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When do | do the separation process?

When the employee was eligible for vacation or sick leave or a
participant in SURS and appointed in one of the following
employee groups

— Faculty/Other Academics

 Employee class begins with A (AA, AC, etc.)
— Academic Professional

« Employee class begins with B (BA, BC, etc.)
— Postdoctoral Research Associates

 Employee class begins with P (PA, PB)
— Civil Service

 Employee class begins with C or D (CA, CC, DA, DK,
etc.)

— Graduate Assistants — only if paid on a 12 month basis
 Employee class is GA




Why do we need a separation process?

* To stop paying the employee
 To pay any compensable benefits the

employee has earned (vacation and/or
compensable sick leave)

* To report to the State Universities Retirement
System (SURS) that the employee will no
longer be making contributions.

« To report the amount of unpaid sick leave
that the employee may use for additional
SURS service credit upon retirement from the
University. The employee should contact
SURS for additional information.




Overview of Separation Steps

The Home Org Unit starts the HR Transaction Checklist
to end the job(s) and initiates the DART Separation form
(DO NOT SUBMIT DART SEPARATION FORM YET).

The Home Org Unit provides a copy of the Employee
Exit Form (for faculty/other academic, academic
professional or graduate assistant)

Unit routes HR Transaction Checklist with supporting
evidence of separation of employee from the University
(such as a resignation letter) through all units with jobs,
to the College/Administrative Unit(s) and on to Central
HR (AHR for Academics and SHR for Civil Service
employees)



Overview of Separation Steps (cont’d)

4. Based on HR Transaction Checklist and other
Information, Central HR ends the job(s). There are
additional steps that need to be taken if the
employee has a job that is a 9/12 or 10/12 and is
leaving before the end of their contract. Refer to
step by step instructions for more detail.

5. Final Regular Pay occurs — no Unit action required
for final regular pay

6. For an academic employee: Unit adjusts
academic vacation and sick leave balance on
PEALEAV by checking accruals and entering leave
Taken to obtain the Final Balance at Separation.

For a civil service employee: change to
PEALEAV come through time reporting (PHATIME)
and any additional adjustments are made by Staff
Human Resources.



Overview of Separation Steps (cont’d)

7. Dart Form — Unit enters all required information and

. Verifies hourly rate (or enters a manual rate). This is the rate that will be used for
vacation and/or sick leave payout calculation. If you need assistance call 265-
6549.

* Note that only jobs active within the past 60 days will be displayed

« Zero percent jobs will display in a separate section of the form and the unit
should determine whether to calculate and enter a manual rate including a
zero percent job.

. Indicate whether or not the employee is due a vacation and/or compensable sick
leave payout by clicking on the appropriate radio button for the question “Does
this employee require a payout for which a pay adjustment will be initiated
through Banner?” as well as indicate the payout or no payout information in the
comments

. If there is compensable leave to be paid out (vacation, compensable sick leave or
Civil Service comp time), indicate in the Comments section the number of hours,
hourly rate and total amount being paid. Note that these Comments, PEALEAV
and the comments on the Pay Adjustment need to be consistent.

. If there is to be no payout, PEALEAV must also reflect zero in the Current
Available
. If the employee is going to waive payment of any compensable sick leave for

SURS service credit, this must be in the Comments section.
 Unit changes Status to “Unit Submitted” and clicks SUBMIT

*  Unit notifies College of separation form waiting in DART for approval
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8.

10.

11.

Overview of Separation Steps (cont’d)

Dart Form — College reviews for accuracy and, if correct, changes status to
“College Approved” and clicks SUBMIT (if corrections are necessary, College
returns form to unit by changing status to “In Progress” and clicks SUBMIT.
College will need to notify unit that the form has been returned).

Dart Form — Once in College Approved status, HR reviews, ensures jobs are
ended and PEALEAV matches the Comments section, changes status to
“HR Approved.”

