Mini-Manual

Pay Rate Change ePAR

Note: This document is designed to be used online and has a number of embedded links to
processes and additional information. We discourage the printing of manuals as they are
updated frequently and consume paper resources when printed.

If you have questions about information in this mini-manual, or, if after reading the entire
manual, you cannot find the information you need, please e-mail hrsinfo@uvm.edu.
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Background

Pay Rate Change ePARs are required to increase or decrease an employee’s current pay
(faculty, staff, grad students). (Changes in temporary employee hourly wages are not
performed via ePAR.) Remember you'll need to initiate and receive approval for most staff
and many faculty pay changes in PeopleAdmin prior to initiating the ePAR.

1. Log into PeopleSoft using the Human Resources Login www.uvm.edu/~erp/portal

2. Navigation: UVM ePARs>ePAR Collection and select the Pay Rate action. Select Add.
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Pay Rate Change/ Change in FTE

Remember you'll need to notify the employee regarding a change in FTE. A memo signed by
staff member, appointment letter/contract for faculty is required to be attached to the ePAR.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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3. Choose Pay Rate Change in Action field. Choose Change in FTE in Reason field.
Enter all fields and click Next.
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4. Enter all fields and click Next
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5. Click Attach to attach required documents (letter to employee).
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7. Click Choose File, select the applicable document and click Upload.

Mini-Manual

Fil Attaremenent

8. On final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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9. Click ok to return to transaction to submit.
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11. Approval Map is displayed. Click ok to submit ePAR.
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12. Document Status field reflects where ePAR is in workflow.
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Pay Rate Change/Correction
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2. Enter Search Criteria fields and click Search
Note: Last Name or Empl ID is recommended.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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4. Choose Pay Rate Change in Action field. Choose Correction in Reason field.
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6. Click Attach to attach required documents (notification or appointment letter to employee)
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7. Click paper clip to attach document. Click + or — to add or remove additional rows.

Mini-Manual
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8. Click Choose File, select the applicable document and click Upload.

File Attaemenent
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13.0n final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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15. Click Submit to route in workflow.

16. Approval Map is displayed. Click ok to submit ePAR.
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17. Document Status field reflects where ePAR is in workflow.
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Pay Rate Change/Reclassification

Remember you’ll need to initiate and receive approval for a Reclassification action for staff
positions in PeopleAdmin prior to initiating the ePAR.
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2. Enter Search Criteria fields and click Search
Note: Last Name or Empl ID is recommended.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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4. Choose Pay Rate Change in Action field. Choose Job Reclassification in Reason field.

Mini-Manual

5. Enter all fields and click Next
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6. Click Attach to attach required documents (notification or appointment letter to employee).

.l'n-l "min
Create UVM Pay Change Request

Step S of 5 #PAR Change - Compensation g

PAR Actlon  Pay Crge Actien Pay Rate Orarge Owtumant 10 Parp M Crimigw
arAN N NEXY Maanen Cate:  Job Miowes fostvm Ootument nstance ]
SPAN Sl Efvutive Date) 00V s Ductrment Blatus. IR 1 A Emiry
Efvctve Say 0
* bpeee e |
Moy Musise Michey gl 0 [ARFARE) Empl Mg
Ihakarisd s W4 Putahng sWy

Last Purnessw| Ausan,

Last Trasmaction Datw
« Jubs Pay Curmpurminis

Cvrrwit Pay Cumpenuiie

Mote Curey Comm Nate

ate Oils  Comre Hate
1 NAANNL MO0 0

1 NAANN Fiooe
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8. Click Choose File, select the applicable document and click Upload.

Mini-Manual

File Attaemenent

9. On final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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10.Click ok to return to transaction to submit.
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12. Approval Map is displayed. Click ok to submit ePAR.
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Pay Rate Change/Off Cycle Increase

Remember you'’ll need to initiate and receive approval for an Off Cycle Increase action for
staff positions in PeopleAdmin prior to initiating the ePAR.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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Mini-Manual

19.Enter all fields and click Next
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20.Click Attach to attach required documents (notification or appointment letter to
employee).

