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(DEPARTMENT CHECKLIST)

	Employee’s Name: 
	     
	Employee’s C #: 
	     

	 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.

Paperwork Required by Human Resources:

1.  FORMCHECKBOX 
  Written approval from HR Vice President or the Provost Office (whichever is required).
Verify Information:

2.  FORMCHECKBOX 

Current performance evaluation is in Human Resources, if not, ask employee’s supervisor to conduct one.
3.  FORMCHECKBOX 

Probationary period is completed/ask employee’s supervisor to conduct one, and pay rate cannot be over the maximum of salary range for the position.
Input Online Document:
4.  FORMCHECKBOX 

Click on DOCUMENT SUBMISSION; select SALARY CHANGE/CORRECTIONS.
5.  FORMCHECKBOX 

Input UM ID and click on RETRIEVE; verify employee – click on NEXT.
6.  FORMCHECKBOX 
 
Input EFFECTIVE DATE (must be on a current or future date) and detailed reason for the salary change on the remarks; click on NEXT.
7.  FORMCHECKBOX 

Input END DATE: 1 Day prior to Effective Date of the salary change, and select EVENT STOP code.
8.  FORMCHECKBOX 

Click on VALIDATE/CALCULATE.
9.  FORMCHECKBOX 

Verify information on document assignment section – Click on NEW ASSIGNMENT.
10.  FORMCHECKBOX 

Input START/END DATES and ACTUAL START and END DATES if prior to current pay period only.
11.  FORMCHECKBOX 

Select EVENT START/STOP Code: JA/JT (whichever is applicable).
12.  FORMCHECKBOX 
  Input PAY RATE and valid ACCOUNT NUMBER (default accounts are not valid).
13.  FORMCHECKBOX 

Click on VALIDATE/CALCULATE.
14.  FORMCHECKBOX 

If Retro Pay assignment, click on NEW ASSIGNMENT.
15.  FORMCHECKBOX 

Input START/END DATES (must be on a current pay period).
16.  FORMCHECKBOX 
  Input START/STOP ACTUAL DATES (RP Dates). 
17.  FORMCHECKBOX 

Select EVENT START/STOP Code: RP.
18.  FORMCHECKBOX 

Input retro pay amount and a valid account number.
19.  FORMCHECKBOX 
  Input “F” Flat Flag.
20.  FORMCHECKBOX 

Click on VALIDATE/CALCULATE.
21.  FORMCHECKBOX 

Click on SUBMIT DOC.
22.  FORMCHECKBOX 

Verify and notify department pending approvers.
23.  FORMCHECKBOX 
  When A03 to A01: always notify Payroll.

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