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Human Capital Management: Step-by-Step Guide

Entering a Funding Distribution Change — Department Budget Table

This guide describes the process for entering a Funding Distribution Change using an ePAR Pay Action.
Before you begin, here are a few tips:

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

The book and checkmark lets you spell check text boxes.

. O The trashcan lets you remove an item.

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

Beginning the Transaction

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

3. Under ePAR Dept Budget (Funding Changes Only), click Add.

Document Collection
Smart ePAR Non-Pay Actions Smart ePAR Pay Actions

ePAR Additional Pay ePAR Dept Budget

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

+ ePAR Hire ePAR Pay Rate Change

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

ePAR Position [ | ePAR Transfer

Add, Change or Prepare Position for Hire Transfer from one Department to Another
Add Modify Add Modify
Ingquiry Inquiry Release
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HCM Step-by-Step Guide
Step 1: Dept. Budget Selection

1. Enter your Search Criteria:

Codasorste Atsn Process™

Create ePAR Dept Budget Request

Step1 of 3 ePAR - Dept Budget Selection
¥| Transaction Detalls

PARAction:  Depariment Dudget Action: Eamings Cistbuton Change Document Iz PR Dirpt Budget
RequestWk  NEXT Heasan Code: Dacumeat instance: a
ePAR Stales:  Inimal Effectve Date:  0B032015 Documest Status: Iratial | Add Eniry

Effectie Seq 0
¥ Search Critedla

Department: Q

Fiscad Year:

Position Number: a

Search Cear

¥ Audit Detais

Entured By:
Entared On:

Updated By:
Updazed On:

2. Click Search.

3. Verify the information is correct.

G N
Collsborste _Attach Process~

Create ePAR Dept Budget Request

Step1 of 3: ePAR - Dept Budget Selection
Transaction Details

PARAction:  Department Budget Action: Eamings Distribution Change

Document ID: ePAR Dept Budget
Request ID: NEXT Reason Code:

Document Instance: 0
ePAR Status:  Initiz| Effective Date: 09/03/2015 Document Status: Initial | Add Eniry
Effective Seq: 0

Search Criteria

Department: on2 Q Museum-Administration

Fiscal Year:

Position Number: 00611999 R proessor

[ searcn || Clear |

Search Results Personalize | Find | C0| E&  First 4 1303 2 Last

Department Fiscal Year Position Descr
1 10112 2016 00511999 Professor
2 @ 1012 2015 00611999 Professor
3 @ 1012 1 00611999 Professor
| Ne |
Audit Details
Entered By: Updated By:
Entered On: Updated On:

4. Make sure the select checkbox appears selected for your position:

Search Results Personalize | Find | (2| E First ‘4’ 1-3630f 363 '*' Last
Department Fiscal Year Position Descr

3g [ 51000 2016 00706444 Business Senices Senior Prof i

40 [C] 51000 2016 00707164 Project Manager

41 51000 2016 00708475 Business Senices Program Mar A

5. Click Next.
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HCM Step-by-Step Guide

Step 2: Dept. Budget Collection Current Data

1. From the Action list, select Earnings Distribution Change.

2. If you are changing the funding as of the Effective Date shown under Dept Budget Current Info section

(otherwise proceed to the next step):
a. From the Reason list, select Change Funding.

b. Select the Effective Date checkbox.

' N %
Collaborate _Attach _Process~

Create ePAR Dept Budget Request

Step2 of 3: ePAR Dept Budget Collection Current Data
Transaction Details

PAR Action: Department Budget Action: Earnings Disfribution Change Document ID: ePAR Dept Budget
Request ID: MNEXT Reason Code: Change Funding Document Instance: ]
ePAR Status:  Initial Effective Date: 09/03/2015 Document Status:

Initial / Add Entry
Effective Seq: 0

Department Budget Details
Department: 10112
00611999
Historical ePARs

Dept. Title: Museum-Administration Last Personnel Action:

Position: Name:Position Title:  Professor

Pending ePARs

Last Transaction Date:

Action/Reason Selection

=pction: | Eamnings Distribution Change -

*Reason: Change Funding -

Dept Budget Current Info Find First ‘4 1of1 &) Last

[ effective Date:  07101/2015 Effseq: 0
Current Funding

Budget Level Cap:
Personalize | Find | £ =] First (&' 1-20f2 &) Last

Department Pre

Account Fund Code Program Code Distribution % Funding End Date
11012 11020765 444444 10 10898 7.500
2 10099 11077624 dad4ad4s 10 42774 92500
Previous Next
Audit Details
Entered By: Updated By:
Entered On: Updated On:
Cl Save

3. If you are changing the funding and require a different Effective Date:
a. From the Reason list, select New Effective Date.