Dart Form — Once in HR Approved status, Unit processes Payroll Adjustment
(PZAADJT) through Workflow for final leave payouts using the applicable
earn code (Vacation = ATV, Sick Leave = ATS, Sick Leave Waived = ATW,
Comp Time = PCM). In the Comments section the unit needs to indicate the
number of hours, hourly rate and total amount being paid for each leave
category. The Unit needs to also note if the employee is waiving any
compensable sick leave for service credit. If the employee is Civil Service
and has a comp time balance in PEALEAV, the balance will need to be
reflected in the Dart Comments and an adjustment will need to be done using
the earn code of PCM. The DART hourly rate must equal the rate used on
the Payroll Adjustment and hours reflected on the Payroll Adjustment must
match hours on PEALEAYV. If the employee is less than full time, indicate
max vacation payout in comments on PEALEAV, Separation form and
Payroll Adjustment. Also need to indicate in comments if employee is due
VACC.

Pay Adjustment — Payroll reviews Dart for hourly rate to be paid and Banner
for PEALEAV balances. If all matches, Payroll processes pay adjustment. If
not, adjustment will be returned to Unit for correction. .



Overview of Separation Steps (cont’d)

The Unit is now finished with their portion of the
Separation process.

Steps 12 through 16 will be taken by Central HR and
Payroll.




Overview of Separation Steps (cont’d)

The following steps are informational only,
no action is required on the part of the Unit.

12.

13.

14.

15.
16.

17.

Dart Form — After the pay adjustment is paid, Payroll inputs Last
Paid Information and changes status to Payroll Processed

Dart Form — Once Payroll Processed, HR makes any required
adjustments to PEALEAYV for reporting to SURS

Banner — HR terminates (PEAESCHSs) employee and ends all
deductions

Dart Form — HR changes status to Separation Complete

SURS Notification - An automated process sends Separation data to
SURS based on Dart form and Banner data.

Banner — Central HR does any required final PEALEAV cleanup




Separation Process

Step by Step Detall
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Step 1- Home Org Unit completes HR
Transaction Checklist to end the Job(s)

Important Notes

If the employee has multiple jobs, please note In
Memo area of Checklist “End all jobs, leaving
University” and give end date of job(s) along with
reason for separation.

If employee is in a 9/12 or 10/12 job and is leaving
before the end of their contract, indicate this in the
Transaction Comments. Step 4 describes how
Central HR and Payroll will work with the Unit to
ensure correct payment of the remainder of contract.
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Step 2 — Home Org provides a
copy of the Employee Exit Form
to the Employee (if employee Is
faculty/other academic, academic
professional or graduate
assistant)

http://www.ahr.uiuc.edu/Exitinfo/index.htm
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Step 3 — Home Org Unit routes HR Transaction
Checklist

« Home Org Unit routes HR Transaction
Checklist through all Units with active jobs
and through the College/Administrative
Unit(s) and on to Central HR

* Include supporting evidence (such as a letter
of resignation)

* [nitiate DART Separation Form (BUT DO
NOT SUBMIT YET)
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Step 4 — Central HR ends the job(s)

« Based on the HR Transaction Checklist and
supporting documentation, Central HR ends the
job(s), to stop the regular pay.

If employee has a job with deferred pay (9/12 or
10/12) and is leaving before the end of their
contract:

« Central HR will need to set up a deferred pay job
with a DP suffix to be used for the remainder of the
pay owed to the employee.

 Unit solicits the assistance of Academic Human
Resources (244-2400) to determine the amount to
be paid then initiates payroll adjustment(s) for the
remainder of the pay owed on that DP suffix job.

(NOTE: Payment of Deferred Pay is considered part of
the final regular pay)
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Step 5 — Final regular pay occurs

Note: No action required by the Unit at this step. The
employee must receive final regular pay before
proceeding to Step 5

The final regular pay process affects leave balances
because the accruals will be updated

Payout of compensable leave balances cannot be
done prior to the employee receiving the final regular

pay and the resulting final accruals occurring in
PEALEAV
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Step 6 — After the final regular pay, Unit
Enters PEALEAV data

?5 Employee Leave Balances PEALEAY 7.0 [MC:37.0] (BANPRODY [AUITLITY freieie el ettt e el e lele el e e e el e e e el e el el e

ID: 655555555 [T Jimmy Buffet

Leave Balance Totals

Academic: On PEALEAV, Home Org Unit inputs hours of leave Taken on appropriate job(s),
enter actual date of separation in the Date Available field and enters the Change Reason of
‘Final Balance at Separation’, save the changes. Go back to Employee Leave Balance Totals to
ensure the final numbers are correct.

