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Transferring an OPS Employee to Your Department
Overview:

Understanding the Transferring an OPS Employee Process

This guide includes the basic steps for transferring an active OPS employee to your department
using the electronic Personnel Action Form Plus (ePAF+) module in OMNI Human
Resources. The ePAF+ cannot be used for retroactive reappointments/funding 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.

Please confirm that the OPS employee is not retaining their appointment with the original
department. If an employee is working for more than one department, please submit a dual
compensation form for approval.

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 transfer an OPS employee to your department using the
electronic Personnel Action Form Plus (ePAF+).

Key Information:

Empl ID
Name
Effective Date
Job Code
Standard Hours
Department
Location Code
Supervisor 1D
Mail Code
Hourly Rate
Account Code
End Date
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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+

E Approve ePAF+

Approve ePAF+

. Select a Transaction
| Enter eFPAF+ Transactions

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

T 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+

5] 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

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

Type: S
5] 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
m Search Clear
Step Action
4. Enter the desired information into the Empl ID field.

< Manager Self Service ePAF+

" Approve ePAF+ i
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: Appointment/Filled Position v
= | View/Rework ePAF+

Empl ID: 000123456 Q
Last Name:
First Name:
Position: Q
Department: Q
Terminate Appointment
Refine Search Results

Direct Reports Department Rep

Search Clear
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Step Action

5. Click the Search button.

Search
< Manager Self Service ePAF+ q P E
. Print | New W|
i Approve ePAF+ .
Enter ePAF+ Transaction
T 5 Select an HR Transaction search type. Enter any information you have and click the Search bution.
" Enter ePAF+ Transactions
4

[~ View ePAF prior to May '07 HR Transaction Search Type
— Type: Auucimmenl:Fi\l‘ad Position v
| View/Rework ePAF+

Empl ID: 000123458 Q

Last Name:

First Name:

Position: Q

Department: aQ

—! Terminate Appointment
Refine Search Results
Direct Reports - Department Rep
Clear
Mame Empl 1D Semcp(lm :ﬂm‘):‘l‘ Position Title Job Code  Job Titie Dept Department Name Originator Name
Westcott, Willam 000123456 0 Tot1 Business Off Clerical Etc Dean College of Education

Step Action

6. Click the desired name link.

Name Empil 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.
2
*Requested Transaction Date: [)5/16/2019 |[5)

Submit

1

®

Print
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Step Action
7. Verify the transaction date and click the Submit button.

Submit

Salary Admin Pin | 000 OPS Punch Time Reporters

Pay Grade 099 OPS Punch Grade

FLSA Status Monexempt

Union Code NNN OPS No CBU_Not Applicable

Job (7
ETE 0.200000

Standard Hours | g gg

Comb. STD Hours | 2.00 1 0.200000

FulliPart Time Part-Time

Organizational Relationships

Department 123000 Dean College of Education [}
Location Code 00502301 A STONE BUILDING 23014 Q
County Leon

Supervisor 1D &}

Specific Information

Empl Class OPS
Mail Code 2420 Q
000089138 Derek Taylor
Salary | 7

Step Action
8. Click in the Department field.
9. Enter the desired information into the field. For the purpose of this example,
Enter"025000".
10. Make changes as needed to Location Code, Supervisor ID, and mail code.
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Pay Grade 099 QPS Punch Grade
FLSA Status MNonexempt
Union Code NNN OPS Mo CBU_Not Applicable
Job (7
FTE 0.200000
Standard Hours 8.00
Comb. STD Hours = 2.00 1 0.200000
Full/Part Time Part-Time
‘Organizational Relationships
Department 123000 Dean College of Education 025000 Human Resources (]
*Location Code 00502301A STOME BUILDING 2301A 0223A6200 |Q  UNIVERSITY CENTER - BLDGAG200
County Leon
* Supervisor [D 000089188  Derek Taylor 00009876 G, RoyNoks
Specific Information
Empl Class OPS
Mzil Code 2420 2410 &
Step Action
11. Press [Tab] key to exit the field.
ot AN -
Raacon Code
Houn by Change Rate Change Pt
Hounly Rate @ 000000
Di Waekly Rote - 720.000000
T Appesdmend faming | 7/
Current Accoont J Distribution %
Dagin Dats vl Dats Totad Pertod Amaurn
orm12013 0EA02014 18752 000000 L
O ————— > g
| Bdsowmi Code Geauiumion [T Exvigd Ametnn
1230001100 EOU_DEAN GEN_REV OPS 100 600 18783 000000
[ Atlow Gaps i Funding Dates Contry Dupheiet [onwyan o Depanmant Budaet Table
BegnDate End Date Total Dist Tot ol Porbord Armoand =
012W2013 = 0.000
"ALCoum Code Cerarpuion DLty Barsed A
a =]
M Suse Semrole Tebeplioare  IF0-GA4-0000 A,
B D seermncled{ o, edu
Additional Appr aver (Optionat)
-
Step Action

Click in the End Date field.

