ELECTRONIC REALLOCATION (ERAF)

Training Documentation

ERAF — Form Creation

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.

Navigation Path: Department Self Service > eForms Home Page
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ELECTRONIC REALLOCATION (ERAF)

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.

Favorites - | > Department Self Service ~ > eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Electronic Forms (eForms) Home Page

My Worklist
= Work the items that have been routed to vou.

Start a New eform

Start a new eForm, which will then be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an eForm
Make changes to an eForm that has been recycled or needs to be updated. Only
forms that have not had final approval or been processed into the system will be

accessible.

View an eForm
“iew a recently submitted eForm, including workflow history and form status. eForms

submitted in the last month are listed here. This is a read-only view.

Look Up an Archived eForm
Review an archived eForm. eForms submitted more than a month ago will be listed

here. This is a read-only view




ELECTRONIC REALLOCATION (ERAF)

2. Select Reallocation (eRAF)

Select the Reallocation (eRAF) link.

Favorites ~ | Main Menu~ > Department Self Service = » eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Start a New electronic Form (eForm)

] Personnel Action Request (ePAR)

ﬁfll Use this form to submit a request to hire, edit existing job data,
change employment status or add additional pay for an employes.
Personnel Action Request (ePARE

"
@ »%, Position Request (ePRF)

(] Use this ferm to submit a request to create a new position; reclassify an
existing position; change department, FTE, or funding on a position; or

inactivate a position.
Position Request (ePRF)

Reallocation (eRAF)
Use this form to submit a r

Reallocation (RAF)

realiecate funding on a payroll transaction.

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.

Favorites - ‘ Main Menu~ > Department Self Service ~ > eForms Home Page

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)
Step 0 of 5: RAF Search [i]

Search a Paycheck

Existing PayCheck Search
Paycheck #: *_

Pay End Date [51] '
Empl ID

Name [
Last Name |
EmplRcd# | |
Dept ID: [ a
Search | Clear | Cancel




ELECTRONIC REALLOCATION (ERAF)

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

Favarites - | bain Menu~ > Depatment Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)
Step 1 of 5: RAF Search i

Search a Paycheck

Existing PayCheck Search

Paycheck #: h418558 h
PayEndDate = |5
Empl ID
Hame |
Last Hame |
EmplRcd# |
Dept ID: [ e
Search | Clear I Cancel

A
PWC“ECK Result Per=sonalize |M | S iEne Al | |--m | [ Fir=t n 1 af 1 n Last

Paycheck Humber Pay End i [ Empl Red #
2418558 2015-09-25 0140944  woore Dermi MWoore 1] HOZ88




ELECTRONIC REALLOCATION (ERAF)

5. Enter Proposed Funding Sources

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

Single Account Code equal to 100%

Favorites = | Main Menu~ > Department Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

Step 1 of 5 Reallocation Information LiJ

Make any changes below for reallocation

Reallocation Information

eForm ID: as7413
Faycheck Information
Paycheck Humber: 34185458 Pay Period End Date: 05/25/2015 Off Cycle 7 v
Name: toore,Dermi Empl ID: 0140944
Payroll Funding Saurces Find | viewal  First B 1 or1 B Laat
Empl Rcd Nbr: il Position Humber: 01003117
Business Unit: HR730 JohCode: TILE TestJob Code
Department: HO288 Test Department Earnings End Date: 0972452015

Proposed Funding Sources

Personalize | Find | View Al | 2 | B First B 1 a1 B | ast

Account Code Combination Code Distribution %
1/00730-32314 h 2080-HO005-FOBST-MA 100.00 =
Surmn Distrib Y%: 000

Suspense - Usethe Suspense option to move funds from the deparment suspense cost centers to 3 newr cost center. Funds are
roved far earnings, taxes, and deduction associated to original suspense cost center.

Reallocation - Use the Reallocation option to move funds from the original cost center(s) to a new cost centers. Funds are moved
for earnings, taxes, and deduction associated to original suspense cost center.

Crverride - Use the Override option to move funds manually from the original cost centerds) to a new cost center. Funds distribution
for earnings, taxes, and deduction associated to original suspense cost center.

‘Reallocation Reason: Reallocate - h

R/

«* Override - Please see Page 14
+*» Multiple Positions — Please see Page 19




ELECTRONIC REALLOCATION (ERAF)

Multiple Account Codes equal to 100%

Fawarites ~ | mMain Mend ~ > Department Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

IStep1 of 5. Reallocation Informatian I bid

Make any changes below for reallocation

eRAF Video Instruction

Reallocation Infarmation

eForm 10: 557914
Paycheck Information
Paycheck Humber: 4158555 Pay Period End Date: 095252015 OFf Cycle 7 %
Hame: Moore Demi Empl ID: 0140944
Fayroll Funding Sources Find | wiew a1 First B4 or 1 B Last
Empl Rcd Hbr: u} Position Humber: 01003117
Business Unit: HRE730 JobCode: T7LE Test Job Code
Department: HOZEE Test Department Earnings End Date: 09/25/2015

Froposed Funding Sources

Personalize | Find | wiew al | B2 | B Fiest B 42 of 2 B9 Last

FAccount Code Combination Code Di=tribution %o
1 |00730-101588 « 2064-HO1 91 -S0462-MA, 30,00 [+] [=]
2 00730-32514 h 2050-HO0OS-FOSS7 -k, 70.00 =]
Sum Distrib % 100.00

Suspense - Uze the Suspense option to move funds from the  deparment suspense cost centers ta a newe cost center. Funds are
mowved for earnings, taxes, and deduction associsted to original suspense cost center.

Reallocation - Use the Reallocation option to move funds from the  original cost center(s) to & new cost centers. Funds are moved
for earnings, taxes, and deduction associsted to original suspense cost center.

Ouwerride- Use the Override option to move funds manually from the  original cost center(s) to a new cost center, distribtion
Furds
far earnings, taxes, and deduction associsted to original suspense cost center.

*Reallocation Reason: Reallocate h

Click Mext to go to
the next screen

== Search Mext ==

R/

«» 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.




ELECTRONIC REALLOCATION (ERAF)

6. Review the Current Funding Sources and Proposed Funding Sources - Earning Distribution

Favarites « | hain Menu « > Departrment Self Service = » eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

| Step 2 of & Earning Distribution | o

Earning Distribution

Reallocation Information

eForm ID: 257814
Paycheck Information
Paycheck Humber: 3418558 Pay Period End Date: 0302372015 Off Cycle 2 %
Hame: foar e, Demi Empl ID: 0140944
Payroll Funding Sources Find | View & First 89 af 1 B Last
Empl Red Hbr: 0 Position Humber: 01003117
Business Unit: HR730 JobCode: TTLE Test Job Code
Department: HO255 Test Department Earnings End Date  09/25/:2015
Current Funding Sources _
Earnings Persanaize | Find |view al | | B First B4 20r2 B Lant
Earnings Code Earning Description Fiscal Year  Period Account Code Combination Code Account Earning=
1020 Feaular 2016 1 00730-56852 3013-H0125-B0001-5107 566 a01492 1600.00
2400 Long Pary 2016 1 00730-56552 S013-H0125-B0001 -5107 566 0112 100.00

Total Distributed Earnings by Empl Red: 1700.00

Proposed Funding Sources _

Earnings Perzonalize | Find | view an | | B Fiest 120 of 4 I Last
Earnings Codes  Earning Description Fiscal Year  Period  Account Code Combination Code Account Ezrnings
1020 Regular 2016 1 00730-10155 2064-H0131-G0462-MA, a01az 480.00
2020 Regular 2016 1 0073a0-32314 2080-HO005-FO557-MA a01az 112000
3400 Long Pay 2016 1 00730-10155 2064-HD1 91 -G04E62-MA, 20112 30000
4400 Long Pay 2016 1 00730-32314 2050-HO005-FO557-hA 0112 T0.00

Total Distributed Earnings by Empl Red: 4700.00
Click Next to go to the
next screen
== Previous Mext == *

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.




ELECTRONIC REALLOCATION (ERAF)

7. Review the Current Funding Sources and Proposed Funding Sources - Deduction Distribution

Favorites — | Main Menu ~ > Department Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

IStep 3 of & Deduction Distribution | L

Deduction Distribution

Reallacation Infarmation

eForm ID: 257914
Faycheck Information
Paycheck Humber: 3418558 Pay Period End Date: 02252015  Off Cycle 21 *
Hame: Moore, Demi Empl I1D: 0140944
Current Funding Sources h
Deduction Personalize | Find | “igw &l | B | B Frst @sors B Last

Deduction Code  Deduction Description Fizzal Year  Period  Account Code Combination Code Agcount  Current Deduction
1 BLBT Basgic LifelADED 2018 1 00730-56552 501 3-HOM 25-B0001 -G1 07 SEE 21104 1.1
2 HSBT Health Select 2016 1 007 30-35552 201 3-H01 25-B0001 -1 07 366 21104 38772
3TRS Teachers Retirement System 2016 1 00730-565582 501 3-HOM 25-B0001 -G 07566 31111 11560

Total Deduction: 214.43
Froposed Funding Sources h
Deduction Personalize | Find | views a0 |2 | 3 Fiest W45 015 ] Last

Deduction Code  Deduction Description Fizcal Year  Period  Account Code Combination Code Account  Current Deduction
1 BLBET Basic LifelAD&D 2MME 1 00720-101588 2064-HOM 21 -G0462-MA 21104 033
2BLET Basic LifelAD&D 2016 1 00730-32314 2080-HOO0S-FOS57 - & 51104 078
IHZET Health Select 2016 1 00730-101585 2064-HO1 31 -G0462-MA 51104 119.32
4 HZBT Health Select 2MME 1 00730-32314 2080-HOO0S-FOS57 -4 51104 27340
5TRS Teachers Retirement System 2016 1 00730-101585 2064-HO1 31 -G0462-MA 1111 34 65

Total Deduction: 1443
Click Next to go to the
next screen
== Previous Mext ==




ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

8. Review the Current Funding Sources and Proposed Funding Sources - Tax Distribution

Favarites « | Main Menu «  » Department Self Serice ~ » eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)
|Step 4 of & Tax Distribution | o

Taw: Distribution

Reallocation Infarmation

eForm ID: 257914

Faycheck Information

Paycheck Humber: 3415555 Pay Period End Date: 0902572015
Hame: Moore Demi Empl ID: 0140944
Current Funding Sources e
Tax
Tax Class Tax Class Description Fiscal Year  Period Account Code
1 CASDIER OASDIDisahility - ER 2016 1 00730-56552
2 MedER FICA Med Hospital Ins £ ER 2016 1 007 30-56552

Proposed Funding Sources h

Tai
Tax Class Tax Class Description Fizcal Year  Period Account Code
1 OASDIER OASDIDizabilty - ER 206 1 0073010153
2 OASDIER OASDIDizahilty - ER 206 1 00730-32314
3 MedER FICA Med Hospital Ins fER 206 1 00730-32314
4 MedER FICA Med Hospital Ins £ ER 206 1 00730-101 53

