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Human Capital Management: Step-by-Step Guide

Transferring an Employee

This guide describes how to transfer an employee, either within the same campus (To Another Department) or across
campuses (To Another Campus). Because the transfer affects both the transferred employee’s new department (the one
he or she is transferring to) and old department (the one he or she is transferring from), there are multiple stages and
roles involved in completing this procedure.

The process for transferring an employee involves the following stages (links are provided to the section of this document
where each stage is described):

1. |[nitiate a request to transfer the employee. In this step, you identify the employee you want to transfer and submit
a request to transfer that employee to a new position. This step is completed by someone whom this document
refers to as the Transfer Release Requestor/Initiator.

2. After the request to transfer an employee is submitted, there are one or more approvers, referred to as the
Transfer Release Approvers, who are notified via email. After these approvers receive the transfer request, they
retrieve the transaction, review transfer details, and approve the transfer.

3. After the request to transfer an employee is approved, the Transfer Release Requestor/Initiator is notified and
is then able to update the transaction with position information and submit it for final workflow approval.
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HCM Step-by-Step Guide
Before You Begin

Here are a few tips:

. The NavBar displays options for accessing other systems. Through the NavBar, you can select CU
Resources to access systems on the portal.

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

&

. m The trashcan lets you remove an item.

The book and checkmark lets you spell check text boxes.

. The down arrow lets you hide, or collapse, sections you do not want to view.

Click the arrow to expand the section.

Beginning the Transaction—Initiating the Request for Transfer

The first step in transferring an employee is to submit a request to transfer that employee.

Note: Prior to beginning this transaction, it is important that you create or update the vacant position to which the
employee is being transferred.

1. Navigate to ePAR Transfer.

a) Goto HCM Community Users dashboard: NavBar> CU Resources> Business Tools> HCM>
Employee Self Service> HCM Community Users

¥ Employee Self Service

Employee Self Service Benefit Details

Manager Self Service

s

HCM Community Users

The HCM Community Users dashboard appears.

b) Click the Pay Actions tile.
2. Under ePAR Transfer, click Add.

“ Smart ePAR Pay Actions

ePAR Additional Pay + ePAR Hire
V Add One Time Pay or Recurring pay to Employee i l%iire, Rehire or add Additional Job
Add Modify Expert Add
Inquiry Modify
Inquiry
ePAR Pay Rate Change ePAR Non-Person Profile (NPP)
y Increase or Decrease Current Pay y Add, Change or Prepare Position for Hire
Add Add Modify
Modify Inquiry

Inquiry
[ ] ePAR Transfer
Transfer from one Department to Another

Inquiry Release
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Step 1: Employee Selection

HCM Step-by-Step Guide

1. Enter search criteria to find the employee being transferred:
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2. Select the checkbox next to the name of the employee, and click Next.

Step 2: Action/Reason

1. From the Action list, select Transfer.

From the Reason list, select the reason for the transfer (To Another Department or Transfer to Another Campus).

2
3. Select or type an Effective Date for the transfer.
4

Type the Employee’s New Dept. number, and click Next.

Step? of X ePAR . Action/Reason
Transaction Details

PAR Robeon Traraler Achion Trareslar
Requast I HEXT Aeason Code: To Ancther Depstment
#PAR Status:  Imitis EBlgctve Date: 01222018

EBeclvi Sag 0
Employees Details
Name

Empd B

Profile Typs Profile 10

Action'Reason Selection

Transfer — I

I‘A:!luﬂ

i Efective Date

Bl il R L

I'Eﬂtct-vr Duarter 7."
Fequesters Depd I0F

Curfent Emgl
O parimant
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HCM Step-by-Step Guide
Step 3: ePAR Transfer Release Initiation

