comments field, enter your initials and any additional comments you have
about the changes you are making.

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.

15. Click the Submit button to send the form for approval.

Result: The system displays a message asking if you are ready to submit the form.

16. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.

17. Click the Close This Form link to return to the ePAR Home Page.
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Result: At this point, the form is in the approval process. The edit job action is not
complete until the form has been approved at all levels. For more information on the
approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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Entering an EHRA Student's Job Data Change
Overview

Use the Edit Existing Job ePAR form to update an EHRA student’s job or compensation. The
action also lets you change the sources of the student’s salary. Be sure to submit the change
action with adequate time for review and approval at each level.

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/.

Related Reference

l For information about adding funding details, see Understanding Commitment
Accounting, page 202.

l For more information on the approval process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213

Menu Path

Main Menu > HR WorkCenter> ePAR Home Page > Start a new ePAR

Steps – Editing an EHRA Student's Job

Follow these steps :

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

2. Click the Edit Existing Job link.
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3. Complete as many fields as necessary to find the candidate you are looking for:

In this field: Do the following:

Empl ID Enter the student's PID.

Empl Record Enter the student's employee record or job record.

Name Enter the first name of the student you want to find.

Last Name Enter the last name of the student you want to find.

Department Enter the department number where the student works.

Employee Group Enter the employee group of the student.

Description Enter the description of the job the student is in.

Descr Enter the name of the department.

4. Click the Search button.
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Result:

l If the employee has only one employee record, the system goes straight to the Job
Change Details page. Skip to step 6.

l If the employee has more than one job record, the system displays a list for you to
choose from. Go to the next step.

5. Choose the proper job record from the Search Results list to go to the Job Change
Details page.

6. Update the fields, as necessary:

In this field: Do the following:

Effective Date Enter the first date the job change is effective.

Position Number This field is not used in editing an existing job form.

Job Code Leave the default unless the student's job code is changing.

Expected Job End
Date

Enter the date you expect this job or appointment to end.

Std Hrs/Wk Enter the number of hours an employee is scheduled to work each
week.
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In this field: Do the following:

FTE Enter the FTE. The Full-time Equivalent (FTE) field measures a
worker's involvement in a project. 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.

I do not wish to update
compensation/funding
on this action

Choose one of the following options:

l Mark this checkbox if you do not want to make changes to the
employee's pay rate or funding grid. This option bypasses the
Compensation page in the ePAR and does not alter the student's
pay.

l Unmark this checkbox if you want to change the employee's pay
rate or funding grid.

7. Click the Next button.
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Result: The system displays the Job Info UNC screen.

8. Update the fields, as necessary:
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In this field: Do the following:

UNC Long Title The UNC Long Title is the working title that appears in the Campus
Directory. If you updated the job code on the previous page, you must
enter the UNC Long Title here.

Note: On the Edit Existing Job form, the system does not automatically
update the long title based on the job code, as it does on the Hire form.

Severe Weather
Essential

Mark the checkbox if the student is essential during severe weather.

Note: For more information on the Severe Weather Essential policy,
please reference the online employee policies page.

Subject to HIPAA Mark the checkbox if the student is subject to HIPAA regulations.

Note: For more information on the HIPAA policy, please reference the
online employee policies page.

Supervisory Duties Mark the checkbox if the student will supervise others.

Communicable
Disease Mandatory

Choose one of the following:

l Primary if the student performs functions that are absolutely
essential in a public health emergency.

l Secondary if the student is the backup for the primary employee
who performs functions that are absolutely essential in a public
health emergency.

AHEC Mark the checkbox if the student is associated with the Area Health
Education Centers (AHEC).

OFG Voting Eligible Leave blank. This field does not apply to EHRA students.

Visiting Faculty Leave blank. This field does not apply to EHRA students.

Nominated Faculty Leave blank. This field does not apply to EHRA students.

Funding Contingency Mark the checkbox if the student's position is contingent on funding.
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Result:

l If you marked the Non-compensation checkbox, to indicate that you did not want to
edit the funding grid, the system displays the Finalize Form page. Go to step 10.

l If you did not mark the Non-compensation checkbox, the system allows you to edit
the salary and displays the Compensation page. Go to the next step.

9. Update the fields, as necessary:

Note: The total budget amount for all combination codes (combo codes) used must equal
the annualized rate.
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In this field: Do the following:

Comp Rate Code Choose GSPPRT for EHRA students.

Flat Rate Enter the flat rate amount the student is paid monthly.

Effective Date Verify that the default value for this field matches what you entered as
the effective date on the Job Change Details page.

Budget Amount Click the plus button next to the existing row of budget information to
add an additional budget row with a different combo code. This
combines the previous budget information with the current amount
entered.

If you need to change or delete an existing budget row:

l Click the plus button next to the existing row of budget
information. This makes a duplicate row with editable fields.

l Mark the Delete checkbox on the original row.
l Enter the new budget amount with the same combo code.

If you need to add an budget row:

l Click the plus button next to the existing row of budget
information. This makes a duplicate row with editable fields.

l Enter the additional budget amount and the new combo code.

Combo Code Enter the unique nine-digit code assigned to the chartfield string.
When you enter the combo code, the system fills in the chartfield
string.

Note: If you don't have the combo code, click the Expanded Mode tab
and enter the individual chartfield values for the row of budget
information you are updating.

Caution! The unfunded amount must equal $0.00 to proceed to the
Finalize Form page and submit your request. If the unfunded amount
does not equal $0.00, contact your school or division's Budget Office for
guidance.

Funding End Date Enter the ending date for the funding in this row of the grid. The
funding end date is assumed to be June 30 for all funds except OSR.
For OSR funds, the funding end date is the Project End Date.

Future Year Budget If you want the Future Year Amount copied when the Budget Office
copies the student's funding information to the new fiscal year, mark
the Future Year Budget checkbox. Otherwise, leave this checkbox
unmarked.

Future Year Amount If you marked the Future Year Budget checkbox, enter an amount only
if it is different from the Payment Amount. Otherwise, leave this field
blank.

10. Click the Next button.
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Result: The system displays the Finalize Form page. Based on the changes you made on
the ePAR, the system fills in the reason codes. These fields can be changed.

11. Complete the fields:

In this field: Do the following:

Action Code Look up, or enter, the action you are requesting for approval.

Reason Code Look up, or enter, the reason for the action.
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12. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

13. In the Your Comments field, enter your initials and any additional comments you have
about the changes you are making.

Notes: 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.

14. Click the Submit button to send the form for approval.

Result: The system displays a message asking if you are ready to submit the form.

15. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.
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16. Click the Close This Form link to return to the ePAR selection screen.

Result: At this point, the form is in the approval process. The edit job action is not
complete until the form has been approved at all levels. For more information on the
approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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EHRA Student Short Work Break
Overview

EHRA students do not use TIM to log their hours. Instead, they get paid a monthly flat rate.
Use the Edit Existing Job ePAR form to put an EHRA student on a short work break (SWB)
and temporarily stop their pay. Placing an EHRA student on a short work break keeps their
HR status as active in the system while making their payroll status inactive. This prevents
the student from receiving a paycheck during their break.

When the student is ready to return to work, a second Edit Existing Job ePAR is processed
with a return from short work break (RWB) action to reappoint the student and reactivate
their pay.

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/.

Related Reference

l For more information on the approval process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213

Menu Path

Main Menu > HR WorkCenter> ePAR Home Page > Start a new ePAR

Steps – Editing an EHRA Student's Job

Follow these steps :

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

2. Click the Edit Existing Job link.
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3. Complete as many fields as necessary to find the candidate you are looking for:

In this field: Do the following:

Empl ID Enter the student's PID.

Empl Record Enter the student's employee record or job record.

Name Enter the first name of the student you want to find.

Last Name Enter the last name of the student you want to find.

Department Enter the department number where the student works.

Employee Group Enter the employee group of the student.

Description Enter the description of the job the student is in.

Descr Enter the name of the department.

4. Click the Search button.
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Result:

l If the employee has only one employee record, the system goes straight to the Job
Change Details page. Skip to step 6.

l If the employee has more than one job record, the system displays a list for you to
choose from. Go to the next step.

Note: It's important to select the correct record, otherwise you may impact another
appointment the student has in a different department. You can find information about
each job record using either the Multiple Job Summary link or UNC Employee
Information link. Both are found on the HR WorkCenter.

5. Choose the proper job record from the Search Results list to go to the Job Change
Details page.

6. Update the fields, as necessary:

In this field: Do the following:

Effective Date When placing a student on a short work break, enter the first date the
job change is effective - not the last day worked. .

o To return a student from a short work break, enter the first
day they are working or in active pay status.
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In this field: Do the following:

I do not wish to update
compensation/funding
on this action.

When placing a student on a short work break, mark this checkbox.
This time you do not want to make changes to the employee's pay rate
or funding grid. This option bypasses the Compensation page in the
ePAR and does not alter the student's pay.

o When returning a student from a short work break, do not
mark the checkbox. This allows you to ensure compensation
and funding is appropriate for the student when they return.