== Previous

Off Cycle 2: v

Perzonalize | Find | Wiew &l |l‘vﬁ| | =

Combination Code

a1 3-HM 25-B0001 -G107 566
S013-HM 25-B0001 -G1 07566

Total Tax: 1182

Perzonalize | Find | Wiew All | & | il

Combination Code

2064-HOT 31 -G0462-M2,
2080-HO005-FOSS7-MA
2080-HO005-FOSS7-MA
2064-HO1 31 -G0462-M2,

Total Tax: 1821

Mext ==

First B 1.2 o7 2 B Last

Accourt  Currert Deduction
31108 A6 61
21109 2260

First B 1.4 of 4 B st

Account  Current Deduction
51109 2593
51109 E7 B3
51109 1582
51109 E73

Click Mext to go to the
next screen




ELECTRONIC REALLOCATION (ERAF)

9. Finalize the eRAF form

Favorites - Main Menu = s Department Self Service = » eFarms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

|Step 5 of 5: Finalize Form | L

Erter any relevart information requested where indicated andior comments in the "Your Caomment” fizld to be included with this form

Reallocation Information

eForm ID: 557914

Paycheck Information

Paycheck 3418558 Pay Period End Date: 09/252015  Off Cyele 2: Y
Humber:
Hame: Moore Demi Empl ID: 01 40344

Click on Add document to attach file

*Description  Late Justification

m ]
1 | View

Agde] Document

10M0EAS 144:388M =

Ny
AN
|
Attach document if
Your Comment:

needed. Pick the
description first then
add Document

sRAF check number Z418558| &

Click Submit for
the form to route to
the next approver

Comment Histon:

Enter comment
if needed

== Previous Hold Submit

10



ELECTRONIC REALLOGATION (ERAF

Upload file (attachment)

Instructions:

1. Belect an image file for this transaction by clicking the browse button
below.

2. Upload the selected file by clicking the upload image bution.

Select an Image

Mo file selected.
Upload Irnage

rU Caonnecting.., X

asiffdewrmyuhe duw 3190 hrebpi  HRM S puth

Once the document is Uploaded
Successfully then close the Browser
Tab to go back to eRAF form

Document Uploaded Successfully

11



ELECTRONIC REALLOCATION (ERAF)

Favorites - Main Menu ~ > Department Self Serice = » eForms Home Fage

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

Step 5 of 5: Finalize Form i

Erter any relevant information requested where indicated andior comments inthe "™our Comment" fizld to be included with thiz form

Reallocation Information

eForm I0: 257914

Paycheck Information

Paycheck 3418558 Pay Period End Date: 09/2572015 O Cycle 7@ Y
Humber:

-~
. Click Refresh to view

Hame: Maare, Demi Empl ID: 0140944 viev

the attachment

*Description - Acdd Document Retfrezh
1| Wieww Late Justification 307985 1413954 10006 S 10:55:1 9480 El
Comments

Your Comment:
eRAF chedd number 3418555 @

Enter comment it Click Submit - The
needed

form will be directed
to the next approver

Comment Histonye

== Previous Hald Submit

12



ELECTRONIC REALLOCATION (ERAF)

Fawatites - Main Menu > Department Self Serice ~ » aForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form {RAF)

Step 5 of 5: Form Finalized o

The form will nowe be forvwarded to the appropriste Approver.

Reallocation Information

Paycheck Information

Paycheck 3418558 Pay Period End Date: 092552015 Off Cyele 71
Humber:
Hame: Moore Demi Empl 1D: 01409344

eForm I0: 557914

You have just SUBMITTED this form. This action passed the form
to UHM Dept Business Admnstr for further processing.

Go ToWarklizt
“Yiemwy This Form
o To eForm Home Page

13



ELECTRONIC REALLOCATION (ERAF)

Step-by-Step - eRAF - Override

Favorites ~ | Main Menu~ > HR Self Serice = » HR eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

IStep 1 of . Reallocation Information I

i}
Make any changes below for reallocation
Reallocation Information
eForm ID: 557917
Paycheck Information
Paycheck Number: 34185588 Pay Period End Date: 09/25/2015 Off Cycle ? Y
Name: Moore,Demi Empl 1D: 0140944
Payroll Funding Sources h Find | Viewall  First B 1 or 1 B Last
Empl Rcd Nbr: 0

Position Number: 01003117
Business Unit: HR730 JobCode: T7LG Test Job Code

Department: H0283 Test Department Earnings End Date:  09/25/2015

Proposed Funding Sources

Distribution has to
Enter Account Code

be 100%

Personalize | Find | View Al | 2 | i First & 1 o
Account Code .

Combination Code

1|00730-32314 a, 2080-HOD05-FOBE7-NA

Distribution %

100.00 =

Sum Distrib %: 100.00
Suspense - Use the Suspense option to move funds from the deparment suspense cost centers to a new cost center. Funds are
moved for earnings, taxes, and deduction associated to original suspense cost center.

Reallocation - Lse the Reallocation option to move funds from the original cost center(s) to a new cost centers. Funds are moved
for earnings, taxes, and deduction associated to original suspense cost center.

Override - Use the Override option to move funds manually from the original cost center(s) to a new cost center. Funds distribution
for earnings, taxes, and deduction associated to original suspense cost center.

*Reallocation Reason: Override

| ==Search |  MNed=>

14



ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Earning

Favorites — | Main Menu —

> HR Self Service ~ » HR eForms Home Page

ORACLE Database: HR9TST Last Refreshed on

: Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

I Step 2 of 5. Earning Distribution I

Earning Distribution

Reallocation Information

eForm ID: 557917
Paycheck Information

Paycheck Number: 3418558 Pay Period End Date: 09/25/2015 Off Cycle 2 Y
Name: Moore,Demi Empl 1D: 0140944
Payroll Funding Sources

Empl Red Nbr: v Position Number: 01003117
Business Unit: HR730 JobCode: T7LE Test Job Code
Department: Hoz2sg Test Department Earnings End Date 09/25/2015

Current Funding Sources

T

Earning Description Fiscal Year
Regular
Long Pay

Earnings
Earnings Code

1 020

2 400

Personalize | Find | View Al | 7 | B
Combination Code
5013-H0125-B0001-G107566
5013-H0125-B0001-G107566

Period Account Code
2016 1 00730-56882
2016 1 00730-56882

Total Distributed Earnings by Empl Rcd:

Proposed Funding Sources h

Earnings

Earnings Codes Earning Description Fiscal Year Period Account Code Combination Code

1020 Q. Regular 2016 1 00730-32314 Qy, 2080-HOQO5-FOS5T7-MA
2 400 Q, Long Pay 2016 hl 00730-32314 Q, 2080-HOO05-FOS57-MA
=l =8

<%

Total Distributed Earnings by Empl Rod:

| ==Previous || Mext ==
Favorites = |

Main Menu~- > HR Self Service - » HR eForms Home Page

ORACLE Database: HR9TST Last Refreshed on

: Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

Step 2 of 5: Earning Distribution

Earning Distribution

Reallocation Information

eForm ID: 557917
Paycheck Information

Paycheck Number: 3418558 Pay Period End Date: 09/25/2015 Off Cycle 2 Y
Hame: Moore,Demi Empl ID: 0140944
Payroll Funding Sources

Empl Rcd Hbr: o Position Number: 01003117

JobCode:

Business Unit: HR730

Ho288

T7LE Test Job Code

09/25/2015

Department: Test Department

Current Funding Sources h

Earnings

Earnings End Date

Personalize | Find | View All | =
Earnings Code

Earning Description Fiscal Year

Period Account Code Combination Code
1020 Regular 2018 1 00730-56882 5013-HO125-B0001-G107566
2 400 Long Pay 2016 1 00730-56882 5013-H0125-B0001-G107566
Total Distributed Earnings by Empl Red:
Proposed Funding Sources h
Earnings Personalize | Find | View Al | 2 | ¥
Earnings Codes Eamning Description Fiscal Year  Period Account Code Combination Code
1 (020 <y Regular 2016 1 00730-32314 <y 2080-HOO05-FO857-MA
2 (400 &y Long Pay 2016 1 00730-32314 Q 2080-HOO05-FO857-MA
2 |020 2016 1

00730-56882 Q@ 5013-H0125-B0001-G107566
Add Earning

code and new
Account code

Total Distributed Earnings by Empl Rcd:

== Previous || Next ==

Personalize | Find | View Al | 2 | &8

to continue

Find | View All

First B 1 or 1 B Last

First B 1-2 or 2 [ Last

Account Earnings
50192 160000
50112 100.00
1700.00

Use "+" or "-" to add or
delete the Earning Codes

First B 13 013

Last
Account Earnings
50192 1500.00
50112 100.00
170000

Find | View All First Bl 1 of 1 Il L ast

First Bl 1-2 or 2 Il Last

Account Earnings
50192 1500.00
50112 100.00
1700.00

First B 1-3 or3 Ml Last
Account Earnings
50192

S0112

1000.00
100.00

50192 B00.00

1700.00

15



ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Deduction

Favorites = | Main Menu~ > HR Self Service ~ > HR eForms Home Page

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

I Step 3 of 5: Deduction Distribution I

Deduction Distribution

Reallocation Information

Paycheck Information

Paycheck Number: 3418558
Name: Moore Demi
Current Funding Sources h
Deduction
Deduction Code Deduction Description
1BLBT Basic Life/AD&D
2 HSBT Health Select
3TRS Teachers Retirement
System
Proposed Funding Sources h
Deduction
Deduction Code Deduction Description
1|BLBT Q Basic Life/AD&D
2 |H8BT Q Health Select
3RS Teachers Retirement

Q System

eForm ID:

Pay Period End Date: 09/25/2015

Empl ID:

Fiscal Year
2018
2018

2018

Fiscal Year
2016
2016

2016

Period
4
4

4

Period
1
1

1

557917

0140944

Account Code
00730-56882
00730-56882

00730-56882

Account Code
00730-32314
00730-32314

00730-32314

Off Cycle 2: v

First M 13 or3 I ast

Personalize | Find | View All |@ | 2

Combination Code Account  Current Deduction
5013-H0125-80001-G107566 51104 11
5013-H0125-B0001-G 107566 51104 39772
5013-H0125-B0001-G107566 51111 115.60

Total Deduction: 51443 Use "+" or "-" to add or

delete Deduction Codes

Personalize | Find | View Al | 2 | First B 13 B Last
Combination Code Account  Current Deduction

Q 2080-H0005-FO857-NA 51104 111 [=]

Q, 2080-H0005-FO857-NA 51104 397.72 =

Q, 2080-H0005-FOB57-NA 5111 115.60 [=]