21. Click paper clip to attach document. Click + or —to add or remove additional rows.
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Mini-Manual

22. Click Choose File, select the applicable document and click Upload.

File Attaemenent

23.0n final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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24. Click ok to return to transaction to submit.
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26. Approval Map is displayed. Click ok to submit ePAR.
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Pay Rate Change/Other

Remember you'll need to ...

1. Pay Rate Change - Add
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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Mini-Manual

5. Enter all fields and click Next
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6. Click Attach to attach required documents (notification or appointment letter to employee).

7. Click paper clip to attach document. Click + or — to add or remove additional rows.
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8. Click Choose File, select the applicable document and click Upload.

Mini-Manual

File Attaemenent

9. On final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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10.Click ok to return to transaction to submit.
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Mini-Manual

12. Approval Map is displayed. Click ok to submit ePAR.
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Pay Rate Change/Probation Increase

Remember you'll need to ...

1. Pay Rate Change - Add
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2. Enter Search Criteria fields and click Search

Note: Last Name or Empl ID is recommended.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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5. Enter all fields and click Next
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6. Click Attach to attach required documents (notification or appointment letter to employee).

7. Click paper clip to attach document. Click + or — to add or remove additional rows.
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8. Click Choose File, select the applicable document and click Upload.

File Attaemenent

28.0n final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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29. Click ok to return to transaction to submit.
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31. Approval Map is displayed. Click ok to submit ePAR.
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32. Document Status field reflects where ePAR is in workflow.
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Pay Rate Change/Promotion

Remember you'’ll need to initiate and receive approval for a

1. Pay Rate Change - Add
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2. Enter Search Criteria fields and click Search

Note: Last Name or Empl ID is recommended.

- ' e——rT
L T U TR P S

| ——n Ates

Croate UVM Pay Change Roquost

Blag 1 of A 9PAR - Empayee Selsctom

PAR Actiny Py Therge rer

e [ Wonins G

A e Phabng liwe 00133018

e bs b

F—

Fiow s

PRTTI—. [

Cep——

Depasrsure \

L a

[Te—— "

Cnpdt Cunn <]

B -
S ——1 S
el e P hman L [Ty - M Can Gmirees Novomes 0h ot Tmt
B 900W by e [T L ST T e Absmenive e
.

Updated 10/28/2015 Ctrl+Home to Table of Contents Page 45 of 69



é The University of Vermont
L 1

Mini-Manual

3. Review Search Results and check the box for the Applicable record and click NEXT.
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4. Choose Pay Rate Change in Action field. Choose Promotion in Reason field.
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Mini-Manual

5. Enter all fields and click Next
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Mini-Manual

6. Click Attach to attach required documents (notification or appointment letter to employee).

7. Click paper clip to attach document. Click + or — to add or remove additional rows.

L avonten Mnm‘Mnnu "/ WM:PM- 0PN Colloction

v

OX  Canced
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Flle Attachments

£ Attachiment:
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8. Click Choose File, select the applicable document and click Upload.

Mini-Manual

File Attaemenent

9. On final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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10.Click ok to return to transaction to submit.
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aPAR Status
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11. Click Submit to route in workflow.
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Mini-Manual

33. Approval Map is displayed. Click ok to submit ePAR.

Favortes  Main Menu © * UVMoPARE & oPAR Colection

ox

Submit

» Approvsl Map

ePAR Approval
Request ID=PAY0000936:Ponding
Now Path
Pending Not Routed Not Routed Not Routed
Misiole Avprovers Rechard Fanus Muttiple Acpiteyars Multple Approyers
O Dept Approver 1 ’ Q Dept Approver 2 ’ Q Human Resources ’ Q Payrod

34. Document Status field reflects where ePAR is in workflow.
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5]

Pay Rate Change/Shift Differential

1. Pay Rate Change - Add
Fa
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2. Enter Search Criteria fields and click Search
Note: Last Name or Empl ID is recommended.
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3. Review Search Results and check the box for the Applicable record and click NEXT.
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4. Choose Pay Rate Change in Action field. Choose Shift Differential in Reason field.
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Mini-Manual

5. Enter all fields and click Next
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6. Click Attach to attach required documents (notification or appointment letter to employee).