Expected Job End
Date

When placing a student on a short work break, change the date to the
day the student is expected to return from their short work break.

o When returning a student from a short work break, change the
date to the first day the student anticipates taking their next
short work break.

7. Click the Next button.

Result: The system displays the Job Info UNC screen.

8. Click the Next button.
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Result: The system displays the Finalize Form page.

9. Complete the following fields:

In this field: Do the following:

Action Code Enter SWB- (Short Work Break) to put the student on break.

o Enter RWB- when returning a student from break.

Reason Code Enter ESW- (EHRA Student Short Work Break) to put student on
break.

o Enter GSR- when returning a student from break.
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10. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

11. In the Your Comments field, enter your initials and any additional comments you have
about the changes you are making.

Notes: 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.

12. Click the Submit button to send the form for approval.

Result: The system displays a message asking if you are ready to submit the form.

13. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.
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14. Click the Close This Form link to return to the ePAR selection screen.

Result: At this point, the form is in the approval process. The edit job action is not
complete until the form has been approved at all levels. For more information on the
approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.

Remember! Each time you submit an ePAR to place a student out on a short work
break or return a student from a short work break, you enter a new expected job end
date.
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5 Changing a Student's Job Status

In this chapter, you will learn how to:

l Terminate a student's employment.

l Initiate a leave of absence (LOA) for an EPA student.

l Initiate a return from leave of absence for an EPA student.
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Entering a Student Termination
Overview

Use the Change of Status ePAR form when entering a termination for all types of students.
SHRA students must log their time in TIM in order to get paid, so be sure to process the
ePAR using a termination date that falls after their last day of work. EHRA students do not
log their hours in TIM and get paid a flat monthly rate. EHRA students need to get
terminated in the system in order to stop their monthly paychecks unless they are placed on
a short work break. Be sure to allow enough time for all approvals and the time needed to
process the student's final paycheck.

Secondary Positions or Multiple Positions

Terminating one job does not terminate all jobs associated with a student. You
need to terminate each job individually. You can only terminate the student positions in
your department.

No Shows

If a student doesn't show up for work on the first day, you can enter a termination with the
action reason as "Did Not Report (New Emp)," using the same date as the hire.

Work Breaks vs.Termination

Since it is not considered a termination when the student's return is anticipated, you do not
use the Change in Employment Status ePAR to put a student on a temporary workbreak.
Instead, use the Edit Existing Job ePAR . Use the same type of ePAR to return the student
from their break.

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/.

Related Reference

l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For more information on the approvals process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213.

Menu Path

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR
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Steps – Entering a Student Termination

Follow these steps :

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

2. Click the Change Employment Status link.

Result: The system goes to the Search for an Employee page.

3. Complete the Empl ID and as many fields as needed to find the student you are looking
for. The Empl ID is a unique identifier, and helps to prevent choosing the wrong person
who may have the same name as the person you are trying to choose. If you know the
Empl ID, you do not have to complete any other fields.

In this field: Do the following:

Empl ID Enter the PID of the student you want to terminate.

Empl Record Leave this field blank to view all the student employee records for this
student.

Name If you do not know the PID, enter the first name of the student you
want to terminate.
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In this field: Do the following:

Last Name If you do not know the PID, enter the last name of the student you
want to terminate.

Department If you know it, enter the student's department number. Otherwise,
leave this field blank.

Employee Group If you know it, choose the student's classification. Otherwise, leave this
field blank.

Description Leave this field blank.

Descr Leave this field blank.

4. Click the Search button.

Result:

l If the student has only one employee record, the system goes straight to the Enter
Status Change Information page. Skip to step 7.

l If the student has more than one job record, the system displays a list for you to
choose from. Go to the next step.

6. Choose the job record you want to terminate the student's employment in from the
Search Results list. The system displays the Enter Status Change Information page for
this job record.
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7. In the Form Data section, complete the fields:

In this field: Do the following:

Effective Date Enter the first calendar day not worked. For example, if the last day
the student is expected to be paid for work is March 24, then the
effective is 03/25/2015. This could mean an effective date of Saturday if
Friday is the final work day.

Action Choose Termination.

Reason Look up the reason associated with the termination.

Last Date Worked Enter the last date the student completed work-related activities. The
system fills in this field as one day prior to the effective date.

Note: The system displays this field only if the action is Termination.

Payout, Leave, and
Pro Rata Longevity
Information

Leave blank, not applicable with students.

8. Attach any supporting documentation to this form by choosing the file type in the
Description field, and clicking on the Upload button. See Attaching Documents to an
ePAR, page 218 for more information.

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

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.
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10. Click the Submit button to send the form for approval.

Result: The system displays a message asking if you are ready to submit the form.

11. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.

12. Click the Close This Form link to return to the ePAR selection screen.

Result: At this point, the form is in the approval process. The termination action is not
complete until the form has been approved at all levels. For more information on the
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approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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Entering an EHRA Student Leave of Absence-Unpaid
Overview

An EHRA student may request an unpaid leave of absence (LOA) from his or her academic
program. A LOA request needs to be approved by the academic program, the Graduate
School, and the Office of the Registrar at UNC-Chapel Hill. If a student has a student job
and is approved for a LOA, only then you will process a change of status for that student in
order to stop their pay. If the department is willing to hold the job open until the student
returns from leave, then process the change of status as an unpaid LOA. If the department
will not hold the job open until the student returns, then process the change of status as a
termination.

If the student has multiple jobs, this action places all jobs on leave at the same
time. Decisions about keeping jobs open until the return of a student are made on an
individual basis.

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/.

Related Reference

l For more information on terminating students, see Entering a Student
Termination, page 130.

l For more information on the approvals process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213.

Menu Path

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

Steps - Entering an EHRA Student Leave of Absence-Unpaid

Follow these steps:

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

2. Click the Change Employment Status link.
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Result: The system goes to the Search for an Employee page.

3. Complete the Empl ID and as many fields as needed to find the student you are looking
for. The Empl ID is a unique identifier, and helps to prevent choosing the wrong person
who may have the same name as the person you are trying to choose. If you know the
Empl ID, you do not have to complete any other fields.

In this field: Do the following:

Empl ID Enter the PID of the student you want to place on unpaid leave.

Note: Enter the entire nine-digit PID before clicking on the Search
button. Entering a partial PID returns no results.

Empl Record Leave this field blank to view all the student employee records for this
student.

Name If you do not know the PID, enter the first name of the student you
want to place on unpaid leave.

Last Name If you do not know the PID, enter the last name of the student you
want to place on unpaid leave.

Department If you know it, enter the student's department number. Otherwise,
leave this field blank.

Employee Group If you know it, choose the student's classification. Otherwise, leave this
field blank.

Description Leave this field blank.

Descr Leave this field blank.
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4. Click the Search button.

Result:

l If the employee has only one employee record, the system goes straight to the
Enter Status Change Information page. Skip to step 7.

l If the employee has more than one job record, the system displays a list for you to
choose from. Go to the next step.

6. Choose the primary employee record from the Search Results list to go to the Enter
Status Change Information page.

7. In the Form Data section, complete the fields:

In this field: Do the following:

Effective Date Enter the first day of the leave of absence.

Caution! Enter the first day the student will not be working, not the
last day worked.

Action Choose Leave of Absence - Unpaid.

Reason Look up the reason associated with the leave of absence.

138

5 Changing a Student's Job Status



In this field: Do the following:

Last Date Worked The system fills in this field as the effective date minus one day. If
necessary, update the date to the day the student last completed work-
related activities. If you manually update this field, note that the last
date worked must be prior to the effective date for this action.

Expected Return Date Enter the first date the student is anticipated to return to work.

8. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

Caution! Do not attach any documents that contain protected health information (PHI).
Send all Family Medical Leave, Faculty Illness Leave, or illness related documents to
the Office of the University Registrar instead of attaching them.

9. In the Your Comment field, enter your initials and any additional comments you have
about the leave of absence.

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.

10. Click the Submit button to send the Change Employment Status form for approvals.
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Result: The system displays a message asking if you are ready to submit the form.

11. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.

12. Click the Close This Form link to return to the ePAR selection screen.
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Result: At this point, the form is in the approval process. The status change action is
not complete until the form has been approved at all levels. For more information on
the approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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Entering an EHRA Student Return From Leave
Overview

An approved leave of absence (LOA) at UNC-Chapel Hill guarantees a student a place in the
academic program upon they return. If the student had a job at the university and the
department agreed to hold his or her job open until they returned from leave, you will
process a Change of Status ePAR and return the student from their leave to initiate their
pay again. If the department did not agree to hold the student's job open until he or she
returned from leave, then the student was terminated from their previous job and you will
submit a Hire an Employee ePAR to initiate a rehire for the returning student.

If the student had multiple jobs, you will process a Return from Leave for each
one.

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/.

