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Entering Changes to an OPS Appointment

Overview:
Understanding the ePAF+ Process for Changes to OPS Appointment

This guide outlines the basic steps to use the electronic Personnel Action Form Plus (ePAF+)
for changing an OPS employee's job information in OMNI Human Resources. An ePAF+
cannot be used for retroactive reappointments/changes unless the employee has not received a
paycheck from ANY job on campus during the reappointment/funding change period. If the
employee has received a paycheck during the reappointment/funding change period, the paper
Personnel Action Form (pPAF) must be used for the reappointment/funding change.

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 change an OPS employee's job code, standard hours and
hourly rate using the electronic Personnel Action Form Plus (ePAF+).

Key Information:

Empl ID

Name
Effective Date
Job Code
Standard Hours
Hourly Rate
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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.

< Manager Self Service ePAF+

" | Approve ePAF+
| Enter ePAF+ Transactions
-1 View ePAF prior to May '07

1 View/Rework ePAF+

Approve ePAF+
Select a Transaction

There are no ePAF+ requests pending your approval at this time.

GoTo  Manager Home
Job and Personal Information Home

Step

Action

menu.

Click Enter ePAF+ Transactions. Select the type of transaction from the drop down
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< Manager Self Service ePAF+

7 Approve ePAF+ .
Enter ePAF+ Transaction

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

Type: b ]
7| View/Rework ePAF+ Add New Position

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

1 View ePAF prior to May '07

First Name:
Position:

Department:

Refine Search Results

Direct Reports Department Rep
u Search Clear
Step Action
4. Enter the desired information into the Empl 1D field.

< Manager Self Service ePAF+

1 Approve ePAF+ .
Enter ePAF+ Transaction

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

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

Type: Appeintment/Filled Position =
f View/Rework ePAF+

Empl ID: 000123456 Q

Last Name:

First Name:

Position: Q,

Department: Q

Terminate Appointment

Refine Search Results

Direct Reporis Department Rep

Search Clear
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Step Action
5. Click the Search button.

< Manager Self Service ePAF+ Q
| Print | New W
|© | Approve ePAF+ A

Enter ePAF+ Transaction
5 Select an HR Transaction search type. Enter any information you have and ciick the Search button,
Enter ePAF+ Transactions
4
51 View ePAF prior to May '07 HR Transaction Search Type
= Type: Appointment/Filled Position v
| View/Rework ePAF+ -
Empl ID: 000123456 a
Last Name:
First Name:
Position: Q
Department: Q
_l Terminate Appointment
Refine Search Results
Direct Reports _| Department Rep
" Search 1 [ clear
Name Empl ID S?c‘gr 5 m:;ﬂg’r’ Positon Title Job Code  Job Title Dept Department Name Originator Name
Viesteott, Wiliam 000123456 0 To11 Business OFf Clerical Ec Dean College of Education

Step Action
6. Click the desired name link.

Name Empl ID
Westcott, William 000123456

< ePAF+ Transaction Effective Date

Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior to submission and while working in Draft mode, though changes will reset data previously entered into the form. The
Effective Date cannot be changed if the ePAF+ is pushed back.

P

*Requested Transaction Date: 5/16/2019 |[5

Submit
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Step

Action

The Requested Transaction Date will default to the current date. Click the Choose a
date key to change the transaction date.

< Fsu Mss Multi Menu

Transaction Effective Date

Bl
Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior to submission and while working in Draft mode, though changes will reset data previously entered into the form. The

Effective Date cannot be changed if the ePAF+ is pushed back.

*Requested Transaction Date: [05/16/2019 |51

Submit

Calendar

May 2019

5 M T W
1
5 6 7 8
12 13 14 15
19 20 21 22
26 27 28 29

Current Date !