Total Deduction: 514.43

Click Mext
to continue

== Previous

|| MNext==

16



ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Tax

Favarites ~ ‘ Main Menu~ > HR Self Senice = > HR eForms Home Page

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

|Step 4 of 5: Tax Distribution |

Tax Distribution

Reallocation Information

eForm ID: 557817

Paycheck Information

Paycheck NHumber: 3418558 Pay Period End Date: 09/25/2015
Name: Moore, Demi Empl ID: 0140944
Current Funding Sources h
Tax
Tax Clagss Tax Class Description Fiscal Year Period Account Code
1 OASDIER OASDI/Disability - ER 2018 1 00730-56882
2 Med/ER FICAMed Hospital Ins fER. 2016 1 00730-56882
Proposed Funding Smurcesh
Tax
Tax Class Tax Class Description Fiscal Year Period Account Code
1 DASDIER w OASDIDisability- ER 2016 1 00730-32314
2 Med/ER  » FICAMedHospital Ins /ER 2016 1 00730-32314

| == Previous

Off Cycle 7: Y

Personalize | Find | View Al | 2 | BB

First M 1-2 o1 2 [ L ast

Combination Code

Account  Current Deduction
5013-H0125-B0001-G107566 51109 96.61
5013-H0125-B0001-G107566 51109 2260

Use "+" or ™" to add or

Total Tax: 119.21

delete Tax Codes

Personalize | Find | View Al | &2 | B8 First M 1-2 oWg B Last
Combination Code Account  Current Deduction

Q, 2080-HOD05-FO857-MNA 51109 96.61 [=]

Q, 2080-HO005-FO857-MNA 51109 2260 [=]

Total Tax: 119.21

Click Next
to continue
| Mexts=

17



ELECTRONIC REALLOCATION (ERAF)

Finalize Form

Favorites - | Main Menu~  :> HR Self Service ~ » HR eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Add a Reallocation Form (RAF)

i

Step 5 of 5: Finalize Form

Enter any relevant information requested where indicated andior comments in the ™our Comment” field to be included with this form

Reallocation Information

eForm ID: RET917

Paycheck Information

Paycheck Humber: 3418558 Pay Period End Date: 09/25/2015 OffCycle 2. ¥

Name: Moore, Demi Empl ID: 0140944

*Description P Add Document Refresh
1| View 10/09M15 10:21:31AM E|
S
Y

Attach document if needed.

Your Comment: Pick the description first then
test - Override & add Document

Click Submit for the form to
route to the next approver

== Previous Hold Submit ﬁ

Comment History:

Enter comment
if needed

18



ELECTRONIC REALLOCATION (ERAF)

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

Favorites = Main Menu = > HRE Self Service = * HR eForms Home Page

ORALCLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

eRAF Wideo Instruction

Reallocation Infarmation

=Form 10: 557902
Paycheck Infarmation
Paycheck Mumber: 2418553 Pay Period End Date: 09022015 Off Cycle 7
HNare: Li,Jet Ernpl 10: 02289806
Payroll Funding Sources Find | Wiew 1 First 4 12 orz B | 3t

Ernpl Rzd Mbr: u} Fosition Humber: 040024127

Business Unit:  HRT20 JobCode: 1020 Test Job Code

Department: HO1Z25 Test Department Earning=s End Date: 09/18/2015

Proposed Funding Sources

Feanalize | Find | Wiaw All | B

First 4 4 af 1 B [ ast

Mzoount Code Combination Code Distribostion %o
1 007 20-3556496 207 2-HO113-B2349956- HA 100.00
Sur Distrib %a: A00.00
Empl Rcd Mbr: 1 Fos=ition Mumber: 01007557
Busines=s Unit:  HRF30 JobCode: 2090 Summer Research
Departmeant: HO125 Test Depatment Earnings End Date: 09/18/2015
Proposed Funding Sources
Femonalize | Find | Wiew all | &0 | 58 First (4 4 of 1 B8 Last
Bezcount Code Combinzation Code Distribostion %4
1 00730-56G282 S013-HOM25-B0001- 107566 100,00

Sur Distrib %o 100.00

Suspense - Use the Suspense option to mowe funds from  deparment suspense cost centers to a3 new cost center. are
the Funds

mowved for earnings, taxes, and deduction associated ariginal suspense cost center

to

Reallozation - Use the Reallocation option to mowve funds from original cost centens) to a new cost centers. are mawed
the Funds

for earnings, taxes, and deduction associated original suspense cost center

to

Orwerride- Use the Owverride aption to mowve funds manually from original cost centen=)to a new cost center distribution
the Funds

for earnings, taxes, and deduction associated original suspense cost center

to

Rezallozation Reason: Reallocate

T (YR
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Earning

Favorites = | Main Menu =~ > HRE Self Service = » HR eForms Home Page

ORACLE Datahase: HRITST Last Refreshed on : Tue, Sep 1, 2015

Empl Rcd Hbr: 1] Fosition Humber: 04009427
Busine=ss Unit:  HR720 JobCode: 1020 Test Job Code

Test epartment Earnings End Date  09/12/2015

Depart ment: HO125
Current Funding Sources h
Earnings Personalize | Find | Wisw Al X First B 1.2 of 2 B8 [ ast
E?D'Q;ngs Earming Description  Fiscal Year  Period  Speed Type Combination Code Becount Earnings
1010 Regular 2016 1 007 30-19185 A026-HO125- ADGZT-NA S0140 2768.23
2400 Long Pay 2016 1 007 30-18935-50112 A026-HOG27 - A02E32-NA 50112 200.00
Original Total Ezrn Distrib: 295923
Proposed Funding Sources h
Earnings Persanalize | Find | View all [ (2| 2 First 4 12 of 2 8 Last
Ezr;;;.gs Earming Description  Fiscal Year  Period  Speed Type Cormbination Code Bocount Earnings
1010 Regular 2016 1 007 30-2356495 2072-HO413-B3496-NA 50140 2768.23
2 400 Long Fay 2016 1 007 20-35545 207TZ-HO113-B34a5-HA 50112 200,00
Total Distributed Earnings by Empl Rod: 2069.23
Empl Rcd Mbr: 1 Fosition Mumber: 01007557
Business Unit:  HR720 JobCode: 2090 Summer Research
Depart ment: HO125 Test Department Earnings End Date  09/18/2015
Currert Funding Sources b
Earnings Personalize | Find | Wiew all| 5 First 0 1 ot 1 B8 Last
Cormbination Code Decount Earmings

Eapinas Earmimg Description Fiscal Year  Period  Speed Twpe
S0162 173077

Code
1010 Regular 2016 1 007 30-45826

S024-HO125-BO00 - GO0928047

ariginal Total E=arn Distrib: 173077

Proposed Funding Sources h
Personalize | Find | Wiew all | (2 | 22 First 4 1 af 1 8 Last

Becount Earnings

Earnings
Ezr;;;gs Earming Dezcription  Fiscal Year  Period  Speed Type Combination Code
1010 Regular 2018 1 007 20-56222 S0132-HO 4 25-B0001- 3107566 S0162 1732077
Total Distribited Earnings by Empl Riod: 1730.77
Next ==

<< Previous
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ELECTRONIC REALLOCATION (ERAF)

Deduction
Favorites = | Main Menu= > Departrent Self Service = » eForms Home Page
Har
ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1,2015
This page displays the RAF reallocation Deduction thatwas entered on the form.
Reallocation Infarmation
eForm ID: 5574908
Paycheck Information
Paycheck Humber: 3418553 Pay Period End Date: 097122015 Off Cycle?: v
Name: Li.Jet Empl ID: 08849806
Current Funding Sources h
Deduction Personalize | Find | Wiew 5 I@ | i First M 1-5 of 5 I Lact
Deduction - L - - P Current
Code Deduction Description Fiscal Year Period Speed Type Combination Code Account Deduction
1 BLBT Basic LifeisD&D 2016 1 00730-19042-51104 1019-HO437-A0300-MA 91104 1.40
2 BLET Basic LifeitDED 2016 1 00730-45826 5021-HO0125-B0001-G098347 51104 n.az
3 HSBT Health Select 2016 1 00730-19042-51104 1019-HO437-A0300-MA 51104 362.83
4 HSET Health Select 2016 1 00730-45826 a021-HO125-BO001-G098947 51104 211.49
5 ORPLUHS ORP LIHS 2016 1 00730-19138-51110 1021-HO437-A0294-MA 51110 195.97
6 ORPLUHS ORP LIHS 2016 1 00730-45826 5021-HO0125-B0001-G098347 51110 114.23
Total Original Deduction: 886.74
Proposed Funding Sources h
Deduction Personalize | Find | views |20 B8 First (B 126 or 5 B Last
Deduction - L - - P Current
Code Deduction Description Fiscal Year Period Speed Type Combination Code Account Deduction
1 BLET Basic LifeisD&D 2016 1 00730-35646 2072-HO113-B3496-MA 31104 1.40
2 BLET Basic LifeitDED 2016 1 00730-56882 5013-HO0125-B0001-G107 566 51104 n.az
3 HSBT Health Select 2016 1 00730-35646 2072-HO113-B3496-MA 51104 362.83
4 HSET Health Select 2016 1 00730-56882 A013-HO125-B0001-G107 566 a1104 11.49
5 ORPLUHS ORP LIHS 2016 1 00730-35646 2072-HO113-B3496-MA 51110 195.97
6 ORPLUHS ORP LIHS 2016 1 00730-56882 5013-HO0125-B0001-G107 566 51110 114.23
Total Deduction: G86.74
== Previous et ==
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Tax

Favorites - | Main Menu~ > Department Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1,2015

View Reallocation (RAF)

Step 4 of B: View Reallocation Tax

This page displays the RAF reallocation Tax that was entered on the form.

Reallocation Information

Paycheck Information

Paycheck Number: 3418583

Name: LiJet

Current Funding Sources h

Tax
Tax Class

1 OAEDIVER
21 OASDIER
3 MediER
4 MediER

Proposed Funding Sources h

Tax
Tax Class

1 OAEDIVER
21 OASDIER
3 MediER
4 MediER

Tax Class Description

OASDIDIsability - ER
OASDIDIsability - ER
FICAMed Hospital Ins FER
FIZA Med Hospital Ins TER

Tax Class Description

OASDIDIsability - ER
OASDIDIsability - ER
FICA Med Hospital Ins TER
FIZA Med Haospital Ins TER

eForm ID:

Pay Period End Date: 091202015

Empl ID:

Fizcal Year

2016
2016
20168
2016

Fiscal Year

2016
2016
2016
2016

Period

1
1
1
1

Period

1
1
1
1

A47808

0aaaa0eE

Speed Type

00730-12123-51109
007 30-458326
00730-12123-51109
00730-45826

Total Original Tax:

Speed Type

007 30-25646
007 30-568582
00730-35646
007 30-56282

Total Tax:

== Previoug

Off Cycle 71

N
Personalize | Find | Wiew All |@ | =
Combination Code

T022-HO437-AD2E6-MA
A021-H0125-B0001-30953347
T022-HO437-A0296-MA
a021-H0125-B0001-5098947

36817

]
Fersonalize | Find | View Al | (E] | et
Combination Code

2072-HO113-B3486-MA
4013-H0125-B0001-G107 566
2072-HO113-B3486-MA
a013-H0125-B0001-G107 566

35917

Next ==

Account

Account

Haome

First 8 1.4 or 4 B st

Current
Deduction

18380
107149
43.M
2507

51108
41108
41108
51109

First B 1.2 074 [ L ast

Current
Deduction

18380
107149
43.0Mm
2507

51109
51109
51109
51109

Wi
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ELECTRONIC REALLOCATION (ERAF)

Attachment

Favorites = | Main Menu~ > Department Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation (RAF)

Step 5 of 6: View RAF MessagefAttachment/Comments i

This page displays the RAF reallocation that was entered on the form and associated comments.