1. Enter any Comments you would like the Transfer Release Approvers (reviewers) to see:

Finciies = Main Menu =

» Gman Solubiohs « »  Dodumen] Framework » > Docamant Colleciion

University of Colorado l.l:-er:_ on Database: HCMTST A~ | Search
Btk | Zar i B | D | ety Mt Capn
Save Colsborabe  Abwch
Create ePAR Transfer Request
Step 3 of 3. ePAR Transfer release initiation Q
Entered By Entered On: Docwmaent Skstus: nmal
Updated By Updabed On: Suls Status: Al Enlry Agcitional Indy
Preas e chsck i oo Bbow B0 request release of Inis ampioyes i vl Depanmant
Sirs] Mia amployes’s comemants |
L loonfirm the smiormation enbened s socurabe
Conirm
Privious
2. Select the checkbox to indicate that you confirm the information is accurate, and click Confirm
ePAR XFROO00584 has been saved and must be submitted 1o complete the request
Click OK to return to the transaction
'Y ™
il OK ;
R e e
3. Click OK.
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HCM Step-by-Step Guide

Transfer Release—Approving the Transfer Request

Once the Transfer Request is confirmed by the initiator, the Transfer Release Approvers, as defined by the workflow,
receive an email notification, alerting them to the transfer request. The following steps outline the process of retrieving,
reviewing, and approving the request.

Retrieving the Transfer Request
Transfer Release Approvers retrieve the Transfer Request as follows:

2. Navigate to ePAR Transfer.

a) Goto HCM Community Users dashboard: NavBar> CU Resources> Business Tools> HCM>
Employee Self Service> HCM Community Users

¥ Employee Self Service

Employee Self Service

Manager Self Service

HCM Community Users

The HCM Community Users dashboard appears.

b) Click the Pay Actions tile.

1. Under ePAR Transfer, click Release.

Favontes » Main Merw = > Smart Sob v« > D Fi kw» > Document Collecton
. o Home Add 10 Favordes
Q[ University of Colorado ... ISR~ oatabase: HOMTST A3~ Seach
Brne T ate lar e | Owrew Mm@ e

New

Document Collection

Smart ePAR Noa-Pay Acsons Smart ¢PAR Pay Acsors

‘/ *PAR Additional Pay ‘/ SPAR Dept Budget

Add One Tiene Pay of Recuning pay % Employos Fending Changes Only
Ads Moddy AdS Modty
nquicy Inguiry
i + ePAR Hire i/ ePAR Pay Rate Change
Hae, Rehire or add AddBicosl Job ncrease or Docrease Cunert Pay
Add Moddy Add Moddty
Inguicy Ingeiry
‘/ oPAR Position ﬁﬁ oPAR Transfer
Add Changs o Prepace Position for Hire : Teansfor Bom ona Department 16 Asother
Ads Modity = Add Mody

e i ]
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2. Type the ePAR# (which can be found in the email notification) into the search field:

HCM Step-by-Step Guide

Favores = ManMena = o SmanSowdomsv o DG F >+ Document Cobects
A v
University of Colorado ;. IS~ 0stabase: HCMTST AN v Seweh
Dot | Conrin Sgrvngs | D | Avastods Wil Campna

Use Saved Search [hd
ePAR# oqual 1o =2 XFRO000584 Q I

on oqua 10 - vl

24 =
OPAR Status equal 10 <] ,]
4
Action equal o 52 Q
Reason Code oqual 1o 53 Q
Empl 1D eoudl 1o i~ Q
Department equat to v Q
First Name boging wah vl
Last Name begns wan 3
Job Code U 10 v Q
Classified Indecator oqua to == ]
Search O Advanced Search Save Search Crilera Delete Saved Search Personale Search
oPAR Details Porscoalizo | Find | View A | LY BN
PAF Detaiis Docum e 2l
Roguest 10 View Nome Empl 1D ol Record  Name Acton fesson
1 XFROD00S84 | AGd ReadOnty [¥] 120034 ] Transfer Transter 10 Another Camps

Last

3. Before clicking on the link to view the request, you must click the drop-down under View Name, and change the

value to ePAR Transfer Initiation:

