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Terminating an OPS Employee via ePAF+

Overview:
Understanding How to Terminate an OPS Employee via ePAF+

This guide includes the steps for terminating an OPS employee in your department using the
electronic Personnel Action Form Plus (ePAF+) module in. The ePAF+ cannot be used for
prior dates if a paycheck has been issued. Select a date in the current payroll. If a prior date is
required and a paycheck has been issued, please submit a pPAF.

NOTE: Multiple transactions effective on the same date require only one ePAF (i.e.
standard hours change and salary change). Do not submit multiple ePAFs for the same
effective date.

Procedure

Scenario:
In this topic, you will learn the steps to terminate an OPS appointment using ePAF+.

Key Information:
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Step Action
1. Go to OMNI HR and select Manager Self Service from the dropdown menu.
2. Click in the ePAF+ tile.
" Approve ePAF+ Approve ePAF+

. Select a Transaction
Enter ePAF+ Transactions

1 View ePAF prior to May 07 There are no ePAF+ requests pending your approval at this time.

1 View/Rework ePAF+ GoTo  Manager Home
' Job and Personal Information Home
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Step Action

Click Enter ePAF+ Transactions. Select the type of transaction from the drop down

menu.
< Manager Self Service ePAF+
-1 Approve ePAF+ X
Enter ePAF+ Transaction
. . Select an HR Transaction search type. Enter any information you have and click the Search button.
-~ Enter ePAF+ Transactions
4
_— X HR Transaction Search Type
1| View ePAF prior to May '07
Type: M
] View/Rework ePAF+

Add New Position
Empl ID: Appointment/Filled Position
Courtesy Appointments
Last Name: | Update Vacant Position

First Name:
Position:

Department:

Refine Search Results
Direct Reports Department Rep

Search Clear

Step Action

Enter the desired information into the Empl 1D field.
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< Manager Self Service ePAF+

[ Approve ePAF+ .
Enter ePAF+ Transaction

. . Select an HR Tranzaction search type.  Enter any information you have and click the Search button
.~ Enter ePAF+ Transactions

_— i HR Transaction Search Type
7 View ePAF prior to May '07

Type: Appointment/Filled Position .
F] View/Rework ePAF+

Empl ID: 000123456 Q

Last Name:

First Name:

Position: Q

Department: Q

Terminate Appeintment

Refine Search Results

Direct Reports Department Rep

Search Clear

Step | Action
5. Press [Tab] to exit the field.
6. Select the Terminate Appointment box.

7. Enter the desired information into the Last Day in Pay Status field. For the purpose
of this example, Enter "05/31/2019".
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Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

HR Transaction Search Type

Type: | Appointment/Filled Position v

Empl ID: 000123456 Q
Last Name:
First Name:
Position: Q
Department: Q
¥ Terminate Appointment  Last Day in Pay Status 05/31/2019] |[5]

Refine Search Results

| Direct Reports | Department Rep

Search Clear

Step | Action

8. Press [Tab] to exit the field.
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Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

HR Transaction Search Type

Type: | Appointment/Filled Position v
Empl ID: 0001234586 Q

Last Name:

First Name:

Position: Q

Department: Q

¥ Terminate Appointment Last Day in Pay Status 05/31/2019 |[5]

Refine Search Results

| Direct Reports | Department Rep

Search Clear

Step | Action

9. Click the Search button.

Search
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Enter ePAF+ Transaction

Select an HR Transaction search type. Enter any information you have and click the Search button.

HR Transaction Search Type

Type: Appointment/Filled Position v

Empl ID: 000123456 aQ
Last Name:
First Name:
Position: Q
Department: Q
[¥| Terminate Appointment Last Day in Pay Status 05/312019 |5

Refine Search Results

|| Direct Reports | Department Rep

Search Clear

Empl Position

Step Action
10. Click the desired name link.
Name Empl ID
Westcott, William 000123456
11. Note: If the employee’s funding ends before the requested effective termination date
the system will adjust the date to the funding end date.

Message

Last Date Worked is being adjusted to 2019-04-26 due to current funding end date. (23000,523)

Since this is a termination, and the current budget funding end date is before the requested transaction date, the transaction date and

subsequent last date worked is being adjusted to be in line with the funding end date.
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< Fsu Mss Multi Menu Enter ePAF+ Transaction

Enter ePAF+ Transaction
Incumbent:

Emplid Red#
nnn1_zscs-5 0

Name

William Westcott

06/01/2018
05/31/2019

Requested Transaction Date:

Last Date Worked:

Transaction Notifications
Transaction Effective Date automatically set.

Appointment Data

Action / Action Reason

Current Information

Proposed Changes

Action Terminated with Benefits
*Action Reason hal
Job Code
Job Code TO11 Business OFf Clerical Efc.
Salary Admin Pin | 000 OPS Punch Time Reporters
Pay Grade 099 OPS Punch Grade
FLSA Status MNonexempt
Union Code MMM OP5 No CBU_Not Applicable
Job 17
FTE 1.00000000
Standard Hours 40.00
Comb. 3TD Hours | 4590 14 000000
Step Action

12.

Click the *Action Reason list.

Requested Transaction Date:  06/01/2019

Last Date Worked: 05/31/2019

Transaction Notifications
Transaction Effective Date automatically set.

Appointment Data
Current Information
Action | Action Reason
Action
*Action Reason
Job Code
Job Code To11 Business Off Clerical Etc.

Proposed Changes

Temminated with Benefits

Employee Death
OPS Involuntary Separation
‘Woluntary Separation
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Step

Action

13.

Click appropriate Action Reason for the termination. For the purpose of this
example, choose Voluntary Separation.

Yoluntan ation

Originator's Information

Name  Shayna Harris
Email ID SLH13C@psinvalid fsu.edu

Additional Approver (Optional)
VP Approver
Pre-Manager Approver (Optional)

Pre-Manager Approver

ePAF+ Originator Comments

Telephone |850/555-0001

*Originator
Comments

Submit

Approval Signatures

Return to Transacfion Search / Action Page

Step Action

14.

Note: The Originator Comments field is required. Enter the desired information
into the *Originator Comments: Required field. For the purpose of this example,
Enter "Terminating employee, found other job."
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Originator's Information

Name  Shayna Harris Telephone |&50/555-0001

Email ID SLH13C@psinvalid.fsu.edu

Additional Approver (Optional)
VP Approver Q
Pre-Manager Approver (Optional)

Pre-Manager Approver Q

ePAF+ Originator Comments

*Originator | T inati ployee, found other job.
Comments

Submit Return to Transaction Search / Action Page

Approval Signatures

Step Action

15. Click the Submit button.

Submit
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Originator's Information

Name Susie Seminole

Telephone aengas - aooo

Email ID  SLH13C@psinvalid feu.edu

Additional Approver (Optional)

VP Approver

Pre_ Manager Approver (Optional)

Pre-Manager Approver

ePAF+ Originator Comments

FSU ePAF+ Approval
EMPLID=200289974, EMPL_RCD=0, POSITION_NBR=, ACTION_DT_55=2019-04-27, EFFSEQ=0:Pending (" ViewHide Comments

ESU ePAF+ Approval

Pending Not Routed
Roy Moles Multiple Approvers
@ eFAF+ Department Manager El ’ ePAF+ EDM Admin
Comments

Susie Seminole :05/20/19 - 10:18 AM
Terminating employee, found other job

Step

Action

16.

Congratulations! You have completed the topic.
End of Procedure.
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