7. Click paper clip to attach document. Click + or — to add or remove additional rows.
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8. Click Choose File, select the applicable document and click Upload.

Mini-Manual

File Attaemenent

9. On final page (Step 5 of 5), choose Save.
Note: the ePAR has not been submitted yet.
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10.Click ok to return to transaction to submit.
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11. Click Submit to route in workflow.
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Mini-Manual

12. Approval Map is displayed. Click ok to submit ePAR.

Favortes  Main Menu © * UVMoPARE & oPAR Colection
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13. Document Status field reflects where ePAR is in workflow.
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Data Change/ Contract

Action is initiated for semester to semester (or academic year to academic year) faculty hires
with no break in service. Required: Appointment Letter

1. Pay Rate Change - Add
PE  noplesalt

Favortas W Memny ' UVM s WP Cutecoin
“l‘ o I Mo Wb
Document Collection
vkl e Ackons Croai 0N Aisiwe

+ Hire . Pay Ratw Change
‘ Ham e o il Adbddonsd At ‘ Marmaan i Dasssses

Chrvend Py
Ay Mealy M0 Moty
huaun TRy
‘ ok Change ! [I Lk
Mase (oot 1 mn ooy wliies Sebty [+ Loave oF Alworcn et Limten of Fotis bom Leawe
Ax) Moo Al Naify
[RTE

Ty

« Tomensem wn Emsbopen

1 Trammlber X Baparaten
o B e roemy oo Lagartroenl 10 Arctyes Fwbie

Al Mok Add Wary
sy Namase iy
i + POl o Additionst Fay
N or Masalam P04y Ackt Ovie Tivws Pay ot Nissarnnng povy be Emplapon
Al Maah Md N
Luauny Ty

2. Enter Search Criteria fields and click Search

Note: Last Name or Empl ID is recommended.
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Mini-Manual

3. Review Search Results and check the box for the Applicable record and click NEXT.
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Choose Data Change in Action field. Choose Contact field. Enter all fields and click
Next.

Cotaboram _Atach

Create UVM Pay Change Request

Step2 of B ePAR - Action/Reason Q

PR Action:  Fay Chaoge Achos: Data Crange Docsment £x Par Rt Chanps

ePAR ¥ NEXT Reeson Code:  Contrac Docsment mstance: g

eFAR Stetws:  instial Efective Dotec (DO L2015 Docement Stafus ital ( Add Enfry
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PooploAdmm Acticn Fostng &
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L 1

5. Enter all fields and click Next

o N

Colfaborate  Attach

Create UVM FPay Change Request

Step 3 of & ePAR Change- Job Information

Mini-Manual

+ Transaction Details

ePAR Acticn: Pay Change
ePAR #: NEXT
ePAR Status:  Initial

Action: Cata Change
Reason Code: Contract
Effective Date: 02/01/2015

Effective Seq: 1

Document [0: Pay Rete Change
Document Instance: i}

Document Status:

Initial / Add Entry

= Employee Details

Name:

Historical ePARs

Empl 10:

Pending ePARs

Empl Red: a
Last Personnel Action:
Last Transaction Date:

+ Wark Information

Job Indicator:
Paosition Number:
Business Unit:
Department:
Location Code:
Reports To:

Current Value

Primary Job
I —
s Arts And Sciences

52250 Music & Dance

145 Music Bldg

001248 Chairperson-D. Toner Jr.

New Value

Primary Job W
| |

. el—

05 @, Arts And Sciences
52250 Hs Music & Dance

145 @, MusicBldg

001248 @, Chairperson-0. Toner Jr.