Reallocation Information

eForm ID: a574908

Paycheck Information

Paycheck Humber: a418553 Pay Period End Date: 0951 2/20145

Name: Li,Jet Empl ID: 0889306

Attachments

307985 1413954 10002145 1:15:42PM

Late
Justification

Comments

Comment Histong

1 View

= Smith Lynn
* Tye, Oct 613, 053155 P
test

== Previous Mext ==
** Ha Anh Van

* Fri, Oct 215, 01:16:11 PM
Testing eRAF

_Rﬁeturn to Search
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blokES

Favarites = | Main benu =

» Department Self Service ~ » eForms Home Page

Haome

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1,2015

View Reallocation (RAF)
Step 6 of 6: Form History LiJ

This page displays the workflow transaction history thatwas processed an the form

FormList Fields

eForm ID: 557808 Workflow Form Pending
Status:
Workflow Form Type: RAF
Original Operator: 1413954 Ha,Anh van
Original DateTime: 10/02/2015 1:16:11PM
Originator Bus Phone:
Last Operator: 0126163 Smith,Lynn
Last By Alternate Operator:
Last DateTime: 10/06/20145 3:31:58PM
Last Operator Bus Phone: 713/743-3802
Next Approving RoleUser: 1413954 Ha Anh Van
Hext Approving RoleName: Who canwork this form?

Transaction Log

1 1011’221”122:‘45 GT_UHM_HC_INITIATOR_DEFT_BUD 1413954 HaAnh Wan Submit Pending [=]
10/06/2015 . .
) 331-52PM GT_UHNW_HC_COLLEGEIDMISION 0126163 Smith,Lynn Recycle Fending [=]
== Pravious Mext ==
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ELECTRONIC REALLOCATION (ERAF)

Training Documentation

ERAF - Edit and View Form

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.

Navigation Path: Department Self Service > eForms Home Page

Favorites = | hain henu -
Search Menu:
ORACLE D) on : Tue, Sep 1, 2015
=
0 Bernefits +
bly Info (FA 25 3 compensation r
= Web Cloc [0 Department Self Service B
wf 4 Report & sic Evaluate Role Reguest
details. 3 Enterprise Learning = H
Hidden Add Role Request
3  Glohal Payroll & Absen: E 4
Abse Roles Form H P
EREW £1  HR Self Serice E undest ;”T ;me atge
. poate Role Regues
ke | 1 Manage ST eForms
- Wiew Archived Role Reguest
& E_ITE”_“gt‘_ £ manager Self Service S E
= lerminatl View Role Reguest
(= Crganizational Develop D 4
o i eForms Home Page
— w2 Print . (0 Payroll Interface
Wi d P Ewvaluate Hire - Tax Services
@@ B En 3 Payroll for Morth Armeric %
Fersonal Data Add/Edit
TimeRe, C0  SelfSewice
Repart am * EMPLOYE
chosnies | SetUp HRMS
[0 TaxMavigator Interface r
@ Persona ! , P.
&RBWBW ol 3 Time and Lakhor
3 UHS CS Misc ¥ rmation
~ Benefits
'lii Revien e —  HUHE HRMS Benefits ¥ 5., please validate your Personal Informal
' E!ther b?m ™ UHS HRMS Budget » hurricane season approaching, it is impor

PP SV VR RN T D
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ELECTRONIC REALLOCATION (ERAF)

Step-by-Step - Edit eRAF

1. Edit eForm

Navigate to the eForms Home Page - Select Resubmit, Change, or Withdraw an eForm

Faworites - Main Menu - = Departrment Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Electronic Forms (eForms) Home Fage

== My Worklist
::|£| o the items that have been routed to vou.

Start a Hew eForm:

Start a new eForm, which will then be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an eForm

lake changesto an eForm that has been recycled or needsto be updated.
Only farms that hawve not had final approval orbeen processed into the system
will be accessible.

View an eForm
“iew a recenthy submitted eForm, including woddlow histony and form status.
eForms submittad in the last month are listed here. This is a read-only view

Look Up an Archived eForm
Rewview an archived eFaorm. eF orms submitted mare than a month age will be
listed here. This is a read-only view




ELECTRONIC REALLOCATION (ERAF)

2. Select Reallocation (eRAF)

Select the Reallocation (eRAF) link.

Favorites - | Main Menu « = Deparment Self Service ~ » eForms Home Fage

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Fesubmit, Change, or ¥Withdraw an electronic Form (eForm)

ﬁj Personnel Action Request (ePAR)

1
E" Usze this link to change, resubmit arwithdraw an ePAR request.
Personnel Action Reqguest (ePAR)

Fak

Position Request (ePRF)

Mze thiz link e shangs, resubmit orwithdraw an ePRF request.
Position Recuest (ePRF);

Do
wis

Person of Interest (ePOl)

Use this link to change, resubmit or withdraw an eP Ol request.

Perzon of Interest (e

Employment Eligibility Yerification (el-9)
Use this link to fill out Section 2 of an existing -9 Form

for reverification of wark authorization.
Employment Eligibilty “erification (el-9)

Reallocation (eRAF) P
w Use this link to change, resubmit or withdraw an eRAF request.

Reallocation (eRAF)

FUe

Return to Electronic Forms (eForms) Home Page




ELECTRONIC REALLOCATION (ERAF)

3. Search eForm

Enter the search criteria — by Form ID or by Paycheck number, etc. to pull the eRAF form
Faworites - Main Menu ~ > Deparrment Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Update eBAF Form

Enter any information you have and click Search. Leawve fields blank for a list of all values.

Find an Existing Value
= Search Criteria

eForm ID: begins with | h

Workflow Form Type: | pegins with |R.E.F
Workflow Form Status:

- -
Paycheck Humber: = - h
Department: beging with -
Original Operator: heging with -
Original Date: = - 21
Last Operator: beging with -
Last Date: = - 51
|:| Case Sensitive
Search Clear  Basic Search 5] Save Search Criteria




ELECTRONIC REALLOCATION (ERAF)

Enter eForm ID or Paycheck Number

Favorites - Main Menu « = Departtment Self Service = » eForms Home Page

ORALCLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Update eRAF Form

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
= Search Criteria

eForm I0: beging with - 257914
Workflow Form Type:  |hegins with FAF

Workflow Form Status:

- -
Paycheck Humber: = - 341 ESSB*
Department: hegins with -

Original Operator: heding with -

Original Date: = - 5

Last Operator: begins with -

Last Date: = - 5

[Cl case sensitive

Click Search to pull the eRAF form

Search Clear  Basic Search E Save Search Criteria

Search Results

Wigne Al Firzt ﬂ 1ofil Iﬂ Last

=Form 10 Workflow Form Status Paycheck Humber Department Original Operator Original Date Last Operator Last Date
2573914 Pending 3418555 HOZE5 1413954 10062015 1413954 100652015




ELECTRONIC REALLOCATION (ERAF)

5. Edit Proposed Funding Sources

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

Submitted Funding Sources

Favarites « | Main Menu ~ > Department Self Service ~ » eForms Home Page

ORACLE Database: HRSTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF)

Step 1 of B: Update Reallocation o
hake the necessary updates to the Reallocation Infarmation belows.
eRAF Video Instruction
Reallocation Information
eForm I: 557914
Faycheck Information
Paycheck Humber: 3418555 Pay Period End Date: 09:25:2015 Off Cycle 2
Hame: oore, Demi Empl 1D: 01 40944
Fayroll Funding Sources Find | “iew Al First 1 of 1 0 Last
Empl Rcd Hbr: 0 Position Humber: 01003117
Business Unit: HR730 JobCode: T7LE Test Job Code
Department: Hozas Test Department Earnings End Date: 09252015

Fropozed Funding Sources

Personalize | Find | view &l | E0 | B8 Fiest B0 12 0 2 B Last
Di=tribution 4

Aocournt Code Combination Code
1 |00730-10155 Q 2064-HOT 91 -GO04E2- M 30.00 =l
2 |00730-323514 Q 2080-HOODS-FOSS7-MA 7000 =

Sum Distrib %: 100.00 p

Suspense - Use the Suspense option to move funds from the  deparment suspense cost centers to & new cost center. Funds are
moved far earnings, taxes, and deduction associated o original suspense cost center.

Reallocation - Use the Reallocation option to move funds from the  original cost center(=) to & new cost centers. Funds are moved
for earnings, taxes, and deduction associated to original suspense cost center.

Ouerride- Use the Crverrice option to move funds manually fromthe  original cost center(s) to & new cost center. distribwtion

Funcz
for earningz, taxes, and deduction as=sociated to  original suspense cost center.

*Reallocation Reason: Reallocate -

== Search et ==




ELECTRONIC REALLOCATION (ERAF)

Change Funding Source %

Favorites « | Main Menu - > Deparment Self Service = » eFarms Home Page

ORACLE Database: HRSTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF)

Step 1 of B: Update Heallocation

Make the neceszary updates to the Reallocation Information below.

eRAF Video Instruction

Reallacation Infarmation
eForm I0: 257914

Faycheck Information

Paycheck Humber: 3418558 Pay Period End Date: 09:25/2015 Off Cycle ?

Harne: Mok e D Empl ID: 0140944

Fayroll Funding Sources Find | wiew &1 First 301 of 1 B ast

Position Humber: 01003117
JobCode: T7LE Test Joh Code

Earnings End Date: 09:25/2015

Empl Rcd Hbr: ]
Business Unit:  HR730
Department: HO285 Test Department

Froposed Funding Sources
Personalize | Find | view o | 20 B First 002 0 2 ] gt

Account Code Combination Code Distribogtion %
1 (00730-10185 & 2064-H0191 -G052-M 2 a0.00 =]
2 |00750-32314 QR 2050-HO005-FOS57-MA 50.00 =
Sum Distrib %: 100.00

Suspense - se the Suzpenze option to move funds from the  deparment suspense cost centers to a newy cost certer. Funds are
moved for earnings, taxes, and deduction azsocisted to original suspense cost center.

