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[image: ]The Job Effective Date and the Job End Date should reflect the date the new the assignment is scheduled to end (all dates should be the same).


The Job Effective and Personnel Date should reflect the new effective date.  This date should be the next calendar day after the current assignment end date.  If this is a retroactive action the effective date should be the day after the last paid date and the personnel date should be the day after the current assignment end date.


[image: ]The User Name is the person/entity associated with a specific approval level.  See Routing Lists Job Aid to select the correct user.


The Required Action field identifies the appropriate action needed by the user.

The Routing Queue is a Pre-defined standard of approval levels.  If you require a second level approver or an FYI, please add as needed.





[image: ]Assignments through UNMTemps should not exceed six (6) months unless preapproved by the UNMTemps Manager.  If requesting an extension past six (6) months from the original hire date, you must document a justification for an extension in the Comment section for HR consideration.
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% - indicates a required field.
System removal of end date, TS0310-00 Admin Assistant 1, Last Paid Date: Oct 18, 2013
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Job End Date: MM/DD/YYYYx(Not Enterable) 11/15/2013 F

Enter New Effective Date for Job Extend, TS0310-00 Admin Assistant 1, Last Paid Date: Oct 18, 2013

Item Current Value New Value
Job Status: x(Not Enterable) Active [
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Job Change Reason: %(Not Enterable) TRANS peext

Job End Fields, TS0310-00 Admin Assistant 1, Last Paid Date: Oct 18, 2013
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Routing Queue

Approval Level User Name Required Action
[20 - (DSA1) Dept Apprv Level 1- Staff [Approve

[60 - (EasTA) Employment Area staff [approve

[o3 - (FY1PAY) FY1 - Payroll at Approval [Frr

|65~ (aPPLY) Applier [apply
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Electronic Personnel Action Form

7 Enter the information for the EPAF and either Save or Submit.

Name and ID: LouieLobo 101156163
Transaction: Query Date: Nov 13, 2013
Transaction Status:

Approval Category: Staff UNMTemps Job Ext, 150010

Save
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