Civil Service: PEALEAV will update through normal time reporting, any adjustments will be
made by Staff Human Resources.
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Leave Day Total Begin Total Total Current
Code or Hour Balance ?'E;E_Ernph:l':‘-'ee Leave Balances PEALEAY 7.0 [MC:i37.0] (BANMPROD Y § LIl ) friri i e e e e e e e e e e e e e e e e L Ce el fe Do Do e Do Do Do e e fe fe
FloatHal F il . o
Le) 655555555 [+ Jimmy Buffet
SHEN  ShBen F 00
H Time Sheet
SICC CDmDSICk F | 302.00 Position Begin Date End Date COA Organization Description
SICK  Sick F 46 .52 u94089 EC COORD OF PRGMS |16—APR—2005 |15—MAY—2005 [¢] [¢30001 [Academic Human Resources =
. > [usanss oo ¢ COORD OF PRGMS [te-DEC-2003  [30-3UM-z006 [s [6z0002 [Personne | Services ~]
SICN  MoncSick F il a e | 5
VACA Wacation F | 384.00 Leave Date Day Begin Current Maximum
YACC ackal F 32.00 Code Available or Hour Balance Accrued Taken Awvailable Banked Amount
— — —
15-MAY-ZDDEI [ [ sas.52 [ eo.o1 I| 11.25 I [ eis.2e [ .00 [[9,999.09 =
= I 65.32 | 10.00 | 1.41 | F6.91 | .00 | 1,250.00
ch R H H H
ange Reason: (| Fina| Balance at Separation
Leave : 2 [1] Current Maximum
Code Available or Hour Balance Accrued Taken Awvailable Banked Amount
=
SICH  MoncSick 74-AUG-1987 F | .00 | 86.69 | .on | 86.69 | .00 | 104.00
[o [ .00 [ 10.84 [ .00 [ 10.84 [ .00 [ 13.00
Change Reason: |
Leave Date Day Begin Current Maximum
Code Available or Hour Balance Accrued Taken Available Banked Amount
VACA wacation 15-MAT-Z006 [ [ =sa.00 [ 1eo.00 || 95.00 I [ aas.00 [ .00 [ s7s.00
== | 48,00 | zo.00 | 1z.00 | 56.00 | .00 | 7z.00
Change Reason: I_Final Balance at Separation -




Step 6 (cont’d)— After the final regular
pay, Unit adjusts PEALEAV

For Academic PEALEAYV information:

« The SURS automated program will report the appropriate
amount of vacation and sick leave to SURS after the DART
Separation Form reaches “Separation Complete” status.

e Any further PEALEAV adjustments required will be handled by
Central HR.
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‘What numbers should the employee know?

e e B B e e B L B

"E_El Employee Leave Balances PERALEAV
ID: 656069371 [ ¥ |Catherine L Menacher
655555555 Jimmy Buffet

7.0 [MC:37.0] (BANPROD) (LU O et e e e e e e e e e e

Leave Balance Totals

Leave
Code

FloatHol
SHEM  ShBen
W CompSick
SICK  Sick

SICN  MoncSick
WACA Vacation
WACC VacBal

—

Day
or Hour

elel el

JAERRRRA

Total Begin
Balance

302.00
346.52

3a4.00
3e.00

Total
Accrued

0

0

0
a0.01
d6.69

0

Total
Taken

11.25

96.00

TR
T

Current

G6.69

Jz.00

Example of benefits paid out
and information reported to
SURS:

SICK = 615.28 hours unpaid
SICC =151 hours (302/2) to be
paid (if hours were not waived

for SURS credit)

TOTAL = 766.28 unpaid sick
leave reported to SURS

VACA = 384 hours to be paid

VACC = 32 hours to be paid

Vacation (VACA). Employee will be paid for all unused hours of vacation up to
a maximum of 384 hours/48 days (for Academic full-time); for Civil Service
employees, maximum will vary, balance shown in PEALEAYV should be paid.
Vacation (VACC): Employee will be paid for all unused hours of VACC

Non-compensable sick leave (SICK):

University will report to SURS unpaid/unused, cumulative sick leave
Compensable sick leave (SICC): Employees hired between January 1, 1984
and December 31, 1997 may be paid for up to half of their compensable sick
leave, or they may waive the compensable half and use for SURS credit in lieu of
payment. The unpaid half is reported to SURS and can be used for SURS creglit
if the employee retires within 60 days of separating from the University.