Reallocation - Use the Reallocation option to move funds from the  original cost center(=) to a new cost centers. Funds are moved
for earnings, taxes, and deduction aszocisted to original suspense cost center,

Owerride- Usze the Crerride option to move funds manually from the  original cost center(s) to & new cost center. distribwtion
Funds

for earnings, taxes, and deduction associated to original suspense cost center,

*Reallocation Reason: Reallocats

== Search Mext ==

4 Return to Search




ELECTRONIC REALLOCATION (ERAF)

Add additional Account Code(s)

Once edits are complete, click Next

Favorites - | Main Menu - = Department Self Service = » eForms Home Page

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF]

IStep 1 of B: Update Reallocation I @

Make the necessary updates to the Reallocation Information belaw.

eRAF Video Instruction

Reallocation Infarmation

eForm 10: SE57914
Paycheck Information
Paycheck Humber: 3418555 Pay Period End Date: 03;25/2015 Off Cyele 7 %
Hame: toore Demi Empl 1D: 0140344
Fayroll Funding Sources Find | wiew &l First B4 of 1 B | qqt
Empl Rcd Hbr: u] Posgition Humber: 01003117
Business Unit: HR730 JobCode: T7LG Test Job Code
Department: HO2E8 Test Department Earnings End Date: 09/25/2015

Froposed Funding Sources

Personalize | Find | iew 0 | C0 | 5 Fiest B0 13 0f 3 0 Last

Aocount Code Cormbination Code Distribtion %@
1 [00730-10188 Sy 2064-HD1 91 -Z0462-1 8, fooo =
2 |00730-32314 Q 20E0-HON0S-FOSS7 -hA, 7000 [+] [=]
3 |00730-54857 a 501 3-HO21 3-HO002-Fonod 22 2000 [+] [=]
Sum Distriby %: 100.00

Suspense - Use the Suspense option to move funds from the  deparment suspense cost centers to a new cost center. Funds are
moved for earnings, taxes, and deduction associsted to original suspense cost center.

Reallocation - Use the Reallocation aption to move funds from the  original cost center(s) to a new cost centers. Funds are moved
for earnings, taxes, and deduction associsted to  original suspense cost center.

Override- Use the Cverride option to mowve funds manually from the  ariginal cost center(s) to & new cost center. distribwtion
Funds
for earnings, taxes, and deduction associated to  original suspense cost center.

*Reallocation Reason: Reallocate -

== Search et ==




ELECTRONIC REALLOCATION (ERAF)

6. Review the Current Funding Sources and Proposed Funding Sources - Earnings Distribution
Click View All to see all of the Earnings and Account Codes

Favorites « | Main Menu ~ > Department Self Service ~ > eForms Home Page

ORACLE Database: HRSTST Last Refreshed on : Tue, Sep 1, 2015

pdate Reallocation (RAF)

Step 2 of B: Update Reallocation Earming Distribution @

Make the necessary updates to the Reallocation earning distribution below.

Reallocation Infarmation

eForm I0: 557914
Paycheck Information
Paycheck Humber: 3418558 Pay Period End Date: 0972572015 Off Cycle 2 Y
Hame: toore, Demi Empl I 0140944
Payroll Funding Sources Find | iews A First B 1 of 1 B Last
Empl Rcd Hbr: u] Position Humber: 01003117
Business Unit:  HR730 JobCode: TILE Test Job Code
Department: HO285 Test Department Earnings End Date  03/25/2015
Current Funding Sources
Eamnings Personalize | Find | view i |2 B First Wq 2 012 B Last
Ezrnings Code  Earning Description Fizosl Year  Period  Account Cods Combinstion Code Azcount E=zrnings
1020 Fegular 2016 1 007 30-56552 501 3-H01 25-B0001 -G1 07566 s0192 1600.00
2400 Long Pay 206 1 00730-56552 5013-HO1 25-B0001 -G 07566 0112 100,00

Total Distributed Earnings by Empl Red: 170000

Froposed Funding Sources * v

Eamings Persanalize | Find | view &0 | | B8 First @15 0f5 B Last
Earnings Codes E=rning Description Fiscal Year  Period  Account Code Combination Code Acoount Earnings
1020 Regular 20ME 1 00730-32314 2050-HOOOS-FOS57-RA 0192 120000
2020 Fegular 2016 1 0073010188 2064-HO191-30462-14, 0192 180,00
3020 Regular 2016 1 007 30-54857 S013-HO213-HO002-Fo001 22 0192 F20.00
4 400 Long Pay 2016 1 00v30-10155 2064-HO1 91-G0462-MA, 20112 10.00
5 400 Long Pay 2016 1 007 30-54857 01 3-HO21 3-HO002-Foo01 22 20112 20,00

Total Distributed Earnings by Empl Red: 1700.00

== Previous Mext ==




ELECTRONIC REALLOCATION (ERAF)

“View All” Screen
Favarites « | Main Menu = > Department Self Service ~ > eForms Home Page

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF)

I Step 2 of 6 Update Reallocation Earning Distribution I o

Make the necessary updates to the Reallocation earning distribution below,

Reallocation Information

eForm I0: Sa7a14
Faycheck Information
Paycheck Humber: 3418955 Pay Period End Date: 09252015 Off Cycle 2 %
Harme: Wloore Demi Empl ID: 0140944
Payroll Funding Sources Find | iew &1 First (1 of 1 B Last
Empl Red Hbr: u] Position Humber: 01003117
Business Unit:  HR730 JobCode: TILE Test Job Codle
Department: HOZ&5 Test Department Earnings End Date  03/25/2015
Current Funding Sources
Earnings Personsiize | Find | views a0 | C0 ) BH  Fiest 92 01 2 B Last
E=rnings Code Earning Description Fiscal Year  Period  Account Code Combination Code Accournt Earnings
1020 Regular 2016 1 007 30-56552 5013-H01 25-B0001 -G1 07566 s0192 1600.00
2400 Long Pay 2016 1 007 30-56552 501 3-HOM 25-B0001 -1 07 566 a0112 100.00
Total Distributed Earnings by Empl Red: 4700.00 h
Froposed Funding Sources
Earnings Personalize | Find | view 5 || 3 First 815 o1 5 B Last
Earnings Code=s  Earning Description Fiscal Year  Period  Accoount Code Combination Code Account Earnings=s
1020 Regular 2018 1 00730-32314 2080-HO005-FO357-M&, 501592 112000
2020 Fegular 2018 1 00y30-10185 2064-HOT 91 -GO4E2-RA a0192 160,00
3020 Regular 2016 1 00730-54857 501 3-HO21 3-HO002-FO001 22 50192 32000
4 400 Lang Pay 2016 1 00730-10185 2064-HO1 91 -GO4E2-RA 0112 10000
5 400 Lang Pay 2016 1 00730-54857 501 3-HO21 3-HO002-FO001 22 0112 20000
£ 400 Lang Pay 2016 1 o0y30-32314 2080-HOO0S-FOS57-MA 0112 Fouon

Total Distributed Earnings by Empl Red: 170000 h

10



ELECTRONIC REALLOCATION (ERAF)

Select Next to Review- Deduction and Tax Distribution

Deduction

Favarites - | fain Menu « > Department Self Service = » eForms Home Fage

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF)

Step 3 of B Update Reallocation Deduction Distribution Lid

hake the neceszary updates tothe Reallocation deduction distribution below.

Reallacation Infarmation

eForm ID: 257914
Paycheck Infarmation
Paycheck Humber: 53418555 Pay Period End Date: 09/252015  Off Cycle 71
Hame: Moore Demi Empl ID: 0140344
Current Funding Sources h
Deduction Personalize | Find | Wiew Al | & | i
Deduction Code  Deduction Description Fiscal Year Period  Account Code Combination Code
1 BLBT Basic LifefaDaD 206 1 00730-36552 01 3-HOM 25-B0001 -G1 07 566
2 HSBT Heafth Select 206 1 00730-36552 01 3-HOM 25-B0001 -G1 07 566
3TRS Teachers Retirement System 2016 1 00730-36552 01 3-HOM 25-B0001 -G1 07 566
Total Deduction: 514435
Proposed Funding Sources h
Deduction Personalize | Find |
Deduction Code  Deduction Description Fizcal Year  Feriod Aocourt Code Combination Code
1 BLBT Basic Lite/AD&D 2016 1 00730-54557 501 3-HO24 3-HO002-Fo001 22
2 BLBT Basic Life/A0&0 2016 1 00730-32314 2080-HO00S-FOS57-MA
3 BLBT Basic Lite/sD&0 2016 1 00730-10158 2064-HO1 91 -G0462-M4,
4 HSBT Heatth Select 2016 1 007 30-245857 G301 3-HO21 3-HO002-Fo001 22
5 H=BT Health Select 2016 1 00730-32314 2080-HOO0S-FOS57-MA
6 HSBT Health Select 2016 1 00730-10155 2064-HO1 91 -G0462-k1A,
T TRS Teachers Retirement System 2016 1 00730-54557 501 3-HO24 3-HO002-Fo001 22
g TRS Teachers Retirement Systam 2016 1 00730-32314 2080-HO005-FOSS7-MA
9 TRS Teachers Retirement System 2016 1 00730-10155 2064-HO1 91 -G0462-1A,
Total Deduction: 51443
== Previous Mext ==

Accourt
21104
21104

2111

G E st
Acount
51104
51104
51104
51104
51104
51104
1111
1111
1111

First [ 1.3 of 3 B Last

Currert Deduction
1.1
39772
11560

H 19019 B | ast

Currert Deduction
022
0.7s
o1

79.54
27E.40
3978
2312
§0.92
11.56
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ELECTRONIC REALLOCATION (ERAF) [elsielsITa:5

Tax
Favarites « | Main Menu ~ > Deparment Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation (RAF)

Step 4 of 6: Update Reallocation Tax Distribution L
Make the necessary updstes to the Reallocation tax distribution below.
Reallocation Information
eForm ID; wareld
Faycheck Information
Paycheck Humber: 3415555 Pay Period End Date: 0972572015 OFff Cycle 2 Y
Hame: Moore Demi Empl ID: 0140344
Current Funding Sources h
Ta Personalize | Find | view &l |2 | B8 Fiest W40 of 2 6 Lot
Tax Class Tax Class Description Fizcal Year  Period Account Code Combination Code Accourt  Current Deduction
1 CASDIER OASDIDisahility - ER 2016 1 007 30-56852 501 3-HO1 25-B0001 -31 07566 21108 96 61
2 MedER FICA Med Hospital Inz § ER 2016 i 00730-56852 5013-H0125-B0001 -5107566 51109 2260
Total Tax: 1921
Froposed Funding Sources
Tax Personalize | Find | Wiew 51 B0 | B Fiest W q_g o e O Last
Tax Class Tax Class Description Fizcal Year  Period Accourt Code Combination Code Accourt  Current Deduction
1 CASDIER OASDIDisahility - ER 2016 1 00730-10185 2064-HO1 91 -GO462-R 2 211089 966
2 DASDIER OASDIDisahility - ER 2016 1 00730-32314 2080-HO005-FOS57-Ha 211089 6763
3 OAZDIER CASDIDisahilty - ER 2016 1 00730-54857 5013-H021 3-HO002-FOo001 22 51109 19.32
4 Med/ER FICA Med Hospital Ins § ER 2016 1 00730-10155 2064-HO1 91 -GO462-R2 211089 226
5 Med/ER FICA Med Hospital Ins § ER 2016 1 007350-54857 01 3-HO213-HO002-Fo001 22 211089 452
B Med/ER FICA Med Hospital Ins § ER 2016 1 00730-32314 2080-HO005-FOS57-Ha 211089 15.82
Total Tax: 1921
== Previous Mext ==
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ELECTRONIC REALLOCATION (ERAF)

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

Favorites « MainMenu - = Department Self Service = » eForms Home Page

ORACLE Database: HRSTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation {RAF)

Step 5 of 6: Finalize Form o

Erter any relevant information requested where indicated andior comments in the "Your Commert" field to be included with this form

Reallocation Information

eForm ID: 257914

Paycheck Information

Paycheck 3418558 Pay Period End Date: 09/25°2015
Humber:
Hame: Moore Demi Empl ID: 0140944

*Description

- Add Document

1 Wieww Late Justification 3079583 1413954 100G 5 100551 980 (=]

Refresh

Comments

Your Comment:

Change Account code

Comment History:
Lt Hold Resubmit | Withdraw
™ Ha,Anh “an
= Tue, Ot 6 15, 11:12:11 Al
eRAF check number 3412552 == Previous

E{R eturn to Search
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ELECTRONIC REALLOCATION (ERAF)

Favorites - | Main Menu < » Department Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Update Reallocation {RAF)

Step 6 of 6: Form Finalized

The form swill novwy ke forwarded to the appropriate Lpprosver.