Related Reference

l For more information on student terminations, see Entering a Student
Termination, page 130.

l For more information on hiring a student, see Hiring EHRA Non-Faculty
Employees, Students, and Teaching Fellows, page 69.

l For more information on the approvals process, including the steps necessary to
approve the forms, see Understanding HR Actions and the Approval Process, page
213.

Menu Path

Main Menu > HR WorkCenter> ePAR Home Page > Start a new ePAR

Steps - Entering a Return From Leave

Follow these steps:

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR

2. Click the Change Employment Status link
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Result: The system goes to the Search for an Employee page.

3. Complete the Empl ID and as many fields as needed to find the student you are looking
for. The Empl ID is a unique identifier, and helps to prevent choosing the wrong person
who may have the same name as the person you are trying to choose. If you know the
Empl ID, you do not have to complete any other fields.

In this field: Do the following:

Empl ID Enter the PID of the student you want to place on unpaid leave.

Note: Enter the entire nine-digit PID before clicking on the Search
button. Entering a partial PID returns no results.

Empl Record Leave this field blank to view all the student employee records for this
student.

Name If you do not know the PID, enter the first name of the student you
want to place on unpaid leave.

Last Name If you do not know the PID, enter the last name of the student you
want to place on unpaid leave.

Department If you know it, enter the student's department number. Otherwise,
leave this field blank.

Employee Group If you know it, choose the student's classification. Otherwise, leave this
field blank.

Description Leave this field blank.

Descr Leave this field blank.
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4. Click the Search button.

Result:

l If the employee has only one employee record, the system goes straight to the
Enter Status Change Information page. Skip to step 6.

l If the employee has more than one job record, the system displays a list for you to
choose from. Go to the next step.

5. Choose the primary employee record from the Search Results list to go to the Enter
Status Change Information page.

6. In the Form Data section, complete the fields:

In this field: Do the following:

Effective Date Enter the first day of the return from leave of absence.

Action Choose Return from Leave of Absence.

Return Date Enter the first date the student returns to work.

7. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.
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8. In the Your Comment field, enter your initials and any additional comments you have
about the leave of absence.

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.

9. Click the Submit button to send the Change Employment Status form for approvals.

10. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.

11. Click the Close This Form link to return to the ePAR selection screen.
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Result: At this point, the form is in the approval process. The status change action is
not complete until the form has been approved at all levels. For more information on
the approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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6 Entering Lump Sum Payments and
Funding Swaps
In this chapter, you will learn how to:

l Enter a Lump Sum Payment for a student.

l Enter a Funding Swap for a student.

l Enter a retroactive Funding Swap for a student.
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Submitting a Lump Sum Payment for a Student
Overview

A lump sum payment is a one-time payment made to a student employee. Sometimes, a
student employee may complete an administrative project outside of the scope of their job,
win an award, or pick up additional duties. When this happens they are compensated with a
lump sum payment.

When you enter a lump sum payment, you need to specify what kind it is. Except for
awards, lump sum payments are added to the student's regular paycheck. An award
generates a separate paper check, which the department's HR representative picks up at the
Payroll office.

If you need to dock pay, you enter the lump sum payment as a negative amount. These are
deducted from the employee's paycheck.

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/.

Types of Lump Sum Payments

The following table identifies and defines each of the different types of lump sum payments
types available for student employees.

When you enter a lump sum payment request, the system only shows you the types you can
choose for the student's job family.

Use this type of
Payment:

To:

Administrative
Supplement

Pay the student employee for administrative work done on a short-
term basis outside of their primary job responsibilities.

Award Amount Give the student a payment in the form of a paper check for special
recognition or merit.

Dock in Pay Deduct an amount from the student employee's paycheck. You enter
this type of pay as a negative amount.

EPA Additional Duties Pay a student employee who has an FTE of less than 1.0, for work
done outside of their primary job responsibilities on a short-term basis.
Total FTE can not exceed 1.0. This type of payment is not for awards
or similar payments.
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Use this type of
Payment: To:

Mobile
Communication
Device - $35

Stipend for voice-only plans.

Notes:

l The Payroll department will pick up the payment and make it
recurring.

l To stop payment for the mobile communication device, submit a
help ticket.

l To change an MCD plan, first stop payment on the existing plan,
and then choose the new MCD plan on the Lump Sum ePAR in
ConnectCarolina.

Mobile
Communication
Device - $70

Stipend for voice and data plans.

Notes:

l The Payroll department will pick up the payment and make it
recurring.

l To stop payment for the mobile communication device, submit a
help ticket.

l To change an MCD plan, first stop payment on the existing plan,
and then choose the new MCD plan on the Lump Sum ePAR in
ConnectCarolina.

Mobile
Communication
Device - $105

Stipend for voice and data plans.

Notes:

l The Payroll department will pick up the payment and make it
recurring.

l To stop payment for the mobile communication device, submit the
Termination of Mobile Communication Device (MCD) Plan form to
Payroll.

l To change an MCD plan, first stop payment on the existing plan,
and then choose the new MCD plan on the Lump Sum ePAR in
ConnectCarolina.

Other - Lump Sum Pay a student employee a type of lump sum payment not defined by
the other payment types. It is important to thoroughly document the
reason for the payment in the justification section.

Important: As the Lump Sum ePAR routes through the approvals process, approvers
should pay careful attention to the payment type entered. An incorrect payment type
can't be corrected once the lump sum payment has written to the system, not even by
the Help Desk.
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Correcting Lump Sum Payments

You can no longer submit a duplicate lump sum payment with “Do Not Pay” entered in the
Comments field to correct a previous lump sum payment amount or source.

Correcting Overpayments

To correct an overpayment that has been fully approved, you can process a lump sum
payment for a negative amount. Leave all other information, besides the negative dollar
amount, the same as was indicated on the original lump sum payment, including payment
type. The correcting lump sum payment drives the necessary account adjustments in finance
and other payroll deductions. If an underpayment occurs, process a second lump sum
payment.

Correcting Funding

To correct funding on a lump sum payment that has already written to Payroll, contact the
Help Desk. You can't correct lump sum payment funding sources using the Funding Swap
ePAR.

Related Reference

l For information about the funding grid, see Using the Funding Grid, page 207

l For information about funding information, see Understanding Funding
Information on ePAR Forms

Menu Path

Main Menu > HR WorkCenter > ePAR Home > Start a new ePAR > Lump Sum Payment

Steps - Submitting a Lump Sum Payment

Follow these steps:

1. Choose this menu option:

Main Menu > HR WorkCenter > ePAR Home Page > Start a new ePAR > Lump Sum
Payment

Lump Sum Add Lookup Search Page

1. In the Empl ID field, type the student’s PID.

2. Click the Search button.
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Note: If the employee has only one job record, the system automatically goes to the
Lump Sum Payment page. Skip to step 4.

3. Click the link for the job that is providing the lump sum payment.

4. Confirm that you have selected the correct employee and employee record by reviewing
the Employee Details section at the top of the page. If you did not select the correct
record, click the Search button at the bottom of the page to return to the Search Results
and select the correct employee record.

5. Complete the fields in the Lump Sum Details section:
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In this field: Do the following:

Effective Date Enter the last day of the pay period the lump sum payment will be paid
out. You can also enter a date prior to the pay period end date, as long
as the date is still within the pay period being processed.

For negative lump sum payments, enter today's date as the effective
date.

Notes:

l For student employees that are paid monthly, the negative lump
sum payment will run in the current payroll cycle, unless the
effective date is in the last week of the month. In that case, the
negative lump sum will be deducted from the next month's payroll.

l For student employees that are paid biweekly, the negative lump
sum will run with the payroll the effective date falls in. For
example, if Payroll is processing B23 (05/04 – 05/17) right now to
be paid on 05/29, then B23 is the payroll in process. If you enter an
effective date 05/19 on the lump sum, it won’t be processed until
the next open pay cycle B24 (05/18 – 05/31), to be paid on 06/12.

Payment Type Choose the appropriate payment type.

Note: The payment types displayed to you depend on the student's
classification.

Caution! Be careful as you choose the payment type. An incorrect
payment type cannot be corrected once the lump sum payment is
processed, not even by the Help Desk.

Payment Amount Enter the amount of this lump sum payment.

Originating
Department

Enter the department number of the department making the lump sum
payment.

Work Period Start
Date

Enter the first day of the work period that this payment covers. This
information may be used to assist effort tracking relative to any
sponsored research project.

Work Period End
Date

Enter the ending date of the period in which the work that is being
compensated was performed.

Lump sum payments processed for Summer School Pay indicate the
work period end date as the effective date of the lump sum payment,
instead of the work period start date. All lump sum payments processed
for additional work will have the effective date of the lump sum
payment equal to the work period end date.

Justification Enter the justification for this payment. Follow your school or
department's policies regarding the information that you need to enter
for a lump sum payment.
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6. Complete the fields on the funding grid:

In this field: Do the following:

Budget Amount Enter the amount for this funding source.

Combo Code Look up, or enter, the unique code assigned to the chartfield string that
is funding the payment. If you do not know the combo code, or one
doesn't exist, use the Expanded Mode tab to enter the chartfield string.

