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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: 

• 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.  

• 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. 
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Step 1: Dept. Budget Selection 
1. Enter your Search Criteria: 

 
2. Click Search. 

3. Verify the information is correct. 

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

 

5. Click Next.  
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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. 

 
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.  

5. If you selected New Effective Date, click the Add New Effective Date Funding button, and then enter 
the new date.  
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Step 3: Dept. Budget Collection New Data 
If you selected the Amt option, the following fields become editable: 

• Budget Amount 

• Department 

• SpeedType 
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If you selected the Pct option, the following fields become editable: 

• Department 

• SpeedType 

• Distribution % 

 

Step 4: Saving and Submitting the Transaction 

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

You will receive your ePAR Document number: 

 

2. Click OK.  

3. Click Submit.  
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