Reallocation Information

Paycheck Information

Paycheck 3418558 Pay Period End Date: 0302572015 Off Cycle 21 v
Humber:
Hame: toore Demi Empl 1D: 0140944
eForm ID: 557914

You have just _this form. This action passed the form
to UHM Dept Business Admnstr for further proces=ing.

o ToWorklizt
“Yiemw Thiz Form
o To eForm Home Page

Return To Search

L\Return to Search
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ELECTRONIC REALLOCATION (ERAF)

Step-by-Step - View eRAF

1. View eForm

Navigate to the eForms Home Page - Select View an eForm

Fawvarites - ain Menu - = Departrment Self Service ~ @ eForms Home Pane

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Electronic Forms (eForms) Home Fage

Ry Worklist
Miad the items that have been routed to you.

Start a Hew eForm

Start a new eForm, which will then be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an eForm

hiake changesto an eForm that has been recyeled or needs to be updated.
Only farms that have not had final approval orbeen processed into the system
will be aceessible,

View an eForm P
“Wiew a recenthy submi eForm, including woddlow histony and form status.

eForms submitted in the last month are listed heare, This iz a read-only wiem

Look Up an Archived eForm
Rewiew an archived eForm. eF orms submitted more than a month ago will be
listed here. This is a read-only view
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ELECTRONIC REALLOCATION (ERAF)

1. Select Reallocation (eRAF)
Select the Reallocation (eRAF) link
Favorites - | Main Menu - > Department Self Service = » eForms Home Page

CORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View an electronic Form {eForm)

ﬂ:i Perzonnel Action Request (ePAR)
1
|

Use this link to view an «PAR request.
Perzonnel Action Request (ePAR)

o 5% Position Request (ePRF)

Mzethizlink tovisman gFRF raquest.
Poszition Reguest (2PRF)

Person of Interest (ePOl)
Use this link to wiew an eP Ol request.

Perzon of Interest (ePOl)

Employment Eligibility Verification (el-9)
Use this link to views an el-9 request.

%
a Employtnert Eligikility “erification (el-97
Reallocation (eRAF) P
w Use this link to wiews an eRAFTequest.
Feallocation (eRAF)

Feturn to Electronic Forms (eFarms) Home Page
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ELECTRONIC REALLOCATION (ERAF)

Search eRAF by Form ID or Paycheck

Fawatrites - Main Menu ~ > Depardrment Self Service ~ » aForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Wiew eRAF Form

Erter any information you have and click Search. Leave fields blank for & list of all values.

Find an Existing Value
= Search Criteria

eForm ID; begins with | h

Workflow Form Type: | hegins with |RAF

Workflow Form Status: = - -
Paycheck Humber: = - P
Original Operator: heding with -

Original Date: = - 31

Last Operator: bedging with

Last Date: = - v

D Ca=e Sensitive

Search Cleat  Basic Search =] Zave Search Criteria
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ELECTRONIC REALLOCATION (ERAF)

View Reallocation (RAF)

Step 1 of B: View Heallocation o

Thiz page displays the RAF reallocation that was entered on the form and aszociated comments.

eRAF Video Instruction

Feallocation Information

eForm ID: 557914
Paycheck Information
Paycheck Humber: 3418558 Pay Period End Date: 035252015 Off Cycle 2
Hame; hoore Demi Empl ID: 0140944
Payroll Funding Sources Find | viewe & First 01 of 1 8 Last
Empl Red Hbr: 0 Position Humber: 01003117
Business Unit:  HR730 JobCode: T7LE Test Job Code
Department: HO2E5 Test Department Earnings End Date: 09/25/2015

Proposed Funding Sources

Personalize | Find | Wiew i [0 | B Fiest 003 05 3 0 gt

Aocourt Code Combination Code Distribotion %
1 00730-10155 2064-HO191-50462-MA 10.00
2 00730-3234 2030-HO005-FOS57 -MA, Fo.o0
3 00730-34357 501 3-HO21 3-HO002-Faood 22 2000

Sum Distrib %: 100.00

Suspense - Use the Suspensze option to move funds from the  deparment suspense cost centers to a new cost center. Funds are
mioved for earnings, taxes, and deduction associated to original suspense cost center,

Reallocation - Use the Resllocstion option to move funds fram the  original cost certer(s) to & new cost centers. Funds are mowved
for earnings, taxes, and deduction aszociated to - original zuzpense cost center.

Override- Use the Override option to move funds manually fromthe  original cost center(s) to & new cost center, distribwtion
Funiz
for earnings, taxes, and deduction azsocisted to original suspense cost center,

Reallocation Reason: Resllocste

== Search Mext ==

Select Next to Review- Earning, Deduction and Tax Distribution
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blok i

Earning

Favarites = | Wain Menu « > Department Self Service ~ » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Step 2 of B Wiew Reallocation Earing

Thiz page dizplays the RAF reallocation Earning that was entered on the form.

Reallocation Information

Faycheck Information

Paycheck Humber: 3418558

Hame: Moore Demi

Fayroll Funding Sources

Empl Rcd Hbr: u]
Business Unit: HR730
Department: HO285 Test Department

Current Funding Sources h

Earnings

Earnings . o "

Coda Earning Description Fiscal ‘Year
1 020 Regular 2016
2400 Long Pay 2016

Froposed Funding Sources h

Earnings

E:rdr;i;\gs Earning Description Fiscal Year
1020 Regular 2016
2020 Regular 2016
3020 Regular 2016
4 400 Long Pay 2018
5 400 Long Pary 2018

eForm ID:

Pay Period End Date: 09/25/2015

Empl ID:

Position Humber: 01003117

JobCode: T7LE
Earnings End Date

Period  Speed Type
1 007 30-56582
1 O0730-56852

Original Total Earn Distrib:

Feriod  Speed Type

00730-10158
007 30-54837
00730-32314
00730-32314
00730-10158

Total Distributed Earnings by Empl Red:

257e14

0140944

== Previous

Off Cycle 7

First M4 o1 B L aat

Finl | iewe Al

Test Joh Code
092572015

Personalize | Find | wiew il |©20 ] 58 Fiest B892 0f 2 0 Last

Combination Code Account Earnings
501 3-HO1 25-B0001 -1 07 566 a0e2 1800.00
501 3-HO1 25-B0001 -1 07566 a1z 10000

Select View all to view all Earning
codes and Account Codes

170000

Personalize | Find | view & |2 ) 2 Fiest W9 50i6 [ Last

Combination Code Account Earnings
2064-H01 91 -G04E2-MA aez 160.00
501 3-HO21 3-HO002-FOo01 22 aez 320.00
2080-HO00S-FOS57 -hA, aez 112000
2080-HO00S-FOS57 -hA, a0112 T0.00
2064-H01 91 -G04E2-MA a0112 10.00
1700.00
Mext ==
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blok i

Deduction

Favarites « | Main Menu < > Department Self Service « > eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Wiew Reallocation (RAF)

Step 3 of B: Wiew Rea

This page dizplays the RAF reallocation Deduction that was ertered on the form.

llocation Deduction

Reallocation Information

Paycheck Information

Paycheck Humber:

Hame:

eForm I0:

Current Funding Sources h

Creduction

Deduction
Code

1 BLET
2 HEBT
3 TRS

Froposed Funding

Deduction

Deduction
Code

1 BLBT
2 BLET
3 BLET
4 HEBT
a3 HEBT
B HEBT
T TRS
8 TRS
9 TRS

3418558
hloore, Demi Empl 1D:

Deduction Description Fizcal Year  Period
Basic LifelsDan 206 1
Heslth Select 20ME 1
Teachers Retirement System 2016 1
Sources h

Deduction Description Fiszal Year  Period
Basic Life/aDaD 206 1
Basic Life/AD&D 206 1
Basic Life/aDaD 206 1
Heslth Select 206 1
Health Select 206 1
Heslth Select 206 1
Teachers Retirement System 2016 1
Teachers Retirement System 2016 1
Teachers Retirement System 2016 1

2a7a14

Pay Period End Date: 03/25/2015

0140944

Speed Type

007 30-56552
O0730-56852
007 30-56552

Total Original Deduction:

Speed Tupe

007 30-10155
00730-32314
007 30-54557
0073010155
00v30-32514
007 30-54557
00v30-10155
00730-22314
007 30-54557

== Previous

Total Deduction:

Off Cycle 2 %

Perzonalize | Find | Wiew: &l I@ | &

Combinztion Code

01 3-HO1 25-B0001 -G1 07366
201 3-HO1 25-B0001 3107566
01 3-HO1 25-B0001 -G1 07366

21443

Personalize | Find | “iew S I@ | i

Combination Code

2064-HO1 91 -GO4E2-RA
2050-HO005-FOSST k&,
01 3-HO21 3-HO002-FO00 22
2064-HOT 91 -GO4E2-MA
2050-HOO0S-FOSST -
201 3-HO21 3-HO002-FO00] 22
2064-HOT 91 -GO462-MA
2080-HO005-FOS57 k&,
301 3-HO21 3-HO002-FO001 22

514 .43

et ==

First 1.3 01 3 ) Lot

Ascourt

3104
1104
a1

Current
Deduction
11
34T T2
11560

First B 1.9 ot o B Last

Accourt

1104
31104
1104
1104
3104
1104
a1
2111
a1

Currert
Deduction

041
076
022
3975
27E .40
7454
11456
anaz
2312
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ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blok i

Tax
Favarites « | Main Menu ~ > Departrnent Self Service = » eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Wiew Reallocation (RAF)

Step 4 of B View Reallocation Tax o

Thiz page dizplays the RAF reallocation Tax that was entered on the form.

