[image: image1.wmf]Department Number Change
(Department Checklist)
	Employee’s Name: 
	     
	Employee’s C #: 
	     

	Current Department/Sub-Department #:
	     
	New Department/Sub-Department #:
	     

	 FORMCHECKBOX 
 Exempt 
 FORMCHECKBOX 
 Non-Exempt
	Position #:
	     


Note: A DHRS Document with the same effective date of another document in the same pay period that has not yet been paid will override the previous document.

Input Online Document:
1.  FORMCHECKBOX 
  Click on Document Submission Menu, and select DEPARTMENT NUMBER CHANGE.
2.  FORMCHECKBOX 
  Click on NEXT.
3.  FORMCHECKBOX 
  Input UM ID#, and click on RETRIEVE.
4.  FORMCHECKBOX 
  Verify employee is correct and click on NEXT.
5.  FORMCHECKBOX 
  Input effective date.
6.  FORMCHECKBOX 
  Input NEW CHECK CODE, NEW DEPARTMENT AND NEW SUB DEPARTMENT (if applicable).
7.  FORMCHECKBOX 
  Input REMARKS (required field i.e. who instructed the change).  Click on NEXT.
8.  FORMCHECKBOX 
  Input START/END Date (actual START/END if start date is for a previous pay period).
9.  FORMCHECKBOX 
  Input DC DEPARTMENT CHANGE on EVENT START/STOP.
10.  FORMCHECKBOX 
  Input PAY RATE AMT, and ACCOUNT NUMBER.
11.  FORMCHECKBOX 
  Click on VALIDATE/CALCULATE.
12.  FORMCHECKBOX 
  Verify if assignments are correct.
13.  FORMCHECKBOX 
  Click on the SUBMIT DOC tab.
14.  FORMCHECKBOX 
  Update employee’s supervisor, if applicable (click here for instructions).
15.  FORMCHECKBOX 
  Verify and notify departmental pending approvers
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