[image: I:\HR Communications\Communication Tools\Logos\UNM_HR_Logo_PMS_RBGK.jpg]STAFF EXEMPT CHANGE IN APPOINTMENT PERCENT EPAF


[image: C:\Users\LGamboa\AppData\Local\Temp\SNAGHTML5266a0.PNG]The Jobs Effective Date reflects the date the employee will begin being paid at this percent.  If this is a retroactive transaction then use the day after the last paid date.



[image: ]Enter the new appointment percent.  This percent must be greater than 1.  For example 50% should be entered as 50 not .50 
The Personnel Date is the date this appointment percent will take effect.  

Enter the Hours per Pay that correspond with the appropriate appointment percent (see below). If you do not see the appointment percent below use the following formula:
173.33 x (new appointment percent) = Hours per Pay.





[image: ]

[image: ]Replace the default value with new Hours per Pay entered above.
Do not change or add the earnings.
Replace the default value with the date this appointment percent will take effect. This date must match the Jobs Effective date.




[image: ]The Required Action field identifies the appropriate action needed by the user.

The User Name is the person/entity associated with a specific approval level.

Approval Levels are pre-defined as a standard for system routing.  If you require a second level approver, or an FYI, please add as needed.




[image: ]If this transaction will result in change of E-Class, please note here.  Also, use the comment box to communicate any other relevant information regarding this transaction.  


[image: ]To complete your Staff Exempt Change in Appointment Percent EPAF, click on the upload button at the top of the page to attach  the  Change in Appointment Percent Form or the Decrease in Appointment Precent Resulting in Change of E-Class Form.   For instructions on how to attach a document to your EPAF please reference the Attaching Documents job aid.  Please note, you will have 5 minutes to attach your document otherwise the system will log you out and you will be required to log  in again.  






Note: If you are processing a Term Extenstion EPAF and a Change in Appointment Percent EPAF please processes the Term Extention EPAF first.
Revised 02/13/2014
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Name and ID: Norma Nectarine, 100579704

Transaction: 107411
Transaction Status: Waiting
Approval Category: Staff Exempt Change in Appointment Percent, 150012

Upload Documents

Query Date: May 02, 2013

Save | | Submit | Delete |
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Enter New Appointment Percent, S00643-00 Human Resources Consultant, Last Paid Date: Jan 31, 2013

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY*  02/10/2013

Personnel Date: MM/DD/YYYY* 02/10/2013

Hours per Pay: * 173.33
Appointment Percent: * 100
Job Change Reason: *(Not Enterable) CHADM CHAPT

Annual Salary: (Not Enterable) 50000.04
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Exempt Staff

Hours Per Pay (based
Appointment Percent  on 173.33 FT) Default Hours
95% 164.66 164.66
80% 138.66 138.66
75% 130.00 130.00
70% 121.33 121.33
65% 113.00 113.00
60% 104.00 104.00
55% 95.33 95.33

50% 86.67 86.67
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Staff Exempt Default Earnings, S00643-00 Human Resources Consultant, Last Paid Date: Jan 31, 2013

11/01/2011 010, Regular Base Pay 173.33

010, Regular Base Pay | 1
Not Selected =l 1
Not Selected | 1
Not Selected | 1
Not Selected | 1

Save and Add New Rows
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Routing Queue

Approval Level User Name Required Action

[20 - (DSA1) Dept Apprv Level 1- Staff Qr [ [approve

[0 - (EASTA) Employment Area Staff QJ I [Rpprove

[53 - (FYIPAY) FYI - Payroll at Approval Q Fr

[94 - (FYIEDC) FY1 Staff EDC Q [Approve

[65 - (APPLY) Applier Qr [2pply

Not Selected HQ Not Selected |
Not Selected EES Not Selected |
Not Selected = Not Selected |
Not Selected By Not Selected x|

Save and Add New Rows
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Comment

[Add comments here.
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