Reallacation Infarmation

eForm ID: 25714
FPaycheck Infarmation
Paycheck Humber: 3415555 Pay Period End Date: 09/252015  Off Cycle ?: Y
Hame: Mocre Demi Empl ID: 0140944
Current Funding Sources h
Tax Personalize | Find | Yiew &l | 2 | B
Tax Class Tax Class Description Fiscal Year  Period Speed Type Cormbination Code
1 OASDIER OASDIDizahility - ER 2ME 1 007 30-56552 5013-HO1 25-B0001 -G1 07 566
2 Med/ER FICA Med Hospital Ins § ER 206 1 007 30-56552 S013-HO1 25-B0001 -1 07566
Total Original Tax: 119.24
Proposed Funding Sources h
e Personalize | Find | View 5 |2 | &4
Tax Class Tax Class Description Fizzal Year  Period Spead Type Combination Code
1 OASDLER OASDIDizakiity - ER 2018 1 00730-10188 2064-H0191-G04E2-MA
2 OASDIER QASDIDizakility - ER 2016 i 007 30-54857 501 3-H021 3-HOO0Z-Fo00 22
3 OASDLER OASDIDizakiity - ER 2018 1 00730-32314 2080-HO005-FOBST-ML
4 MediER FICA Med Hospital Ins / ER 2016 i 00730-32314 2080-H0003-FOBS7 -k,
5 Med/ER FICA Med Hospital Ins /ER 2018 1 00730-10188 2064-H0191-G04E2-MA
6 MedER FICA Med Hospital Ins / ER 2016 1 00730-54857 5013-H021 3-HO00Z-Fooo 22
Total Tax: 119.21
== Previous Mext ==

First 4 1-2 01 2 B Last

Currert
(mEmId Deduction
31104 96 61
21109 2280

First M 1.6 0f 5 B Last

pocount 2L
21104 966
1109 19.32
21104 E7 B3
31104 1382
21104 226
31104 452
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ELECTRONIC REALLOCATION (ERAF)

View Attachment and Comments

Fawatites - Main Menu > Department Self Serice ~ » aForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation {(RAF)

Step 5 of 6: View RAF Message/Attachment/Comments

Thiz page displays the RAF reallocation that was entered on the form and associated comments.

Reallocation Information

eForm ID: S5T914

Paycheck Information

Paycheck 3418558

Pay Period End Date: 09/25/2015
Humber:
Hame: Moore Demi Empl ID: 0140944

| ||
Late

Justification J07E55 1413954 100064 5 10:55:1 940

1 wiew

Click on View to
Comment Histonyz | V15V the detall of the
attachment

** Ha,Anh Wan e
F Tue, OctG 15, 12:13:18 PM
Change Account code

== Previous Mext ==
= Ha,Anh Wan
F Tue, Oct& 15, 11:14:11 AM
eRAF chedi number 3412552

L\Return to Search
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ELECTRONIC REALLOCATION (ERAF)

Training Documentation

DE]{=H

Drafted By:

ERAF — Approve Form/ Approval WorkFlow

10/5/2015
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

Favorites « | Main Meno

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

My Info (FASS) =)

Absence Request
Request an absence
G|

3|2 Print
i T \iew and Print your Wz's past and pressnt

eTermination Checklist
& Termination Checklist

B Time Reporting
y’ Report and rewiswyourtime, schedules, raquast absences

and more

Personal Information
Review and update your petsonal inform ation

Benefits

Review health, insurance, sauings, pension or ather
benefits information. Review and update dependent and
beneficiary personal inform ation

P

%3 Payroll and Compensation
d_f Review your pay and compenzation histary, Update yaur
direct deposzit and ather deduction or contribution
information.

% Accounts Payable Information
1" UH Employee Self Serve - Accounts Payable Inform ation
o

Photos T lov

Emplayee Message Center f+]

EMPLOYEE MESSAGE CENTER

P.A5.S. Updates
Personal Information
Wihils in P& 5 5 | pleass validats your Persanal Information, especially your contact information. With the recent inclemsnt

westher, and hurricane season approsching, it is importart that employees can be reached. Please ensure that  "mobile” phone
number iz in the systsm

W-2 Information

If you need assistance with W2's, please contact

Home | ‘warkist | AddtoFavortes | Sign out
Personalize Cortent | Layout 7 Hel
My Wiark T ov

. _ Approve Absence Requests
r Approve, deny of push back an employes's

absence request
ﬁ
i | Manager Resources
_‘T*‘ | HR resources for managers including CUE,
Onboarding Process, and more.

eTermination Checklist DBA
eTermination Checklist for DBAICEA

@ eForms Home Page

eFarms Home Page

o Report Manager
© M Reviewreport list.

Process Monitor
Reuiew process and server lists for specified
criteria

7== Time Management

(L35 Manage schedules, wiew and approwe reported and
payable time, absence and overtime requests,
exceptions, and more

mwmeera Performance Documents

EE Create, update, and view perfarmance
=" documents foryourmarkdorce




ELECTRONIC REALLOCATION (ERAF)

2. Select Reallocation: RAF : Employee Name

Favarites — | Main Menu~ > Worklist = » Worklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Worklist
worklist for

Dl g Worklist Filters Evaluste Form - Fesd

worklist ltems Personalize | Find | View &l |02 | B0 Fiest 8422 01 2 0 Last

From Date From Work tem Waorked By Activity Priarity

Link
_ A0ME2015 Evaluate Form eForm Routing + RAF: Demi Moore h ark Wiorked Reassion




ELECTRONIC REALLOCATION (ERAF)

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

Favorites « | Main Menu -« > ‘WWorklist = > Worklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Evaluate Reallocation (RAF)

Step 1 of B: Evaluate Rellocation

Pleasze reviewy the form fields below. If the form meets your approval, click Approve. If youw weant the initistor to make changes and resubmit the
form, enter an explanatory note and click Recycle. If the form should not be executed, click Deny, which wil stop processing of the form.

o Instruction:

ERAF

Reallocation Infarmation

eForm ID: 257914

FPavcheck Infarmation

Paycheck Humber: 415555 Pay Period End Date: 09,/25:2015 Off Cycle 2 %
Hame: hoore Dremi Empl 1D: 01 40944

Fayroll Funding Sources Find | “wiew &l First 41 of 1 B _ast
Empl Rcd Hbr: ul Position Humber: 01003117

Business Unit:  HRY30 JobCode: TVLG Test Job Code

Department: Ho2as Test Department Earnings End Date: 02/25/2015

Proposed Funding Sources h

Personalize | Find | visw Al B2 | B8 Fist B 1.3 o1 3 0 Last

Account Code Combination Cods Oi=tribntdion %o
1 0073010188 a 2064-HOT 91 -GO4E2-Rle 10.00 [+ [=]
2 [00730-3231 4 a 20E0-HOOOS-FOSST-MA, 7000 + =l
3 [00730-54857 Q, 501 3-HO21 3-HOO002-Fo001 22 20.00 + [=]
Sum Distrib %: 100,00

Suspense - Usze the Suspense option to move funds from the  deparment suspense cost centers to a newe cost center. Funds are
mowved for earnings, taxes, and deduction associsted to original suspense cost center.

Reallocation - Use the Reallocation option to move funds from the  original cost centeris) to 3 new cost centers. Funds are moved
for earnings, taxes, and deduction as=sociated to ariginal suspense cost center.

Ouerride- Use the Override option to move funds manually from the  original cost center(s) 1o 2 new cost center. distribation
Funds
for earnings, taxes, and deduction associsted to original suspense cost center,

*Reallocation Reason: Reallocate -

== Search Mext ==




ELECTRONIC REALLOCATION (ERAF)

4. Evaluate Earning, Deduction and Tax Distribution

Review and click Next

Fawarites « | Wain Menu =+ Warklist = » Waorklist

ORACLE Database: HR9TST Last Refreshed on : Tue, Sep 1, 2015

[Evaluate Reallocation (RAF)|

Step 2 of 6 Evaluate Rellocation Earning Distribution

Pleaze review the form fields below. If the form meets your approval, click Approve. If you weant the intistor to make changes and resubmit the form, enter an explanatary note
and click Recycle, If the form should not e executed, click Denvy, wwhich will stop processing of the form.

Feallocation Infarmation

eForm ID: 557914
FPaycheck Information
Paycheck Humber: 34158555 Pay Period End Date: 03/252015 Off Cycle 2 v
Hame: Moore Demi Empl ID: 0140944
Payroll Funding Sources Find | wiew &l First 01 of 1 B Last
Empl Red Hbr: u] Position Humber: 01003117
Business Unit:  HR7T30 JobCode: T7LE Test Job Code
Department: HO253 Test Department Earnings End Date  09/252015
Current Funding Sources
Earnings Personalize | Find [wiew & [0 | B Frst W12 072 B L aat
Earnings Code™ Earning Description Fiscal Year  Feriod Account Code Combination Code Accourt Earnings
1020 Fegular 2016 1 007 30-56552 301 3-HO1 25-B0001 -1 07566 a0192 160000
2 400 Long Pay 2016 1 007 30-56552 501 3-HO1 25-B0001 -1 07566 20112 100.00

Total Distributed Earnings by Empl Red: 1700.00

Proposed Funding Sources

Earnings Personalize | Find | view 5 |22 | B Fiest B 1og or 5 08 Last
Earnings Codes" Earning Description Fizcal Year  Period Account Code Combination Cods Account Earnings
1 020 Regular 2016 1 007 30-10185 2064-HO1 91 -G0462-MA, 01592 160.00
2020 Regular 2016 1 007 30-54557 S013-HO21 3-HO002-FO00122 01592 F20.00
3 0z0 Regular 2016 1 007 30-32314 2080-HO005-F 0557 -rlA, 01592 1120.00
4 400 Liong Pay 2016 1 007 30-32314 2080-HO005-F 0557 M a0112 70.00
5 400 Long Pay 2016 1 00730-101585 2064-HO1 91 -G04E2-M & 20112 10.00
6 400 Long Pay 2016 1 007 30-54857 S0135-HO21 3-HO002-FO00122 s0112 2000

Total Digtributed Earnings by Empl Red: 1700.00




ELECTRONIC REALLOCATION (ERAF)

Fawvorites « | Main Menu « > Warklist = > YWaorklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Evaluate Reallocation (RAF)

Step 3 of 6; Evaluate Rellocation Dedution Distribution

Pleaze review the form fields below. If the form meets your approval, click &pprove. If you want the inttistor to make changes and resubmit the form, enter an explanatory note and
Recyole. If the form should not be executed, click Deny, which will stop processing of the form.