Funding End Date For OSR funds, the system fills in the project end date. For non-OSR
funds, the funding end date is assumed to be the last day of the pay
period for the last payday of the fiscal year. You can leave the end date
blank if this is accurate, or you can enter an earlier date. You can enter
an end date earlier than the project or fiscal year end date, but not later.

Future Year Budget Mark the Future Year Budget box if your department uses this function
for planning future budgets. When you mark this box, the field to enter
an amount becomes active and the information is included on the Budget
Management System (BMS) report found in the financial application in
InfoPorte.

Future Year Amount Enter the amount your department will use in planning future budgets.
You can use the default amount which equals the amount used on the
funding grid or enter a different amount. Selecting this option does not
encumber funds for future years in ConnectCarolina. The information is
used in the BMS report found in the financial application in InfoPorte.

For more information on adding or updating budget information on the funding grid, see
Using the Funding Grid, page 207.

To view, enter, or update funding using combo codes, use the Basic Mode tab, shown
below. To view, enter, or update funding using the chartfield strings, use the
Expanded Mode tab.
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7. Click the Add a Row button if you need to add an additional funding source until all
funding has been entered. The total amount must be equal to the amount of the lump
sum payment, and the unfunded amount must equal $0.00.

8. If necessary, attach supporting documentation to this form by choosing the file type in
the Description field, and clicking on the Upload button. See Attaching Documents to
an ePAR, page 218 for more information.

9. In the Your Comments field, enter your initials and any additional comments you have
about the changes you are making.

Notes: 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.

10. Click the Submit button to send the form for approval.
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Result: The system displays a message asking if you are ready to submit the form.

11. Click the Yes button to confirm you want to submit the form.

Result: The Process Visualizer highlights the current status of the form and shows how
the form will progress through approvals.

12. Click the Close This Form link to return to the ePAR selection screen.
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Result: At this point, the form is in the approval process. The lump sum payment is not
complete until the form has been approved at all levels. For more information on the
approval process, including the steps necessary to approve the forms, see
Understanding HR Actions and the Approval Process, page 213.
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Entering a Funding Swap
Overview

Use the Funding Swap ePAR to enter changes to funding for an existing position. You can:

l change the dollar amount for an existing funding source

l remove an existing funding source

l add a new funding source

l change an existing funding source retroactively on converted payroll only

You need the following information for each new funding source:

l budget amount

l effective date

l chartfield string that identifies the funding source, or its associated combination
code (combo code)

l funding end date, which the system fills in for OSR funds, and assumes is the last
day of the pay period for the last payday of the fiscal year for non-OSR funds

You may also include the following for a funding source:

l An indication whether it is part of the future year budget

l The future year budget amount, if it's different than the budget amount

Step 2 of 3: Funding Swap Page

The Step 2 of 3: Funding Swap page shows the position's funding history for the fiscal year.

The funding is displayed in grids. If an employee’s funding is changed during the year, a
separate grid shows the employee’s funding sources each time funding was modified. Each of
these grids has an Effective Date indicating the first day the funding in the grid was used.
Individual funding lines may have specified funding end dates.

When there is more than one funding grid, they are displayed in reverse chronological order.
The grid at the top shows the employee’s current funding, and the oldest grid and funding
information is at the bottom of the page.

To preserve the employee’s funding history, you cannot make changes to existing funding
grids. Instead, you copy a grid, and then make changes to the copy.
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Retroactive Funding Swaps

Occasionally, you need to change a funding source after the employee has been paid. This is
known as a retroactive funding swap. The key in making a retro funding swap is choosing
the right funding grid to copy so you can insert your changes at the right time in the
employee's funding history.

If you want to retroactively move a person's salary in a certain pay period to a different
source or sources in any pay period, see Entering and Approving a Payroll Accounting
Adjustment, page 1.

Tips

l 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/.

l You can enter multiple funding swaps on the same Funding Swap ePAR, with
different effective dates.

l Insert rows on the funding grid where needed; new rows will be inserted at the top.
To bring new funding through current dates, submit new rows at each source
change.

l Use the Employee Information page before processing a funding swap on an
employee outside of your department to identify their primary job department. See
Viewing Employee Information, page 221 for more information.

Related Reference

l For broader context, see Understanding Commitment Accounting, page 202.

l For help entering chartfield strings on the Expanded Mode tab, see Using the
Funding Grid, page 207.

l For instructions on attaching documents to this form, see Attaching Documents to
an ePAR, page 218.

l For more information on the approvals process, see Understanding HR Actions and
the Approval Process, page 213.

Steps - Entering a Funding Swap

Follow these steps to enter funding swaps:

1. Choose this menu option:
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From the Admin WorkCenter home page, choose HR WorkCenter > ePAR Home
Page

2. Click the Start a new ePAR link.

Result: The system opens the Create a New ePAR page.

3. Click the Funding Swap link.

Result: The system goes to the Step 1 of 3: Submit Funding Swap Data page.

4. Complete the fields:
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In this field: Do the following:

Department Look up, or enter, the department number.

Notes:

l If the funding source is for the primary job, the department
number belongs to the home department.

l If the funding source is for a supplement on a secondary job, the
department number belongs to the department funding the
secondary job.

Fiscal Year Enter the fiscal year you want to add or update funding sources for.

Budget Level Choose Position.

Note: Even though Appointment appears as an option, do not choose it.
You won't be able to submit the form.

Begin Date To reduce the number of grids displayed, enter the earliest date you
want to see.

Leave this field blank to see all of the funding grids associated with the
position.

End Effdt To reduce the number of grids displayed, enter the latest effective end
date you want to see.

Leave this field blank to see all of the funding grids associated with the
position.

Position Number Look up, or enter, the position number.

Empl ID This field will be blank.

Note: If you accidentally chose Appointment in the Budget Level field,
the field will be active and the system will require you to enter an
employee's PID. Go back to the Budget Level field and change it to
Position.

Empl Record This field shows the which job record for the employee is associated
with the position. It is read only.

Employee Group Choose whether the position is EPA or SPA.

5. Click the Next button.
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Result: The system goes to the Step 2 of 3: Funding Swap page.

6. Choose one of the following options:

l To replace the current funding sources, click the Add a New Row button above
the current funding grid, which is the first grid on the page.

Result: A copy of the grid is created above the existing grid. The new grid’s Effective
Date is today's date, and the Eff Sequence is 0.
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5. Complete the fields:

Note: See Using the Funding Grid, page 207 for more information about the Basic
Mode and Expanded Mode tabs.

In this field: Do the following:

Effective Date Choose one of the following: 

l To replace the funding in the original grid, enter the same
effective date as the original grid.

l To have your new funding start after the funding in the original
grid, enter the date the new funding should begin.

Earnings Code Leave blank.

Budget Amount Enter the dollar amount for the funding source.

Caution! Once you begin entering amounts for funding sources using
dollars, you can not switch to percentages on the same funding grid.
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In this field: Do the following:

Percent of
Distribution

Enter the percentage of the allocated budget amount for the funding
source.

Note: Once you begin entering amounts for funding sources using
percentages, you can not switch to dollars on the same funding grid.

Combo Code Enter the unique code associated with the specific chartfield string that
is funding the payment.

Note: If you do not know the combo code, or one doesn't exist, use the
Expanded Mode tab to enter the chartfield string. See Using the
Funding Grid, page 207 for more information.

Combo Code
Description

The system displays the Fund-Source-Account-Department for all fund
types, except OSR. For OSR and cost share chartfield strings, combo
code descriptions are Fund-Source-Account-Project ID.

Funding End Date For OSR funds, the system fills in the funding end date with the
project end date. The date can be changed to an earlier date, but not
later than the project end date.

For non-OSR funds, the system assumes the funding end date as the
pay period end date for the last payday of the fiscal year. Leave the
field blank if this is accurate, or you can enter an earlier date. You
can't enter an end date later than the project or fiscal year end date.

Note: Departments use this field at their discretion.

Future Year Budget Mark this checkbox if you want the system to update the future year
budget.

l Departments use this field at their discretion.
l See Understanding Funding Information on ePARs, page 1 for
more information on future year budget.

Future Year Amount The system fills in this field as the Budget Amount when you mark the
Future Year Budget checkbox, but you can change this amount.

l Departments use this field at their discretion.

6. Click the Add or Delete buttons to add or delete lines as needed.

Important: Remember that you are changing the copy of the existing funding grid,
which may have included funding sources you no longer want to include, or may not
have included lines for funding sources that you need.
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7. Correct or modify the funding information on each line.

8. In the File Attachments section, attach supporting documentation to this form, if
necessary, by choosing the file type in the Description field, and clicking on the Upload
button. See Attaching Documents to an ePAR, page 218 for more information.

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

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, https://its.unc.edu/about-
us/how-we-operate-2/.

