Appoint, Change, Terminate (ACT) Documentation
Part One: Creating a New Hire Document for a One Time Requisition Pay
Employee (Status 99)

A New Hire Document for a One Time Requisition Pay Employee (Status 99) is completed
by the HR Officer on individuals to whom UAB anticipates making only ONE employee
payment. It should not be used for individuals that a department anticipates paying more
than once even if subsequent payments will not be made for several months. Requisition
employees are not eligible for any UAB benefits or privileges of employment. For UAB
Policy on payment of Individual Services, click here.

UAB HR Officer— HR Transactions — ACT — Find Window.

The information entered on the ACT form for a One Time Requisition Pay Employee
provides the data needed for the employee to be paid for the service they provided to UAB.
Therefore, providing as much data as possible and ensuring its accuracy is important. It is
recommended that before starting this procedure you have all of the information for the
Requisition Pay employee in front of you and that you complete it in sequential order.

Creating a New Hire Document

1. Selecting ACT opens the ACT FIND window.

Data Inguiry Retrieve a Document Create New Document

2. Click on the CREATE NEwW DOCUMENT button; a blank ACT MAIN FORM will open.


http://main.uab.edu/show.asp?durki=6277

Appoint, Change, Terminate (ACT) Documentation
Part One: Creating a New Hire Document for a One Time Requisition Pay
Employee (Status 99)

= AT hlain Form

Document

B Person B Address nmen : ¥ B Elcment Entries B|| ahor Sources
cemments [Ny

3. Click on the LOV box in the DOCUMENT REASON field.

4. Choose New Hire, click OK. Once you click OK you will be directed back to the ACT
MAIN FORM.

Document Reason

Doc_Reason
CREATE wOLUMNTEER

MEW TRAIMNEE AWARD

5. Enter the Effective Date in the EFFECTIVE DATE field. Note: The effective date should

be the first day of the service being provided. This date cannot be changed once
vou have submitted the document, Verify you have entered the correct hire date.
Use the calendar LOV or type in the desired date using the DD-MMM-YY Format.
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Appoint, Change, Terminate (ACT) Documentation
Part One: Creating a New Hire Document for a One Time Requisition Pay
Employee (Status 99)

6. Click ATTACHMENTS box to indicate attachments will be accompanying the new hire
document. For list of Attachments to accompany a New Hire document, click here.

7. Click SAVE. The system will assign a Document Number and the DOCUMENT STATUS is
OPEN.

BE SURE TO RECORD YOUR DOCUMENT NUMBER BEFORE YOU EXIT THE NEW
HIRE DOCUMENT. You will not be able to locate the new employee by their name,
Social Security number, or employee ID number until the document has reached a
COMPLETE status.

HNEVY HIRE
03-0CT-2005

Person Data

Identification Mum

M| Prior LLAE Service

- ess ‘ r =alary B Element Entries M| b ces

Note: The document reason and/or effective date CAN be changed at this point.
Once you advance on to the PERSON DATA SCREEN and press the SAVE button, you
CAN NOT return to the ACT MAIN FORM and change the DOCUMENT REASON or
EFFECTIVE DATE. The document will have to be cancelled and a new document
created using the correct document reason and/or effective date.

8. Click the PERSON DATA button located at the bottom of the ACT MAIN FORM.
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

The Person Data screen contains personal employee data and demographic information
necessary for issuing payment to an individual. For the One Time Requisition Pay
Employee the tabs to be completed on the Person Data button are the: Personal tab,
Employment tab and Termination tab; also the Address button on the ACT Main Form will
need to be completed.

Entering Person Data

1. Click on the PERSON DATA tab at the bottom of the ACT Main Form.

= AT Main Form

EVY HIRE
(3 0CT 2005
HALEY

Person Data

Identification

g S E i M Elzment Entries abor Sources

2. The PERSON DATA SCREEN opens. Required fields are yellow and must be
completed before you can save the form and move on.

cument)

Fersonal Employment Directory License Termination

Current Proposed

E==l]

Last Mame

First Mame
Middle Mames
Suffix

Title

Date OFf Birth

Gender -

OHD

Address Schools and Colleges Return to Previous Form
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

3. Enter the employee’s Social Security number in the SSN field; do not enter dashes.
Press TAB or click in the next field.

