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Overview 
The electronic reallocation form (eRAF), allows users to enter a paycheck reallocation directly into 
PeopleSoft.  Once submitted, the eRAF is routed through their department, college, and division for 
approval.  If the paycheck is moving funds on, or off, a grant it will also route to DOR for approval.   Final 
approval is routed to General Accounting.  

Navigation Path:  Department Self Service > eForms Home Page  
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Step-by-Step – Create a new eRAF 
 

1. Start a New eForm 

Navigate to the eForms Home Page and click the Start a New eForm link. 
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2. Select Reallocation (eRAF) 

 
Select the Reallocation (eRAF) link. 
 

 
 

 
3. Search for Paycheck 

Enter the search criteria for the paycheck that needs to be processed.  If you enter Employee ID, also 
enter a Pay End Date to narrow down your search results.  Click the Search button. 
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Please note: You cannot submit a reallocation for a paycheck that is currently pending approval.  You 
must wait until the first reallocation is complete to reallocate the check again. 

4. Enter Paycheck Number 
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5. Enter Proposed Funding Sources 
 

• Enter Account Code(s) and distribution has to be equal to 100% 
• (+) and (-) is to add additional account code(s) and to delete the incorrect one 
• Select Reallocation Reason : Reallocation, Suspense or Override 

 
Single Account Code equal to 100% 

 

 
 Override - Please see Page 14 
 Multiple Positions – Please  see Page 19 
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Multiple Account Codes equal to 100% 

 

 If original or proposed funding is associated to an expired grant, the eRAF cannot be 
submitted.  Please contact DOR to reactive grant for reallocation.  Once active, the form can 
be submitted. 
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6. Review  the Current Funding Sources and Proposed Funding Sources - Earning Distribution 

 

Note: Notice that the information on this page is read only.  System calculates the new distribution 
amount based on percentage entered on step 1. 

If you need to edit individual transactions, you must use the override – see page 14. 
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7. Review  the Current Funding Sources and Proposed Funding Sources - Deduction Distribution 
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8. Review  the Current Funding Sources and Proposed Funding Sources - Tax Distribution 
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9. Finalize the eRAF form 
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Upload file (attachment) 
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Step-by-Step – eRAF – Override 
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Earning
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Deduction 
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Tax 
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Finalize Form 
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Step-by-Step – eRAF – Multiple Positions 
User needs to populate all of the employee records with the account codes and each of the record have 
to equal to 100%.  Account code(s) need to be in the same BU for each record e.i  - 00730 on the current 
funding then the proposed funding needs to be 00730 same as 00784 
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Earning 
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Deduction 
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Tax 
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Attachment 
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ERAF – Edit and View Form 
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Revision History 
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Overview 
The electronic reallocation form (eRAF), allows users to enter a paycheck reallocation directly into 
PeopleSoft.  Once submitted, the eRAF is routed through their department, college, and division for 
approval.  If the paycheck is moving funds on, or off, a grant it will also route to DOR for approval.   Final 
approval is routed to General Accounting.  

Navigation Path:  Department Self Service > eForms Home Page  
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Step-by-Step – Edit eRAF 
 

1. Edit eForm 

Navigate to the eForms Home Page  - Select Resubmit, Change, or Withdraw an eForm 
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2. Select Reallocation (eRAF) 

 
Select the Reallocation (eRAF) link. 
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3. Search eForm 

Enter the search criteria – by Form ID or by Paycheck number, etc. to pull the eRAF form 
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4. Enter eForm ID or Paycheck Number 
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5. Edit Proposed Funding Sources 
 

• Account Code(s) and distribution has to be equal to 100% 
• (+) and (-) is to add additional account code(s) and to delete the incorrect one 
• Select Reallocation Reason : Reallocation, Suspense or Override 

Submitted Funding Sources 
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Change Funding Source % 
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Add additional Account Code(s) 

Once edits are complete, click Next 
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6. Review  the Current Funding Sources and Proposed Funding Sources - Earnings Distribution 
Click View All to see all of the Earnings and Account Codes 
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“View All” Screen 
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Select Next to Review- Deduction and Tax Distribution 

 
Deduction 
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Tax 
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7. Finalize the eRAF form 
Select – Hold - put the form on HOLD 
 Resubmit  - The form will be sent to the next approver with any changes and/or                  
comments you may have made 

Withdraw – End the form process  
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Step-by-Step – View eRAF 
 

1. View eForm 

Navigate to the eForms Home Page  - Select View an eForm 
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1. Select Reallocation (eRAF) 

 
Select the Reallocation (eRAF) link 
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Search eRAF by Form ID or Paycheck 
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Select Next to Review- Earning, Deduction and Tax Distribution 
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Earning 
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Deduction 
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Tax 
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View Attachment and Comments 
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Training Documentation 
ERAF – Approve Form/ Approval WorkFlow 
Date: 10/5/2015 
Drafted By: Anh Ha 
 

Revision History 
Date Name Comment 
   
   
 

Overview 
The electronic reallocation form (eRAF), allows users to enter a paycheck reallocation directly into 
PeopleSoft.  Once submitted, the eRAF is routed through their department, college, and division for 
approval.  If the paycheck is moving funds on, or off, a grant it will also route to DOR for approval.   Final 
approval is routed to General Accounting.  

As approver, you will receive an email notification and a task in your worklist. 

Step-by-Step – Approve eRAF 
 

1. PeopleSoft Home Page 

Select Worklist 
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2. Select Reallocation: RAF : Employee Name 
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3. Review Proposed Funding Sources and making necessary changes.   See below: 

Enter Account Code(s) and distribution has to be equal to 100% 

(+) and (-) is to add additional account code(s) and to delete the incorrect one 

Select Reallocation Reason: Reallocation, Suspense or Override 

If No Changes click Next to Continue 
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4. Evaluate Earning, Deduction and Tax Distribution 

 
Review and click Next 
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5. Finalize Form 
 
Select the following option: 
 Approve - The form will be sent on to the next approver for evaluation, or, if you are the final 
approver, the form will be loaded into the system.  If you change anything on the form, please make 
note in the comments box. 
Deny – Denying an action permanently ends form processing. 
Recycle - Recycling a form sends it back to its originator for changes. When recycling, you should 
give directions in the Comments section that will help the originator make acceptable changes.  
 
Approve 
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 8  

 



ELECTRONIC REALLOCATION (ERAF) October 5, 2015 

 
Deny 
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Recycle 
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Approval Work Flow eRAF 
1. If eRAF does not contain Grant Cost Center in Current and Proposed Funding Sources then the 

Approval Work Flow will not Route DOR (Dept of Research) 
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2. If eRAF does contain Grant Cost Center in Current and Proposed Funding Sources then the 
Approval Work Flow will not Route DOR (Dept of Research) 
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