;- - — = ==
& 2 CUPeopleSoft Environme.. B CU PeopleSoft Environme... ﬂl Employee Services - Home & | Junos Pulse Secure Access .. & MSN.com - Hotmail,
Favorfies = Man Meny = > Smant gons > » D F v » Document Coseclion
UanGI'Slty of Colorado User— on Database: HCMTST Al = Search
Dot | Cancepds Soroge | Dnrew | Aracnuiy Shoscw Cumpne

Use Saved Search: j)

ePAR ¥ equal o -] XFRO00S34 Q

PAR Action aqual 1o B E}

0PAR Status equa 1o :] ’;}

Action equal to > Q

Reason Code oqual to ~] Q

Empl 1D QUi 10 ~] Q

Department equal to 'v] Q

First Name beging with -]

Last Name Dagng win ~]

Job Code equal 1o v Q

Classified Indicator equal I i~ 52

Search Cloar Advanced Search Save Search Crtena Delote Saved Search Personaize Search
ePAR Dotails Personaize | Find | View Al | | ES First ‘4 tolt & Last
PAF Detalls  Document Status Deta il
fnguent 1) o h el 10 Ermpd Rocord  Mame Action Resson
1 XFRO0OOSS QNS h:m:f;m-u! 20034 -2_ Transfer Transfor lo Another Campus

Reguest 1D View

4. Click the link for the Request ID:
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Reviewing the Transfer—Step 1: Action/Reason (Display Only)

HCM Step-by-Step Guide

In Steps 1 and 2 of this part of the transfer transaction, the screens display the details of the Transfer Request; none of

the information can be changed or modified:

] -
k, #
Colaborgls  Afach Pl Lﬁ’ﬂ' Froview

ePAR Transfer Release
Step 1 of 3@ ePAR - Action/'Reason [Display Only)
Transachon Details

FAR Action Tirwtuaha o Tessile Dot I SPAR Tr

- PAR Transle
Rirguast 1D NFRO000E4 Transber o Anothas Caempus Doz ismang st d &
ePFAR Satus Document Status bl Imbated

Employes Details

C Heas.
i EMscire Date i EMwcting Sy
“Eflectiee Dale et & F
Requester's Dept ID 0= R - -
weil Eimpl [ ity rl Employes™s Niw Dapt
[ ]

Click Next.

Reviewing the Transfer—Step 2: ePAR Transfer Release Initiation

The second page (also display only) shows additional details about the transfer and any comments added by the initiator:

o .

e 3

% &
Codaborafe  Abpch  Prnd meﬂw

ePAR Transfer Release

Step 2 of 3 oPAR Transfer release initiation

Entersd Dy Entered On:  QU2T2016 5750
Upeated By Updated On; G1272018 550

ic

Comenenis:

@ Conds 7 jan. 50 AM
- I

Click Next.
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HCM Step-by-Step Guide
Approving the Transfer—Step 3: ePAR Transfer Release Initiation

On the third page of the release, the Transfer Release Approver must:
1. Type a Comment in the text box.

2. Click the checkbox next to | confirm releasing the employee.

3. Click the Release Confirm button:

- “(} 'L'f;c'ctg P
Save Collaborate Attach  Print {fpe;{er Preview

ePAR Transfer Release

Step 3 of 3: ePAR Transfer Release

Entered By: Entered On:  01/27/2016 4:09PM Document Status: Initial
Updated By: Updated On:  04/27/2016 4:09PM Sub Status:

Initiated Additional Info
Please check the box below to release this employee to the requesting Department.
[Comments: I
confirm releasing the Employee
Release Confirm I
Previous

Jump To: Step 3) ePAR Transfer Release

4. Click OK.
8 | HCM Step-by-Step Guide | hcm_sbs-Transferring-Employee.docx
Revised: July 28, 2017 | Prepared by: Employee Services



HCM Step-by-Step Guide

Create ePAR Transfer Update

Once the transfer has been approved by the reviewers, and the employee is released, the Transfer Release
Requestor/Initiator will update the transaction to include position data. The following steps outline the process of
retrieving the transaction and updating it for final submission.