10. Click the Submit button.

11. Click the Yes button to confirm you want to submit the form.
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Result: The system performs an edit check to validate the changes. The system displays
the Step 3 of 3: Form Finalized page, and submits your funding sources for approval
when:

l The Total amount of the new funding grid is equal to the Budget Amount of the
grid.

l The Unfunded amount of the new funding grid is $0.00.

l The funding sources pass the edit checks for the payment type.

l The combo code is valid.
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Entering and Approving a Payroll Accounting
Adjustment

Overview

You use the Payroll Accounting Adjustment Tool (PAAT) to retroactively move a person's
salary in a certain pay period to different funding sources. You may need to adjust funding
sources for a variety of reasons, such as:

l A person's expended effort (via effort reporting) is different than the salary paid
from a project.

l Salary and fringe benefit expenses placed in suspense accounts need to be moved
to the proper accounts.

PAAT lets you adjust funding sources for past pay periods and for all earnings codes except
clinical pay and bonuses. If you need to change an employee's salary sources for the current
or for a future pay period, use the Funding Swap ePAR found on the ePAR Home Page.

Three Levels of Access

If you had access to the short term retro tool you have what is called basic access to PAAT to
change the distribution of funds on an employee's salary. With basic access you can move
the earnings for an employee to different funding sources, and the deductions and taxes
automatically follow. If you need the flexibility to change funding sources for deductions and
taxes separately from earnings, you need what is called advanced access. A few employees
need to be able to edit retro funding adjustments originated and submitted by others, which
means they need super user access. Super users are central office level employees.

Approvals

After a PAAT transaction is submitted, there are several paths through the approval
process:

For UNC-Chapel Hill:

1. If the adjustment changes a State fund (increases or decreases), the adjustment must be
approved by the Level 1 budget for that funding department before it routes to the Level
2 budget approver. Level 2 budget approval is also required in this scenario.

2. If the adjustment changes a non-State fund (increases or decreases), the adjustment is
approved by either the Level 1 approver or Level 2 budget approver. As soon as one of
those levels approves, the adjustment skips the other level and routes to Level 3 Budget
Office/OSR.
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3. If the adjustment changes an OSR chartfield string (increases or decreases) more than
90 days from the pay end date of the paycheck (based on the date the retro was
submitted by the originator), Level 3 approval by OSR is required. If an OSR chartfield
string changes (increases or decreases) less than 90 days from the pay end date of the
paycheck (based on the date the adjustment was submitted by the originator), Level 3
approval by OSR isnot required.

4. Level 3 Budget Office approval is required for every adjustment that generates a change
to a non-OSR chartfield string, even if a project ID exists on the non-OSR chartfield
string (cost share).

For UNC-General Administration:

1. All GA adjustments route to one departmental level approval, dept 105500, regardless of
the fund type or funding department you use. Approvers in this department satisfy all
Level 1 and Level 2 approvers for GA.

2. All GA adjustments route to Level 3 (there is no distinction between Budget Office and
OSR for GA).

As the funding source adjustments are entered in the system, all of the approver's worklists
are updated throughout the day. An email is also sent to the approvers each night to notify
them they have a PAAT form to approve. Most approvers cannot change requests. If changes
are needed they recycle the request so that the originator can make the corrections and
resubmit the form. Only a few super users can edit PAAT forms created by others.

Justifications Required for OSR Chartfield Strings

An explanation for the transaction is required when you use a chartfield with a Project ID
number. The options on the justification list mirror those on the retired short term retro
tool. When you select specific explanations, the system asks you to identify the role of the
employee the change is being made for. Both questions must be filled in before you can
submit the form.

Tips

l You can't start an adjustment for a pay period if another adjustment has been
initiated but not completed on that same pay period. The pay periods in an
incomplete PAAT transaction show a status of In Progress, Submitted, etc. and
cannot be used again until the first transaction is approved or canceled.

l If an adjustment has been completed, you can perform another adjustment on top
of it.

l You can't increase or decrease a person's total funding using this tool. The funding
change has to net to zero before the system lets you submit the adjustment.
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l There is no limit to the lines of funding a person can have.

l You can change multiple pay periods for an employee in one adjustment.

l If you have any issues completing an adjustment, contact the Help Desk.

Steps - Entering a Retroactive Funding Swap

Follow these steps:

1. Choose a menu option:

Click the NavBar icon (the one that looks like a compass) > click the Navigator icon >
HR/Payroll menu > Payroll Acct. Adj. Tool > Enter PAAT Transaction

2. Complete as many fields as necessary to find the employee you are looking for. The
employee's PID is a unique identifier, and quickly narrows the search.

In this field: Do the following:

Department Enter the home department number for the employee.

Empl ID Enter the employee's PID.

Empl Record Enter the employee's job record or employee record.

First Name Enter the first name of the employee you want to find.

Last Name Enter the last name of the employee you want to find.

3. Click the Search button.

Result: The system displays a list of employees, up to 99 rows, for you to choose from.
Click the View All link to display a complete list.

4. Click the PID in the Empl ID column of the employee you are looking for from the
Search Results list.
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Result: The system displays the first few pay periods on the Pay Periods page for that
employee.

5. Enter dates in the Date From and Date To fields to narrow the list of pay periods to a
specific range.

Note: Click the View All link to see the complete list of pay periods.

6. Mark the checkboxes to select the pay periods you want to change.

Notes:
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l If a pay period is marked In Progress (or any other type of status) in the Status
column, you can't select it. A pay period is marked as In Progress as soon as it is
opened in PAAT, even if you don't save.

l If a pay period is marked Pending GL in the Status column, you won't be able to
select it until the original distribution of the paycheck has been sent to the General
Ledger.

l You won't be able to see pay periods in which an employee was on disability.

l If you selected multiple pay periods, each one displays separately on the Earnings
page.

7. Click the OK button.

Result: The system displays the Earnings page for the pay periods you chose.

8. Click the View All link to see all the rows of funding for a person if they have more
that fifteen funding sources.
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Result: A transaction ID is generated for this form even if you didn't click the Save
button.

Important! No other adjustment can be submitted for the same pay periods selected
before this form is executed or canceled in the system.

9. In the Adjustment Amount field, type the amount you want to adjust the charged
balance.

Notes:

l The minus sign before the amount signifies that you are removing funds from the
current source.

l When you move the amount to other sources, the system calculates and moves the
associated taxes and deductions automatically.

10. Click on the Add a row to create a new row of funding.
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11. Click on the Expanded Mode tab to see the complete chartfield.

12. In the new row, complete the following fields on the Expanded Mode tab for the new
funding source.

In this field: Do the following:

Earn Code Enter the earnings code for the new source of funding. It needs to
match the earnings code on the row of funding you are adjusting.
Certain earn codes, such as VAC, SCK, HOL roll up to REG.

Combo Code Enter the combo code and the system fills in the individual chartfields.

Override Account When necessary, enter a different account number that specifically
supports the earnings code. This account number is used during
payroll distribution.

Fund Enter the fund number.

Source Enter the source number.

Account Enter the account number.

Dept CF Enter the department number.

PC Bus Unit Enter the business unit, if applicable.

Project ID Enter the project ID, if applicable.
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In this field: Do the following:

Activity Enter the number 1 for sponsored projects only.

Program Enter the program code, if applicable.

Cost Code 1 Enter the first cost code number, if applicable.

Cost Code 2 Enter the second cost code number, if applicable.

Cost Code 3 Enter the third cost code number, if applicable.

Funding End Date The funding end date assigned to the chartfield string displays.

Old Earnings The existing dollar amount of funding on each chartfield displays.

Adjustment Amount Type the dollar amount of the adjustment you are making to the
funding source.

Note: Deductions and taxes automatically adjust when the transaction
is executed in PAAT.

New Earnings PAAT shows the new dollar amount that will be applied to the funding
source you specified.

Note: The screen continues below.
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Result: The system shows the new amounts applied to each row of funding in the New
Earnings column.

Important! The Earnings Code must be the same as the original source and the
Difference must equal zero to proceed.

13. If you are adjusting the funding amount on a source that includes a Project ID
number, click on the Dialogue bubble to add the required justification.

Note: Justifications are only required when adjusting funding on chartfield strings that
include a Project ID. This includes cost sharing charges.

Result: The system directs you to a new page with the justification drop down menu.
The Dialogue bubble turns red if you attempt to save without entering a justification
when it is required.

14. Choose the Justification from the list using the drop down menu.
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15. Choose a Role from the list using the drop down menu when prompted.

16. Click the OK button.

Result: The system returns to the Earnings page.

17. Click the Save button.
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Result: The system performs several checks, including checking that the chartfields and
combo codes are valid, that the adjustment balance equals zero, and that any required
justifications are entered.

Important!

l If a chartfield is invalid, the system can not save your form until you correct the
error. The chartfields need to be valid for the type of accounting adjustment and
employee class on the form before the system can save the adjustment.

l If the system detects an error that is not related to the chartfield, it displays an
error message directing you to the Message tab for more information.