Step 7 - DART —Start the Separation

Form

3 DART - Microsoft Internet Explorer WIQIEI - IEI

J File Edit View

Favorites  Tools  Help |l

J s Back - = - @ i | @Search [G] Favarites @Media 8 | %v =h =1

J address I@ https: ifhrnet,uibr ilinois, edu/dart-cf} j 'f(}(

HR IHFORMATIOH

Employment
Center

Labor
Policies

APPLICATIONS
AVSL

Create HH/
Change Empl
Group | ogon
Dept Profile
ER. Card

Job Postings
HOA

Pay
Calculator

PAPE
Reclass

Retrieve CS

® @
Home

Index

Admin Transactions Announcements Banner Resources Policies/Labor Separation Training
DART Home >

University Office of Human Resources
Departmental Transaction Web Site SeIeCt

Wielcome to DART, the Departrment Accessible Region for Transactions interface for completing Ad m I I 't t.
department level Human Resource transactions. To submit transactions within DART, you must hawe I n IS ra IVe

| Transactions

DART is available 24 hours a day, seven days a week, except from 8:00 a.m. to noon on Sunday. Tim
outside the hours of operation are reserved for system maintenance which may cause applicat]

within DART to be unavailable.

Wi'e are currently enhancing the look and functionality of DART. Durin
site will appear in the old look. This will not affect the functionall
trangactions.

ansition, parts of the web
wour ahility to process

Primary sections currently in DART, a in the left margin and the tabs above, include:
Administrative Transactions - links to the transactions available in DART.

Announcements - informational updates about Benefits, Careers, Compensation, Palicies, Training.

Banner Resources - job aids, instructions, and infarmation for Banner processes.

Resume
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Step 7 (cont’d) Dart — From Administrative
Transactions select the Separation link

LG T Tl TR Announcements ) Banner Resources | PoliciesiLabor |y Separation |y Training

Home >
HrimFormaTion  Administrative Transactions
Employment
Center This section includes links to the online administrative transactions in DART. The transactions with an
Labor asterisk (%) will appear in the old look.
Policies . .
Create Mew Hire/Change Employee Group Logan - allows you to create a new hire logon. User must
ABRCIERNIGHS have Banner subrmitter or approver level access. View the -card Program Office mermo for important
AVSL information about the DART process and obtaining an i-card.
Create HH/ ) . . . . . )
Change Empl Department Profile - this section provides information about your departtment ta prospective candidates,
Group Logon such as department or college purpose, and types of positions that exist within your unit. User must
have Banner submitter or approver level access to create, edit, or view profiles.
Dept Profile
ER Card Employee Reguisition - this form is used to begin the hiring process for Civil Service staff.
Job Postings
HOA Job Postings - allows you to create, edit, or delete Academic Professional job postings. User must have
- Banner submitter or approver level access.
Pay
Calculator Motificati . . .
otification of Appointrient (MOA) - allows you to view an NOA, Llser must have Banner submitter level
PAPE access or above for the employee's home department and employee group. Se I eCt

T B Pay Calculator - this is an online calculator to determine the monthly salary for an employee an a nine

e — rmonth appointment being paid over a 12-month period. Se paratl O n

m Principal Administrative Position Exermption (PAPE] - this form is reguired when requesting a new

Applicant Academic Professional position or when refilling an existing one that has significant revisions to tit

Sl duties, gualifications, or organizational relationship.

Search HH

Status Reclassification - this form is used to request that the classification of a position anged if the job

Separation duties have changed. Only the department or the incurmbent employee of the ion can make this
request.

Training

DART Training Betrieve Civil Service resurme - allows you to view and print Cigeervice resumes once candidates have

been referred to your department.

Contacts . . ) .
Search Applicant Database - allows you to the database for potential Academic Professional

candidates.

HR Forms

Human
Resources . S .
) Search Mew Hire Status - al you to track the progress of new hire information. User must have
Chicago Banner subrmitter or ap t level access.
Springfield 20
Urbana Separation - thi rm is completed by departrments when an employee is separating.
HESSIE . - .
== Training Course Postings - allows you to post training opportunities offered by your college or

department.