Retrieving the Transfer Request
To retrieve the Transfer Request, the Transfer Release Requestor/Initiator will go to the Modify option under Transfer:

1. Navigate to ePAR Transfer.

a) Goto HCM Community Users dashboard: NavBar> CU Resources> Business Tools> HCM>
Employee Self Service> HCM Community Users

¥ Employee Self Service

Employee Self Service : Benefit Details

Manager Self Service

HCM Community Users

The HCM Community Users dashboard appears.

b) Click the Pay Actions tile.
2. Under ePAR Transfer, click Modify.

(‘ @ nttps;//hcmitst.qa.cu.edu/psp/hemist_1/EMPLOYEE/HCM/c/SM_PF_TRANSFER_MENU.SM_PF_PAF.GBL?Action=A& C | | & Search

@ Most Visited :, Getting Started @ CU PeopleSoft Environ... :: Employee Services - H... :, Junos Pulse Secure Acc... \: CU Logon Page | | Impg

Favorites « | Main Menu ~ » Smart Solutions + > Document Framework = > Document Collection

Document Collection

Ql University of Colorado ... i0r0000035 on Database: HCMTST
Boulder | Colerado Springs | Donvar | Anschutz Modicsl Campus

All = | Search

| Smart ePAR Mon-Pay Actions Smart ePAR FPay Actions

ePAR Additional Pay ePAR Dept Budget

Add One Time Pay or Recurring pay to Employee Funding Changes Only
Add Modify Add Modify
Inquiry Inguiry

+ ePAR Hire ePAR Pay Rate Change

Hire, Rehire or add Additional Job Increase or Decrease Current Pay
Add Modify Add Modify
Inguiry Inguiry

ePAR Position [ ] ePAR Transfer

Add, Change or Prepare Position for Hire Transfer from ope Department to Another
Add Modify Audd
Inquiry Inguiry  Release
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HCM Step-by-Step Guide
3. Next, type the ePAR Number in the search field and press Enter (or click Search):

Favorites = Main Menu = * Smart Solutions = > Document Fremework > * Doocument Colledction
UI!'II I'Slt‘y' Of Gﬂlﬂrﬂdﬂ User:_un Database: HCMTST All = | Search
R g e R T S Ty

Document Console

Use Sawved Search il

«PAR # squal 1o - SFROOG0AE o]

PAR Action FE— - -

ePAR Status F—— - -

Action squal io - o,

Reaison Code eaual is - A

Empl ID equal 1o b 1

Department aqual io b -4,

First Hams Egind with -

Last Nams beging with -

Job Code equsl 1o - “

Classified indicator saual 1o - -
E Clear Advanced Search  Save Search Critedia Deleie Saved Search  Penscnalize Search

ePAR Details Finst ‘& 1of1

ePAR Details Emplayes Details | [ITR

Request 1D View Name Effective Date hetion Reason Document Status
1 XFRO0005ES ePAR Transfer Res w 02012018 Tranafer 1;’:‘_‘-‘: ie fnatner Initisl Asleassd

4. Click the Request ID.

Note: The drop-down for View Name must remain on the default value, ePAR Transfer Ready.
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Step 1: Action/Reason (Display Only)

In Step 1 of this part of the transfer transaction, the screen displays the initial details of the Transfer Request; none of the

information can be change or modified:

HCM Step-by-Step Guide

Favortiea = Main Meny = Smar Scltem » » Docyment Frameson « Dooumaent Collection
@ E’_“Yf_r_sjtl’?jg?_‘?ﬁ-ado User;: HOROOD0D035 on Database: HCMTST Al - > Advenced Sesech
P
Colaborale Afach Pt ‘m Aw-
Employee Details
e B -
A oHe s r o )
Click Next.
Step 2: ePAR Transfer- Job Information
1. Enter the new Position Number:
Create ePAR Transfer Update
Step 2 of 4: ePAR Transfer-Job Information
Transaction Details
PAR Action: Transfer Action: Transfer Document ID: ePAR Transfer
Request ID: KFRODDOBES Reason Code: Transfer to Another Campus Document Instance:

ePAR Status: Effective Date: 02/01/2016
Effective Seq: 0
Employee Details

Name: NN oD

Profile Type:

