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1. GUIDE OVERVIEW

This guide outlines the process for initiating a change for retirees who have been approved for an
Emeritus title by the President.

Instructions for requesting the Emeritus title are located on the Vice Provost for Faculty Affairs website
located at: http://facultyaffairs.arizona.edu/honors-awards-emeritus-status

2. HOW TO PROCESS AN EMERITUS TITLE CHANGE

The steps and method for processing the Emeritus title change are determined by the employee’s status
in UAccess Employee (active or retired) when the President’s approval letter is received by the college.

e Employment Status — Active

O MSS Employment/Job change request
e Employment Status — Retired/Inactive

0 Personnel Action Form (PAF)

3. ACTIVE EMPLOYMENT STATUS

Please see the steps below to process an Emeritus title change for an employee status of Active.

3.1 NAVIGATION — MSS EMPLOYMENT JOB CHANGE

Manager Self Service>MSS Online Forms>Employment and Job > Request Employment Job Changes

3.2 TRANSACTION TYPE

e Select Retirement from the Transaction Type dropdown list

Favorites ~ Main Menu~ > Manager Self Service ~ > MSS Online Forms = > Employment and Job ~ > Request Employment/Job Changes
UAccess EMPLOYEE

AT
Bsm Request Employment/Job Changes

Transaction type| v|

O e —————

Job Data Change - New Request

LastName o erent |

First Name | Termination

ABOR Code | Title Management - Add, Change or Remove

Department | begins with v

UA Title begins with v

Search Clear
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3.3 EMPLOYEE INFORMATION

e Enterretiree’s Empl ID
OR
e Enter the retiree’s Last Name/First Name
0 Click on the Search button

%ﬁ% Request Employment/Job Changes

Transaction type | Retirement

Empl ID begins with ¥ 12304567

LastName |beginswith v |[Carter

First Name |beginswith v I'Lu{:ille

ABOR Code | begins with v v

Department | begins with v

UA Title begins with v |

The last name/first name search will return names that meet the criteria
e C(Click on the EmplID link that corresponds with the retiring employee’s name

Fersonalize | Find | View All | EX

EmplID Last Name First Name LA Title
11 12304567 Carter Lucille Frofessor, Physiclogy

k=i First B 1 of 1 8 Last
Drepartment Payroll Status
) A

3.4 RETIREMENT INFORMATION

e Enter the retiree’s Last Day at Work

e Select Official UA Retirement Status from the dropdown list

ﬂ Online Termination Form

#| ast Day at Work]/05152015H  FEffective DEO5/18/2015

Position: 1234587 Professor

HR Deptid: 0oz Clearing Control
Empl ID- 12304557 Carter, Lucille

FTE: 1.000

*Reason Code: |L]

Cisable Security Acl Official UA Retirement Status I

Transaction:

Status: Mot Submitted

Termination Chedk List

View Security
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3.5 COMMENTS

o Type Emeritus Status granted--letter attached in the Request Comments box.

Attachments

©@  You will be able to attach documents here after the transaction is submitted.

Request Comments (2000 char)

Emeritus Statusgranted-letter attached.

W
Submitted by: Last Updated By:
Submit Date: Last Update:
[ Email History
Return to Search  Save for Later Submit Cancel

3.6 SUBMIT FOR APPROVAL

e C(Click the Submit button to complete this transaction for routing and approvals.
The document will not be saved or submitted if the Exit or Return to Search buttons are selected
prior to clicking on the Submit or Save for Later options.

Note: a copy of the letter granting the emeritus status cannot be attached until after the
document is submitted.

[ Email History

Return to Search = Save for Later Exit

3.7 ATTACHMENTS

Attach a copy of the letter granting the emeritus status to the transaction.
e Click on the Add Attachment link

Attachments

@  Attach documents here

Attachments Personalize | Find | View All | & | ] First B 1 or 1 I Last
| |V|ew Attachment ‘Deurlphon |Amr.hed File

View Attachment ‘ |
+| |Add Aftachment =| Delete Attachment

e Click on Choose File button
e Select the file containing the emeritus approval letter
e Click on the Upload button

Attachments

File Attachment
@  Attach documents here

. Attachments Personalize | Find | View All | £ | B First B 1 of 1 I8 Last
Choose File |No file chosen | View Attachment |Deseription Attached File
Upload Cancel \iew Attachment |Eme'-cus_Status_A;prcval | Emeritus_Status_Approval.docx
¥| fAdd Attachment =] Delete Attachment

Attachment Deleted Successfully

4. RETIRED/INACTIVE EMPLOYMENT STATUS
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Please see the steps below to process an Emeritus title change for an employee status of

Inactive/Retired.

4.1 NAVIGATION — UACCESS ANALYTICS > BUSINESS MGRS HOME PAGE

UAccess Analytics->Business Manager’s Home Page (Home Tab)
e C(Click on the Personnel Action Form link

UAccess ANALYTICS

Business Manager Home Page
Overview PaymentRequests

* - This symbaol identifies a field that is mandatory as a prompt when running reports on that page.
@ - This symbol identifies fields that have a default value populated when you first open the dashboard; you may
change or remove these default values as needed.

Populated fields without this symbal may have been carried over from a previous page on the same dashboard.