[ ]
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13. Enter the desired information into the field. For the purpose of this example,

Enter*'12/20/2019".

Reason Code
Houry Change Rate Change Pt
Howly Rate 9.000000
Ri-Weokly Rate | 120000000
= Appointiment Fumling 21
Begin Date End Date Total Patlod Amasirt
OTMI0a DANINIA 18742 DOODAD o
[CurentFmaing W
Account Code Deacription sty Beriod Amourt
1230001100 EDU_DEAN GEN_REV OFS 100.000 18792, UUULJUU_
Dl anow Gaps m Funding Dates Copy Buddget For st d Degamment iugaet fania
Beain Date EndDate Total Dist Total Patlod Amasirt =
0712972013 12202019 W 0000
Proposed Hading
‘Agsou Cole Lengrivtion Dt Beviod Amd
0250001100 @, HUMAN_RFS GEN_RFV OPS | —— + =l
Bame S Setwls Telephone  BS0 A44 0000 &,
Step Action
14. Press [Tab] key to exit the field.
15. Click in the Account Code field.
16. Enter the desired information into the field. For the purpose of this example,
Enter "0250001100 ™.
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By ¢ -~
Reason Code
Mol Change Rate _ Change Pet
Hiomly e 9.000000
Ri-Weekly Rate | 720000000
= Appokitinerd Funling )
Dedin Date Endd Date Total Petlod Amount
DIMII013 DASINI 4 18767 DOODAO o
(Cunrentpondig
Accourn Coda Description it *s Ergiod Amont
1230001100 EDU_DEAN GEN_REV OPS 100.000 18792.000000
I Anow Gaps i Funvding Dates Copy Budspet ot Depanment Bugael [abie
Deain Date Cnd Date Total Dist Total Petlod Amoimt =
071282013 L 0000
0250001100 Q # =
Originstor's informution
Mame St emnole Telephione | 850-644-0000 @
Emadip Feemnckta edy
AOCNIONM AP over (Updional)
Step Action
17. Press [Tab] key to exit the field.
18. Click in the Distribution Percentage field.

[ |

19. Enter the desired information into the field. For the purpose of this example,

Enter"100.00".
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mny 1 -
Reason Code
Hourly Change Rate  Change Pal
Vioumly Rate 3
Fi.Weekly Rate

= Avpoikimert Fundiy (7)

Current Account | Distribution %

Baain Date £nd Date Total Petlod Ametnt

07M112013 BI04 18702 000000 L]

L S O
Agcount Codo e sexiption Dt %y Elhul-|
|1230001100 EOU_DEAN GEN_REV 0P8 | 100,000 18792000000
DI anow Gaps i Funding Dates Copy Budiet Fot v d ReganmentBugoel Fabis

Daqin Date Cnd Dane Total Dést % Total Petlod Aot 2

072872013 (12120219 [ o ooa
 Asswmd Conbe Rxsstition Dint s Bl Anad |
0250001100 G, HUMAN_RES GEN_REVOPS 10000 #|=

or"s informution

|

Telephone 850 £44-0000

o

i
£
1

|
g
;
|

Step Action
20. Press [Tab] key to exit the field.
-~
[ Anow Gaps i Fuiiing Dates Copy Busdget Fos v Degatment Budgst Table
Begin Date Endlate Total Dist % Tuapeod Amome @
07292013 12/20/2019 (W 100.000 7480 000000
‘Assount Codde Denstivtion Dist % Patiod At |
:'ﬁ?in‘ﬂiffﬁéi ) @, HUMAN_RES GEN_REV OPS 100 BN 7580 000000 |+, 5]
Originator's information

1
|

s
i
5
|

Addnienal Approver (Optional)

:555
FHIERE
Tl
g 3
o [
s Qe
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Step Action

21. The Comments field is required. Click in the *Originator Comments:
Required field.
22. Enter the desired information into the *Originator Comments: Required field. For

the purpose of this example, Enter "Employee transferring to Human Resources.

Originator's Information

Mame  Susie Seminoks Tekephone | BED-644.0000 4

Fnalin Peueli.ed

Additionual Appeower (Oplianal)

VP Approver a

1 e-Marager Apqr over (Oplioral)

PreManagen Appiovet A

ePAF+ Originalor Comments

"Onignalon EMployes ransfemng 10 HUMAN HeSoUICeE
Cotmneate:

Step Action

23. Click the Submit field.
1
Hame Sk Sevwwle Telephone | 506440000 @

Fnadip  Becieiliv.eds

Additonal Appeover (Uptional)

5
Iil
H

Pre Manager Appr over (Dptional

Pre-Maager Appe over

FSU ePAF+ Approval
=~ EMPLID=000094832, EMPL_RCD=0, POSITION_NBR=, ACTION_DT_$$=2013-07-29, EFFSEQ=0:Pending < eatide Comme
F5U ¢PAT « Approval
Pending Nat Routed -
CFTTT— D g
Comments

sseminole 07/28/13-2:12 PM
Employes transferring to Human Resources

Step Action

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