Profile 1D:

Work Information
Current Value

Job Indicator: Primary Job

Position Number: 00704220

Position Title:

Department: 60043 ADM-AVCHR Administration
Location Code: aLw Lawrence Street

Reports To: oos64273  Hr Director || | |

Document Status:

Empl Red:

Last Personnel Action:

Last Transaction Date:

Hew Value
&}
(&}

604

Initial / Released

0
XFRODD0O585
0127/2016 10:59AM

2. Press Tab, and the fields below will auto-populate. Review and update as necessary.

3. Click Next.
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Step 3: ePAR Transfer- Compensation

As with the information in the last page, the values on this page will be pulled from the position.

1.

Review and update as necessary:

HCM Step-by-Step Guide

B e B
Colabormls  ARsch  Frnf Freviaw
Step 3 of 4: ePAR Transfer. Compensation
Transaction Details

Effective Seq. 0

Employee Details

Himimee Empl I

Profile Type Profite 10

Compensation

Cusnnanit Vialue
Salary Admin Plan il
Lalary Girade

Compensabon Fale

Humsin R

HR Dirgtas

Comp Freq
Total Comp Rate Changs

Totsl Comp Percend Inchiesie

Job Pay Components

Current Pay Componants

PAR Action Trarader Ackion Transher
Requeit iD KFROODOAE4 Reascn Code: Tranifere 1o Ansrmer Camg
#PAR Sates Effective Date: 32012018

il

Degecaimmegnt B0 #PAR Transfer

Document inatence 800

Dropcumaent Siatus Roldaied

Emgl Red o
Last Personnel Action

Last Tramsaction Dabe

Harwr Vil

244 Hisman Rescwroes
AaF HR Sasicr Praf
3,000 (O0000

" “honthly - Salary
BT 330000

€931

Hew Pay Componants

Pate Cosde Comp Rate Rate Cosde Comp Rate
1 BASEM 241887 i |BASEM o S000.000000 + =
Praeicis Mt
Click Next.
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Step 4: ePAR - Department Budget

Review and update the Department Budget information as necessary:

FRoe = AP L = » Serart Sokfors = »  Dooument Frameset = ¢ Doooment Coliection

University of Colorad

User: HORO000035 on Database: HOCMTST AR = | Saan
e | e e | | M et et
T
b
Sewe Colsborsle Amsch  Feed  Weder rqm
Creale aPAR Transfer Update
Stepd of 4; «FAR - Department Budget
Tranusctic Dataly
PLR Sction Trane%r =teg T Ceocupmapr] 10 ERA TR
Risquest ID RIS Reaon Code: T o Anofer Campul Cioscumssnt natance e
#FLR Hatey EFfscitiee Dabe: o201200 Documebnt Ftafun SR P
EFfscities Ba3:.
Empicyes Detang
[ BASCUT Klyiee | Erngd 10 130604 Emgd Rea
i Fype Proda Last Persannel Lebion
Lk Transstice Digte
Curmnl Funding
PEfROSMEDE | FRa| L ER Ffee Yo tafn f oL
Radget Aot earTant Prajsctant IpteEe Produect Fured Code Frogram Cods DiErd W Funding End Code
a0 - T T ks Rk Rl
T Dl
| g Funa g Same a8 Cament Funding?
Hiwi Fuftdifng
] Q Pet
Perporaitze | Fima | 2 B8 Pt 4 qofi @
Deparimant Brajesnmes [T Bt Fuma Coae Frogrmm Coge  DRLmSon Fancing Eag Due
k- ) TiEEEa 8 k- 1EETY L W
FrmoL
Sump To: 50 4) 6RAS - Decarment Buoget - >

Lam

Saving and Submitting the Transfer for Workflow Approval

=)

Save

1. Click Save from the top left corner.

HCM Step-by-Step Guide

Click OK to return to the transaction

2. Click OK.

ePAR XFRO0D00582 has been saved successfully

1

Submit

3. Click Submit.
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