18. If you selected multiple pay periods when starting your adjustment and you want to
copy the funding changes you just made to a different pay period, click the Copy to
Pay Period drop down menu to select the pay period you want to copy to.
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19. Click the Yes button to copy the dollar amounts and chartfields to the new pay period.
If you want to copy just the chartfields, select No.

Result: The new funding changes and justifications are copied into the selected pay
period.

Important! - Review each pay period. Additional rows of funding and different existing
balances in each pay period may affect the net difference on each adjustment.

20. Click the Provisional Budget Check button to see if budget exists on the chartfields
you are using on the PAAT form.

Note: This step is optional and does not prevent you from submitting the transaction,
even if the transaction doesn't pass the budget check.

21. Click the Notes tab and enter your initials and additional comments supporting the
funding change.

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.
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22. On the Notes tab, click Add Attachment to upload supporting files from your
computer.

23. Click the Messages tab to see any error messages.

Result: The system displays error messages that may prevent you from submitting your
funding source change.

24. Click the Save button again if you have used the Copy to Pay Period feature or
added notes or attachments.

25. To submit the adjustment for approval:

o Click the Workflow tab and click the Submit For Approval button

o Change the status to Submit for Approval and click the Save button from the
Earnings or Notes tabs on your form.
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Result: Your adjustment is submitted into the approval process.

26. After submitting the adjustment for approval, click the Workflowtab to see the approval
route.
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Result: The approvers on each level are displayed in columns.

27. If you need to make a change or want to pull your adjustment out of the approval
process, click the Recycle button on the Workflow tab.
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Steps - Approving a PAAT Transaction

Follow these steps:

1. Click the link to PAAT transactions from the Worklist on your ConnectCarolina home
page.

Result: The system displays your worklist, showing all transactions waiting for your
approval.

2. Click the link to select the retro transaction you want to approve.

Result: The system displays the adjustment.
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3. Review the information on the Earnings tab for each pay period included in the
transaction.

4. Review additional information on the Notes tab and Messages tab when necessary.

5. Click the Workflow tab.

Result: The approval path is displayed and action buttons appear at the bottom.

6. As an approver, click either:
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o Approve - After you click Approve, your name on the list shows that you
Approved the transaction, and all other approvers in your department and
level are labeled Auto Approved. Only one approver for each department on
each level needs to approve the transaction. The transaction moves off of your
Worklist and onto the next step in workflow.

o Recycle - This returns the PAAT transaction to the originator for changes.
Approvers are required to enter the reason for the workflow termination
(recycle).
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Result: The adjustment is sent to the originator's Worklist for changes and
resubmission.

7. Fully approved adjustments are executed and updated nightly in ConnectCarolina.
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Managing Payroll Accounting Adjustments
Overview

When you start a transaction in the Payroll Accounting Adjustment Tool (PAAT), it is
assigned a transaction ID number and a status of In Progress. The act of beginning an
adjustment essentially puts a pay period on hold, even before the adjustment is saved or
submitted for approval. If a pay period for an employee is in progress, no one else can enter
an adjustment for that same time until the first adjustment is executed in the system or
canceled.

Everyone who uses PAAT can view any employee's funding change, regardless of the
department they have access to see. You can easily make changes before you submit the
form for approval and, you can go into the approval process to recycle your own adjustments.
Recycling an adjustment sends the form back to yourself so you can make changes. Only a
super user has the security access to edit another user's adjustment.

Approvers can also recycle transactions back to the originator for changes. Approvers can
not cancel though, if a submitted adjustment needs to be permanently stopped, the
originator or the approver needs to first recycle it, and then the originator can cancel it.

Status

There are several statuses in PAAT.

l In Progress: As soon as you navigate to the Earnings page for a pay period, the
pay period for that employee shows an In Progress status. Even if you do not enter
any information on the form, you have locked out other users from working on the
same pay period for the same employee. Saving the form also displays an In
Progress status.

l Submitted: Once you submit the form for approval, the system displays a
Submitted status throughout the approval process. The originator or an approver
can recycle the adjustment, which removes it from the approval process and sends
it back to the originator for changes.

l Canceled: An adjustment permanently stopped displays a Canceled status. If you
need to make a change for that same pay period, you need to begin a new
adjustment which generates a new transaction ID number. If the adjustment has
been submitted and is in the approval process, the originator or the approver needs
to recycle the form first, sending it back to the originator for changes. Then the
originator or a super user can change the form and change the status to Canceled.

l Approved: The adjustment shows an Approved status after the Level 3 budget
approver has approved the adjustment and while it waits for the system to
distribute the funds.
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l Distributed: After the system distributes the funds of an approved adjustment,
the adjustment shows a Distributed status.

Steps - Finding and Making Changes to an Adjustment in PAAT

Follow these steps:

1. Choose a menu option:

Click the NavBar icon (the one that looks like a compass) > click the Navigator icon >
HR/Payroll menu > Payroll Acct. Adj. Tool > Enter PAAT Transaction

2. Complete as many fields as necessary to find the transaction you are looking for. The
Transaction ID is a unique identifier, and quickly narrows the search.

In this field: Do the following:

Transaction Id Enter the transaction number of the adjustment you are trying to find.

Status Enter the status of the PAAT adjustment.

Empl ID Enter the employee's PID.

Retro Type Choose whether you want to see only deductions or taxes, earnings
without deductions and taxes, or earnings with deductions and taxes.

First Name Type the first name of the employee you want to find.

Last Name Type the last name of the employee you want to find.

Department Type the department number.

Created By By default, your Onyen is displayed. To see adjustments created by
others, blank out your Onyen and either type another person's Onyen
or leave it blank to see all.

Creation Date Enter the date the transaction was created.

3. Click the Search button.
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Result: The system displays a list of adjustments that meet your search criteria.

4. Click the adjustment link in the search results list you want to edit.

Result: The system displays the adjustment you chose.

5. Add additional funding changes to the form if needed.

l For information on using the Payroll Accounting Adjustment Tool, see Entering and
Approving a Payroll Accounting Adjustment , page 166.

6. In the Status field, if you need to change the Status of your transaction, choose one of
the following options:

l Canceled: If you want to allow others to make changes to the same pay period on a
new action.

l Submit For Approval: If you want to submit the form for approval.
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7. Click the Save button.

Result: If you canceled the transaction, the status shows as Canceled and the form can
no longer be changed. If you submitted the transaction, the status shows as Submitted
and the form is in the approval process.

8. If you need to pull your transaction out of the approval process so you can make
changes, click the Workflow tab on your transaction form.

Result: The system displays the approvers for this form.

9. Click the Recycle button.
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10. Type in the reason for withdrawing the adjustment from the approval process.
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11. Click the OK button.

Result: The adjustment is no longer in the approval process and the status is updated to
In Progress. Now you can make changes to the adjustment and resubmit it or you can
cancel.
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Running PAAT Reports
Overview

There are three PAAT reports available:

l Review Pending Transactions: The link to this report is in the HR WorkCenter in
ConnectCarolina. This report provides a list of all pending transactions for a
department or school, including those with In Progress and Needs Approval
statuses. Each transaction listed has a link to the adjustment.

l Current Suspense Charges: The link to this report is also in the HR WorkCenter in
ConnectCarolina. This report provides a list of charges for a department or school
that have gone to the suspense account, broken down by employee and pay period.

l Labor Expense Report: This report is located in InfoPorte, in the HR application,
on the Payroll tab. This report mirrors the Labor Expense Report that was
available in the Retroactive Funding Transfer Application (short term retro tool).

Review Pending Transactions

Run this report if you want to see a list of all the pending PAAT transactions.

Steps - Running a Pending Transactions Report

Follow these steps:

1. Choose a menu option:

Click the NavBar icon (the one that looks like a compass) > click the Navigator icon >
HR/Payroll menu > Payroll Acct. Adj. Tool > Review Pending Transactions

2. Complete as many fields as necessary to narrow the search.

In this field: Do the following:

Department Enter the department number.

School Select a school from the drop down menu.

Project ID Type in the project ID number.
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In this field: Do the following:

Status Using the drop down menu, select :

l In Progress - search for adjustments that have not been submitted
for approval.

l Needs Approval - search for adjustments that are in the approval
process.

l Both (In Progress/Needs Aprvl) - Include both statuses in the
search.

3. Click the Generate Report button.

Result: The system displays a list of pending transactions broken down by department.

4. Click the Retro Transaction ID number to see the adjustment.
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Result: The system displays the adjustment. If needed, you can make changes and
submit the adjustment.

Running a Current Suspense Charges Report

Run this report if you want to see what payroll adjustments that need to be moved from
suspense accounts.

Menu Path

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Current Suspense
Charges

or

HR/Payroll > HR WorkCenter > Funding Sources > Current Suspense Charges

Steps - Running a Suspense Transaction Report

Follow these steps:

1. Choose a menu option:

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Current Suspense
Charges

or

HR/Payroll > HR WorkCenter > Funding Sources > Current Suspense Charges

2. Complete one of the following fields to narrow the search.

In this field: Do the following:

Funding Department
Number

Type the funding department number.
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In this field: Do the following:

School Select a school from the drop down menu.