T
2
]
16
23
30

< Fsu Mss Multi Menu Transaction Effective Date

Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior o submission and while working in Draft mode, though changes will reset data previously entered into the form. The
Effective Date cannot be changed if the ePAF + is pushed back

*Requested Transaction Date: b5131f2019 E]

Submit

Step Action

Submit

Click the Submit button.
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< FsuMss Multi Menu Enter ePAF+ Transacti

Enter ePAF+ Transaction

Incumbent:
Emplid Red# Name
| 000123456 0 wiliam Westcott

*Requested Transaction Date: 05/31/2019 B &

Appointment Data

Current Information Proposed Changes

Job Code

Job Code TO11 Business Off Clerical Etc. Q

Salary Admin Pin = 000 ‘OPS Punch Time Reporters

Pay Grade 099 OPS Punch Grade

FLSA Status Nonexempt

Union Code NNN 0OPS No CBU_Met Applicable
Job (7

ETE 1.00000000

Standard Hours 40.00

Comb. STD Hours =~ 40.00  /1.000000

Full/Part Time Full Time

Organizational Relationships

Department 123000 Dean College of Education a
Location Code 0050223014  STONE BUILDING 23014 Q
County Leon

Supervisor 1D Q

Step Action

9. Click in the Job Code field.

]
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| < FsuMssMutiMew  EnterePAF+ Transaction

Enter ePAF+ Transaction

Incumbent:
Emplid Red# Name
000123456 0 Wiliam Westcott

*Requested Transaction Date: 0513172019 E‘j

Appointment Data

Current Information

Job Code
Job Code To11 Business Off Clerical Etc. Q

Salary Admin Pin = 000 OPS Punch Time Reporters

Pay Grade 099 OPS Punch Grade

FLSA Status Nonexempt

Union Code NMMN 0OPS No CBU_Not Applicable
Job (7

FTE 1.00000000

Standard Hours 40.00

Comb. STD Hours 40.00  /1.000000

Full/Part Time Full Time

Organizational Relationships

Department 123000 Dean College of Education

Location Code 0050223014  STONE BULDING 2301A

Proposed Changes

Step Action

10. To find a Job Code, Click the Look up key.
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Look Up

Job Code [begins with w ||
Description | begins with

‘ Look Up H Clear || Cancel

Search Results

View 100  First Y 14zor42 'Y Last
Job Code Description

9033A0 Research Faculty Part Time
A0 Health Profession Aide

AD0Z2 Tutorial Assistant

AD03 Teaching_Classroom Assistant
AD04 Researcher

ADDS Laboratory Assistant

ADDB Library & Museum Assistant
ADOT Athletic & Recr Assistant
|: AD0E  Technicians

AD08 Information Assistant & Writer
AD10 Arts Crafts and Related

AD11 Business Off Clerical Etc
AD12 Protection & Security Aides
AD13 Building_Grounds Assistants
AD14 Student Government

AD1S Cooks_Hospitality Assistants
AD16 Restaurant Supervisor

ADIT Camp Counselor_Assistant
ADG2 Waiter_Waitress

ADG3 Head Waiter_Wailress

A100 E R

M8189P P Scholar

Too1 Health Profession Aide

Tooz2 Tutorial Assistant

T003 Teaching_Classroom Assistant
Too4 Researcher

TO05 Laboratory Assistant

To0& Library & Museum Assistant

Too7 Athletic & Recr Assistant

1[]

gency ¥

Toos Technicians
To0g Inf tion Assistant & Writer

Tnan Acke PeaBin cmd Fialaind

| |

Basic Lookup

11.

