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 — New Appointment Detail Guide
What is a New Appointment ePAR?

e Appointment type:

o New Hire — Payroll, HR or Provost initiates

o Rehire — departments, Payroll, HR or Provost initiates

o Secondary assignment for an employee who is active employed — department initiates
¢ Please contact Human Resources and/or Payroll Office if you have questions

Enter a New ePAR

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

« | 0 Q Q 1 in Gemini HCM Menu

Personnel Info/Actions

T Budgets Overview - PS
ePAR Actions

Find an Existing Value @Add a New Value

v Search Criteria

T Budgets Overview Report

T Create Additional Pay

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

T Recent - saved -
FePARAcﬁons D Searches | Cnoose fram recent searches | 7 H e es | ChoosE from saved searches | V4
T ePUR- Position Update/Request Request ID |begins with .,| | |
i JobData
[l EmpIID | begins with ~| | |
T Modify a Person
i | MOCKlY Name |neg|nswnh v| | |
T Query Viewer-HCM
L ¥ g Department |neginswith v| | |
T Query Viewer-FMS
Request Date |= v‘ | |

T Review Actuals Distribution n

Action |= «l v
T Review Paycheck

fats (= ol [ M|
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Select New Appointment

Personnel Action Request

Action

*Action | "| Status Request ID

Explain Request Dt 10/16/2023
Action | Change Funding Sources
End Assignment A

Job Attribute Change

Leave of Absence
 submit] New Agpormmen: ]
Entered Retirement
Nai Return From LOA
Ph{ Supplemental Pay

Em Termination

Transfer
u Second

Name

Phone

Search Employee ID

e Search for existing employee ID by name — applies to rehires and students
¢ If no employee ID, see Create Employee ID for New Hire
e If you have questions, please contact payroll@utdallas.edu

New Appointment

Employee Information

Empl | Q. [IHame
Create Empl ID

Action

*Action |Mew Appointment Y| Status Request D

Explain Request Dt 10/19/2023

Action

Attachments
4
Appointment Type | v Org Relationship ‘ v| Eff 10M10/2023 | [CJCurrent and Future Fiscal Year Funding
Date [

n Proposed Appointments

Paosition ‘ Q
Job Code ‘ Q
Department ‘ Q
Reports To ‘ Q
Location ‘ Q
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Enter Existing Employee ID

¢ |f employee ID already exists and you don’t know the ID number, click the magnifying glass to

search by name
e Appointment type
o New hire
o Rehire
o Secondary assignment
o Effective date: start date of employment

New Appointment

Employee Information

Empl ID| | 40: Q Name W

Create Empl ID

Action
*Action Status
. |Appointment as Assistant Professor in JSOM
Explain
Action
A
u Appeintment Type I New Hire v Org Relationship | Emp

Request ID

Request Dt 10/17/2023

Attachments

Date

Eff 09/01/2023 O Current and Future Fiscal Year Funding

Look Up Emp
Empl ID |beg|n9 with v‘ | |
Last Name |begins with v‘ |E|ROWN |
First Name |begins with v‘ | |
[ Search M Clear H Cancel } Basic Lookup
Search Results
View 100
n Job r
Empl ID Display Name Code Job Title Department
Charles Brown C06342 | Senior Public Safety Officer 506000
Jessie Brown 500634 | Research Assistant 302500
Brandon Brown 508997 | Student Assistant 601030

Create Employee ID for New Hire — Student Employee

¢ If the new hire has an existing student ID from Orion, the data will auto populate after entering

student ID
e Enter all required fields that are missing
o Effective date
Last Name, First Name
Date of Birth
SSN
Address

O O O O
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If the employee’s work telephone number is known, please enter

Create Emplid

Effective Date |09f01f2023

Orion Student ID [20_] Enter Student ID from Orion only if it exists.

st (I |
Name
frst | | Name Suffix Q
Hame - _

Middle Hame | | I Full-Time Student

Date of Birth |
ss | I |
address Line 1 | [N |

Address Line 2 |
city | I

State | TX

Postal Code | |
Gender |-_"|

Ethnic Group | Q Hi Educ Lv

- |

Work Phone  Campus

Personal Cell Cellular | |

Home Phone Home | |

personal émail

Address —
Veterans Status |N0“ﬂdiC- "| Marital |Unkn0wn "l
Status

o o]

| Phone Number should be in this format XAXOKKRK-KXKK

Create Employee ID for New Hire

[ ]
all required information
o After clicking OK, the system will generate an Empl ID

