Payroll & Tax Services
uID THE UNIVERSITY OF TEXAS AT DALLAS 800 West Campbell Rd MS SP2 25

Office of Budget and Finance Richardson TX 75080-3021
payroll@utdallas.edu

ePAR - Job Attribute Change Detail Guide
What is a Job Attribute Change ePAR?

¢ Job information can be changed
o Position change
Standard hours/week
Report to different supervisor
Salary rate
Extend current funding
e Job Attribute Change (JAC) ePAR CANNOT:
o Transfer to a new department as part of the job change - use Transfer ePAR

O O O O

Enter a New ePAR

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

<0 9

Personnel Info/Actions

T Budgets Overview - PS
ePAR Actions

Find an Existing Value (DAdd a New Value

v Search Criteria

T Budgets Overview Report

T Create Additional Pay

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

T) Recent . Saved .
FePARACﬁOIIs O Searches Choose from recent searches ‘ / H Searches Choose from saved searches ‘ /
- ePUR- Position Update/Request RequestID |begins with .,| | |
7 JobData
Hl EmpIID | begins with | | |
T Modify a Person
T Mody Hame | pegins witn | | |
T Query Viewer-HCM
L v g Department |neginswith v| | |
T Query Viewer-FMS
Request Date |= v‘ | |

T Review Actuals Distribution n

Action |: V‘ | V|
T Review Paycheck

tatns (= wl [ ol
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Select Job Attribute Change

Personnel Action Request

Action
*Action ‘ V| Status Request ID
Explain Request Dt 10/16/2023

Action | Change Funding Sources

End Assignment A
Job Attribute Change I

Leave of Absence

~ Submitt Mew Appaintment
Entered Retirement

Mal Return From LOA

Phi Supplemental Pay

Em Termination

Transfer
ﬂ Second__,

iedu

Name

Phone |

Add

Enter Employee ID
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Employee Information

EmpRecd 0Q

Action

*Action | JOD Atiribute Change

Job Attribute Change

Y| Status

Request 1D

Explain
Action

Request Dt 10/16/2023

Attachments

Y/

EffDate | 10/16/2023
n Appointment Details

Empl Record 0

Current
Position
Description
Short Desc
Job Code
Department
Reports To
Location
Stdn HrsWWk
FTE

FulliPari

[CICurrent and Future Fiscal Year Funding

Proposed

al

Position

Short Desc

Q

|
Description |
|
|

Job Code
Department | Q |
Reports To | Q ‘
Location | Q |
Stnd HrsWk | |

FTE |:\

FulliPart Y

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

Look Up Emp
Job Title Department
Senior Public Safety Officer 506000
Research Assistant 302500
Student Assistant 601090
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Current Appointment Details

e The Name, Current Appointment Details and Current Funding will auto-populate after

entering Empl ID

o Select Effective Date for Proposed Job Change (default as ePAR request date)

EmpliD [2C Q| Name AndrewF

EmpRcd | 0 0\|

Action

*pction | JOD Aftribute Change “| Status Saved

RequestiD  pp182349

Explain
Action

Changing the "Reports to” ID to new Department Head, Kelli Palmer.

Request Dt 10/05/2023

l Attachments

Y

EffDate | 1010512023 [E]|

Appointment Details

Empl Record 0
Current

Position

Description

Short Desc

Job Code 500087 Teaching Assistant

Department | 302300 Biological Sciences

Reports To  |00026926  Tag Hoon Kim

I Current and Future Fiscal Year Funding

Proposed

Paosition | Q

Description |

Short Desc | |

Job Code |SUUUB1 Q | Teaching Assistant
Department |3025UU Q | Biological Sciences

Reports To 00020986 Q. Kelli Palmer

Location DALD1 Location |m|

Stdn Hrs/\Wk 20.00 Stnd Hrs/\Wk | 2U.UU|

FTE 0.500000 FTE |M|

FulllPart Part-Time FullPart Part-Time v

RegTemp Temporary Reg/Temp |W|
Appointment Details

The required fields for this section will vary, based on if the employee is hired by position or

appointment

Appointment Details — Hire by Position

e Current appointment will be pre-populated, and several fields of Proposed appointment are

available to be changed.

¢ |f an employee’s position number is changing, this field should be entered first, as it drives the

information in several other fields.

o Certain fields will be greyed out as they cannot be altered from what is attached to the position

number.

o Other fields can be changed as needed. If no changes are needed, please leave the fields filled

as is.
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e The description and short description of Position should match the information in the Job Code
table. If Job Code is inconsistence with position, please contact Budget@utdallas.edu

¢ On the compensation fields for monthly employees, you can fill in “Annual Rate @ 100%"” or
“Monthly Rate @ 100%” with new compensation amount. This will update the other
compensation fields once the ePAR is saved.