4. Enter the employee’s last name exactly as it should appear in the LAST NAME field.
Remember this is the employee’s official UAB electronic document. The FIRST
letters of all names are to be capitalized; REMAINING letters are to be lower case.
Press TAB or click in the next field.

5. Enter the employee’s first name exactly as it should appear in the FIRST NAME field.
Press TAB or click in the next field.

6. Enter the employee’s middle name, if known, in the MIDDLE NAME field. Press TAB or
click in the next field.

7. Enter the employee’s suffix, in the SUFFIX field if applicable. Example: Sr., Jr., Il
etc. Press TAB or click in the next field.

8. Click once in the TITLE (Mr. Mrs. Miss) field. Choose appropriate title from LOV or type
it directly into the field. Once you have selected the title, the GENDER field will
automatically populate based on title choice.

9. Click once in the DATE OF BIRTH Field. Enter the employee’s birth date using the DD-
MMM-YY format.

10. Click the SAVE button at the bottom of the screen.

Personal Employment Directory License Termination
Current Proposed
SSN | 444.98.7750
Last Name | |Clark
First Mame | |Samue|
Middle Names | |
Suffix | |
Tite | M.
Date Of Birth | D8-AUG-1960
Gender | |MALE -

Comments

FREN

11. Once you click the SAVE button, the screen will move to the EMPLOYMENT Tab.
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

Entering Employment Information

Personal | Employment | Diectory | License | Termination [ —

Current Proposed

Ethnic Origin

|
“eteran Status |
-9 Status |
|

|

“isa Type

Wvork “isa Expiration Date

Cormments

1. Inthe ETHNIC ORIGIN field, click the LOV and select the employee’s ethnic origin.
Ethnic origin is a required field and must be filled in before you will be allowed to

save the document. Click OK.

Ethnic Crigin

wwhiite f HMon Hispanic
Black s MHMon Hispanic
Hispanic

ASian f Pacifnic Islander
Armerican Indian S Alaskan

2. Inthe I-9 Status field, select the appropriate 1-9 Status from the LOV. Click OK. For
information on 1-9's click here.

Mot Reguired - Traines
es

NOTE: There are only three options listed here -- Yes, No, and Not Required -
Trainee. You can submit the document with a No answer, but it will not be
processed and completed until the 1-9 has been received in Records

Administration.
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

3. Click in the VISA TYPE field only if the employee has a Visa. If the employee was born in
the United States and has maintained citizenship in the United States, leave the VISA
TYPE field blank.

a. Select the appropriate Visa Type from the LOV, if applicable.
b. If a Visa Type has been chosen, you must enter a date in the WORK VISA
EXPIRATION DATE field. This must be a future date.
4. Click the SAVE button at the bottom of the screen.
5. Click on the TERMINATION Tab.

Entering Termination Information

Note: The TERMINATION Tab is used in a New Hire Document only when you are
entering a One Time Requisition Pay Employee. The Requisition Pay Employee is
being paid for a ONE TIME SERVICE only; the Projected Last Day of Work is thirty
days after the effective date of the New Hire document.

1. Click on the TERMINATION tab.

Personal Employment Directory License Termination

Current Proposed

Actual Date | |
FProjected Last Day of WWork

Rehire Recommendation

Recommendation Reason

Leaving Reason | |

Address Schools and Colleges Return to Previous Form Save

2. Click in the PROJECTED LAST DAY OF WORK field; enter the Projected Last Day of Work
from the Calendar LOV or Type the date in the field, using the ddmmmyy format.

Porsonal | Employment | Duwectory | Licenss | Termmation [

Current Proposed

Actual Date | |
Projected Last Day of WWork |l]3-NOV-2I]I]5

Leaving Reason | |

Rehire Recommendation

Recommendation Reason

Address Schools and Colleges Return to Previous Form Save

3. Click the SAVE button at the bottom of the screen; click the ADDRESS button at the
bottom of the screen.
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

Entering Address and Phone Information

All employees must have a local (US) address and/or campus address in order to submit the
New Hire Document.