If the new hire doesn’t have an existing Student ID or Employee ID in the system, please type
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Create Emplid

Effective Date |11f1312023

Orion Student ID |:|

Enter Student ID from Orion only if it exists.

| Hame Suffix Q

Last |Test
Name

First | Comet
Hame

Middle Name

| [ Full-Time Student

Date of Birth |01m1r2000

SSN |876543210

Address Line 1 |123 Main Street

Address Line 2 |

City |Richardson

State |T)(—|
Postal Code |E|
Gender |@|
Ethnic Group |j
Work Phone Campus

Personal cell  Cellular

Home Phone Home

Hi Educ Lv "|

| 972/883-2270 | Phone Number should be in this format X000 000

|072/883-1234 |

Personal Email |Comet@gmail.com

Address

Veterans Status | MotIndic. *’| Marital | Single .,|
Status
OK “ Cancel l
ePAR Actions
Employee Information
EmpIID|4U3UU11223 Q| Name CometTest
Create Empl ID

Proposed Appointments Section

The required fields for this section will vary, based on whether the employee is hired by Position or
Appointment. Hire by Position is for faculty and staff, Hire by Appointment refers to RA/TA/Lecturers | &

Il and hourly positions.

Proposed Appointments Section — Hire by Position (Staff and Faculty)

Position 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

e Other fields can be changed as needed
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e For Academic Monthly or Salaried Monthly, the “Annual Rate @100%” field or the “Monthly
@100%” field is required. You can fill in either one with a compensation amount. This will
update the other compensation fields once the ePAR is saved.

e If Hourly is chosen, only the Hourly Rate field is required

Proposed Appointments

bosition 100029943 Q7]

Job Code F00030 Assistant Professor
Department 304000 Management
Reports To 00000185 Hasan Pirkul

Location |DALO1
Stnd Hrs/Wk | 40-00\

FTE | 1.000000]

Full/Part

Salary Basis |

Annual Rate @100% Academic Monthly
Hourly
Annual Rate @FTE Salaried Monthly

Monthly @100%

Monthly @F TE

Hourly Rate
Salary Basis | Academic Monthly v
Annual Rate @100% | 200000.000 |
Annual Rate @FTE 200000.000 Salary Basis | HoUry N
Monthly @100% 22222_22| Monthly @FTE 1040.000000
Monthly @FTE 22222 222000 Hourly Rate | 12.UUUUUU|

Proposed Appointments Section — Hire by Appointment (RA/TA/Lecturers | & ll/Hourly)

e The option chosen here for Salary Basis will determine which compensation fields are required.

e For Academic Monthly or Salaried Monthly, the “Annual Rate @100%” field or the “Monthly
@100%” field is required. You can fill in either one with a compensation amount. This will
update the other compensation fields once the ePAR is saved.
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e If Hourly is chosen, only the Hourly Rate field is required

Proposed Appointments

Proposed Appointments

Position | Q Position |—Q
JobCode |S00834 Q Research Assistant Job Code |m Student Assistant
Department |3052EIU Q Psychology Department |201200 o] Undergraduate Education
ReportsTo |00009255 Q|  Richard Golden ReportsTo |00026745 Q.|  Elliott Joe
Location |D"!‘LD'1 Q| Location |[MC 1.302 Q
Stnd HrsWk | 20.00 | Stnd HrsWk | 2.00|

FTE | 0500000|

FullPart |Par-Time

FTE | 0200000

FulliPart Pan-Time ~

Salary Basis | Salaried Monthly v Salary Basis | Hourly .
Annual Rate @100% | 60000.000 Monthly @FTE 450667000
Annual Rate @FTE 30000.000 Hourly Rate | 13.000000
Monthly @100% 5000.00|

Monthly @FTE 2500.000000

Proposed Funding

e The Proposed Funding Start Date should be consistent with effective date
o Enter Cost Center (if not known, click magnifying glass to search) and Percent

Action
*Action | New Appointment ¥ | Status Request ID
Explain Appointment as Assistant Professor in JSOM Request Dt  10/17/2023
Action