Empl Record 1
Current Proposed
Position 00011167 Position [00030097 Q] |
Description |Asst Dir International Svcs
Description | Admin Project Coordinator |
Short Desc |AsDrIntSvc ‘
Short Desc AdPriCrdl A
C03060 Asst Dir International Svcs
Job Code €09037 - _ Job Code
Admin Project Coordinator | Department 501070 International Center
Department 601070 International Center )
- T 00012488 Josephine Vitta
Reports To 00013409 eports To
Deborah Buckner Location DALO1
Location S5B3.400
Stnd Hrs/Wk | 40.00|
Stdn Hrs/Wk 40.00 S ——
FTE | 1.000000|
FTE 1.000000 S
N Full/Part Full-Time
Full/Part Ful-Time
- Reg/Temp | Regular V|
Reg/Temp Regular  ~ | meguiar v
i Salary Basis | Salaried Monthly vl
Salary Basis | =alaned Monthly ~
. FLSA Status | Exempt v
FLSA Status lonexemp v
- Annual Rate @ 100% 46823.00|
Annual Rate @ 100% 46823.00
— Change to Annual Rate @ FTE 46823 00
Annual Rate @ FTE 46823.00 60,000
— Monthly @100% | 3901.91]
Monthly @100% 390191 @@ O]
an1 o4 Monthly Rate @FTE 3901.91
Monthly Rate @FTE 39018
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Before, Save

Proposed

Position (00030057 Q]

Proposed

Description |Asst Oir International Svcs

Short Desc | AsDrintSvc

CO3060 i {
Job Code C0306 Asst Dir International Svecs

601070 International Center
Department

00012488

Reports To ( Josephine Vitta
Location DALO1

Stnd Hrs/Wk 40.00
FTE 1.000000

Full/Part f o

Reg/Temp Regular V|

Salary Basis | Salaried Monthly ~
FLSA Status Exemy b

Annual Rate @ 100% 600000
Annual Rate @ FTE 46823.00
Monthly @100% | 3901.91
Monthly Rate @FTE 3901.91

AfterrSave

Position 00030097 Q

Des=cription |Asst Dir International Svcs

Short Desc | AsDrintSve

Job Code CO3060 Asst Dir International Svcs

601070 International Center
Department
Reports To 00012488 Josephine Vitta
Location DALO1
Stnd Hrs/Wk | 40.00
FTE | 1.000000
Full/Part T v

Reg/Temp | Reqgular w

Salary Basis | Salaried Monthly v
FLSA Status xempt v

Annual Rate @ 100% I 500000 00]
Annual Rate @ FTE 600000.00
Monthly @100% | 50000.00 |

Monthly Rate @FTE 50000.00

Appointment Details — Hire by Appointment

e Employees who are hired by appointment will have the following available fields to change,

position will be blank

¢ Allfilled in fields are required, and should be left as is if there are no changes
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Empl Record 0
Current Proposed
Paosition Position | Q
Description Description |
Short Desc Short Desc | |
Job Code 509997 | student Assistant Job Code |50999? Q | Student Assistant
Department | 107020 Multicultural Center Department |m Multicultural Center
Reports To Mu% Borello Reports To W Adrienne Drake
Location DALO1 Location | DALD1 a|
Stdn Hrs/\Wk 12.00 Stnd Hrs\Wk | 12.00|
FTE 0.300000 FTE | 0.300000]
Full/Part Part-Time FulllPart Part-Time
ReglTemp | Temporany ~ Regffemp | Temporary |
Salary Basis | HOUTY N Salary Basis |Hourly v|
FLSA Status |Monexempt v FLSA Status |Monexempt -
Hourly Rate 12.000000 Houriy Rate | 12.000000|
Current and Proposed Funding

e The effective date should be consistent with Start Date of Proposed Funding

e Enter Cost Center (if not known, click magnifying glass to search) and Percent
Action
+Action |-J0D Attribute Change ¥ Status Completed RequestlD  0Q147382
Explain |Per Tracy Lederer, extend appointment to 07/31/2022 Request Dt 07/08/2022
Action : )
|_ Attachments _|
W .
Processing Messages
EffDate | 0710112022 Current and Future Fiscal Year Funding

Start Date  06/01/2022

Cost Center Info Project Info 4

Current Funding

End Date 06/30/2022

Earn Code Cost Center Cost Center Description | Percent Monthly Amt
1 REG 41120003 Afr State Salaries 100.000 288275
Proposed Funding
Start Date |07, EndDate |07/31/2022
Cost Center Info Project Info >
Cost Center
Eamn Code Cost Center Description Percent Monthly Amt
1 REG 41120003 Afr State Salaries 100.000 288275

Total Amt

Total Amt

Benefits Estimate

1200.00 2010

Benefits Estimate

1200.00 | 2010

Fund Code  Fund Description | Function Function Description | Dept ID

E&G General

Funds 713 Insfitutional Suppor 401102

Fund Code  Fund Description  Function Function Description DeptID

EH&G General 713 Institutional Suppor | 401102

Department

Accounting &
Financial Rept

Department

Accounting &
Financial Rept
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Multiple Periods

