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(DEPARTMENT CHECKLIST)
 FORMCHECKBOX 
 Exempt 

 FORMCHECKBOX 
 Non-Exempt

	Employee’s Name: 
	     
	Employee’s C #: 
	     

	From Position #:
	     
	To Position #:
	     
	Position Requisition #:
	     

	New Title:
	     
	New Pay Band:
	     


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.
1.  FORMCHECKBOX 
  Verify Leave Balances (Exempt Only): Floaters:       days, Sick:       days, Vacation:       days, and forward information Yurier Sanz, Maria L Vicente, and Nadieska Gonzalez Miranda.
2.  FORMCHECKBOX 
  Verify that moves effective prior to Ariba approval have been approved by HR Director/Assistant VP.

3.  FORMCHECKBOX 
  Verify:

a.  FORMCHECKBOX 
  Any classification to Faculty classification – Promotion

b.  FORMCHECKBOX 
  Faculty classification to a classification in 1A EEO Code – Promotion

c.  FORMCHECKBOX 
  Faculty classification to any other classification, excluding classifications in 1A EEO Code – Demotion 
2.  FORMCHECKBOX 
  Verify that the pay rate is not below the minimum for the position.
Paperwork required by Human Resources:
4.  FORMCHECKBOX 
  Education Waiver if applicable (from Equality Administration/HR Employment).

5.  FORMCHECKBOX 
  Verify the pay rate is the EMV or isn’t above the mid-salary step or ISF indicates pay rate; if not, a Justification is required.

Input Online Document:  

6.  FORMCHECKBOX 
  Job code status changes from FR to PR or PR to FR; or H to K or K to H or to M; or other status and job code require that the KRONOS template on the KRONOS screen in DHRS be updated.

7.  FORMCHECKBOX 
  Click on Document Submission Menu; then select Move-Same Department and click on Lateral Same Department.  Click on NEXT.
.
8.  FORMCHECKBOX 
  Input the employee’s C number and click on RETRIEVE.
9.   FORMCHECKBOX 
 Input Position #, EFFECTIVE DATE (for Non-Exempt, must be beginning of pay period); ACCEPTANCE DATE.  In the REMARKS field input FLOATERS/SICK/VACATION DAYS BALANCE (Exempt only) and ACTUAL MOVE DATES if prior to effective date.
10.  FORMCHECKBOX 
  Verify information.  Click on NEXT.
11.  FORMCHECKBOX 
  Click on NEW ADDRESS.  Input UM WORK address information (this is the location where the employee works).
Click on SAVE NEW ADDRESS. 
12.  FORMCHECKBOX 
  Verify default information: Job Code/Status, Earnings Code, Start/Stop Date.  Input ACTUAL START/STOP DATES if applicable.
13.  FORMCHECKBOX 
  Verify no “F” Flag is in the base assignment.

14.  FORMCHECKBOX 
  Input PAY RATE and ACCOUNT NUMBER.  Click on ADD ACCOUNT if paid from more than one account.
15.  FORMCHECKBOX 
  Input ADDITIONAL ACCOUNT NUMBER AND PERCENTAGE if applicable.
16.  FORMCHECKBOX 
  Click on VALIDATE/CALCULATE.
17.  FORMCHECKBOX 
  If there is a Retro Pay assignment, click on NEW ASSIGNMENT.  Input START/STOP DATE (ensure stop date is current pay period and not later) and actual START/STOP DATE.
18.  FORMCHECKBOX 
  Input retro pay amount, account number(s) percentage.  Click on VALIDATE/CALCULATE.
19.  FORMCHECKBOX 
  Click on SUBMIT DOCUMENT.
20.  FORMCHECKBOX 
  Contact the HR Liaison for your area to remove the employee from the Halogen eAppraisal System, as appropriate.

21.  FORMCHECKBOX 
  Verify and notify departmental pending approvers.
22.  FORMCHECKBOX 
  When A03 to A01: always notify Payroll.

23.  FORMCHECKBOX 
  When there are two different pay rates in the same pay period for an A03, always notify Payroll.
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