Step 7 (cont'd) - DART Separation Form

DL D . Announcements - Banner Resources | PoliciesLabor |, Separation ; Training

HRIHFORMATION Separations Main Menu

Employment

Center Select one of the options below to initiate or carry out the separation process.
Labor . . .
. Note: It is imperative that you complete the separation process to ensure that the

Eolicies employee is correctly separated from the University. Failure to complete this process may
APPLICATIONS result in the employee continuing to receive a paycheck,

AVSL

Create HH/ - - —

Change Empl s Create a new separations record by entering a UIN and clicking Create.

Group Logon

Dept Profile [ Create |

ER Card

Job Postings s Search for current employee using the Separation Status Search Form.

HOA

Pay

Calculator

-~ ~ Back

Reclass ac
ietrieue L]

Resnme

Unit enters the employee’s UIN and clicks on Create to start
the Separation form (Name, Home Org, Eclass, Position
Information will default into Separation form)
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Step 7 (cont’d)

Unit enters required
information
Verifies the
calculated hourly
rate(s) for leave
payout.

If necessary they
enter a manually
calculated hourly
rate.

Use Comments
area to reflect
vacation/
compensable sick
leave payout
information

Completes/Submits

O 655555555
First Mame: Jlmmy
hiddle Mame: Buffet
Last Mame:

E-Class: Ba Acad/Pro 12mth Ben Elig
Home Organization: i wh Services

Separation Date:

(rmrnsd sy y yy) L st day in pay status, incluc’ing wacation and sick leave taken. This
L S L k Day in Banner.
Separation Reason: I | Employee Resigned Vl

Last Paid Date:
Statu Unit Submitted |+ | I
uire a

Does this employe

e req
far which
pyt}"n thllba ated | © Yes O |
through Banner
Full Time Hourly Rate . .
Per Pay |FTE| Monthly | ${C)/Hours per 'Il}l'elghted Welgh.ted
Position/Suffix N Sick Leave Vacation
Salary (A) | (B) Rate pay from job e- Hourly Rate | Hourly Rate
C- (A/B) class Y y
[¥] L194085-00 $5804.18 1.00 550418 $33.49 $33.49 $33.49
Total Weighted Hourly Rate $33.49 $33.49

Calculate new total weighted hourly rates Calculate

- DART Separation form-Unit

5.

Unit changes
Status to Unit
Submitted

At bottom of
form click on
Submit

Unit notifies
the College to
approve.

Manually Calculated Hourly Rate {Justification In $| | $| |

Comments Section) f00 ) {3 .0)
Comments: Employee resigned 5/16/06. e
(ex. Date, Mame:

Comments) MNonconp sick leave = 615.28

Comwp Sick leave = 30272 = 151 x 33.49 = §5,056.99
VACA = 445 hours reduced to 384 max = 384 x 33.49 =
§1z,560.16 -

*Note that only jobs active within the past 60 days will be displayed

«Zero percent jobs will display in a separate section of the form and
the unit should determine whether to create a manual rate including
a zero percent job.

Once this form is submitted and is in Unit Submitted status, you will no longer be allowed to update

this information.
Submit Back

If corrections
need to be
made after
the form has
been
submitted,
the unit
should
contact the
College
approver to
have the form
put back in
“In Progress”

status




Step 7 (cont’d)

An employee may have had a 0% job that needs to be used
In the determination of the weighted hourly rate to be used for
vacation and sick leave payout.

The user should review the fallowing 0% FTE jabs, eamings codes, shift or premium pay for this
employes. In the event any are considerad a permanent part of the employee's salary they should be

used in calculating the rate for payout. This information should be entered into the manual rate field and
the supporting information entered into the comments section.

Position/Suffix Per Pay Salary FTE
LI74562-00 $1.041.67 0.00

Weighted Hourly Rate of Pay. Select all jobs that apply to vacation and sick leave calculation and click
Calculate.

