Appoint, Change and Terminate (ACT) Documentation
Data Change

The DATA CHANGE document is used to insert, update or correct an employee’s
personnel record in the Administrative System. When using the Data Change document
reason the HR Officer will be able to make changes to the following personal information
fields: name, address, phone, schools and colleges, location of assignment, timecard
distribution number, timekeeping method, timekeeping organization, and/or changes in
FTE within the same assignment category.

All of the above fields are available for change when using a current or future
effective date; however, only select fields are available for change when using a
retroactive effective date. For alisting of fields available for change when using a
retroactive effective date, click here.

UAB HR Officer — HR Transactions — ACT — Find Window

Creating a Data Change Document

1. Locate the employee using the Find Window.

Example, Hethe
1112222

Data Inguiry Retrieve a Document Create Mew Document

2. Click on the CREATE NEW DOCUMENT button.

Note: After you click on the CREATE NEwW DOCUMENT button you might see
another window pop up. Some employees may have more than one
assignment and could be listed several times. Make sure you choose
the correct assignment.

3. The ACT MAIN Form will open.


http://www.uab.edu/adminsystems/documentation/hr/hr_officer/doc_retro_data_change.pdf

Appoint, Change and Terminate (ACT) Documentation

S ACT Main Farm

Comments

Data Change

Eletment Entrizs

4. When the new document opens, click once in the DOCUMENT REASON field.

5. Use the DOCUMENT REASON LOV to choose DATA CHANGE or type the words Data

Change in the DOCUMENT REASON field.

Doc_FReason
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BUDGET
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FRMLAMWITHOUT PAY

FLMDIMG SOURCE CHAMNGE
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Appoint, Change and Terminate (ACT) Documentation
Data Change

6. Click inside the EFFECTIVE DATE field, choose an effective date from the CALENDAR
LOV or type in the desired date.

Note: Only select fields are available for change when using a retroactive
effective date. For a listing of fields available for change when using
aretroactive effective date, click here

7. Click on the SAVE button at the bottom of the form.
ACT Main Form

Document MIRDATA CHANGE
Effe 1N 16 -AUG-2007

Example, Hethe

1112222 i " White / Non Hispanic
Total A gnmen v

14.NOV-1994 XX, XXX.XX

25-DEC-1955 | Prior

1112222 4350 = Active Assignment

01 Regular FT WG LRI (88111200000 Bartow Arena Of
MS316E1.Facilities Coord | {0 111200000.00101.031001

1 Y
b 6540645 6.4 Monthly

HE|ement Entries H|| ahor 5
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Updating Personal Data

To update or change the employee’s personal information, click on the PERSON DATA
button from the ACT MAIN FORM.

ain Farm

hrme
Person Data
LS Example, Hethe
Identification NMumber EEE YY) White / Non Hispanic

Total Ac grnrmen 2
14 HOW-1994 g M0, XM XNX
25-DEC-1955 B Friar

11122232 ignmen Active Assignment
01 Regular FT ¢ 111200000 Bartow Arena O]

MS316E1.Facilities Coord | 111200000.00101.031001
1

MM KX

When the PERSON DATA form opens, you should be on the PERSONAL tab.

Personal Tab

Personal Employment Directory License Termination

Current Proposed

55N
Last Mame Example

First Mame |Het|le
Middle MNames |

Suffix
Title iMr.
Date Of Bith  |25-DEC-1955
Gender |MALE

ments

A |

Sofols and Collsges
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Appoint, Change and Terminate (ACT) Documentation
Data Change

1. If necessary, enter the correct information in the appropriate field. For Instructions on
how to enter information in the above fields, click here.

Personal Ermployment Directory License Termination

Current Proposed

SSN

Last Mame Example

First Mame
|Hethe All Fields can
be updated or
Suffix changed
Tite  |Mr.

Date Of Bith  |25-DEC-1955
Gender |MALE

|
|
|
Middle Names | |
|
|
|
|

4] |r

2. Ifitis necessary to change an employee’s gender, click on the DROP DOWN ARROW in
the GENDER field under the PROPOSED column. A selection box similar to the one
below will open. Select the correct gender.

MALE
FEMALE

3. Once all necessary fields have been updated or changed; click on the SAVE button,
then click on the RETURN TO PREVIOUS FORM.

Employment Tab

4. If necessary, enter the correct information in the appropriate field. For Instructions on
how to enter information in the below fields, click here.