¢ Add a second date range by clicking “+” sign, and remove the date range by click “-” sign
o If there are already multiple effective dates in the Current Funding section, data must be entered
for all the same effective dates in the Proposed Funding section

o Example: Bob is working on 37755008 Project through July 19th, and changes to 37755006 on
July 20th

Proposed Funding
sartDate (051162023 [E| Engpae |07M92023 [H]| ‘;‘
Pt i | I
Eam Code | Cost Center Bg:‘crcls:::" Percent Monthly Amt  Total Amt g:[:‘;g:‘: Fund Code E‘;mipﬁon Function E‘;:g:::m DeptiD  Department
P—— Zyvex Labs Sitr i ™ 100000] Fedsral Research - ) | =
1 REG [sr7s5008 | rbseto [ 100.000] 215000 4602 69 765.00 5501 P e |202 i 307700 System Engineering |i‘ |_‘
StartDate [07202023 [E|  Engpaie  |08512023 [H]| ‘i' ‘;‘
Pt i | I
Eam Code | Cost Center Bg:‘crcls:::" Percent Monthly Amt  Total Amt g:[:‘;g:‘: Fund Code E‘;mipﬁon Function E‘;:g:::m DeptD  Department
1 REG [ar7ss008 @ | é‘;‘ﬂz‘;ﬁ‘”‘““‘gh' | 100.000] 2150.00 2969.05 494.00 5501 Ez‘ii;i’mughs 202 Ef;::;‘:‘d' 307700 System Engineering |T‘ |f‘
Multiple Cost Centers
H H 13 ” H
¢ Add a new Cost Center and percentage by clicking “+” sign
R Cost Cent d by clicking “-” si
e Remove a Cost Center and percentage by clicking “-” sign
% di ive date add 00%
e The total % for each funding effective date adds up to 100%
Proposed Funding
Start Date ‘na/m/zuzs ] End Date ‘D}f}WﬂZﬂEA ] ‘ + ‘ ‘ — ‘
Projectinfa | 1>
Eam Code Cost Center S::‘cﬁ;['l‘:i" Percent Monthly Amt  Total Amt E‘:‘:‘;gz Fund Code E‘;mimio" Function B::;:::o" DeptiD  Department
PY—— Pnwe—— Nih Scalable Electrode [, Federal Research - 1
1[rec 37355052 40000 210120 14708 40 5910 00 5500 Sponsared 202 07300 Bisengineering —
ol e e =] -
e al Ao @l cwnwnin 0718 supp | oo Federal Research - o =
2[rec Q| farsssoss Q| el | 0000 3151.80 22062.60 8864.00 5501 Possimoughs 22 e 307300 Bioengineering ‘i| ‘_‘
Start Date |04/01/2024 []  EndDate |08/31/2024 ‘ + ‘ ‘ — ‘
Prjectinfa | 1>
Eam Code Cost Center BZ?:S;{:I;I Percent Monthly Amt | Total Amt E;'I':':":‘E Fund Code E‘;sc'ipﬁm Function r):;‘::::::::on DeptlD  Department
Pe— P Nih Scalable Electrode |[ -1 Federal Research - |
1 [rec 37355052 100,000 5253.00 26265 00 10567.00 | 5500 Sponsored 202 307300 Bioenginesring -
Fro o] e a] s o BllE

Save ePAR before Submit

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

¢ A secondary contact can be added.
e Click the “Save” button. Further changes can be made after ePAR has been saved.
e The ePAR cannot be submitted without first being saved.
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~ 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

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 |J0D Attribute Change ¥ | Status Saved RequestiD 00182762
Explain |Updating supenisor to Adrienne Drake. Request Dt 10/13/2023
Action Aftachments

A

CJCurrent and Future Fiscal Year Fundin
Effpate | 10/13/2023 - g

Attachments

Select type from the drop-down menu, click Add to upload
Click Choose File to browse, and then click Upload

Click “+” sign to add another document

Once all documents have been attached, click Done

December 15, 2023 Page 9 of 11


mailto:payroll@utdallas.edu

ePAR - Job Attribute Change Pavroll & Tax Servi
= = ayro ax oervices
Detail Guide p)a/vroll@utdallas.edu

ePAR Attachments

Request ID 00181996

0

&
Type File Name Add

i | T = I

_____________

Cell Phone Receipt
19

Mo Rehire

Other

Selective Service
Social Security Card
Viza

File Attachment X

| Choose File | Dept List xsx ]

| pload || Cance |

Request ID 00181956
(=[]
Type File Name View Delete
1 | Other v| |Dept_List.:=;Is:=; | l View l [ Delete ] |E|
2 | Other v| |F'a3-'able_8tatus.docx | l View ] [ Delete ] |E|
Submit ePAR

Please review the ePAR and make sure all of information is correct before submission
No changes can be made after an ePAR has been submitted

Once the ePAR is submitted, the approval workflow will be visible

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 Department Approval
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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