Address
Current

create multiple records

Phones -
Delete Turrent
-

Current nd Dia - Urren Froposed

Tvpe

Campus Frima

Campus Secpfidary
Campus Ertiary

Recruiting

2. Enter the employee’s street address in the ADDRESS LINE1 field. There are two more
address lines available if needed.

3. Inthe CITY field, click on the LOV, the LOV brings up a FIND field. In the FIND field type
the name of the city in which the employee lives, and click OK. A listing of City,
State, Zip Start, Zip End and County will appear.
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Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

Sl Birmingharm s

ity ooty
Birrminghamm Al 35020 35020 Jefferson
Birmingham
Birmingham Al 35201 35226 Shelbw

Birmingham Al pelapr = pelapr e =) Shelby
Birmingham Al 35240 35240 Shelbw
Birmingham Al FoZaz 5246 Shelby .
Birmingham Al 35249 35249 Shelbw
Birminoharmm AL 25253 35255 Shelbwy
Birmingham Al 352549 35261 Shelbw
Birminoharmm AL B5263 25263 Shelbwy
Birmingham Al 35266 35266 Shelbw

Birrminghamm

Shelby

4. Highlight the correct zip code range for the city and county in which the employee
lives. Click OK. This will populate the City and State field.

5. Click in the ZIp CoODE field, type the correct Zip Code. Click SAVE.

Note: If the employee has an international address and phone number, check the
International Address checkbox. The Comments box will turn yellow indicating
that it is now arequired field. Enter the international address and phone humber
in the Comments box. The Campus Address should be entered as Home in the
Address Type field. The Department name on Address Line 1, Street Address on
Address Line 2 and the building and room number on Address Line 3.

Ml International Address

Comrments

6. To enter the campus address, click in the ADDRESS TYPE field and press the down
arrow. The ADDRESS TYPE field becomes blank. Click on the LOV and select Campus
Primary. Click OK.

7. Enter the two letter building code in the BUILDING field. Click in the Room NUMBER
field, the ADDRESS LINE3 field will populate with the UAB building associated with the two
letter code entered.

Campus Primanys

MEE

Sth Floor

MEDICAL EDUCATION BUILDIMNG

Birrmmingham

Note: Building field LOV provides a listing of all UAB Buildings and Building
Codes. This is a rather long list so be as specific as possible when trying to locate
a building. Using the percent (%) sign and the first letter of the building name will
help to limit the list.

8. Enter the room or floor number in the Roowm field.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Appoint, Change, Terminate (ACT) Documentation
Part Two: Entering the Person Data

In the CITY field, type in the name of the city in which the UAB building is located. The
CITIES LOV will open; select the correct Zip Start-Zip End range for the UAB building
selected. Click OK.

Enter the four-digit zip code extension for the department in which the employee will
be providing a service. Click SAVE

MEDICAL EDUCATION BUILDING

Birmingham

35294 S 6666

Use the dow rrow to create multiple records

To enter phone numbers for the employee, click in the TYPE field located in the PHONES
region of the form.

(o ESE] leie Furmer FPhone Mumbe i Date From
|

Pk

Use the down arrow to create multiple records.

Type Home in the TYPE field or choose Home from the LOV.

Enter the employee’s ten digit home phone number in the PHONE NUMBER field

without dashes.
Phone MNMumber [

Home 20599859486

Type the effective start date in the DATE FROM field or use the calendar LOV. Usually
this is the effective date of the document.

Click in the row under the Home phone listing. Type in Campus Primary or choose
Campus Primary from the PHONES TYPE LOV.

Enter the ten digit campus telephone number.

Type the effective start date in the DATE FROM field or use the Calendar LOV. Usually
this is the effective date of the document. Click the SAVE.

Fhones Type Phone Mumber 3 Date From

Delete Surremnt :
L] Home {256) 603-1514 03-0CT-2005 =1
|| Campus Primary {#703) 934 4678 II]3-0CT-2I]I]5
_ -

ze the down arrow to create multiple records.

Click the ASSIGNMENT button at the bottom of the ACT Main Form.
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Appoint, Change, Terminate (ACT) Documentation
Part Three: Entering Assignment Information

The information on the Assignment screen identifies the individual being paid for a One
Time Service, as a Status 99 employee. It also identifies the organization and position
number the individual is affiliated with.