Show $0 Lines Mark this checkbox if you want to see the names of employees that had
a charge on a suspense account but are currently showing a $0
balance.

3. Click the Show Report button.

Note: You can download the report into Excel by using the Download Report button.
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4. From this report, you can click on NEW in the ID column on the row of funding you
want to enter an adjustment for.

Result: The system navigates to and begins the process of entering a new PAAT transaction.

Labor Expense Report

Run this report if you want to see what labor expenses have been charged to particular
funding sources.
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Menu Path

Login into ConnectCarolina > Enterprise Reporting > Infoporte > Login > HR > Payroll >
PAAT

Steps - Running a Labor & Expenses Report in InfoPorte

Follow these steps:

1. Choose this menu option:

Login into ConnectCarolina > Enterprise Reporting > Infoporte > Login > HR > Payroll
> PAAT

Result: The system displays the Labor & Expenses Summary tab.

2. Complete the following fields to define your search.

In this field: Do the following:

Employee ID Enter the PID of an employee.
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In this field: Do the following:

Employee Rcd # Enter the employee job record.

Employee Name Enter the employee's name, last name first.

Project ID Enter the project ID number.

Fund Type Select the fund types you want to include.

Payroll Run ID Select the bi-weekly and monthly pay periods you want to include.

Fund Code Select the fund codes for your search.

Funding Department Select the departments for your search.

Accounts Mark each account number for your search.

Source Select your source number.

Note: The screen continues below.
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Result: The system displays the summary totals for each pay period on the Labor &
Expenses Summary report at the bottom of the page.

3. If you want to expand the report on your screen, click the report name and the system
displays the maximize option.

4. Click the Maximize icon.

5. To minimize an expanded report, click on the Minimize icon.
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6. To see greater detail on the summary report, double-click the highlighted area.

Results: The filters you selected remain in effect and the detail for each employee
displays on the Labor & Expense Detail tab.

7. To see more information about a subtotal, double-click on the highlighted area at the
intersection of the subtotal row and the pay period column.

Result: The system displays the detail expenses by account for each subtotal per pay
period.

8. In order to keep your selected filters and switch between the levels of detail displayed
on each tab, click the Link Filters Back Button.
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7 Reference Topics

In this chapter, you will understand more about:

l Commitment Accounting.

l Using the Funding Grid.

l HR Actions and the Approval Process.

l Attaching documents to an ePAR.

l Viewing Employee Information.
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Understanding Commitment Accounting
Overview

ConnectCarolina manages the entire process of employee funding, starting with the initial
budgeting for positions, through payroll processing, and finally the distribution of salaries,
taxes, and benefits to the appropriate chartfield strings in the General Ledger.

While Commitment Accounting is the primary area where employee funding takes place, a
number of other areas in the system are also involved. These include:

l Commitment Control

l Human Resources (HR) electronic Personnel Action Request (ePAR) forms

l Payroll

l General Ledger

l Accounts Payable

Combination codes, or combo codes, are used frequently in Commitment Accounting to add
or update employee funding. A combo code is a number used to represent a specific
chartfield string. You may use a combo code, or enter each chartfield individually, to add
funding.

Default Chartfield String and Suspense

Departments have a default chartfield string that is used to fund department employees who
do not have funding sources defined at the appointment or position level. Each department
also has two additional combo codes: suspense and custom-suspense.

Suspense is used to fund employees, with one funding source in a department, whose regular
funding has ended and no new funding sources are identified.

Custom-suspense is used by the department to fund employees, with two or more funding
sources in a department, whose regular funding has ended and no new funding sources are
identified.

The sources for suspended transactions are:

l 14101

l 14102

l 14103

l 14104
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The Employee Funding Process

The following process is used to pay the employee:

1. When a department HR Representative accesses the appropriate ePAR form and enters
funding sources, the system performs a combo edit to verify that each funding source is
valid for the employee.

2. For each pay cycle, Payroll pays the employee's salary, employer-paid deductions, and
employer-paid taxes.

3. Commitment Accounting distributes actuals to the associated chartfield strings in the
General Ledger (GL). If an employee's funding sources have not been defined, the
system distributes transaction amounts to their primary department's suspense.

ePARs that Require Employee Funding Sources

Department HR Representatives enter funding sources for employees using the:

l Hire an Employee ePAR, when they hire an employee for a new position or
appointment which has funding associated with it

l Edit Existing Job ePAR, when they give the employee a pay rate increase or
decrease.

Department HR Representatives and department Finance staff enter funding sources for
employees using the:

l Funding Swap ePAR, when they enter a funding source change (see Entering a
Funding Swap, page 157).

l Payroll Accounting Adjustment Tool (PAAT) to enter a retroactive funding source
change on data entered after October 1, 2014 (see Entering and Approving a
Payroll Accounting Adjustment , page 166).

l Lump Sum Payment ePAR, when they submit a lump sum payment request.

Chartfield Strings and Combo Codes

An employee's funding source determines from where salary and benefits are paid. A
funding source is identified in the system as a combo code. A unique chartfield string is
associated with each combo code. The system creates combo codes whenever a unique
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chartfield string is used as a funding source, assuming the chartfield string passes the
combo edit process. Once it is created, a combo code can be used repeatedly.

HR Representatives can enter the combo code instead of keying in the entire chartfield
string. When the HR Representative enters the combo code and tabs out of the Combo Code
field, the system fills in the individual chartfield values.

Combo Edit Process

When the HR Representative clicks on the Next button after entering funding sources on an
ePAR page, the system performs the following combo edit process:

1. Combo edit verifies that each chartfield string is valid for the employee.

2. If a chartfield string has not been used before, the system generates a new combo code
for it.

Department Suspense

A funding error occurs when an employee’s funding sources do not have sufficient money
available when the Payroll process is run. The Payroll process is not stopped to resolve
funding errors. Instead, each time Payroll is run, all funding errors for employees are posted
to one of the department's suspense. Every department has a suspense chartfield string and
associated combo code.

An employee funding expenditure is posted to the department's suspense when:

l The employee's funding source expired.

l The combo code has been inactivated but remains as an employee’s funding source.

l There is no funding in the Department Budget Table.

If an employee has more than one position or appointment, funding errors are posted to the
department suspense, or custom-suspense for the employee's home department.

The following table describes the suspense fund and source combinations:
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Fund Source Reason

27110 14101 Invalid combo code or no entry in DBT

Funding source expired for an employee with a single
funding source

27110 14102 Funding source expired for an employee with a single
funding source

27110 14103 One or more funding sources expired for an employee with
multiple funding sources

27110 14104 Recharge or core facility with an invalid chartfield string

Each department is responsible for reconciling funding errors posted to its suspense and
custom-suspense. Funding errors are resolved by entering a retroactive funding swap, using
one of the following methods:

l Completing the Funding Swap ePAR for data entered before October 1, 2014 (see
Entering a Funding Swap, page 157)

l Using PAAT to enter a retroactive funding source change on data entered after
October 1, 2014 (see Entering and Approving a Payroll Accounting Adjustment ,
page 166, page 1)

Retroactive Funding Transactions

In addition to reconciling funding errors posted to the suspense combo codes, departments
may make retroactive funding swaps when they need to change the funding sources that
have already been used to pay the employee.

To retroactively change funding source information for pay periods after October 1, 2014,
see Entering and Approving a Payroll Accounting Adjustment , page 166, page 1.

Annual Budget Process

The Budget Office creates employee funding information for each new fiscal year. The
funding sources in effect for an employee on the date that the new budget information is
created are copied to the new fiscal year. After the Budget Office makes the new fiscal year
funding information available, department HR Representatives and department Finance
staff can use the Funding Swap ePAR to modify the copied funding sources.

You can designate a funding source to be a Future Year Budget source and specify a Future
Year Amount. If you select Future Year Budget for a source, the Future Year Amount is also
copied when the Budget Office copies the employee's funding information to the new fiscal
year.
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This information is used to calculate the Future Year Budget column on the BMS report in
InfoPorte.
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Using the Funding Grid
Overview

HR representatives enter position funding sources on an ePAR's funding grid. In the case of
funding swaps and lump sum payments, a Finance staff member may also enter funding
sources.

This procedure, which highlights only a portion of the ePAR form, is focused solely on
completing the funding grid, and applies to a funding grid in any of the following ePARs:

l Hire an Employee

l Edit Existing Job

l Add/Update Position

l Funding Swap

l Lump Sum Payment

You can enter an employee's funding sources as combination codes (combo codes). If a combo
code doesn't exist, you can enter the funding source as a chartfield string, and the system
generates a new combo code when the ePAR is submitted for approval.

An unlimited number of funding sources may be entered in the funding grid.

The funding grid has two tabs:

l Basic Mode

l Expanded Mode

The specific fields on a funding grid vary by ePAR. For details on specific fields, reference
the appropriate document listed in the Related Reference section below. The Create a
Position ePAR is shown throughout this document to illustrate the funding grid procedure.
The fields vary by form, but the steps and definitions are identical, no matter which ePAR
you're using.