Attachments

Appointment Type \ Newr Hire Org Relationship | Emp v Eff 09/01/2023 \
- Date -
Proposed Funding
Start Date Enapate (312028 [H] ‘E‘ ‘ _‘
Projectinfo | I
EamCode  Cost Center g:z;ﬁ;’l‘;@r" Percent Monthly Amt  Total Amt Denege ) Fund Code E‘;’s‘:ripﬂnn Function E‘;’;ﬁ:‘l;‘mn DeptD  Department
1 REG Leom P Summer 20222 62383.00| 3227 Sremomonal T | 201 i 304000 Management |E‘ ‘E|
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Multiple Periods

Remove the date range by click “-

Add a second date range by clicking “+” sign
sign

Example: Bob is working on 37755008 Project through July 19th and switches to 37755006 on

July 20th.

Proposed Funding
StartDate 05162023 [E]|  Engpate  |07192023 [H| ‘;‘
Propctinfa | 1>
Earn Code  Cost Center ngcgs":ffr" Percent Monthly Amt  Total Amt Benefits Fund Code E‘;;‘gﬁpﬁm Function E‘;;‘c‘:::::m DeptlD  Department
PE—— Zyvex Labs Stirli [ Lo Federal Research - | =
1 REG [ar7ss008 @ | rrisaieit | 100.000] 2150.00 4602.69 765.00 5501 Pomoughs |22 o 307700 System Engineering |i‘ |7‘
startDate [07202023 [E|  Engpate  |089v2023 [H]| ‘i| ‘;‘
Proptinta | 1>
Earn Code  Cost Center gzi‘cgs":;’ Percent Monthly Amt  Total Amt Benefits Fund Code E‘;ggﬁpﬁm Function E‘;gc‘:::::m DeptlD  Department
PE——— Zydab: Sttr i High- [ oo Federal Research - mEls
1 REG [ar7ss005 @ | P | 100.000] 2150 00 2969 05 49400 | 5501 Passtmioughs |22 Crganse 307700 System Engineering |i‘ |7‘
H H 13 ” H
¢ Add a new Cost Center and percentage by clicking “+” sign
R CostC licking “-” si
. emove a Cost Center and percentage by clicking “-” sign
% f fundi ffective d dd 00%
e The total % for each funding effective date adds up to 100%
Propesed Funding
Start Date \09./01./2023 ] End Date \03/31/2024 ‘i‘ ‘ - ‘
Proectinfo | 1>
Eam Code Cost Center Cost Center Percent Monthly Amt  Total Amt Boncfily Fund Code  FuNd Functionfill st DeptlD | Department
escription Estimate Description Description
P a—— Pv—— Nin Scalable Electrode |, Federal Research - — —
. . . X ponsare ioengineering —
ifree @ IRz Q i Sca 40.000 2101.20 14708.40 5910.00 5500 gmgramd 202 — N700 B +| [-
e al Nsrreos ol cwnumin 10718 Suee: | oo gog Federal Research - 1
2[rRee Q| amssoss Q| i | 0000 3151.80 22062.60 8864.00 5501 Pottwougns 22 o 307300 Bioengineering ‘1| ‘7‘
Start Date | 04/01/2024 End Date  |08/31/2024 ‘i‘ ‘ — ‘
Projectinfs | 1>
Eam Code Cost Center g:‘;;‘:‘:;' Percent Monthly Amt | Total Amt E;'I':lg: Fund Code EESC"NM Function FD:E:;:O" DeptiD  Department
P Py Nih Scalable Electrode [ Federal Research - o
1 [rec 37385052 100,000 5263 00 26265 00 10567.00 | 5500 Sponsored 202 ] 307300 Bioenginssring —
Q a Technel b Organized .+

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

Employee Information

EmplID |2 Q Name Athul§

Action
saction | Mew Appaintment ¥| Status Saved IRequestID 00175515 I
Explain | RA appointment- Fall Semester Request Dt 08/04/2023
Acti
e l Attachments ]
Y
Appointment Type |Renirg v Org Relationship | U| Eff 021612022 | @ Current and Future Fiscal Year Funding
Date -
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
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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
1000323 - 2:08 PM 10103723 - 4:53 PM
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... l l History
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