EPAF UPDATES

May 27, 2005

1. System Outage

The Human Resource/Payroll system will be unavailable from Friday, May 27 at 5:00 p.m. to Tuesday, May 31
at 8:00 a.m. Updates to the system hardware will occur during that time. Though the link may be available
during that time, we ask that you do not use the system as we cannot guarantee your work.

2. New Functionality — 1-9 Not Okay Message

Since go-live there has been some confusion about when an employee needs to complete a new 1-9. To assist
the submitter in determining when to send an employee to Employment Services to complete an -9 a new form
message will appear on step 4 of 5 (Finalize Form). This message will only appear when the employee’s 1-9
status is indicated as “not okay.” As with the nepotism statement, the submitter must acknowledge the message
(indicate they will not allow the employee to work until the 1-9’s complete) before submitting.

Hire an Employee

Step 4 of 5: Finalize Form

Please review all the messages presented here and take appropriate action on them. All messages
must be acknowledged and addressed before the form can be finalized.

* Personal Info

Hame: Student.Joe EmpllD: 985709995
Hational 1D: 333440090

Date of Birth:  11/21/1987 Net ID: Personal Data
Citizenship:  Citizen Job Data
Email Address: Additional Pay

* Form Messages

Message Text Description
| will not allow this individual to begin any waork
Fi 1-9 Mot OK or training until they have completed form 1-9 in

the Employment Office.

| have determined that this applicant is not

related to anyone within the administrative
Fl MNepotism Statement scope of control of this position. Scope of

control begins atthe vice-president level and

continues from level to level.

Comments

Your Comment:

@ | == Previous Submit ||

Comment History:




3. New Functionality — Who can work/approve my ePAF request

To assist you in tracking the status and processing of your ePAF requests, we have added some new
functionality. Current functionality has allowed you to see what role (Departmental HR Approver,
Departmental HR User, Student Front Office, etc.) had the ePAF on their worklist to approve. It did not,
however, tell you who was in that role. You will now have the ability to see who has the request on their
worklist and can approve the request.

To see this information, click on View an ePAF on the ePAF Home Page. After searching and selecting the
request you wish to view go to step 2 by clicking on the next button.

Electronic Personnel Action Form (ePAF) Home Page

= My Worklist
QJ? Wiork the items that have been routed to wou.

Start a New ePAF
Start & new ePAF, which will then be routed to the appropriste approvers.

Resubmit, Change, or Withdraw an ePAF
Make changes to an ePAF that has been recycled or needs to be updated. Only forms
that have not had final approval or been processed into the system will be accessible.

L
@ View an ePAF
‘ _TTRSRLSIeTS bmitted ePAF, including information about its handling so far. ePAFs
T

submitted in the last morth are listed here. This is a read-only view.

@ Look Up an Archived ePAF
Find and revieww an old ePAF. ePAFs submitted mare than a month ago will be listed
T

here. Thiz iz a read-only view.

Under the Formlist Fields is a section indicating the Next Approving RoleName. You will see the role name of
the next approver (who it is awaiting approval) and now a link to Who can work this form—click on this. This
will bring you to a page where it will indicate everyone who has the request on their worklist currently and can
work the item. It will also provide email addresses and phone numbers for your assistance in following up.



Viéw Form Details

Step 2 of 3: Form History

This page has a history of all the actions that have been taken on the farm, and what actions are pending, if any.

Workflow Form ID: 4316 Workflow Form Fart Apprv
Status:
Workflow Form Type: HIRE

Original Operator: Susan Davis
Original DateTime: 05/12/2005 9:05:044K

Last Operator; Jessika Walker

Last By Alternate Operator:
Last DateTime: 05/20/2005 4:39:03FM

Next Approving RoleUser:

Next Approving RoleName: BYU Staff Back Office YVho can work this form 2

Current Form Worklist ltems

Alisha Steere alisha steere@byu.edu 801/422-9448
Dan J. Brown don brownigbyu.edu

David Harker dave harker@byu.edu

Gayle Brown gayle brown@byu.edu 801/422-8327
Test gob user gayle brown@byu edu

John Young john_young@byu.edu 2801/422-8650

Return |