Related Reference

l For detailed instructions on funding swaps, see Entering a Funding Swap, page
157

l For more information about combo codes, see:

o Understanding Commitment Accounting, page 202
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The Basic Mode Tab

Basic Mode is the default tab for all funding grids. Use the Basic Mode tab to enter combo
codes for funding sources.

A combo code is a number used to represent a specific chartfield string. After you look up, or
enter, the combo code, the system fills in the Combo Code Description. The combo code
description is the Fund-Source-Account-Department for all fund types, except OSR. For OSR
and cost share chartfield strings, combo code descriptions are Fund-Source-Account-Project
ID.

The Expanded Mode Tab

Use the Expanded Mode tab to enter chartfield strings for funding sources. Follow these
steps to use the Expanded Mode tab:

1. Click the Expanded Mode tab.

2. Complete the fields:

Note: Use the scroll bar at the bottom of your screen to see all the fields.
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In this field: Do the following:

Earnings Code Leave blank

Budget Amount Enter the amount of the funding source.

Percent of Distribution

Combo Code You can leave this blank and enter the chartfield string

Fund Code Look up, or enter, the fund, which identifies the funding group and
how the funds are spent.

Source Look up, or enter, the source, which indicates whose funds you are
spending.

Account Look up, or enter, the account, to indicate which account you are
spending from.

Department Look up, or enter, the department number.

Business Unit PC If this is a contract, grant, or cost share, look up, or enter, the project
costing business unit. Otherwise, leave this field blank.

Note: Business Unit PC applies only to contracts, grants, and cost
share.

Project/Grant If this is a contract, grant, or cost share, look up, or enter, the Project
ID. Otherwise, leave this field blank.

Note: Project ID on funding sources, applies only to contracts, grants,
and cost shares.

Activity ID If this is a contract, grant, or cost share, always enter 1. Otherwise,
leave this field blank.

Note: Activity ID on funding sources, applies only to contracts, grants,
and cost shares.

Program Code If your school or division uses it, look up, or enter, the program code.
Otherwise, leave this field blank.

Cost Code 1 If your school or division uses it, look up, or enter, the cost code.
Otherwise, leave this field blank.

Cost Code 2 If your school or division uses it, look up, or enter, the cost code.
Otherwise, leave this field blank.

Cost Code 3 If your school or division uses it, look up, or enter, the cost code.
Otherwise, leave this field blank.
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In this field: Do the following:

Funding End Date For OSR funds, the system fills in the funding end date with the
project budget end date. You can change the date to an earlier date,
but not later than the project budget end date.

Notes:

l Departments use this field at their discretion.

Future Year Budget Mark this checkbox if you want the system to update the future year
budget.

l Departments use this field at their discretion.

Future Year Amount The system fills in this field as the Budget Amount when you mark the
Future Year Budget checkbox, but you can change this amount.

l Departments use this field at their discretion.
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3. Choose one of the following:

l If you are done entering funding sources, click the Next button to continue
completing the ePAR.

l To add funding sources:

a. Click the Add button.

b. Enter the new funding information in the blank line, adding and deleting lines as
needed.

Result: The system updates the Total and Unfunded amounts as you enter or adjust
budget amounts.
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c. After all funding sources are entered, click the Next button to continue completing
the ePAR.
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Understanding HR Actions and the Approval Process
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
is 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:

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

l 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.

l 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.

Types of Approvers

Each department can have several types of approvers:

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

l Budget Representative: approves actions for all except SPA students

l Student Approver: approves actions only for SPA and EPA students

l 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.

Approval Structure

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
role...

The approval request
goes to:

And notification
goes to: For these ePARS:

HR Rep Employee's primary
department

Employee's secondary
department

l Edit Existing Job
l Change Employment
Status

l Add/Update Position
l Funding Swap
l Lump Sum Payment
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For this
role...

The approval request
goes to:

And notification
goes to: For these ePARS:

Budget
Rep

l Employee's primary
department

l Any department
where funding
changed

Any department that
funds the employee,
but that funding did
not change

l Edit Existing Job
l Change Employment
Status

l Add/Update Position
l Funding Swap
l Lump Sum Payment

Student
Approver

Student's primary
department

l Edit Existing Job
l Change Employment
Status

l Add/Update Position
l Funding Swap
l Lump Sum Payment

Student
Reviewer

Student's primary
department

l Edit Existing Job
l Change Employment
Status

l Add/Update Position
l Funding Swap
l Lump Sum Payment

HR Rep Primary department and
department on form, if
incumbent is currently
employed at the
University

Department on form, if
incumbent is not
currently employed at the
University

Employee's secondary
department

Hire an Employee

Budget
Rep

l Employee's primary
department

l Any department
where funding
changed

Any department that
funds the employee,
but that funding did
not change

Hire an Employee

Student
Approver

l Department on form
l Student's primary
department, if
applicable

Hire an Employee

215

7 Reference Topics



For this
role...

The approval request
goes to:

And notification
goes to: For these ePARS:

Student
Reviewer

l Department on
form

l Student's
primary
department, if
applicable

Hire an Employee

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:

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

l The Budget Office approves actions on state funds, and OSR does not.

l 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.

l Some departments approve their own actions at Level 1.

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

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

l Departments and schools or divisions all have the option of approving student
actions.
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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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Attaching Documents to an ePAR
Attaching a file to an ePAR works the same no matter which ePAR you are working with.
Especially if you are making payments or changing funding sources, it's good business
practice to enter a description and upload supporting documentation.

Menu Path

From the Admin WorkCenter home page, choose HR WorkCenter > ePAR Home Page >
Start a New ePAR > ePAR form needed > Continue to the page with the Add File
Attachment button

Steps - Attaching Documents to an ePAR

Navigate to the point in your ePAR where you attach documents, then follow these steps:

1. Click the Add File Attachment button.

2. Complete the fields:

In this field: Do the following:

Description Look up, or type, the type of file you are attaching.

Result: The Look Up Description page opens and displays search results.

3. From the Search Results, click the description for the type of document you are
attaching.
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Result: The system displays the description in the Description field.

4. Click the Upload button.

Result: The system displays the File Attachment window.

5. Click the Browse button to find and choose the file you need to attach.

Result: The system displays the file's name and location on your computer.

6. Click the Upload button.
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Result: The system assigns a file name to the attachment, and the Doc ID field displays
this assigned file name.

7. If you need to add more attachments, click the Add File Attachment button to add a
new row.

Result: The system adds a new row so you can attach another document.

8. After you are finished adding attachments, click the Submit button to continue
completing your ePAR.

Note: Depending on the ePAR you're using, the Submit button appears beside different
buttons. Regardless of the ePAR, the Submit button is at the bottom of the screen to the
right of the Your Comment field.
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Viewing Employee Information
The UNC Employee Information page shows a summary of an employee's jobs. Before
processing a hire, you can look at this page to see any other jobs the person currently has at
the University.

Steps - Viewing Employee Information

Follow these steps:

1. Choose this menu option:

From the Admin WorkCenter home page, choose HR WorkCenter > Person
Data > UNC Employee Information

2. Enter the employee's PID in the Empl ID field. The PID is a unique identifier and helps
prevent you from choosing the wrong person who has the same name as the person you
are trying to find. If you know the PID, you don't have to complete any other fields.

3. Click the Search button.

Result: The system displays a list of jobs the person has held at the University.

4. View the fields for each job, as necessary:

This field: Describes the following:

Department The department the employee is working for.

221

7 Reference Topics



This field: Describes the following:

Job Function Employee group, which can be one of the following:

l SPA Law Enforcement Officer
l SPA Permanent
l SPA Student
l SPA Student (Workstudy)
l SPA Temporary
l SPA Temporary - Retiree
l Clinical Fellow / Resident
l EPA Non-Faculty
l EPA Non-Faculty Zero Base Rate
l EPA Student / Teaching Fellow
l Faculty
l Faculty Intermittent
l Faculty Zero Base Rate (CWR)
l Post Doc
l Post Doc - External Payroll

HR Status Whether the job or appointment is active or inactive.

Payroll Status Shows the employee's employment status, such as active, on leave, or
terminated.

Regular/Temporary Whether the position or appointment is regular or temporary.

Full/Part Whether the position or appointment is full-time or part-time.

Job Code One job code includes all salary grades. For example, an SPA 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.

Note: EPA job codes include the legacy rank and modifier together as a
single value.

Job Code Set ID The system fills in the job code set ID based on your settings.

Company The system fills in the long description for the job code set ID.

Empl Record The employee record number, which is assigned to each job an
employee has.
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This field: Describes the following:

FTE The Full-time Equivalent (FTE) field measures a worker's involvement
in a project. 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.

TSERS Re-employed
Retiree

If marked, the employee is a TSERS retiree.

Job Indicator Shows whether the job is the employee's primary or secondary (if
applicable).

Service Period For faculty, shows whether the service period for the faculty job is 12
Month, 9 Month, or Summer.
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