Transferring — Benefit Eligible Classified Staff

Remember:
e [f this person will work less than 12 months, please contact Human Resources for assistance
with the ePAR.

e |f you have not posted this position and are hiring the individual through the Waiver of
Recruitment process, you must have the fully signed waiver of recruitment document and
attachments before you begin the ePAR.

Log into LOUIE and navigate to the ePAR Home Page.

Menu
Iy Favorites
Split Utilities
Self Service
Manager Self Service

Department Self Service
Enter Leave Usage

MAU Leave Accrual by Dept Rpt
eForm Home Page/
ePAR Home Page

Position Management Home Page
HF. Home Page

ePAR Analylics

ePASS Evaluation Home Page

Report of Injury Home Page
Reqguest of Absence

Select Initiate an ePAR. If an ePAR is already in progress, access it through Resubmit, Change or
Withdraw an Existing ePAR.

Main Menu > Department Self Service > ePAR Home Page

Electronic Personnel Action Request (ePAR) Home Page

My Worklist
Work the items that have been routed to you.

@ Initiate an ePAR

Start an ePAR, which will then be routed to the appropriate approvers

@ View an ePAR
‘ Wiew an ePAR, including information about its handling so far. This is a read-only view.
T

Resubmit, Change, or Withdraw an existing ePAR

Make changes to an ePAR that has been put on hold, recycled, or needs to be updated.
Only forms that have not had final approval or been processed into the system will be
accessible

Mote: Depending on permissions you may not have all these options



Select the Hire an Employee form.

Start a New electronic Personnel Action Request (ePAR)

Create Employee Hire Packet

Use this form to inifiale Hire Packels for employees.
Create Employee Hire Packet

Y Hire an Employee
B
Use this form to hire, rehire or transfer an employes

into & posifion, uniess you are hiring a federal work
study student. To hire a federal work study student
go to: Financial Ald = Awards = NalU

Hire an Employes

Change an Employee's Existing Job

Use this form to change o an employee's existing
job; including fie changes, pay rate changes, eic
(DO NOT use this for ending employment.)
Change an Employee's Existing Job

ﬁ Change Employment Status

Use this form to stop paying an employee at the
end of employment or place an employes on a
leave of absence.

Change Employment Status

\, Renewal of Appointment

Use this form to renew non-tenure track. single or
mulfi-year appointmenis. I the renewal includes a
change to the number of work days, pay rate andior
FTE. please use the Job Change form

Renewal of Appointment

Return to Electronic Personnel Action Request (ePAR) Home Page

Enter the employee ID. You may also search by any of the other criteria. Because you are transferring a
current employee, you do not need to initiate a hiring packet.

Select Person

Emtar any infarmation you have and click Search. Leave fialds blank for 5 kst of all values

Find an Existing Value

¥ Search Criteris Enter search criteria
Empi iD pagin with + ||
Firs! Name W|
Last Nama: [bagins with ~ |
DateofBith- [= ]
Social Secunty # [Degins with v |

Search || Clear | Basic Search .’;J Save Searnch Criteria



if an employee already has an active job, you must choose to transfer the employee from a current
position or hire them concurrently with the other position(s). Select Concurrent from the drop-down
box if the employee will continue to work in the other position. This situation might be appropriate for
employees who have other part-time temporary jobs on campus (for example, teaching a class or
working security for events).

Form Data

eForm ID: 943009

*First Day Working: |08/03/2020 @_‘C Enter starting date j

Transfer Information

This employee has at least one current active job. Will they be leaving a current position (transfer) or will i
addition to their current positions (concurrent)?

If employee is transferring, select Transfer, then
select the job the employee is leaving.

(If you choose Transfer, please select one of the positions (using the checkbox) that is displayed i : 2 5 =
DOther positions (if any) will remain active.