Full Time | Hourly Rate . .
" Per Pay |FTE| Monthly | ${C)Hours per g R e
Position/Suffix ] Sick Leave | Vacation
Salary (A) ( (B) e i I 6 Hourly Rate | Hourly Rate
C=(A/B) class
¥ 7458300 §10815.00 100  10515.00 §62.40 $62.40 §62.40
Total Weighted Hourly Rate $62.40 §62.40
Manually Calculated Hourly Rate (Justification In Comments Section) $65.41 $65.41
Comments:  Administrative supplement $8.01 per hour + $82.40 for a total of $558.41 per hour,
(ex. Date, Employee retiing eftective 12/31/2004. Paying 1/2 of compensable sick leave: 1354
Mame: haurs J 2 =677 hours ; 677 hours % §60.41/hour = $46313.57 Plus paying vacation
Comments)  balance: 288.80 hours (after accrual is posted on 1/16/05) » $68.41/haur =
$19756.51.

0% job

Manually
calculated
rate
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Step 8 (cont’d)- DART form - College uses
Separation Status Search Form (Unit should

also track the Separation Form by going to the

Separation Status Search Form)

Y
Index

G

@
Hom

TN I e 0 3 Announcements |, Banner Resources | Policies/Labor '/ Separation |/ Training

[1.]

Home >

HRINForRMaTION  Separations Main Menu

Employmment _ o _
Center select one of the options below to initiate ar carry out the separation process.

Labor o . .
Note: It is imperative that you complete the separation process to ensure that the

Policies employee is correctly separated from the University. Failure to complete this process may
APPLICATIONS result in the employes continuing to receive a paycheck.

AVSL

Create HH!

Change Empl
Group L ogon =

Dept Profile | Create |

ER Card

« Create a new separations record by entering a UIN and clicking Create.

« Search for current employee usingjthe Separation Status Search Farm,

Job Postings

= =
g g
=

Calculator

PAPE
Reclass
Betrieve CS
Resume
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Step 8 (cont’d) - DART form - College enters

Name or UIN and clicks Search to access the

Separation Form

HR IHFORMATIOH

Employment
Center

Labor
Policies

APPLICATIONS
AVSL

Create HH/
Change Empl
Group Logon

Dept Profile
ER Card

Job Postings
HOA&

Pay
Calculator

PAPE

Reclass

Retrieve CS
Resume

Search

Applicant
Database

Search HH
Status

Separation
Training
DART Training

e |

Separation Status Search Form
Enter at least one of the criteria below. Click the Search button to search.

A "wildoard" search on last name can be done by entering a partial last name followed by the percent
sign, %. For example entering 3% will search for anyone whose last name begins with 5.

To exit the Separation Status Search Form, click the Exit buttan.

First Marme: I

Last Name: |

—
—

|Chonse One: j
[ALL =l
[ALL =l

UM ()

SSM: (oooooono)

Separation Date Prior to:
(mmiddfyyyy)

Separation Reason:

HR Campus:

Separation Status:

Payout Status:
(Does this employee reguire a
payout for which a pay |AII j

adjustment will be initiated
through Banner?)

Benefits Status: All -

IE—CIass j

Sort Results By:
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Step 8 (cont’d) - DART form - College changes to

If corrections
need to be
made after
the form has
been
approved,
the College
approver will
need to
contact HR
to have the
form put
back in “In
Progress”

status

LR

First Mame:

Fliddle Mame:

Last Mame:
E-Class:

Haorme Organization:

Seaparation Date:
[ gl g gt Fu AT TETETY]

Separation Reasaon:
Last Paid Date:
Status:

Does this employee require a
payout for which a pay
adjustment will be initiated

through Banner?:

Approved

655555555
Jimmy
Buffet .
rmth Ben Elig
9-630002 FPersonnel Services

|osr1e/2008
Last day in pay status, including vacation and sick leave taken. This

may differ from the employee’s Last “Work Day in Banner.

| Employeese Resigned et
-l

College Approved _ =

@ ves O Mo

College

“Woeighted Hourly Rate of Pay. Select all jobs that apply to wvacation and sick leawve calculation and click

Calculate.