Select the desired Job Code link. For the purpose of this example, Click

the Tutorial Assistant link.

utnrialﬁaaistanj
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| ¢ FsuMssmutiMens  EnterePAF+ Transaction

Enter ePAF+ Transaction

Incumbent:
Emplid Red# Name
000123456 0 Wiliam Westcott

*Requested Transaction Date; 05/31/2019 s

Appointment Data

Current Information

Job Code
Job Code 011 Business Off Clerical Etc. To02|
Salary Admin Pin = 000 ‘OPS Punch Time Reporters

Pay Grade 099 OPS Punch Grade
FLSA Status Noenexempt
Union Code NNMN OPS No CBU_Not Applicable
Job | 7
ETE 1.00000000
40.00

Standard Hours

Comb. STD Hours 40.00 /1000000

Full/Part Time Full Time

Organizational Relationships

K

Proposed Changes

Tutorial Assistant

Department 1230 N Q
Location Code 0050223014  STONE BULDNG 23014 Q
Step Action
12. Click the Standard Hours field.
13. Enter the desired information into the * Required field. For the purpose of this
example, Enter "35.00".
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< Fsu Mss Multi Menu Enter ePAF+ Transaction

Enter ePAF+ Transaction

Incumbent:
Emplid Red# Name
000123456 ] William Westcott

*Requested Transaction Date: 05/3172018 Eﬂ

Appointment Data

Current Information

Job Code

Job Code TO11 Business Off Clerical Eic

Salary Admin PIn 000 OPS Punch Time Reporters

Pay Grade 099 OP5 Punch Grade

FLSA Status Nonexempt

Union Code NNM OPS Mo CBU_Not Applicable
Job (7

FIE 1.00000000

40.00

Standard Hours

Comb. STD Hours = 40.00 /1.000000

FulliPart Time Full Time

Organizational Relationships

T002| Q

0.575000

35.00

3500 { 0.875000

Step

Department 123000 Dean College of Education a
Location Code 005022301A  STONE BULDNG 2301A a
Action

14.

Press [Tab] to exit the field.

15. Click in the Hourly Rate field.

16.
Enter"30.00".

Enter the desired information into the field. For the purpose of this example,
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Specific Information
Empl Class 0oPS
Mail Code 2420 Q
Visa Type 05
Visa Exp Date 1212012016
Salary | 7
Reason Code
Hourly Change Rate Change Pct
Hourly Rate 9.00000 30.00] %
Bi-Weekly Rate 720.00000
Step Action
17. Press [Tab] key to exit the field.
Begin Date End Date Total Dist % Total Period Amount j
05/31/2019 [C] 0.000
Proposed Funding
Account Code Description Dist % Period Amt
a 3 =
Originator's Information
Name  Shayna Hamis Telephone 352/256-7090 Q

Email ID SLH13C@psinvalid.fsu edu
Additional Approver (Optional)

VP Approver a
Pre-Manager Approver (Optional)

Pre-Manager Approver Q

ePAF+ Originator Comments

*Originator
Comments

Submit Return fo Transaction Search / Action Page

Annroval Si

Step Action

18. Click in the *Originator Comments: Required field.

19. NOTE: Comments are required. Enter the desired information into the *Originator
Comments: Required field. For the purpose of this example, Enter "Change in Job
code, and Standard hours."
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TTopTSTTT )
Account Code Description Dist % Period Amt
Q &=
Originator's Information
Name Susie Seminole Telephone | 850/611-0000 Q

Email ID SLH13C@psinvalid feu.edu
Additional Approver (Optional)

VP Approver Q
Pre-Manager Approver (Optional)

Pre-Manager Approver Q

ePAF+ Originator Comments

*Originator |Change in Job code and Standard Hours.
Comments

Submit Return to Transaction Search / Action Page

Approval Signatures

Step Action

20. Click the Submit button.

Submit

l
i

VI App el

P anager Apps ove

FSU aPAF+ Appreval

EMPLID=000084832, EMPL_RCD=0, POSITION_MNBR=, ACTION_DT_S5=2013-07-31, EFFSEQ=0:Pending {2 vewiige Comod
FEALOTAF App oval

Fending Mot Routod

Moles, By Szl Acoecers
o wFAF + Depor e £ Manager & & <PAF < ECM Adimin ®
- Comments

SSEMINOLE 3¢ 0712913 - 3:09 PM
Change in Job code, and Standard Hours.

Step Action

21. Congratulations! You have completed this topic.
End of Procedure.
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