Entering Assignment Information

1. Click on the ASSIGNMENT button located on the ACT MAIN FORM. This will open the
ASSIGNMENT form.

cument)

¢ ented

Frimary Effort Report Eligible

General Assignment Information
Current Proposed

Labor Sources Element Entries eturn to Previous Faorm

2. Select 99 Requisition from the ASSIGNMENT CATEGORY LOV. Click OK.

Ssignment Categoaries  Dolclclcle e e el s lr i ln ol

Employment Category
07 Resident
11 Federal Work Study
12 Three 12-Hour Shifts
17 wweekend Staff
21 Fost Doc Emploves
FRequisition

Cancel
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Appoint, Change, Terminate (ACT) Documentation
Part Three: Entering Assignment Information

3. Click in the ORGANIZATION field; type the appropriate organization in which the
individual will be affiliated. Press ENTER. The LOCATION field will automatically populate,
or use the Location LOV to select location.

4. The PAYROLL GROUP field automatically populates with Supplemental.

al Ass = D atio

99 Requisition

Active Assignment

392300000 Pathology Chair Office

Bham Main Campus

Supplemental

5. Click in the POSITION field; select the appropriate position code from the position LOV.
This LOV will contain only the position codes affiliated with the organization you have
chosen. It will display all of the positions available for the organization. By entering the
correct position, the JoB field and GRADE field will be auto populated.

General Assignment Information
Current
99 Requisition
Active Assignment

392300000 Pathology Chair Office

Bham Main Campus

392300000.88901.040501
0137 .Lecturer
F.999

Supplemental

NA

6. Click in the TIMEKEEPING METHOD, using the LOV select NA (NOT APPLICABLE).
7. Click on the SAVE button at the bottom of the screen.

8. Click on the RETURN TO PREVIOUS FORM button to return to the ACT MAIN FORM.
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Appoint, Change, Terminate (ACT) Documentation
Part Four: Entering Element Entries

The Information entered on the Element Entries screen, is used by Payroll to initiate a One
Time Payment for the Individual being paid for a one time service. Within the Element
Entries screen the following information is required in order to process payment: type of
payment, effective date of the payment, and dollar amount of the payment to be made by
Payroll.

Entering Element Entries

1. Click on the ELEMENT ENTRIES button at the bottom of the ACT MAIN FORM.
'O Element Entry te Mew Docurment)

| Clark, Samuel Document Reason AL
ion Nurnber [NRNMMEE Do 125701

ent Numpe [ ocument Status - LN
S GNBE N 03-0CT-2005

Element Entry
Costed Stop Element Name tart Date  Effective End Date  Recurring

Comments

Mote: Exiting the Entry “alues form automatically ges made on that form.
M Labor Sources Return to Previous Form
2. Click on the LOV for the ELEMENT NAME field, and choose the appropriate element
name.

3. The EFFECTIVE START DATE will be auto populated with the effective date of the
document. The EFFECTIVE END DATE will be auto populated with the last day of the
payroll period in which the document is to be paid.

Element Entry
C 2 Stop Elerment Marme Effective Start Date  Effective End Date Recurring
15-0CT-2005
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Appoint, Change, Terminate (ACT) Documentation
Part Four: Entering Element Entries

1. Inthe COMMENTS section enter a brief explanation of the payment and what services
the individual provided to the University.

Element Mame Effective Start Date Effective End Date
Supplemental 03-0CT-2005 15-0CT 2005

LobLo m

o |Presentation of Molecular & Cellular Pathology Series done on Oct 3, 2005 at Bevill Research Bldg., Room
i 170. Total payment of $500.00

Mote: Exiting the Entr = m autamatically saves changes made on that form.