Porsonal | Employment | Directory | Liconse | Temmination L

Current Proposed

Ethnic Origin |White / Mon Hispanic || |— .
“eteran Status | | A” Flelds can
19 Status |ves | be updated or
“isa Type | | Changed
Work “isa Expiration Date | |

‘omments

4

Schools and Collages Feeturn to Prewous Form

5. Once all necessary fields have been updated or changed; click on the SAVE button,
then click on the RETURN TO PREVIOUS FORM.

Updated 8/16/2007 5
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Data Change

Directory Tab

6. If necessary, enter the correct information in the appropriate field.

Fersonal Ermployrment Directory License Terrination
Current Proposed
Alpha List Yes |—
Cinline List Yes

Directary Title |Bart|:|w Arena Facilities Coord | ™ Assignment Jab Title

Directory Narme | | [Last Mame, First Mame)

*** Plegse do not add suffix

1|

Return to Previous Form

Schools and Colleges

Personal TEmponmentT Directary I License TTermination

To replace the
Directory Title
displaying in the

Current Proposed

Alpha List
Online List
Directary Title

Directory Mame

Yes

Yes

|Bartuw Arena Facilities Coord

[Facilities Coord |

W Assignment Jaob Title

(Last Mame, First Mame)
*** Please do not acd suffix

Electronic Phonebook;
check the Assignment
Job Title check box to
populate the Proposed
Directory Title field
with the official
Assignment Job Title;
or manually enter a
new Directory Title

Schools and Coleges

Termination

Personal Employrment Directory License

Current Proposed

Alpha List Yes

To change the name
displaying in the
Electronic
Phonebook, enter
Full Name (using
example format) in
the Proposed
Directory Name
field.

Online List Yes

Directary Title |Bartow Arena Facilities Coord |Faci|ities Coord | W Assignment Jab Title

[Last Mame, First Mame)
*#** Please do not add suffix

Directary Name | |Examp|e, Skip

Comments

Schools and Colleges

Return to Previous Form

7. Once all necessary fields have been updated or changed; click on the SAVE button,
click on the RETURN TO PREVIOUS FORM.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

License Tab

8. If necessary, enter the correct information in the appropriate field. For Instructions on
how to enter information in the below fields, click here.

Termination

Personal Ermployment Directory License

License/Certificate/Membership Information

Current Proposed
Type | | = All Fields can
Title | | be updated or
changed
Murmber | |
Expiration Date | |

Use down arrow to create multiple records.

Comrments

Schools and Colleges

9. Once all necessary fields have been updated or changed; click on the SAVE button,
then click on the RETURN TO PREVIOUS FORM.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Termination Tab

10. If you have to enter a Last Day of Work for this employee, click on the TERMINATION
tab.

Fersonal TEmpIUymentT Directory T License TTerminatiUn

Current Proposed

Actual Date | [
Projected Last Day of Work

Leaving Reason

Fehire Recommendation

Recommendation Reason

Comments

Schools and Colleges

11. Click in the PROJECTED LAST DAY OF WORK field. Choose the appropriate date from
the CALENDAR LOV or type it into the field.

12. Click on the SAVE button if you have made changes, then click on the RETURN TO
PREVIOUS FORM.

Updating or Entering Educational Information

To update or change the employee’s educational information, click on the SCHOOLS AND
COLLEGE button. The SCHOOLS AND COLLEGES button located on the PERSON DATA
form.

Personal Employment Directory License Termination

Current Proposed

Actual Date | |
Projected Last Day of Work

Leaving Reason

Rehire Recammendation

Recommendation Reason

Comrments

Sehuls and Collges

The SCHOOLS AND COLLEGES ATTENDED form opens.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Schools and Colleges Attended
Facuity/instructor Information

Schoal or College Degree Mame Degree Date  Type

U TN D AT T CRT RE -+ (200 Post High School Coursework|01-JAN-1981 HD

I: SIS nt - _%
Return to Previous Form

1. If necessary, enter the correct information in the appropriate field. For Instructions on
how to enter information in the above fields, click here.

2. Once all necessary fields have been updated or changed; click on the SAVE button,
then click on the RETURN TO PREVIOUS FORM.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Updating Address and Phone Information

To update or change the employee’s Address or Phone information, click on the
ADDRESS button at the bottom of the ACT MAIN FORM.

