Office of Budget and Finance Richardson TX 75080-3021

I : Payroll & Tax Services
u D THE UNIVERSITY OF TEXAS AT DALLAS 800 West Campbell Rd MS SP2 25
payroll@utdallas.edu

ePAR - Change Funding Source Detail Guide
What is a Change Funding Sources ePAR?

¢ Change the funding information for an employee’s regular wages
o Change funding dates
o Change cost centers
o Change funding retroactively, resulting in reallocation of funds
¢ Change funding Sources ePAR CANNOT:
o Extend current funding - use Job Attribute Change (JAC) ePAR
o Supplemental pay (all earnings other than regular wages) - use Supplemental Pay ePAR

Enter a New ePAR

¢ Gemini for Departments > Personnel Info/Action > ePAR Action

« | O Q ¢ ch in Gemini HCM Menu

Personnel Info/Actions

T Budgets Overview - PS
ePAR Actions

Find an Existing Value @Add a New Value

~ Search Criteria

T Budgets Overview Report

T Create Additional Pay

f Department Budget Table USA Enter any information you have and click Search. Leave fields blank for a list of all values.

T) Recent " Saved "
— ePAR Actions e Choose from recent searches ‘ / I ST Choose from saved searches ‘ /
7 ePUR- Position Update/Request RequestID |beg|ns with V| | |
T JobData
& EmpIID | begins with | | |
= Modify a Person
EL Hame |begins with | | |
- Query Viewer-HCM
Department |beginswilh V| | |
T Query Viewer-FUS
Request Date |= v‘ | |
T Review Actuals Distribution n
Action |= u‘ | u|
T Review Paycheck
faty = Y] v
| | | |

e Select Change Funding Sources
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Personnel Action Request

Action
*Action | v| Status Request ID
Explain Request Dt 10/11/2023

Action ||Change Funding Sources I

| End Assignment y
Job Attribute Change

Leave of Absence

~ Submitt Mew Appointment
Entered Retirement

MNai Return From LOA

Ph{ Supplemental Pay

Em Termination | edu
Transfar
I Second__,
Name |
Phone |
Add
Enter Employee ID
el -
Change Funding Sources
Employee Information
Empl ID | Q Name DeptlD
EmpRcd | Q | Job Pos
Action
*pction | Change Funding Sources ~| Status Request ID
Explain Request Dt 10/11/2023
Action
Attachments
V.
I Funding Start Date | 10/11/2023 (show funding and appointments from this date) O Current and Future Fiscal Year
Current Funding
Start Date End Date
Earn Code Cost Center Cost Center Description | Percent Monthly Amt Total Amt E;?;Z?e Fund Cods
1

December 15, 2023 Page 2 of 7


mailto:payroll@utdallas.edu

ePAR - Change Funding Source

Detail Guide

Payroll & Tax Services
payroll@utdallas.edu

o If you don’t know the employee ID, click the magnifying glass to search by name

Empl ID | begins with | |

Last Name |begins with v| |EIROWN

First Name |begins with v| |

Search Results

View 100

Empl ID Display Name

Charles Brown
Jessie Brown

Brandon Brown

Job
Code

C06342

500634

509997

[ Search ][ Clear H Cancel ] Basic Lookup

Job Title

Look Up Emp

Department

Senior Public Safety Officer 506000

Research Assistant

Student Assistant

302500

601090

Current Funding

e The Name, Job Code, Dept ID and Current Funding will auto-populate after entering Empl ID
e Select Funding Start Date for Proposed Funding (default as ePAR request date)

“Action | Change Funding Sources

Y| Status Saved

Empl 1D | 2T Name Jer DeptlD 601070
EmpRcd‘ 0Q Job  A00219 Director Pos 00029577
Action

RequestID 00178961

Explain |Change funding source for

Action

s salary fram 61032004 to 61032010

Request Dt 09/05/2023

Attachments

A

Current Funding

Start Date  (9/01/2023 End Date

Cost Center Info Project Info >

08/31/2024

Funding Start Date ||09/01/2023  [] fshow funding and appointments from this date)