¥ Job Information

Job Code:

Standard Hours:
Classified Indicator:

Empl Class:
Officer Code:
FTE:

FLSA Status:
Unign Code:
FICA Status:

Regular Shift:

Current Value
0868 Artist/ Tescher

a7.50
Unclassified

05MthFTFac
MNone

Mo FLSA Reguired

MU MNon Union
Subject

Mot Applicable

New Value
0883 L AdtistTescher
27.50
Unclassified
0EMthFTFac W
| Mane W

E—

Mz FLSA Reguired

NU @, Men Unicn
Subject

Mot Applicable W
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Create UVM Pay Change Request

Step 4 of 8: ePAR Change - Faculty Services ?
= Transaction Details -

ePAR Action: Fay Change Action: Data Change Document ID: Fay Rate Change
ePAR #: MEXT Reason Code: Contract Document Instance: o

ePAR Status:  Initial Effective Date: 02/01/2015 Document Status: Initial / Add Entry

Effective Seq: 1
+ Employee Details
Mame: w Empl ID: L ] Empl Red: 0
Historical el Pending ePARs Last Perscennel Action:

Last Transaction Date:

Additional Faculty Information
Tenure Status: Tenure Status Change?:
Base Salary:

Two Most Recent Non-Tenure Track Appointment Information
{Complete this section if the faculty member previously held an NTT faculty appointment in the department.)
1st Most Recent Position

Most Recent @, Paosition Hist
Appeintment'Position:

Prior Credit Hour Rate: Prior Hourly Rate/ Salary:
Number of Courses [Optional):
Number of Course Equivalents (Optional):

2nd Most Recent Position
Most Recent @, Pasition Hist

Appointment/Position:
Prior Credit Hour Rate: Prior Hourly Ratel Salary:
Number of Courses (Optional):

Number of Course Equivalents

(Optional):
| Previous | Next |
N,

Collaborale  Attach
Create UVM Pay Change Request

Step 5 of & ePAR Change - Employment, Time & Labor ?

~ Transaction Details

ePAR Action: Pay Change Action: Cata Change Document 10: Pay Rate Change

ePAR #: MEXT Reason Code: Contract Drocument Instance: a

ePAR Status:  Initial Effective Date: 09/01/2015 Document Status: Initial / Add Entry

Effective Seq: 1

~ Employee Details

Name: w Empl ID: T Empl Red: 0
Historical &l Fending eFARs

Last Personnel Action:

Last Transaction Date:

~ Employment Data

Current Value MHew Value

Working Title: Astist'Teacher [Astist Teacher
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Mini-Manual

W,
Cobabarate Ah

Create UVM Pay Change Request

Step 6 of 8: ePAR Change - Compensation

+ Transaction Details

ePAR Action:  Pay Change Action:

ePAR #: NEXT Reason Code:

ePAR Status:  Initial Effective Date:
Effective Seq:

Data Change Diocument 10: FPay Rate Change
Caontract Document Instance: a
08/01/2015 Document Status: Initial / Add Entry

+ Employee Details

Mame: Empl 10:

Historical ePARs

—— Empl Red: 0
Pending ePARS Last Personnel Action:

Last Transaction Date:

+ Job Pay Components

Current Pay Components

Rate Code
1| NAANNL

Comp Rate
2827.00

@\
Caollaborale  Attach

Create UVM Pay Change Request
Step 7 of 8: ePAR Hire - Create Contract Pay

+ Transaction Details

New Pay Components

Rate Code Comp Rate
1| HAANNL 2827.000C

ePAR Action: Pay Change Action:

ePAR # NEXT Reason Code:

ePAR Status:  Initial Effective Date:
Effective Seq:

Dats Change Diocument 1D: Pay Rate Change
Contract Document Instance: a
02v01/2015 Document Status: Initial / Add Entry

+ Employee Details

Historical ePARs

Empl |D: Empl Red:

Name: Contract 1D:

Last Personnel Action:
Last Transaction Date:

Pending ePARs

+ Contract Information

*Contract End Date:

5531.1'2016 [

*Contract Beqgin Date:

EB."G‘1."ZD15 W
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B W 3\

_ Save _ Collaborale AMach

Mini-Manual

Create UVM Pay Change Request
Step 8 of 8 ePAR - Department Budget e

+ Transaction Details

ePAR Action: Pay Change Action: Data Change Document 10: Pay Rate Changes
ePAR #: NEXT Reason Code: Contract Document Instance: 9
ePAR Status:  Initial Effective Date: 02/01/2015 Document Status: Initial / Add Entry