IBDATA CHANGE
16-AUG-2007
HALEY

M| Attachments
Person Data
WELE Example, Hethe
1112222 ull White / Non Hispanic
Total aly vd

14-NOV-1994

A M, XHH XK
25-DEC-1955 B Prior LA

f 1112222 i en Active Assignment
01 Regular FT =il 111200000 Bartow Arena 0]
MS316E1.Facilities Coord | Jik=(dle 4 111200000.00101.031001
Y
Monthly

BE|ement Entries H| 5

The ADDRESS AND PHONES form will open.

Address .

Current End Date Current i For Instructions
on entering or
changing address
and phone
information, click
here.

Phones

Delete Current LIECTLE] Jate From
| I Home (205) 942 6855 14.HOV.1994 Once ADDRESS
AND PHONE

Campus Primary  |(205) 9347296 14-NOV.1994 . .
information has

been updated,
click on the SAVE
button, then click
on the RETURN TO
PREVIOUS FORM.

e multiple

Retum to Previous Form
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Updating Assignment Information

If the Location or the timekeeping information is changing, click on the ASSIGNMENT
button, at the bottom of the ACT MAIN FORM.

DATA CHANGE
16-AUG-2007
HALEY

Example, Hethe

1112222 hini White / Hon Hispanic
ra

=14 HOW-1994 O, M NN
RN 25 -DEC-1955 B Prior UA
Assignment Data

1112222 Active Assignment
01 Regular FT 3 111200000 Bartow Arena O]
MS316E1.Facilities Coord | b 0 111200000.00101.031001

h i

Monthly

BE|ement Entries M| abo

General Assignment Information
Current

111200000 Bartow Arena Operatio
1.0 |Bham Main Campus

111200000.00101.031001

i |MS316E1.Facilities Coord |

Element Entries Return to Previous Form

1. Click in the LOCATION field to change the location.
2. If this is a biweekly assignment, enter the employee’s timekeeping information.
a. If your organization has designated several timekeeper approvers, the Workflow

Officer for your organization may have assigned Timecard Distribution Numbers
to each timekeeper. If your timekeepers have these numbers, enter the
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Appoint, Change and Terminate (ACT) Documentation
Data Change

timecard distribution number of the person to whom this employee’s timesheet
should be distributed to in the TIMECARD DIST NUMBER field.

b. Enter TAMS (Hospital employees), DB (Design Build employees) or TEL (Time
Entry, and Labor for the rest of the campus) in the TIMEKEEPING METHOD FIELD or
use the LOV to enter the information.

c. If the timekeeping organization is different from the appointing organization, enter
the organization in the TIMEKEEPING ORGANIZATION field or select it from the
LOV.

3. If this is a monthly assignment, leave the above three fields blank.

4. Click the SAVE button at the bottom of the form, then click on the RETURN TO
PREVIOUS FORM.

Updating Salary Information

To change the FTE information, click on the SALARY button. The SALARY button is
located on the ACT MAIN FORM and on the ASSIGNMENT form.

Document Mumber  pliekai]

Example, Hethe e

1112222 =8l White / Mon Hispanic
o o

14-NOV-1994 O, MO N

25-DEC-1955 B Prior LA

1112222 i ] = Active Assignment
01 Regular FT 111200000 Bartow Arena O]
4 MS316E1.Facilities Coord | 111200000.00101.031001
Y
Manthly

B E|erment Entries B ahor

Cancal this docurnert || —Tog | Reasson I -

Note: This error is to inform you,
SALARY COMPONENTS are not available
for change when using the DATA
CHANGE document reasons. Click OK.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Component Reasons leason

Change value =
Difference in
rate of pay.

Proposed

[Annual)

Code

Comrments

1. Enter the full-time equivalency for the employee in the FTE field. This number
should be between 0.0 and 1.0.

2. Enter comments, if applicable, in the COMMENTS field.

3. Click on the SAVE button, then click on the RETURN TO PREVIOUS FORM button.
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Appoint, Change and Terminate (ACT) Documentation
Data Change

Submitting the Data Change Document

1. Click the ATTACHMENTS checkbox on the ACT MAIN FORM if attachments are being
sent to HRM Records Administration.

O ACT Main Form

IS = R EE G DATA CHANGE Document Mumber  plrrri]
OPEN

orkflo DATA CHANGE
Submit

S Male
White / Non Hispanic
Tatal A q z

Total Annua K XXX XX

of Birth

Assignment Data

ment Number Active Assighment
111200000 Bartow Arena 0]
111200000.00101.031001

Y

Monthly

H|E|ement Entries || ghor So

2. Click on the SuBMIT button, for more details on submitting an ACT document, click
here. (Part Six: Submitting a New Hire Document).

Return to Top
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