[ Current and Future Fiscal Year

EamCode | CostCenter | CostCenter Description | Percent | Monthly Amt | Total Amt ponefs
‘stimate
1 REG 51032004 Intemational Student 100.000 5666.67 50000.00
Spec Fee

Fund Code

24314.00 3214

P - Function
Fund Description | Function | p ct Dept ID Department
‘F”SESEEM‘ Senice 615 Student Services 601070 International Center

Proposed Funding

¢ The Funding Start Date should be consistent with Start Date of Proposed Funding
¢ Enter new Cost Center (if not known, click magnifying glass to search) and Percent

December 15, 2023

Page 3 of 7



mailto:payroll@utdallas.edu

ePAR - Change Funding Source
Detail Guide

Payroll & Tax Services

payroll@utdallas.edu
Funding Start Datd | 090112023 {ahow funding and appointments from this date) (I Current and Future Fiscal Year
Current Funding
StartDate  09/01/2023 End Date  08/31/2024
Eam Code  Cost Center Cost Center Description | Percent Monthly Amt Total Amt Bonchty Fund Code | Fund Description | Function upction Dept ID Department
Estimate Description
1 REG 61032004 ‘é‘;’;‘i";;a‘s‘”d*”‘ 100.000 6666.67 8000000 24314.00| 3214 U Special Senice g1 Student Services | 601070 Intemational Center
Proposed Funding
start Dato| [0901203 || endpaie [0831/2024 [ [+][=]
Earn Code Cost Center Cost Center Percent Monthly Amt | Total Amt Benci Fund Code -, Function | Funeton DeptlD  Department
escription Estimate Description Description
Y Intemational Initatives 6666 67 80000.00 24314.00 3214 ) 615 Student Senices 601070 Interational Center ‘ + ‘ | 7‘

Multiple Periods

Add a second date range by clicking “+” sign
Remove the date range by click “-” sign

Example: Bob is working on 37755008 Project through July 19th and switches to 37755006 on
July 20th. The budget revision entered on Sept 7th for reallocation of funds

Proposed Funding
StartDate (05162023 []|  gnapate 07192023 [H]|
Eam Code | Cost Center B"“ Eeler Percent Monthly Amt  Total Amt Eaweiis Fund Code | U4 Euncrion il [ o DeptiD  Department
escription Estimate Description Description
PE— Zyvex Labs Sttr i oo Federal Research - | =
1 REG [ar7ss008 @ | risainity | 100.000] 2150.00 4602.69 765.00 5501 Praroughs |22 Crgansed 307700 System Engineering | + ‘ | ‘
StartDate (0720203 [|  pnapare [89U2023 [ [+][=]
Eam Code | Cost Center B"“ Eeler Percent Monthly Amt  Total Amt Eaweiis Fund Code | U7 Euncrion il | o DeptiD  Department
escription Estimate Description Description
Pr— Zydab: Ster i High- [ oo Fedsral Ressarch - ) il
1 REG [sr7zs008 @ | Sheed P | 100.000] 2180 00 2969 05 49400 5501 Passtnioughs |22 Organised 307700 System Engineering |+‘ | ‘
H H “ ” H
e Add a new Cost Center and percentage by clicking “+” sign
R Cost Cent d t by clicking “-” si
e Remove a Cost Center and percentage by clicking “-” sign
% f h fundi ffective d dd 100%
e The total % for each funding effective date adds up to ()
Proposed Funding
Start Date ‘uamwuza 1] End Date |u3/31f2n2A [ ‘ + ‘ | —|
Eam Code Cost Center [C)“'C.E'T‘E' Percent Monthly Amt  Total Amt Bonchity Fund Code 9" Function  Function DeptiD  Department
escription Estimate Description Description
I 7 Federal
1 ‘REG Q ‘ ‘maausz Q ‘ ?;:ﬁ“;'“‘* Electos ‘ an,nnn‘ 210120 14708 40 5910.00 5600 Sponsored 202 S:E::\rzcéhﬂ- 307300 Bioengineering
I Programs g
Y B Y g;”“’“'h B EmEE | e0000] 3151.80 22062 60 8864.00 5601 el 202 R = 307300 Bioengineering
aracter Passthroughs Organized
Start Date |04/01/2024 End Date | 08/31/2024 154}
Eam Code Cost Center Cost Center Percent Monthly Amt | Total Amt Banorit Fund Code | FUNd Enctioniil|aeon DeptiD | Department
escription Estimate Description Description
‘rE6 a [srass0s2 Q| Nih Scalable Electrode | 100.000] 525300 26265 00 10567.00 | 5500 ;E:f‘fcl.md 202 Research - 307300 Bioengineerin + —
Technol . h Pfﬂg,am Organized g 9
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Save ePAR before Submit