Effective Seq: 1

 Employee Details

Hame: delaurentis, Amber B, Empl IDx: 0080407 Empl Red: 1]
Historical eFARSs Pending ePARs Last Personnel Action:

Last Transaction Date:

+ Dept Budget

+ MNew Funding

6. Click Kt'tach to attach required documents (appointment letter).
B W N\

Save _ Collaborale

Create UVM Pay Change Request

Step 8 of 8: ePAR - Department Budget 3
=+ Transaction Details =
ePAR Action:  Pay Change Action: Data Change Document [D: Fay Rate Changs
ePAR #: MEXT Reason Code: Contract Document Instance: g
ePAR Status:  Initial Effective Date: 02/01/2015 Document Status: Initial / Add Entry
Effective Seq: 1
Name: I Erpl 1D — Empl Red: 0
Historical ePARs Fending eFARs Last Personnel Action:

Last Transaction Date:

+ Dept Budget

+ New Funding
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7. Click paper clip to attach document. Click + or — to add or remove additional rows.

Mini-Manual

Favorten  Main Mar + * UVMaPARR © WK Coneciion
<8

& rm
Flle Attachments

#1=l Atachment: L4

8. Click Choose File, select the applicable document and click Upload.
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Mini-Manual

9. On final page, choose Save.
Note: the ePAR has not been submitted yet.

_.}Em%m,,&a

Create UVM Pay Change Request
Step 8 of 8: ePAR - Department Budget

~ Transaction Details

ePAR Action: Fay Change Action: Dats Change Document 10: Fay Rate Change
ePAR #: MNEXT Reason Code: Contract Document Instance: a
ePAR Status:  Initisl Effective Date: 08/01/2015 Document Status: Initial / Add Entry

Effective Seq: 1

+ Employee Details

Hame: I D Empl Red: 0
Historical ePARs Pending ePARs Last Personnel Action:

Last Transaction Date:

+ Dept Budget

Department Project Combination Code Account Fund Program Source g:e&ra‘ting Function Purpose Pr

1 @ @ | @,

10. Click ok to return to transaction to submit.

w - N s [ Lo ————————— ————|
Fovcrime  Man Meny * WM ainite WPt fare

aPAR Ststus
Warning oPAR PAYOO0O00)E has been saved, but not subsiiied

Chak OK by retim 1o the tansaction be Submi

o

11. Click Submit to route in workflow.

Favrtos | Man Miou | * UNM ePARs - PN Colecton
G . » T

Update UVM Pay Change Request

@ Pt New Winduw
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12. Approval Map is displayed. Click ok to submit ePAR.

Favorites  Main Menu . WM:PAfh 5 ePAR Colection

v

ox

Submit

» Appravil Map

ePAR Approval
Request ID=PAY0000936:Ponding
Now Path
Pending Not Routed Not Routed Not Routed
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13. Document Status field reflects where ePAR is in workflow.

- -
Frequently Asked Questions

If | have questions about completing any of the fields in the ePAR, who do | contact?

Initiators should contact their Dean’s Offices for specific unit instruction. Approvers (Dean’s
Offices) should contact Human Resource Services.

Resources

Helpful Links

Open Lab Schedule
PeopleSoft Sign on Screens
Grad Mini Manual
Employee Class Definitions
ePAR Navigation Manual
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http://www.uvm.edu/hrs/?Page=skills/openlabs.html&SM=skills/skillsmenu.html
https://www.uvm.edu/~erp/portal/
http://www.uvm.edu/hrs/skills/manuals/gradstudentpaperwork.pdf
http://www.uvm.edu/hrs/skills/manuals/Employee%20Class%20Definitions_draft.docx
http://www.uvm.edu/hrs/skills/manuals/UVM%20ePar%20Training%20Guide.pptx

é The University of Vermont
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Mini-Manual

Relevant UVM Departments

e Human Resource Services

e Payroll Services

e Faculty Services

Suggestions? Updates? Please send an e-mail to ePar@uvm.edu

This document is designed to be used online and has a number of embedded links to processes
and additional information. We discourage the printing of manuals as they are updated
frequently and consume paper resources when printed.
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