*Transfer or Concurrent: | Transfer

ﬁ:‘g]’rd Department  Description Sﬂﬁg{:: Description Effective Date Pay Group
1 0 14140 E;EH;Z“”’”Q and 00002080 ig;?s'?:r:{m”e 03/22/2010 cLs
2 03 14130 e ooy, || T TN 02272017 TMP

Position Number

o

*Position Number: 00002527 |Q
B waiver of Recruitment? Enter the position number. If
Job Code: 70300 Admiinistrative Asets the position is posted and

unfilled, the Vacancy

FLSA Status: Nonexempt number will appear. If not,

follow the Waiver of
Department: 11320 Graduate College Recruitment process
Physical Location: HO2060 Graduate College

*Number of Hours per Week: 40

Enter the number of hoursiweek

and check the appropriate
boxes. Most employees work
the full fiscal year.

[ safety/Security Sensitive?
[l Employee works less than 12 months?
Replacement for

*Working in Arizona?

<= Prayious | Mext ==

== Sgarch | Cancel



All Benefit Eligible positions must either be posted or have a waiver of recruitment. The system checks
to see if the position number you entered is posted and, if it is, populates the vacancy information. If
not, this information is blank and you must check the Waiver of Recruitment box to continue. You need
to complete the entire waiver of recruitment process before initiating the ePAR.

If the position is a Safety/Security Sensitive position, check the box and initiate the background check if
you have not done so already. You may find information regarding background checking processes on
the HR home page > Forms Index.

Round salary amounts to the nearest whole dollar. The HR/Budget Only box includes information about
the FTE calculation and is for review in those offices only.

eForm ID: 943009
*Annual Rate: $38,000.00
HR/Budget Only
Net Work Days 0
Annualized 281
Frequency
Standard Hours 40.00
Oth FTE 0.000000
Funding Int FTE 0.000000
PF Dept Fund Program  Project Sub Dept Distrb % Fac Fiscal ETE  261.000000
1 3600010 1500 DOOG 100.000

FTE 1.000000

Pay Over

Intermittent?

== Previous Next ==

<< Search Hold Cancel



If the action reason descriptions do not seem appropriate, review the previous pages to ensure you have
entered information correctly. Add any applicable comments or documents. Remember that attached
documents and comments will remain with the ePAR forever and may be viewed by anyone with access
to view or work on the ePAR. Please be certain the documents and comments are appropriate and

related to this employment action.

eForm ID: 949009 C The system adds this action j
Actions & Action Reasons
Action Action Description Reason eason Description Effective Date
Z ; MNon-Comp No Pay Group P s
1 XFR Transfer MNOM Change 08032020
Empl Record: 1]

Form Messages

Description
/ It was indicated in the form that a Waiver of Recruitment

exists for this hire. This waiver must be attached and
ﬂ routed with the ePAR . By acknowledging this message,
| am confirming that | have attached an electronic copy
of the Waiver of Recruitment to this form

Message Text

9 Waiver of Recruitment
Attachment Required

File Attachments Personalize | Find | View All | (21| [ First 4/ 10of1 (k) Last
Upload M Description Attachment Id
. - = 2020- |
1 Upload View Waiver of Recruiiment “ E 09-18-13 53 43 Delete

Add File Attachment '
ol kil Add any appropriate attachments or

comments
Comments
Your Comment: x/ ) == Previous
F == Search Hold i Cancel
A

When you are satisfied the form is completed correctly, click Submit and you will see the form status.

Form Status

eForm |D: 946721
You have just SUBMITTED this form. This action passed the form to ePAR

Dept Head Approval for further processing.

(Who can work this form? )
Process Visualizer

1 J:ePARPI 4: ePAR Dept 5: ePAR Grad & aPt
- - Deptments Grant Head Collegs Le
Approver Approval Appraval Aoprover App

alla afla afla afla afa - af

Note: The name of all approval roles begins with NAU_HR ePAR, even though the approvers are not in
HR. For example, role 4 is NAU_HR ePAR Dept. Head Apprv — this is generally a department director or
chair. Also, the approval routing can change for different transactions and employee groups. See the
Routing Approvals Worksheet on the ePAR web page for a description of the different approval routings.

5