Entry “alues Labor Sources Return to Previous Form

2. Click on the SAVE button at the bottom of the form before clicking on the ENTRY VALUES
button. If you do not save the screen before attempting to click on the ENTRY
VALUES button, you will receive this error message.

cammit the form befo 0 to Entry

3. Click on the OK button to return to the ELEMENT screen; click the SAVE button at the
bottom of the form.

4. Click on the ENTRY VALUE button at the bottom of the form.

5. The ENTRY VALUES screen will look similar to the one below.

= =1 >

Al Deductions
Mo

Fut

Future 2

Further En

6. Click in the AMOUNT field and enter the monetary amount to be paid. The remaining
fields will auto populate as needed.
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Appoint, Change, Terminate (ACT) Documentation
Part Four: Entering Element Entries

7. Click on the X at the top of this window to close and save this information.

Note: There is not a Save button on the Entry Values Screen Exiting this screen
automatically saves the changes.

8. From the ELEMENT ENTRIES form; click on the LABOR SOURCE button.

Created on 10/05/2005
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Appoint, Change, Terminate (ACT) Documentation
Part Five: Entering Labor Source

The Labor Source screen indicates what account string the individual’s payment will be
costed (charged) to.

Entering Labor Source

—
—
T

S 125701
= 03-0CT 2005

Element Name I

Assignment Element
@ Effective Date
drrent From Date  Ta Date GL Code

N
&
3
o

RN |

Comments:

2. Enter the ten-digit GL Account number in the ALIAS field; click OK. This opens the
window below. All but the OBJECT field has been auto populated.

Erl OFER FDZ

= 392301000 WMOLECULAR & CELLULAR PATHOLL

FLITUIRE [l DEFALLT
OBJECT
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Appoint, Change, Terminate (ACT) Documentation
Part Five: Entering Labor Source

3. Click in the OBJECT field and enter Zero (0); Click OK. You will be taken back to the
LABOR SOURCE screen.

4. Type in the % field the percent of funding to be paid from the GL account string.

Note: A One Time Pay Requisition Employee can have multiple GL accounts being
costed. Each GL account string will need to be entered individually. Only one funding
source is allowed for each record/row. Use the down arrow key to move the cursor
to the next available row. The total percent of funding must be 100%.

Assignment Salary ” Element Name _

Assignment Elermnent
Effective Date

From Date To Date Gl Code Proiect Task
[03-0CT-2005 | [2100405.000.123900000.392301000

Current

4]

s TS 100.00

Return to Previous Form

5. Once the TOTAL LD% field equals 100%, click SAVE.

Entering Grant (GA) Funding Sources

Note: Before submitting the New Hire Document for a One Time Requisition Pay
Employee being paid from a GA Account String, contact Grants and Contracts to
verify the expenditure has been approved in advance.

1. Click one time in the PROJECT field.

Assignment l Element
Effective Date

Cl.'l_['rentsmp From Date To Date GL Code Proiect Task Aovvard  Exp Or ¥
- I I ™ I =
o I I I I I |
00 I I I I I [
00 I I I I I [
- I I I I I [ —
4| | »
Total LD % -00

2. Type the project number in the PROJECT field or choose the Project number from the
LOV. Press the TAB key or click in the next TASK field.

3. Type the task number in the TAsK field or choose the Task number from the LOV. TAB
to the AWARD field or click in the AWARD field.
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Appoint, Change, Terminate (ACT) Documentation
Part Five: Entering Labor Source

4. Type the award number in the AWARD field or choose the Award number from the
LOV. TAB to or click in the next field.

5. Type in the organization number or choose the Expenditure Organization number
from the LOV.

Note: For the hospital, this will be 70. For the university, this will be 10.

1. Type inthe percent of the employee’s effort to be charged to the project number in the
% field.

2. Enter comments, if applicable, in the COMMENTS field at the bottom of this form.
Comments here will appear on the ACT MAIN FORM.

Element Name RN

Costing

Asgsignment Element

Effective Date
CI)L:rentqmp From Date  Tg Date GL Code Proiect Task Awvard  Exp Or %
T ' [12.SEP-2005 [30.SEP2005 225620 [01.01 1525620 |10 [ 100.00 %
T | | | | [
= | | | | |
o oo | | | L |
o | | | ] | -

Total LD % [LLURLL

-
-

Note: TOTAL LD% must equal 100% before you can save the document.

3. Click the SAVE button, then click on the RETURN TO PREVIOUS FORM button. This will
return you to back to the ACT MAIN FORM window.