Reallocation Infarmation

eForm ID:

Paycheck Information

257914

Paycheck Humber: 3448558 Pay Period End Date: 0972572015
Hame: Moore, Demi Empl ID: 0140944
Current Funding Sources h
Deduction

Deduction Code  Deduction Description Fizzal Year  Period  Account Code
1 BLET Baszic LifefADaD 2016 1 007 30-56552
2 HSBT Heafth Select 206 1 007 30-56552
3TRS Teachers Retirement System 2016 1 007 30-56852

FProposed Funding Saurces
Deduction

Deduction Code  Deduction Description Fizoal Year  Period Accourt Code
1 BLET Basic LifefADaD 2016 1 00730-101585
2BLET Baszic LifefADED 2016 1 00730-32314
SBLET Basic LifefAD&D 2016 1 00730-54557
4 H=BT Health Select 2016 1 00730-101585
S HEBT Heslih Select 2016 1 00730-32314
6 H=BT Health Select 2016 1 00730-54857
TTRS Teachers Retiremert System 2016 1 0073010185
GTRS Teachers Retirement System 2016 1 0o0730-32314
qTRS Teachers Retirement System 2016 1 00730-54557

== Previous

Total Deduction:

Total Deduction:

Off Cyele 20 v

= :
Personaiize | Find | view &1 |G | B First W13 01 3 B Lot

Cornbination Code Account  Current Deduction

S013-H01 25-B0001 -1 07566 51104 111
501 3-H0M 25-B0001 -1 07566 21104 3972
501 3-H0M 25-B0001 -1 07566 11 115.60

51443

Personalize | Find | view 5 |20 | B0 Frest W0 0r g B Last

Cornbinztion Code Aocourt  Currert Deduction

2064-HOT 91 046202 51104 011
2080-HO00S-FOSS7-Ro 21104 0.7s
501 3-H021 3-HO002-FO0oq 22 51104 0.22
2064-HOT 91 046202 51104 3978
2080-HO00S-FOSS7-Ro 21104 27540
501 3-HO21 3-HO002-Fo0o 22 1104 754
2064-HO01 91 -30462-M 4 a1 11.56
2080-HO005-F 0857 -Ra 111 8092
S013-H021 3-HO002-FOn01 22 11 2312

51443

Mext ==




ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blok i

Favorites | Main Menu -~ > Warklist = > Worklist

ORACLE Database: HRITST Last Refreshed on : Tue, Sep 1, 2015

|Eva|uate Reallocation (RAF)

Step 4 of 6: Evaluate Rellocation Tax Distribution

Plesse review the form fields below. If the form meets your approval, click &pprove. If you want the initistor to make changes and resubmit the form, enter an explanatory note and click
Recycle. If the form should not be executed, click Deny, which will stop processing of the form.

Reallocation Information

eForm ID: 2a7E14

Faycheck Information

Paycheck Humber: 3418558 Pay Period End Date: 09/25/2015  Off Cyele 21
Hame: Moare Demi Empl ID: 0140844
Current Funding Sources h
Tax Personalize | Find | view i |G | 2 Fiest 9207 2 B Last
Tax Class Tax Class Description Fizcal Year  Period Account Code Combination Code Accourt  Current Deduction
1 OASDIER CASDIDisakilty - ER 2016 007 30-56852 501 3-HO1 25-B0001 -1 07 566 51109 96 61
2 MedER FICA Med Hospital Ins / ER 2016 007 30-56852 501 3-HO1 25-B0001 -1 07 566 51109 2260

Froposed Funding Sources h

Tai

Tax Class
1 QASDNER
2 QASDIER
3 QASDIER
4 MedER
3 MedER
B hedER

Tax Class Description
OASDIDizakility - ER
OASDIDizakility - ER
OASDIDizakility - ER

FICA Med Hospital Ins fER
FICA Med Hospital Ins JER
FICA Med Hospital Ins fER

Fiscal ‘Year
20ME
206
20ME
206
20ME
206

Period

1
1
1
1
1
1

Account Code
00730-101585
007 30-54857
00730-32314
00730-32314
00730-101585
007 30-54857

== Previous

Total Tax: 1921

Personalize | Find | Wiew 5 |[!,7| | i

Combination Code

2064-HOT 91 -G04E2-MA

501 3-HO21 3-HO002-Fo00 22
2080-HOO00S-FOS57 -2,
2080-HO00S-FOSS7 -h2,
2064-HOT 91 -G04E2-MA

501 3-HO21 3-HO002-Fo00 22

Total Tax: 1921

et ==

First 1.6 of & B8 Last

Account  Current Deduction

a1108 9E6
21108 1932
a1108 B7 B3
21108 1582
a1108 226
21108 4.52




ELECTRONIC REALLOCATION (ERAF)

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

Favorites « | Main Menu - = Worklist = > Worklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Evaluate Reallocation (RAF)

Step 5 of 6: Finalize Form

Make the neceszary updates to the Postion Reguest form belove, Enter any relevant comments in the "our Comment” field to be included with this form.

Reallocation Information

eForm ID: 257914
Paycheck Information

Paycheck 34155955 Pay Period End Date: 0372552015
Humber:

Hame: Moore Demi Empl I 0140944

*Description - Add Document Refresh

Late Justification 307935 1413954 1006M S 10:55:1980M =]

Click View to view attachment

Your Comment:
[Lept Approval

Enter Comment if needed

Comment History:

N | Approve Deny Recycle |
* Ha.Anh VYan |_|
* Tue, Oct 6 15, 12:13:18 P B
Change Account code i | == Previous Hald |

= Ha &mh Wan

Return to Search




ELECTRONIC REALLOCATION (ERAF)

Favarites « Main Menu - = Warklist = » Waorklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

Evaluate Reallocation {RAF)

Step 6 of 6: Evaluate Complete
The form swill nowy be farvearded 1o the next approver, if any.

Reallocation Information

Paycheck Information

Paycheck 3418558 Pay Period End Date: 09/25/2015 OFf Cycle 1 v
Humber:
Hame: toore Deti Empl ID: 0140944
eForm ID: 557914

You have just APPROYED this form. This action passed the form to
UHM Coll/Div Business Admnstr for further proces=sing.

o To Wiorklist
Yiewe Thiz Form
o To eForm Home Page

Return To Search




ELECTRONIC REALLOCATION (ERAF)

Deny

Favorites | Main Menu - » HR Self Service - » HR eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation (RAF)
Step 6 of 6: Form History LiJ

This page displays the workflow transaction history that was processed on the form.

FormList Fields

eForm ID; 557314 Workflow Form  Denied
Status:
Workflow Form Type: EAF
Original Operator: 1413954 Ha Anh van

Original DateTime: 1006201511:14:11 A8
Originator Bus Phone:

Last Operator: 0557905

Last By Alternate
Operator:
Last DateTime: 10062015 3:09:17PM

Last Operator Bus Phone: 713/743-8731

Glickman James

Hext Approving Rolelser:

Hext Approving Who can work this form?

RoleHame:

Trangaction Log

| Find | 8
D=er Descriptiodl  |FormiAetio For Rolenamd | Biternate User 10
1 acray  GT_UHM_HC_MTIATOR_DEPT_BUD 1413354 Ha,Anh Van Submit Pending ¥
2 s GT_UHM_HC_INTIATOR_DEPT_BLID 1413354 Ha,Anh Van Resubmit Pending T
3 I0eizns &T_UHM_HC_INTIATOR_DEPT_BUD 1413354 Ha,Anh Van Resubmit Pending +
100064201 5 Craft Natashia
4 Eoppant GT_UHM_HC_DEPARTMENT osmes A Approve Part fppre +
5 ;%fgﬁ?g:f GT_UHM_HC_COLLEGEDIVISION 0587905  GlickmanJames  Deny Denied +

== Previous

Mext ==




ELECTRONIC REALLOGATION (ERAF

Recycle

Message

Recycled -- routed to the originstor, Ha &nh Yan. (24642 1143

The ariginator will have the option ta either resubmit the form with any changes, or withdrawe it

10



ELECTRONIC REALLOCATION (ERAF) [elsfelsIsTa-blok i

Favarites - | Main Menu -~ > YWorklist = = \Worklist

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation (RAF)
Step 6 of 6: Form History

This page displays the workflow transaction history that was processed on the form.

FormList Fields

eForm ID: 557903 Workflow Form Pending
Status:
Workflow Form Type: RAF

Original Operator: 1413954 Ha Anh “an
Original DateTime: 10/02/2015 1:16:11PM
Originator Bus Phone:

Last Operator: 0126163 Smith Lynn

Last By Alternate
Operator:
Last DateTime: 10/06/2015 3:31:55PM

Last Operator Bus Phone: 713/743-3802

Hext Approving RoleUser: 1413954 Ha &nh Yan

Hext Approving Wiho can work this form?
RoleHame:

Transaction Log

1 1 JHi2ea0ls GT_UHM_HC_IMTIATOR_DEPT_BUD 1413954 HaAnh Van Submit Pending ] [=
2 1393{?55%2;45 GT_UHM_HC_COLLEGEDIVISION 0126163 Smith Lynn Recycle Fending =

== Previous Mext ==




ELECTRONIC REALLOCATION (ERAF)

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)

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation (RAF)
Step 6 of 6: Form History L

Thiz page displays the workflow transaction history that was processed on the form.

FormList Fields

eForm ID: 557905 Workflow Form  Executed
Status:
Workflow Form Type: RAF

Original Operator: 1413954 Ha Anh “an
Original DateTime: 1002/2015 12:23: 43P
Originator Bus Phone:

Last Operator: 0141058 McClain Gretta R

Last By Alternate
Operator:
Last DateTime: 10/02/2015 4:22:52PM

Last Operator Bus Phone: 713/7435-5729

Hext Approving RolelUser:

Hext Approving Wk can weark this form?
RoleHame:
Trangaction Log
Personalize | Find |10 | B8 rirct [0 Last
[eerl  serDesoripion  Form Ackion] For Rolerams Wisrmsfs User i [roroiont

1 A mwy  GT_UHM_HC_INITIATOR_DEPT_BUD 1413354 Ha,Anh Yan Submit Pending ][
2 e GT_UHM_HC_DEPARTMENT 1372450 ‘orkSskrinaLynn  Approve Part Agpry 4| -
3 e GT_UHM_HC_COLLEGEDIVISION 0103454  TorresVanessa  Approve PartAppry £ —
4 o GT_UHM_HC_PAYROLL_BUDGET 0141058  McClinGrettaR  Authorize Authorized  +| -

10022015 .
51 a7 5T SYSTEM 0141058 hlcClain Gretta B Execute Executed +

12



ELECTRONIC REALLOCATION (ERAF)

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)

Favorites | MainMenu - > HR Self Serice = » HR eForms Home Page

ORACLE Database: HROTST Last Refreshed on : Tue, Sep 1, 2015

View Reallocation (RAF)
Step 6 of 6: Form History L]

This page displays the workflow transaction history that vwas processed on the form.

FormList Fields

eForm ID: 557900 Workflow Form  Executed
Status:
Workflow Form Type: RAF

Original Operator: 1413954 Ha Anh Yan
Original DateTime: 10022015 10:12:5580
Originator Bus Phone:

Last Operator: 0141055 McClain Gretta R

La=t By Alternate
Operator:
Last DateTime: 100202015 10:17:14AM

Last Operator Bus Phone: 713/743-58729

Hext Approving RolelUser:

Hext Approving Wyhio can work this form?
RoleHame:

Transaction Log

100202015 . .

1 Dioiamyy  GT_UHM_HC_INTIATOR_DEPT_BUD 1413854  Ha,Anh Van Submit Pending + =

2 o [WIZATIS GT_UHM_HC_DEPARTMENT 0086497 Alkele,CarolJ Lpprove Part fppre 4 -
10:14:18AM
100272015 Garza Linda =

5 3 loreanay  OT-UHM_HC_COLLEGEDIVISON 00B#183  Ladach Apprave Part ppry +
100202015

4 4 10:16:308M GT_UHM_HC_GRAMNTS 0162961 Torbor DeSandra Approve Part Lppry | =

5 ::gf?fgl\fm GT_UHM_HC_PAYROLL BUDGET (41058 McCleinGreftaR  Authorize Authorized  +| -
100202015 .

G 6 10214420 SYSTEM 0141055 WcClain Gretta R Execute Executed +

13
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