Hourly Rate
$(C)/Hours per

Weighted

Vacation

Weighted

Full Time
- Per Pay |FTE| Monthly .
Positon/Suflel Solury By | ®) | "Rats " |pay fam o o.| SickLemve | Vecation
C = {A/B) class y y

La4053-00

580418 1.00

5.504.18 $35.49 $33.49 $35.49

Total Weighted Hourly Rate $33.49 $33.49

Calculate new total weighted hourly rates

Calculate

Manually Calculated Hourly Rate {Justification In

Comments Section)

5 5

[EET Y] Xy

Cormrments:
(ex. Date, Mame:
Comrments)

Employee resigned 5/16/06.

Noncomwp sick leawve = 6l5.2Z8

Comp 2ick leave = 30272 = 151 x 33.49 = §5,055.99
VACAR = 445 hours reduced to 354 max = 354 =x 33.49 =
$1z,860.16

|

Separation Form Status History Information

| status | UserD | ______________ _Date |

1 Unit Submitted

tkerber 07052006 11:15:27 A

T
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Step 9 — DART - HR changes to HR Approved status

LR

First Mame: 655555555

riddle Mame: Jimmy

Last Mame: Buffet

E-Class: rmth Ben Elig
Haorme Organization: 2-630002 Persaonnel Services

Seaparation Date: |DS;16I2E"T‘|6 i i i i i
Crr A dy v v v Last day in pay status, including vacation and sick leave taken. This
may differ from the employee’s Last “Work Day in Banner.

Separation Reasaon: |Ernp|c|'_-,ree Resigned et
Last Paid Date: Il

Status: HR Approved _ =

Does this employee require a

payout for which a pay
adjustment will be initiated @ wes 3 Mo
through Banner?:

“Woeighted Hourly Rate of Pay. Select all jobs that apply to wvacation and sick leawve calculation and click
Calculate.

Full Time Hourly Rate . .
" Per Pay |FTE| Monthly | ${(C)/Hours per 'H'_H'mghted ngh_ted
Position/Suffix . Sick Leawve Vacation
e a i by i [l C- Hourly Rate | Hourly Rate
C = {A/B) class y y

La4053-00 580418 1.00 580418 $35.49 $33.49 $35.49

Total Weighted Hourly Rate $33.49 $33.49

Calculate new total weighted hourly rates Calculate

Manually Calculated Hourly Rate {Justification In $| | $| |
Comments Section) (w300 {3 1)
Comments: Employee resigned 5/16/06. £
(ex. Date, Mame:

Comments) MNoncomp Sick leave = 615.28

Comp 2ick leave = 30272 = 151 x 33.49 = §5,055.99
VACAR = 445 hours reduced to 354 max = 354 =x 33.49 =
$1z,860.16 -

HR checks that all jobs have ended and changes status of DART form
to HR Approved 27




Step 10 —Payroll Adjustment for compensable leave
payouts — same for Academic or Civil Service

Once final regular pay has been received and the Dart form
IS iIn HR Approved status........

« Unit should initiate Payroll Adjustment for any vacation and compensable sick
leave payout, indicating in the PZAADJT comments:

— hourly rate
— hours paid for each appropriate Earn code
« Terminal Vacation payout — ATV
« Terminal Compensable Sick Leave (SICC) payout — ATS
» Sick Leave Waived (SICC) — ATW
e« CompTime (for Civil Service only) - PCM
— total amount being paid

Note: when preparing the adjustment, you must enter the same total hours in
one of the “day” columns as is in the total hours column; failure to enter this
amount in a day column will result in an error message. Do not enter “1” in
the day field, representing a unit or one hour, again, an error message will
result indicating “totals do not match.”

* If over-payment has occurred, the Unit works with the employee and Payroll on
repayment of money owed the University.




Step 11 —Payroll Adjustment for compensable
leave payouts — same for Academic or Civil Service

Pay Adjustment (PZAADJT) — Payroll reviews the payroll
adjustment, compares to DART separation form for hourly
rate to be paid and PEALEAYV balances in Banner.

If all matches, Payroll processes payroll adjustment.

If there is a discrepancy, the payroll adjustment will be
returned to Unit to make necessary corrections. Once
corrections have been made, Unit will need to resubmit the
payroll adjustment through Workflow. (For assistance with
payroll adjustments call the Urbana Payroll Customer
Service at 265-6363.)
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The Unit Is now finished with the Separation
Process

Steps 12 through 16 will be taken by Central
HR and Payroll
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