6. Click on the RETURN TO PREVIOUS FORM button until you return to the ACT MAIN FORM.
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Appoint, Change, Terminate (ACT) Documentation
Part Six: Submitting a New Hire Document for a One Time Requisition Pay
Employee

Before submitting the New Hire document, verify all information is entered correctly and all
attachments are ready to be submitted. The HR Officer submits the New Hire document for
approval. At that point, the document status changes from Open to Ready and enters the
approval path.

Person Data

Ve Clark, Samuel

Identification Mumb

SRR RN 03 -0 CT - 2005
L= 08 -AUG-1960 M| Prior LLAE S

Active Assignment
99 Requisition il 8 392300000 Pathology Chair
0137 Lecturer ] i 392300000.88901.040501

Biwookly

‘ Ml Persan Ten : 'y Pl Element Entries il a

S rsis s Presentation of Molecular & Cellular Pathology Series done on Oct 3, 2005 at Be

——— -

1. Onthe ACT MAIN FORM, verify checks have been inserted in the checkbox next to
PERSON, ADDRESS, ASSIGNMENT, SALARY, ELEMENT ENTRIES and LABOR SOURCES.

Note: A check will be inserted when REQUIRED FIELDS on all screens and tabs have
been completed. All check boxes must be checked.

2. Onthe ACT MAIN FoRM, verify you have a check in the ATTACHMENTS box; assemble all
attachments to be submitted with New Hire document.

=]

Document Heason [RISL IS
= 03-0CT-2005

Reguestor Mame [graANSy
ElAattachments B Received

3. Before submitting the document make certain all information is correct. You will not be
able to correct information within the document after submitting.

4. Click the SUBMIT button.
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Appoint, Change, Terminate (ACT) Documentation
Part Six: Submitting a New Hire Document for a One Time Requisition Pay
Employee

5. If you did not check the ATTACHMENTS checkbox, you will see the following message.

6. Click YEs to return to the ACT MAIN FORM and check the ATTACHMENTS box and
resubmit.

7. If you did check the ATTACHMENTS checkbox, you will see the following message.

in form and route with attachment

Sarmuel

8. Click OK. Print the ACT MAIN FORM; attach printed copy as front page of attachments
being sent to Central HR.

9. The DOCUMENT STATUS changes to READY.
Note: Once the Document Status changes to READY, all fields on all the forms will

turn gray (inquiry or ready only).

i |HEW HIRE Document Mumber
03-OCT-2005
HALEY

Clark, Samuel

L Active Assignment
99 Requisition COrgan = 392300000 Pathology Chair
0137 .Lecturer = 392300000 .866901.040501

Biweekly

EIElement Entries MlLaho

St | Presentation of Molecular & Cellular Pathology Series done on Oct 3, 2005 at Bevill Research Bldg., R

Subrmit Cameel this documett Feazsign
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Appoint, Change, Terminate (ACT) Documentation
Part Six: Submitting a New Hire Document for a One Time Requisition Pay
Employee

**** BE SURE TO RECORD YOUR DOCUMENT NUMBER BEFORE YOU EXIT THE NEW
HIRE DOCUMENT. You will not be able to locate the new employee by name, social
security number, or employee ID number until the document has reached COMPLETE
status.

1. Once the document is submitted, and the document status changes to READY, the
document enters the Approval Path. The Document Status will change throughout the
levels of Approval. Once the document has been approved by all levels of
Administration, the DOCUMENT STATUS will change to COMPLETE.

main Form

Doc

hrr en
Person Data
Clark. Samuel

Identification M 1033573 c i White f NHon Hispanic
444 98 _FF50 i i 1
03 OCT 2005 .00
03 -AUG-1960

M| Crior 1)

1033573 Active Assignment

99 Requisition Crga in 392300000 Pathology Chair

Jo 0137 .Lecturer D u 392300000.88901.040501
=0

Biweekly
PlPerson A TIE W MIElement Entries MLl Labao

SLclss Presentation of Molecular & Cellular Pathology Series done on Oct 3, 2005 at Bevill Research Bldg., B

2. The requestor of the document will receive an email notification when an employee’s
NEwW HIRE DOCUMENT has reached COMPLETE status.

RETURN TO TOP

Created on 10/05/2005 21