Home | Catalog | Favorites

Pay Check Service Awards Supplemental Compensation

SUP Comp History

Search | All

E new -

Retirement Eligibility

ﬂ Advanced  Signout ©

= | Dashboards « BS Open v | Signed In As

Unenrolled Student Employees Affordable C: »

UA Cares Pledge sheet Information
Vacant Positions Report

Bulk Mail Information

Forms

> |

Positions Ending in next 3 Months

Personnel Action Form

= Position Ending Within [30

=l

Department has no employees with positions ending within the selected number of days

Position Contral Form
Titles Form

Personnel Action Form by Department

4.2 ACCESSING AND PRINTING THE PERSONNEL ACTION FORM (PAF)

1. Enter the Employee ID to access and the retiree’s PAF

2. Click on the Apply button
Print the PAF

3.

UA_PAF_COMP_OF_PAY.xdo Home | Catalog | Favorites~ | Dashboards v | J§ New~ | B& Open~ | SignedInaAs
Employes ID | 12304567 Apply |
PAF W@l a 510
i - THE UNIVERSITY
Effective Date of Change: OF ARIZONA. 0411412015
Personnel Action Form

A_PERSONAL INFORMATION

EmpliD: Name (Last, First Middle): Carter Lucille [Date of Birth: 1/2/1954 Gender: F[Ethnicity: WHITE Miltary Status: -
12304567 oM OF
Home Address Streel: One Cactus Drive [City: Tucson |State: AZ Zip Code: B5716-4225
Home Phone #: 520/222-5555 [Mabile Phone #: - [campus Phone #: - ‘wmpnnnaw: 3 [ua Emai il.arizona.edu

DeptiD: 0020 i Dept Name: Clearing Control [Bidg #: 200 [Room #: 1000

Citizenship Status: Citizen Visa Type: - Visa Exp Dt nla [Highest Educ Level: Doctorate Degree Year: - [Prefemed Name: -

B. EMPLOYMENT INFORMATION
(Orig Hire Dt: 01/17/1978|Comb FTE: 1.000 |Average Salary: 100,000.000 ‘Ben Eligible: ¥ [Ben Service Dt: 01/17/1978 |Voting Cd: M $nmary LRSI 2 e e
C. JOB[S)

“Action\R
Red# 0 |Eff Date: 08812014 [Status: A [jomon® UA Title: Professor, Physiology Position Life Cycle: |DepliD: 6020 |0rg Rel: EMP foriReason
Eaming Code
OYES DO NO OEMP O CWR
lComp Rate: 100,000.000|Freq Factor: A [FTE: 1.000 f::"n Pay Grp: FAC FLSA P |Exp End Dt nia Lot DAV o ) ove -
" gth: A n/a
OADASOH

Pay p
- Amt $0.000 |- Amt $0.000 - Amt: $0.000 - Amt $0.000 = Amt $0.000 -

4.3 COMPLETING THE PERSONNEL ACTION FORM (PAF)
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PwnNE

0 Dept Authorized Signature
0 Dept Head, Dean/Director)
5. Contact Systems Control at 621-3664 to request a MSS Exception.

Instructions are provided on the Systems Control Website:

Exception Request Quick Reference Guide

Provide the Retirement Date in the Effective Date of Change field on the hard-copy PAF
Write Emeritus status granted—Ietter attached in the comments section
Attach the letter from the President to the PAF
Obtain appropriate signatures

THE UNIVERSITY

Effective Date of Change: OF ARIZONA 04/14/2015
DD, Personnel Action Form

A. PERSONAL INFORMATION
EmpliD: IName (Last, First Middle): Carter Lucille Date of Birth: 1/2/1954 (Gender: F  |Ethnicity: WHITE Military Status: =
12304567 oM oF
Home Address Street: One Cactus Drive City: Tucson State: AZ Zip Code: 85716-4225
Home Phone # 520/222-5555 Mobile Phone #: - (Campus Phone #: - ‘\Nﬂlk Phone # 520/222-3333 ‘U.A Email: test1Eemail.arizona.edu
Prim/Home DeptiD: 0020 IPrimHome Dept Mame: Clearing Control [Bldg #: 200 Room # 1000
Citizenship Status: Citizen Visa Type: = \Visa Exp Dt nfa Highest Educ Level: Doctorate Degree Year: = Preferred Name: =

B. EMPLOYMENT INFORMATION
Orig Hire Dt: 01/17/1978|Comb FTE: 1.000

Average Salary: 100,000.000 |Ben Eligible: Y

[Ben Service Dt: 01/17/11978

\oting Cd: M $nmary Title/Contract Status: Professor, Physiology /

C. JOB(S)
it Action\R :
Red#:0  [Eff Date: 08/18/2014 |Status: A ey UA Title: Professor, Physiology Position Life Cycle:  |DeptiD: 0020 |Org Rel: EMP onieason
Eaming Code
OYES ONO O EMP O CWR
) ) . [Coniract . ) Last Dt Workd:
IComp Rate’ 100,000. q Factor: A |FTE: 1.000 Lenath: A Pay Grp: FAC FLSA: P [Exp End Dt: nia = Supv Level =
DAOASOH
Pay Comp
- Amt $0.000 - Amt $0.000 - Amt $0.000 | Amt: $0.000 | Amt: $0.000
IC igive brief : -
Emerituy Statuy gromted. - letter attached)

[Preparer (type or print): Phone: Date: Dept Head: Date: VP Date:
Dept Authorized Signature: Phone: Date: Dean/Director: Date: Human Resources: Date:
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5. REVISION HISTORY

Document Contributors

PRis Cantu Systems Control
Jenny Ruiz Systems Control
Esperanza Gallagher Systems Control

Change Control Log

1.0.0 04/14/2015 Initial Draft PRis Cantu
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