e The Submitter/Contact information will indicate the person who created the ePAR. Click the
arrow to expand.

o A secondary contact can be added.
Click the “Save” button. Further changes can be made after ePAR has been saved.

e The ePAR cannot be submitted without first being saved.

~ Submitter/Contact Information

Entered By
Name Xi Chen
Phone

Email xxc171830@hemtest.utdallas.edu

Secondary Contact

Name |

Phone |

Save Submit Approve Deny Call Back Send Back Cancel Copy History

Reallocation and Retroactive Distribution Message

¢ |[f the dates entered resulted in funding changes past the most recent payroll period, this
message will appear when the ePAR is saved. This means that funding will be altered
retroactively based on the changes made, and a separate reallocation request is not necessary.
This message will also appear upon ePAR submission.

¢ Note: reallocations specified by dollar amount rather than percentage cannot be accomplished
by the current ePAR process. Please contact the Budget department for further assistance at
budget@utdallas.edu

Request ID and Attachments

e Upon saving the ePAR, a request ID will be assigned, and attachments button is available
o Request ID will allow you to leave and come back to the ePAR as needed

Action
“Action Status Saved RequestiD  pp181006
| To remove from ME Clearing Cost Center Request Dt 10/03/2023
Explain
Action
y Atftachments

Funding Start Date |{|-9."D1;'2[323 (show funding and appeointments from this date) [ Current and Future Fiscal Year

Attachments

o Select type from the drop-down menu, click Add to upload
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e Click Choose File to browse, and then click Upload
¢ Click “+” sign to add another document
¢ Once all documents have been attached, click Done

ePAR Attachments
Request ID 00181996

O

4]

Type File Name

_____________

Cell Phone Receipt
19

No Rehire

Other

Selective Service
Social Security Card
Visa

File Attachment %

| Choose File | Dept List xisx |

| Upload || Cance |

Request ID 00181986

=]

Type File Name View

Delete

l View

1 | Cther V| |Dept_List.>;Is>=; |

[ Delete ]

| l View

2 | Other V| |F'ap'able_status.docx

[ Delete ]

Done

Submit ePAR

No changes can be made after an ePAR has been submitted
Once the ePAR is submitted, the approval workflow will be visible

Please review the ePAR and make sure all of information is correct before submission

You will receive an email that your ePAR has been submitted for approval
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> Submitter/Contact Information
Save Submit Approve Deny Call Back
Department Approvals
REQUEST_ID=00181738:Pending @ View/Hide Comments
Department 1
Self Approved Approved
Carina Legometa |__, Amanda R Moilan
vy Deepartment Approval o Degartment Apgrowal
1003723 - 2:08 PM 10003123 - 4:53 FM
Department 2
Pending Not Routed
Multiple Approvers |__y, Multiple Approvers
{9 Di=partment Approval - Depatment Approval
Comments
After Department
REQUEST_ID=00151738:Awaiting Further Approvals
FND. REA
Mot Routed Not Routed
Multiple Approvers |, Multiple Approvers
] Career Center - Budget Office
Save Submit Approve Deny Call Back Send Back Cance l Copy ” History
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