4. Click Next. Next

5. If you selected New Effective Date, click the Add New Effective Date Funding button, and then enter

the new date.

Find

Funding End Date

Dept Budget
Effective Date: 01012016 |[Fkrseq: o
Current Funding Personalize | Find | (21| E First ‘4 10f1 & Last
Department Project Speedtype Account Fund Code Program Code Distribution % Funding End Date
151005 51090507 444442 10 47316 100.000
I:‘New Funding Same as Current Funding @®amt  Opet
New Funding Personalize | Find | (] B
Budget Amount Department Project Speedtype Product Account Fund Code Program Code  Disfribution %
1 Q Q
Previous

First ‘4’ 10f1 ‘»/ Last

First ‘4 10f1 ‘&' Last

| EHE
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Step 3: Dept. Budget Collection New Data

If you selected the Amt option, the following fields become editable:
e Budget Amount
e Department

e SpeedType

) N o

oo S
Save Collaborale Atftach Process™

Create ePAR Dept Budget Request

Step3 of 3: ePAR Dept Budget Collection New data
¥ Transaction Details

PAR Action: Department Budget Action: Earnings Distribution Change

Document ID: ePAR Dept Budget
Request ID: NEXT Reason Code: Change Funding Document Instance: o
ePAR Status:  Initial Effective Date: 09/03/2015 Document Status: Initial / Add Entry

Effective Seq: 0
¥ Department Budget Details

Department: 10112 Dept. Title:

Museum-Administration Last Personnel Action:
Position: 00611999 Name:Position Title:  Professor Last Transaction Date:
Historical ePARS Pending ePARs
Dept Budget

Find First ‘4 1of1 ‘&' Last
[7] Effective Date: 07/01/2015 Effseq: 1

Current Funding Personalize | Find | 2 | [ First 4/ 1-20f2 ‘2 Last

Department Project/Grant Speedtype Account Fund Code Program Code  Distribution % Funding End Date
11012 11020765 dddgad 10 10898 7.500
2 10099 11077624 ddddad 10 42774 92 500
New Funding Same as Current Funding @amt O Ppct
New Funding Personalize | Find | @ | B First (¥ 120f2 & Last
g‘r':f::' Department Project/Grant Speedtype Product Account Fund Code  Program Code Distribution%  Funding End Date
1 | 10112 ‘q 11020765 Q L4444 10 10898 7.500
2 |[1o0ss o [11077624 e 444444 10 42774 92,500
\ Previous
¥ Audit Details
Entered By: Updated By:
Entered On: Updated On:
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HCM Step-by-Step Guide
If you selected the Pct option, the following fields become editable:

e Department
e SpeedType

e Distribution %

Creats aPAR Dapt Budget Regquast
Seepd of 3 sPAR Dupt Budge: Collection New daw
™ Tessrnasctioe Details
P At i partiser Duuigss hciom Camirge Daksckcc Chasge Docxmest Kt Ew Sapige
Bwguunl Kt AT Padson Code:  Changs Funding Docsment nalipoe
PN STAE  inilial EReCHA Db TEO15T T LerCarsant $lalas L LT Fin
Efecom Sy
= Deipariismi Szl Deinis
Depanmerrs W1 [wsn. Tive: Wreaar-bdirdsbalicd LT Pprasansl Lo
Pagdver ] MamaPonkion THe:  Fiekaie | ant Tranmacinn e
RN R iy 1) B
Lept Burigs Feg mt ot at
FHacims Dmis: (715015 Efsey 1
Carrein Fuailisg Feoprair  Sma | L5 IS Frg &% +392 & Loni
Przarrm: PezwciGrani Lenuctpzo Rorzam "wrd Cofw  Frogewm Code  Demivdarion % Frramg Dy N
1iama HiTrs EREERE) - | a2 T W
1 Tixr a1l P ddarzy " 4ZTTa 225wy
s Faning B350 aa Cuent Fudeg Ami WP
M Tunding Feonaia | Fns | & | W 1 Last
[ ] Peomitiee) sty Fapakad Auerre FyefiConke  Prompum Code [egiedurion % L L
11043 A, HEsTe =1 adiide o 15653 T M =
1 1ER A, T = —idiis L 4zTTa 2= L. @
Preamp
* &aiim Dawinlly
Erivred fry: Updaisg By
Crisred e Lindaing Doy

Step 4: Saving and Submitting the Transaction

1. Complete your changes, and click Save from the top left corner. L_Save

You will receive your ePAR Document number:

ePAR DBTO000038 has been saved successfully

Click OK to return to the transaction

ook ]

. | OK
2. ClickOK. ——

3. Click Submit, [Submit
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